
COMPLIANCE TIPS 

Institutions are required to maintain compliance with the Private Training Act and the Private Training 
Regulation at all times.  

Whether you are conducting an internal compliance review or preparing for an inspection, you 
should consider the following. This is a partial list.  All requirements can be found in the PTA and its 
associated regulations.  The Private Training Act Policy Manual is also a helpful resource. 

Is your website compliant?  

1. The following must be prominently displayed on an institution’s website(s):

 A link to the PTIRU website
 Tuition and related fees
 Tuition Refund policy
 Sexual misconduct policy
 Dispute resolution policy
 Student statement of rights
 Identify whether a program has been approved by the registrar.  See the Private Training Act

Policy Manual for suggested wording.
 For each Class A or B program:

 Admission requirements
 Tuition and related fees
 The career occupations for which the program prepares students
 Whether the program leads to employment in a career occupation that is regulated,

and if so, a link to the regulator’s website

2. Your website and social media must contain accurate, current and consistent information.
Content must not contain representations that are false, deceptive or misleading.

 Any images used must be representative of the institution’s facilities and equipment
 Any claims made (i.e. “we are the oldest school in Canada”) must be be supported by

evidence
 Any relationships with third parties (i.e. articulation agreements, partnerships) must be

documented and the documentation available to PTIRU inspectors
 Program information must match what is listed with PTIRU.  Check your institution’s

program information as listed on the PTIRU website to make sure it is aligned with your
advertising.  This includes program names, tuition and related fees and admission
requirements. You can review program information listed with PTIRU by clicking the
Manage Programs tab of the PTIRU Portal.
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Are your student records compliant? 

3. Student records must contain:

 Compliant student enrolment contracts (more on this below)
 Evidence of payments for tuition and related fees.  Please note institution-generated

receipts are not ‘evidence of payment’.  Copies of cancelled cheques, credit card payments,
wire transfers or student loan documentation are accepted forms of evidence.

 If applicable, refund calculations and, where necessary, evidence a refund was paid.  Copies
of  cashed cheques, credit card refunds or wire transfers are accepted forms of evidence.

 Evidence that the student has met the admission requirements including evidence of
language proficiency requirements. Refer to the Language Proficiency Requirements (LPR)
Guide available the Forms, Templates and Resources section of the PTIRU website.

 If applicable, a copy of the letter of acceptance and a copy of the student’s study permit.
 Work experience agreements signed by all three parties (host/student/institution)
 Evidence the student met the requirements for participation in the work experience
 Evidence of regular written work experience evaluations
 Attendance record listing the number of hours attended each day and

evidence attendance is updated weekly
 If applicable, notice of withdrawal/dismissal and copies of any related documentation
 If applicable, a copy of a complaint made by a student and any related documentation
 Student transcripts
 If applicable, a copy of any credential issued by the institution

4. Student records may be in electronic or paper format; however, they must contain the items
listed above and must be made available to PTIRU inspectors upon request.

5. Student enrolment contracts must include required information and must set out accurate
information about the program of instruction.   They must be signed by all parties on or before
the first day of classes.  The student must be provided with a copy.  Up-to-date templates for
both approved programs and programs that do not require approval are available in the Forms,
Templates and Resources section of the PTIRU website.  Please make sure the correct contract
template is used. 

Are your instructor records compliant? 

6. Instructor records must include:

 Evidence the instructor is qualified:

 For a practical or vocational course, this means a credential relevant to the subject
matter of the course being taught and at least two years (10 years if there is no
credential) in a career occupation relevant to the subject matter of a course

 For a language course in an approved program, this means one of the following:
 A post-secondary degree in language instruction
 A certificate or diploma in language instruction and either two years of work

experience teaching a language or a post-secondary degree
 10 years experience teaching a language

 For an academic course, this means a post-secondary degree in the subject of the
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course 
 Copies of credentials should be in the instructor records and resumes must detail

occupation experience so that a PTIRU inspector can confirm the instructor was
qualified at the time of hire.  Please note instructional experience is not considered
occupational experience.

 Instructional experience is not considered to be work experience in a career
occupation relevant to the subject matter of the course

 If an instructor has been employed for two years, the instructor record must
include a copy of a performance evaluation conducted in the last two years.

Are work experience components aligned with program learning objectives and properly 
documented? 

7. Work experience components must:

 Include a work experience agreement between the student, institution and host
organization which outlines the activities the studentwill undertake during the work
experience The work experience agreement must include the responsibilities of all parties
(student, institution and host organization). A copy of this agreement must be provided to
the student before the start date of the work experience component.

 Include work experience activities that are directly related to the learning objectives of the
program.

 Include regular written evaluations of the student
 Be provided before the student’s program end date

8. PTIRU inspectors may reach out to students or work experience hosts to confirm compliance

Are you delivering more than 20% of an approved program via distance delivery? 

9. If you deliver a program where more than 20% of the delivery is by distance, you must use a
learning management system.  The system must:

 Be available at all times to students, other than during maintenance
 Securely store or otherwise protect personal information
 Be capable of verifying the identity of the students
 In the case of asynchronous delivery, enable the institution to track a student’s

progress
10. International students must attend at least 50% of a program in-class, in person
11. Students must have reasonable access to technical support throughout their program
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