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Welcome to the Department of Educational Studies (EDST). This document provides useful information
for those who have been admitted to one of our graduate programs. Please read it and use it. UBC is a
large, complex and dynamic place with many programs, services and opportunities for growth. The infor-
mation below is intended to help you make a smooth transition into your program. Some of this infor-
mation will be important to act on as soon as you receive notification that you have been accepted into the
program, while other information will be more relevant later on.

A. Accepting Our Offer of Admission

In most cases, students admitted to graduate programs at UBC receive a letter from the department and an
email and letter from the Faculty of Graduate Studies (FoGS). The letter from Graduate Studies is your
official offer of admission. It is very helpful to know as soon as possible whether you will be accepting the
offer of admission, so please send us an email (addressed to grad.edst@ubc.ca), letter or fax

(604.822.4244) once you make your decision. If you decide to not accept our offer, this may open a space
in the program for another applicant, so please let us know as soon as you can. If you find that you cannot
begin the program when you expected, please contact the Graduate Program Assistant or Graduate Advis-
er to discuss deferring your admission or reapplying for a later start date.

B. Working With Your Pro Tem Adviser

In the Welcome letter you received from the department you will find the name and contact information
of your pro tem adviser. Pro tem means temporary. This person is responsible for answering questions you
have about the department and your program, for advice about applying for scholarships or fellowships,
for completing a Program of Study Worksheet and the Supervision Principles document with you, and for
providing guidance in the early stages of your program. It is important to contact your pro tem adviser as
soon as possible after being admitted, but certainly before you register for courses. Once courses are
opened for registration, many fill up quickly, so to avoid disappointment, meet with your adviser and make
sure you understand the requirements of your program. Many students remain working with the adviser
they were initially assigned, while others change. Please note that you can change advisers and are not
required to continue to work with your pro tem adviser. Often this happens because another faculty
member is a better match to your areas of interest and expertise. Sometimes a change occurs because of
differences in styles of communication and sometimes change occurs due to personality differences. Please
consult with the EDST Graduate Adviser if you have questions about this process.

C. Preparing to Meet With Your Pro Tem Adviser

Before meeting with your pro tem adviser, there are several things you should do to prepare. First, read the
Steps to Graduation document for your degree program on the Policies and Forms section of our depart-
mental website, edst.educ.ubc.ca/current/steps-graduation. This document lists the important events in

your degree program from acceptance through to graduation. The timeline for your degree gives you a
good idea of the normal sequence in which these events occur and highlights policies and procedures you
should know about. Second, download and read the Program of Studies Worksheet for your degree pro-
gram and specialization (from the Policies and Forms sections of the website, edst.educ.ubc.ca

/current/policies-and-forms). This worksheet contains information about required courses and provides

space to indicate what elective courses you intend to take. If you don’t find the worksheet for your specific
program on the website, please contact the Graduate Program Assistant at grad.edst@ubc.ca. Third,
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download the Supervision Principles (also from the Policies and Forms section of the website). This doc-
ument provides definitions and sets out the roles and responsibilities for pro tem advisers and research
supervisors. Lastly, visit the Courses section of the department’s website (edst.educ.ubc.ca/current

/courses) to see the courses listed for your beginning term. Review the course offerings for that session
and list the required courses that are scheduled and any elective courses that are attractive to you. You can
also visit the websites of other departments to see what courses they offer that might be of interest. Re-
search methods courses are offered by several departments in the Faculty of Education. To see a consoli-
dated listing of all research methods courses, visit the website of the Office of Graduate Programs and Re-
search (OGPR) at ogpr.educ.ubc.ca/Library/FOE_Courses.html.

When you meet with your pro tem adviser, she or he will complete the Program of Studies Worksheet with
you. It is not necessary to identify all courses in your program before you begin, but completing this form
is an important first step in getting started with your studies. You can complete the top half of the form
before meeting with your adviser. A copy of the signed worksheet should be provided to you by your ad-
viser and the original will be placed in your file.

