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APPLICATION CHECKLIST

	 FORMCHECKBOX 

	Completed Application



	 FORMCHECKBOX 

	Deposit (50% Initial Accreditation Fees per the fees table) – Note certified cheque or money order.


	Please note that Orion cannot provide accreditation unless the applicant has been vetted through Languages Canada.  For more information please contact info@languagescanada.ca



Please send the above to:
Orion Assessment Services of Canada Inc.

#3 - 130 Research Lane

Guelph, Ontario, Canada N1G 5G3

Phone: (877) 494-0477
Fax: (866) 624-1115
www.orioncan.com
info@orioncan.com
	
	Date of Application:
	     


	A: Contact Information: 



	Institution:


	     

	Address:

	Street
	     

	City
	     
	Province
	     

	Postal Code
	     

	Web-site
	     
	
	

	
	
	
	

	Contact Name:
	
	
	

	Position
	     

	Telephone Number
	     

	Email
	     

	
	
	
	

	Language of Instruction

	
	English  FORMCHECKBOX 
              French   FORMCHECKBOX 

	
	

	
	
	
	

	If there more than location requiring accreditation please list the name and addresses in  Appendix A?

	
	
	
	

	
	


	Approximate Full Time Student Enrolment for the past year:



	
	Term
	Number of Students

	
	Fall
	     

	
	Winter
	     

	
	Spring
	     

	
	Summer
	     

	
	TOTAL
	     

	
	

	
	

	
	Full Time
	Part Time

	How many teachers are delivering language programs?


	     
	     

	How many classrooms are used to deliver your programs?
	     

	Please indicate where the following activities occur. If you have satellite locations please also complete Appendix A


	Head Office
	Satellite Location

	Student Admissions
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Student Services
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Teaching Staff and Records (degrees/certificates etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Curriculum Details (course outlines / test results etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Marketing & Recruiting 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Administration
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	

	Thank-you for your application.  Please sign below and attach the fees to indicate your acceptance of this application along with the terms and conditions attached.



	Approved By:
	
	Date:
	     

	
	     
	
	

	
	
	
	

	NOTE:  Please attach application fee of 50% plus applicable taxes.  This fee will be deducted from the 1st year fees.

	
	
	
	


Fees 
	
	
	Initial Accreditation (Year 1)
	Annual Accreditation (Year 2-4)

	Please check appropriate box
	Number of Classrooms


	Single Site (including Preliminary Review & On-Site Visit)
	Multiple Sites (more than 15 minute drive from main site.)**

	Single Site
	Additional Sites (more than 15 minute drive from main site.)

	 FORMCHECKBOX 

	1 – 15


	$2975
	Add $1700 per site.
	$1050
	Add $1050 per site.



	 FORMCHECKBOX 

	16 – 40


	$4375
	
	$1400
	

	 FORMCHECKBOX 

	More than 40


	$4375
	
	$1575
	


Note:

· For multi-site accreditations typically one day per site is required.  Please confirm pricing with Orion.
· Expenses are additional for the on-site review if applicant is more than 2 hours from Toronto, Montreal, Vancouver, Calgary, Edmonton, or Halifax.  In these cases, travel time will be charged at $50/hour.  Mileage is charged at $0.46/km.   
· For clients accredited after August 31st annual accredited fees are billed in June.  All others are billed in January. 
** Discounts for Multi-site locations will only be given if programs, policies and procedures are centrally managed through a corporate office.  In this scheme,  satellite locations implement  and follow corporate procedures.

APPENDIX A – List details of additional sites if applicable.
	
	Location Name:
	Address
	Contact Person
	Phone

	1
	     
	     
	     
	     

	2
	     
	     
	     
	     

	3
	     
	     
	     
	     

	4
	     
	     
	     
	     


Please indicate how the Head Office interacts with the satellite locations in the following table.

