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PAGE 01 WELCOME!

Thank you for choosing Academy Canada as your training institution of choice! On
behalf of the faculty,  students,  and staff we appreciate your confidence in us.  We
are committed to working hard every day to support you as you build what wil l
undoubtedly be an outstanding career.  

With over 40,000 graduates,  15 locations, and 35 diploma programs, Academy
Canada is proud to be the largest independent career college in Newfoundland
and Labrador and one of the most diverse in the entire country.  Despite our size,
we are pleased to maintain a very personal environment that we believe wil l  suit
your learning style.  Regardless of your unique needs or background, we will  do our
very best to help you meet your career goals.  

By registering with our college, you are joining a school with a rich history.
Academy Canada has had many milestones since  being founded by Dr.  David
Smallwood in Corner Brook during 1985. Notable stages include: Our expansion to
St.  John’s in 1994; the opening of the skil led trades division in 2000; the 2013
introduction of community-based Adult Basic Education (ABE) Learning Centres in
eleven new communities;  and the 2015 launch of our World Classroom online
learning platform.

We are proud of these accomplishments and are looking forward to including you
as part of our success story.  Welcome to the Academy Canada community! Please
ask any of our staff for assistance during your post-secondary training with us.  In
the meantime, we wish you all  the best with your studies.
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Notice of Waiver:  While every effort is made to ensure the accuracy of this
information in the Policy Manual as of the date of publication, details of this type
can become outdated with time. The College, therefore, reserves the right to
modify or cancel any program, option, course, objective,  fee, t imetable,  or campus
location without notice or prejudice. Also, the college does not assume
responsibil ity for changes made after publication in areas beyond its control .
Academy Canada’s course outlines are updated annually,  and textbooks, material ,
and other information can change with l ittle or no notice. The College reserves the
right to modify,  change, add, or delete topics without notice or prejudice. A full  set
of formal college policies can be found at www.academycanada.com/policies-
and-procedures

Come Take
Your Place.



THINGS THAT
MATTER TO US

It  is the mission of Academy Canada
to provide quality education and
training to all  its students in a
supportive learning environment
that is academically sound in both
content and delivery.

Academy Canada will  provide
teaching and support staff who are
academically and technically
prepared for their tasks,  have a
student-centred approach to
teaching and learning, are of good
character,  perform their duties
dil igently,  and always keep the
best interests of our students in
mind.

STATEMENT OF VALUES AND
GUIDING PRINCIPLES
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COLLEGE MISSION
STATEMENT

We recognize the importance of
total career preparation to our
students,  and pledge to provide
hem with the skil ls necessary to 

We will  encourage open
communication amongst our
students,  create an equal learning
opportunity,  and be supportive of
students with special needs and
challenges.

We pledge to create a teaching
and learning environment that is
governed by the principles of
honesty,  openness,  responsibil ity,
and quality assurance. 

compete for opportunities in
today’s global economy.



ACCESSIBILITY
TO EDUCATION
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Academy Canada is an equal opportunity educator that is committed to supporting
students with disabil it ies.  We have created a Staff Handbook (called Strategies and
Procedures:  Accommodating Students with Special Needs) to help staff identify the
various types of special needs and offer strategies to support students.  

Once a student self-discloses that they have a disabil ity,  the College will  work
quickly to implement a plan that meets their specific needs. Typically,  the following
steps are taken once a disabil ity is identif ied:

1 .  The Admissions Team recognizes a self-disclosure on the application form or
through the interview process.

2.  The student provides documentation explaining the disabil ity and
accommodations recommended by appropriate professionals.

3.  With student permission, the Admission Officer notif ies the campus Senior
Administrator and, where applicable,  the Records Coordinator and/or Student
Support Coordinator.

4.  The support team reviews the documentation and meets with the student to
discuss needs and a practical plan.

5.  The Accommodations Plan will  be documented and shared with the student.
6.  The Plan will  be implemented and modified as necessary (upon the request of

the student).

SUPPORTING STUDENTS WITH DISABILITIES

Academy Canada is committed to providing a quality education to all  students who
are interested in building a better l i fe.  

