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Candidates showing up to Manitoba Emergency Services College 

Courses/Seminars that are not on the Roster 
 
Prior to the Instruction of any Manitoba Emergency Services College Course or 
Seminar, the Instructor will receive a package of paperwork that will include: 
 

1) Course/Seminar Roster 
2) Course Evaluations 
3) Tent Cards 
4) Instructor Timesheet/Expense Claim/Mileage Forms 

 
The Instructor is responsible to ensure attendance for each student is confirmed at 
the start of class each day, and upon the completion of the course/seminar, each 
student has received a “Pass/Fail”.  The roster is signed off by the Instructor. 
 
On occasion, candidates show up to class that are not listed on the roster.  This 
could mean they either have not sent in their Student Course Application Form, 
and/or they do not have the pre-requisites to attend.   
In the past, Instructors have permitted candidates to stay, and their name is then 
added to the roster. 
We have run into the following concerns when candidates are not listed on the 
roster: 

1) There is no record of this candidate within the MESC Student Records 
System; 

2) The candidate did not meet the pre-requisites therefore was ineligible to 
attend the course/seminar;  

3) The class size has gone over the maximum number of students. 

As with any course/seminar, if pre-requisites are required, this paperwork must be 
submitted no less than three days prior to the first day of class.  Without this 
paperwork, the candidate will not receive credit for the course/seminar. 
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Moving Forward…. 
 
If a candidate shows up to a course/seminar, is not listed on the roster, and only if 
there is still a spot available in the class, it is up to the Instructor to: 
 

1)  Advise the candidate that they are welcome to stay, ONLY if they have: 
a)  spoken to a Student Services Staff and confirmed a spot in the 

class; 
b) sent in a Student Course Application Form and all required pre-

requisite paperwork to the Manitoba Emergency Services College 
prior to the course/seminar start time; 

 
2) If the candidate confirms the above, the Instructor can write their name on 

the roster and ask the student to sign beside their name.  This confirms the 
Instructor has advised the student of the above conditions, and they 
understand they will not receive credit if the paperwork has not been 
submitted previous to the start of the course/seminar. 
 

Instructors are to emphasize to the candidate that Student Course Application 
Forms and pre-requisite paperwork will NOT be accepted after the course/seminar 
has begun. 
 
If you have any questions, please call the Manitoba Emergency Services College at 
1-888-253-1488 and ask to speak to someone in Student Services. 
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