D. Registering For Courses and Maintaining Registration
You can register for courses online through the Student Service Centre (https://ssc.adm.ubc.ca/sscportal

/servlets/SRVSSCFramework). Incoming students receive a date on which they can begin the registration

process. In order to access the Student Service Centre, you will need to set up your Campus-Wide Login
(CWL). This provides you with an ID and password that you can use to access the SSC along with other
secure electronic services on campus, including the web-based email system my.ubc.ca. To create a CWL
account, visit www.cwl.ubc.ca. We encourage students to register in courses as soon as possible for two

important reasons. First, by registering as soon as you can, you get the best selection of courses. Some
courses do fill up quickly so registering early gives you greater choice. Second, courses with low enrol-
ments may be cancelled, so registering early will decrease the chances of this happening.

If a course you wish to take is full when you attempt to register, it is a good idea to check back periodically
to see if the course has new spaces. Some students add and drop courses as they make final decisions about
what to take and these decisions can open up space for additional students. If you absolutely need a course
(it may be a required course in your program) and it is full, contact the instructor, explain your circum-
stances, and ask if you can show up at the first class session to see if space is available. Students also add
and drop courses during the first week of classes, so check occasionally during the first week to see if space
has opened up in the course you want.

All graduate students admitted to the Faculty of Graduate Studies must register when they begin their
studies. Students must remain continuously registered until the degree is completed, except for periods
of time for which the student is away on an approved leave of absence. Failure to register for two consecu-
tive terms may result in the student being required to withdraw. Please keep in mind that it is also advan-
tageous to the student to maintain continuous registration from the income tax point of view. Revenue
Canada’s educational allowance (Line 323, Tuition and education amounts of the General Tax Return) is
designed to help students reduce their income taxes by taking into account tuition fees for certain types of
education, and education amounts. For other Topics/services specifically for students, please visit the Rev-
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enue Canada website “Income Tax for Students”’, www.cra-arc.gc.ca/tx/ndvdls/sgmnts/stdnts/menu-
eng.html.

E. Obtaining Your Student Library Card

At UBC, your UBC card is your library card, your student ID card and your voting identification for stu-
dent elections. Students who are registered on the Student Service Centre (SSC) and require a UBC card
with photo should apply in person at the UBC Bookstore. Students should know their student number and
must bring one piece of government-issued photo identification, such as a driver’s license, provincial/state
identification or passport. Please visit www.ubccard.ubc.ca for open hours and more information.

F. Paying Tuition and Fees

Tuition and fees are due three times a year. This is typically in the first week of September, January and
May. The amount of tuition and fees you owe will appear in your account on the Student Service Centre
website. Students are expected to register and pay fees continuously from the time of initial enrolment un-
til they complete program requirements.

Please note, too, that you can opt out of the Alma Mater Society (AMS) Medical/Dental plan if you can
provide evidence of other coverage. There are deadlines for opting out of this program, so if you intend to
opt out, call the Health and Dental Plan Information Line at 1.877.795.4421 or visit the website at
www.ihaveaplan.ca to learn about the process and the deadline. You can also opt out of some other fees by

making a special application. Details about opting out can be found in the Fees section of the University
Calendar (www.calendar.ubc.ca/vancouver). Partial or full reimbursement of the Health and Dental Plan
fee is available on a need basis from the AMS and GSS through the AMS/GSS Health Plan Premium Assis-
tance Fund. The application form is available at https://www.gss.ubc.ca/health/form.html and the deadline

for the application can be found on this website as well.

All students in both PhD and EdD programs are regarded as full-time, but master’s students who are Ca-
nadian citizens or permanent residents have a choice of paying fees on a full-time (Schedule A) or part-
time (Schedule B) basis. See the Fees section of the University Calendar for details on the differences be-
tween these two payment schedules. All beginning students are assumed by the university to be full time,
so if you plan to be a part-time student paying on Schedule B, you must complete a form available on the
Faculty of Graduate Studies website and submit it to the EDST Graduate Program Assistant before you
begin your program. This form can be downloaded from the FoGS website, www.grad.ubc.ca, by clicking

on Current Students then Forms. The form you need is the Application for Part-time Payment Schedule B.
Read the application carefully because paying on Schedule B means you will not be eligible for certain
forms of financial support. Please note that you cannot change your payment schedule once you begin
your program, that is, you cannot switch to full time payment if you have signed the Application for Part-
time Schedule B form at the beginning of your program and conversely, you cannot switch from Schedule
A or full time payment of fees to paying part time fees, once your program has begun.

For more information about fees, see www.students.ubc.ca/calendar/index.cfm?tree=14,0,0,0
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