
[image: image1.png]me Alberta Public Interest Research Group




APIRG Policy Manual
The Alberta Public Interest Research Group
	Opt Out Policy
	Page 2 of 

	
	

	Date Created: 5 June 2013
	Date Amended: 
	

	
	

	
	



Purpose: 
This policy outlines our protocol for administrating opt out, as per required. This Policy is based upon current precedent. 
Policy:

1. As per the Bylaw 3000 Agreement with the Students Union, students who do not wish to fund APIRG activities may have their fee reimbursed by APIRG. This process occurs within specific time limits, and students must either submit a completed form at the APIRG office or mail in an opt-out form with some accompanying documentation. 
2. APIRG opt out periods are each term  from the first day after the add/drop deadline until the last day of the next month.  This is to insure up-to-date student status. 

a. Opt out periods must be advertised in the Student Union sanctioned Student Handbook 

3. APIRG dedicated fee unit fees are determined by contacting the Student Unions’ Senior Manager of Finance & Administration when setting the next fiscal year’s budget. 
a. Students are entitled to receive back their full fee amount.  As set by the Students Union
b. Full time and part time students pay different fee units, as outlined by the Student Union Senior Manager of Finance & Administration

c. Full time and part time student status are as defined by the University Adminstration: 

i. 3 classes or more is designated as full time

ii. less than 3 classes is considered part time

4. Opt out periods for each term and dedicated fee unit amounts must be outreached by all effective mediums. The Outreach Portfolio holder and Outreach Coordinator are responsible for all opt out promotion. Opt out promotion must be thorough and timely. 

5. Opt out administration is the responsibility of the Financial Portfolio holder and the Office Coordinator. The Office Coordinator must provide a variety of methods for opt out. Concerted and appropriate efforts must be made to the opt out procedures to insure it’s accessibility to a variety of students. 

a. The Office Coordinator Position is responsible all day to day administration of the opt out procedures:

i. Insuring proper change for walk-in opt out 

ii. Responding to email requests in a timely manner

iii. Administrating cheques for email or mail request in a timely manner. 

iv. Following up with applicants with incomplete forms

v. Tracking numbers and amounts of total fees returned. 

vi. Writing and delivering a yearly report to the APIRG Board of Directors regarding improvements and statistics 

6. APIRG board of directors are responsible for supervising staff and insuring appropriate emphasis is placed upon opt out accessibility. 

a. APIRG board of directors are responsible for inquiring regarding opt out statistics such as amount of fees returned and numbers of students.

7. APIRG can only process opt outs for the student in question. APIRG cannot process opt out requests on parental or third party requests, except in cases of power of attorney or the student has developmental challenges. 

a. Parents, guardians or third parties that inquire regarding opt out will be instructed that the student must contact our office directly.  Information regarding the opt out status will not be given.

8. Information regarding opt out recipients is considered private and privy to government legislation and the APIRG privacy policy. 
9. Protocol for Opting out via email or postal mail

a. APIRG requires the appropriate form to be filled out, complete with mailing address and student identification number.

b. Email inquiries are to be sent to the apirg@ualberta.ca website

c. Postal mail inquires can be sent inter-campus mail or via Canada post

d. APIRG requires an attached a Registration Certificate for the term stated. Registration certificates dated for the previous term are considered outdated 
e. APIRG requires a valid mailing address to forward the cheque to

f. APIRG  requires mail-in opt out inquiries to include current and valid proof of student status, full time or part time status and registered student name.
10. Protocol for opting out via walk-in methods:

a. Walk in students must fill out a form. Forms are available online, info-link booths, the Student Union administration office and in our office.

b. Students must display their official bear tracks timetable as either a print off copy or on a electronic device

c. Students must display their official student identification card, the One Card.

d. Once their exact amount is given, students must sign upon receipt

e. Should the student not have an item of identification, staff may lend their computers at their discretion

f. If identification is not provided, the student will be asked to return with appropriate identification and proof of student status

g. APIRG walk-in opt outs are principally administered by staff members. Priority on administrating walk-in opt outs in a timely manner is required.
11.  Students are required to opt out of each term separately

12. In order to respect the sensitive nature of the opt out process,  all parties must behave in a civil and courteous manner.

a. APIRG Board of Directors and staff members must not engage in conversation with the opting out student regarding reasoning or political views. APIRG must remain courteous in administrating the opt out. 

b. APIRG does not tolerate abuse of any kind from opting out students or third party inquires. APIRG can ask students to leave if students are creating a disrespectful environment and encouraged to continue the opt out process through our online means. 
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