	Standard
	Description
	Managed & Administered by
Head Office
	Policy Set by Head Office, but Administered by Satellite Location
	Entirely Managed and Administered
By Satellite location

	C.1 
	Admissions & Registration
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C.2
	Student Records
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C.3
	Immigration Advice
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C.3
	Health Insurance Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D.2.2
	Problem Resolution Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D.4
	Homestay Contracts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D.4
	Student feedback instrument on homestay
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E.1
	Orientation for new teachers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E.4
	Performance Appraisals for teachers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E.4
	Student feedback instrument on program
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E.4
	Professional Development
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	F.4
	Curriculum
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	F.4
	Curriculum Review
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G.1
	Marketing and Recruiting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G.2
	Agents and contracts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G.3
	Production of Publicity Materials
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H.4
	Policy and Procedures Manual for staff
	
	
	 FORMCHECKBOX 


	H.5
	Orientation program for new employees (excluding teachers)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H.6
	Terms of Employment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H.7
	Program Review
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	TERMS AND CONDITIONS

This Application for Registration between  (Applicant) hereby applies to Orion Assessment Services of Canada Inc. (Orion) for Registration Services in accordance with the following terms and conditions

	1.0   General Conditions

	
	1.1
	When used in this agreement the following terms have the following meaning:



	
	
	Orion:
	Orion Assessment Services of Canada Inc. or ORI



	
	
	Applicant:
	The company applying to Orion for Accreditation Services.



	
	
	Accreditation
	The decision by Orion that the applicant meets the requirements of Standard.



	
	
	Preliminary Review
	A review of the Quality System Documentation to identify the strengths and weaknesses. 



	
	
	Onsite Review
	On-site review to determine the acceptability of meeting the designated requirements.



	
	
	Maintenance  Assessment:
	Assessments that are normally carried out on the second year following the initial accreditation.



	
	
	Re-Accreditation
	An assessment of the applicant in the fourth year.



	
	
	Standard:
	The Standard to which the applicant is being assessed to.



	
	
	Program:
	A set of requirements or principles that are not recognized as a Standard. Examples are HACCP or Sarbanes-Oxley.



	
	
	Certificate:
	Document issued upon accreditation to the requirements of the designated Standard.



	
	
	Quality System:                                                                
	The documented, implemented, and maintained actions that fulfill the requirements of the Standard.



	
	
	
	

	
	1.2
	An applicant who is assessed by Orion and found to meet the Standard or Program is entitled to hold a Certificate. Certificates expire on the 4th anniversary of the issuance of the Certificate.

	
	
	
	

	2.0 Requirements

	
	2.1
	Each registered facility shall:

	
	a
	Have documents that address the applicable Standard or Program.



	
	b
	Maintain documentation in accordance with the Standard.



	
	c
	Perform an internal review of the applicable Standard prior to the on-site Assessment and annually.  A report of the findings shall be maintained.


	
	d
	Allow Orion access to all certified locations during normal working hours to review the implementation of the Standard or Program.



	
	e
	Inform Orion in writing of major changes to the program (e.g., ownership, management structure, production capability changes, change of location)



	
	f
	Use the Accreditation in accordance with Orion requirements contained in the Orion Accreditation requirements. The original Certificate of Registration is property of Orion.



	
	g
	Upon termination of Accreditation, discontinue reference to the Accreditation in all advertising material or other documents. The applicant shall notify companies that the Accreditation has been terminated. The Accreditation shall not be used as evidence of product certification, product endorsement or product approval.



	
	h
	Maintain a record of all complaints about the products or services.



	
	i
	Allow Accreditation Bodies and Regulatory Agencies access for Witness Assessment of Orion and oversight programs of Orion.



	
	j
	Comply with the Accreditation Regulations.



	
	2.2
	Orion Shall:
	

	
	a.
	Perform Preliminary Reviews, On-Site Reviews and Maintenance Assessments as applicable to the requirements of the Orion Quality Manual and Procedures.



	
	b.
	Maintain and make available a listing of Accredited Programs that identify the company name, location, Accreditation and date of certification expiration. This information may also be sent to listing agencies.



	
	c.
	Maintain all information pertaining to the applicant (other than specified in 2.2b) confidential and not release any information without written permission of the applicant except as required by program requirements and/or required by law. 


	
	2.3
	Other Requirements
	

	
	2.3.1
	The applicant shall pay Orion upon demand the cost of all activities wherever conducted as referred to in this Application for Accreditation based upon Orion fixed quotes or fee schedule which is incorporated herein by reference and which may be modified from time to time. Applicant agrees expenses incurred by Orion in collecting any unpaid account of applicant shall include reasonable attorney’s fees and default interest in amount of 1.5% per month on any unpaid balance over 60 days from the billing date, and collection fees.



	
	2.3.2
	Invoices issued in accordance with 2.3.2 shall be paid within 15 days of billing date. Any account not paid within 60 days after the date of billing will be cause for revocation of accreditation. Accreditation Certificates will not be released until payments are received by Orion for the Document Review and Accreditation Assessment.



	
	2.3.3
	Neither applicant nor Orion shall be responsible or liable for delay or failure to perform in accordance with 2.1 or to be performed on its part if such delay or failures are due to bombings, invasions or other acts of war by either armed forces of Canada or any other nation or nations, insurrection, strike, earthquake, fire, flood, or acts of God or actual inability to obtain materials or personnel to perform services, or other conditions beyond reasonable control of Orion or Applicant whether of the kind of nature specified herein or otherwise.



	
	2.3.4
	APPLICANT AGREES TO HOLD ORION AND ITS MEMBER, OFFICERS, EMPLOYEES, BROKERS, AGENTS, REPRESENTATIVE, OR ADVISORY BOARD MEMBERS HARMLESS FOR ANY CLAIMS FOR PERSONAL INJURY, DEATH, PROPERTY DAMAGE OR FOR ALL LOSS DAMAGE INCLUDING COMPENSATORY, CONSEQUENTIAL AND PUNITIVE DAMAGES OR INJURY OF ANY NATURE WHATSOEVER INCLUDING BUT NOT LIMITED TO CLAIMS ASSOCIATED WITH THE ACCREDITATION PROCESS.



	
	2.3.5
	APPLICANT HEREBY RELIEVES ORION, ITS MEMBERS, OFFICERS, DIRECTORS, EMPLOYEES, AGENTS, BROKERS, REPRESENTATIVES OR ADVISORY BOARD FROM ANY LIABILITY TO APPLICANT ARISING OUT OF OR CONNECTED WITH ACCREDITATION, THE ISSUANCE OR DENIAL OF ACCREDITATION OR THE REVOCATION OR CANCELLATION OF SAME UNDER THE CONDITIONS HEREIN SET FORTH . THIS PROVISION INCLUDES BUT IS NOT LIMITED TO CLAIMS, ALL LOSS, DAMAGE, OR INJURY OCCASIONED BY SOLE SIMPLE OR GROSS NEGLIGENCE OF ORION AND IS TO BE CONSTRUED BROADLY.



	
	2.3.6
	If Applicant is aggrieved by any ruling, determination or action of Orion in any manner relating to accreditation or denial of accreditation pursuant to the provision of the Application, Applicant shall within sixty (60) days notify the President of Orion. If resolution is not obtained, the Applicant may appeal to the Accreditation Agency or Regulatory Agency.



	
	2.3.7
	Any statutes of limitation notwithstanding, Applicant expressly agrees that its right to bring or assert against any claims, demands, or proceedings whether in arbitration or otherwise shall be waived unless (a) notice is received by Orion within thirty (30) days after the Applicant has notice of or should reasonably have been expected to have had notice of the basis for such claims; (b) arbitration if any, based on such claims or demands of whatever nature is commenced within one (1) year of the notice to Orion.



	
	2.3.8
	This Application shall become a contract between Applicant and Orion upon its acceptance in the space below, by Principal Owner of Orion, it being mutually agreed that this instrument, upon such acceptance, contains all, and the only agreements between Orion and Applicant, and that no broker or agent or representative of either party has made any statements, representations or agreements, orally or written, modifying, contradicting, or adding to these terms and conditions. All modifications to this Application shall be in writing and signed by the Applicant and Orion.



	
	2.3.9
	Except as otherwise noted herein, both Orion and Applicant may terminate this agreement, without cause, upon written notice to the other party of such termination at least thirty (30) days prior to the date of such termination with the exception that accrued fees shall be payable in accordance with the terms hereof. Orion hereby accepts the above application and agrees  to the terms thereof:
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