It  is our policy to provide equal enrollment and employment opportunities
regardless of race, religion, sex,  nationality,  age, disabil ity,  sexual orientation, and/or
gender identity/expression. The College is committed to making good faith efforts to
reach underrepresented groups with information about programs - particularly in
career f ields in which women or minorities are not currently well  represented. 

The College accepts responsibil ity for creating a diverse learning environment. To
that end, recruitment and selection processes are transparent and non-
discriminatory.  Everyone has equal access to training, development opportunities,
and resources.  Recruitment presentations are planned in such a way as to ensure
that they are not based on stereotypical assumptions. Academy Canada also creates
positive marketing materials that promote inclusion and participation of everyone.
In addition, curricula,  teaching and learning methods, and schedules are designed
keeping in mind the needs of all  students.

EQUAL OPPORTUNITIES POLICY
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Disabil ity-related supports can include physical building accessibil ity,  extended
assessment time, alternate exam space, use of calculator where appropriate,  use of
scribes and oral testing (may include use of technology supports where
appropriate),  and peer tutoring. Other supports may be introduced as deemed
necessary.  Once an individual accommodation plan has been prepared it is reviewed
regularly (at the student’s request) to ensure that it  remains appropriate.  

Students with disabil it ies need to remember that they are responsible for informing
Campus Administration about their disabil ity and providing the appropriate
supporting documentation in order to access college accommodations. A student
may disclose a disabil ity at any point in their program, however,  Academy Canada
cannot guarantee immediate accommodations once a course is underway. Academy
Canada will  make every effort to implement appropriate accommodations as soon as
possible;  however,  some accommodations take time to plan/implement and,
therefore, could be delayed. 

Any disciplinary action taken against a student with a diagnosed disabil ity wil l
follow standard college policies and procedures.  This action will  take into account
any impact that the person’s disabil ity may have had on the behaviour in question.

LEADERS IN EDUCATION

PROGRAM ACCREDITATIONS

At Academy Canada, we are proud of our faculty,  facil it ies,  programs, and graduates.
We know our instructors and staff do a great job training students,  and look for
every possible way to prove it .  External national and provincial accreditations are
important to us.  They help us continuously improve and offer you (and employers)
an assurance that our training is top-notch. Academy Canada has earned
endorsements from many amazing organizations, including those noted below.

Beyond our national accreditation, Academy Canada maintains numerous program-
specific accreditations. The Newfoundland and Labrador Government’s Provincial
Apprenticeship and Certif ication Board (PACB),  for example, has successfully
conducted dozens of rigorous accreditation visits for programs l ike Auto Body and
Collision Technician, Automotive Service Technician, Carpenter,
Construction/Industrial  Electrician, Cook, Hairstylist ,  Insulator (Heat & Frost) ,
Plumber, Steamfitter/Pipefitter,  Auto Body and Coll ision Technician and Welder.
Standardized for both public and private colleges, the PACB accreditation process
ensures that programs conform to the standards as identified in the National
Occupational Analysis and are reflected in the Provincial Plans of Training. It  also
ensures that graduates have the required level of competency to enter the job
market.  



Student Orientation  offers students the chance to learn more about the college,
what to expect,  and what is needed to be successful .  Orientation activities
provide new students an opportunity to have some fun and meet their
classmates…many of whom will  become lifelong friends. 

Socials  are a big part of college l ife.  We host many different events throughout
the year,  our most popular include Halloween, Christmas, Graduation, Winter
Carnival ,  and summer sports events.  We encourage you to take part – you will
have a great time! 

Field Trips and Guest Speakers  happen regularly at Academy Canada. We
routinely encourage classes to experience real-l ife work environments or invite
industry experts into our classrooms. Our students have had the opportunity to
meet many well-known people,  including Prime Minister Justin Trudeau, former
Prime Minister Stephen Harper,  former premier Danny Will iams, actor Allan
Hawco, and former US president Bil l  Clinton during school tours and outings. 

Volunteer Opportunities  are a major part of the Academy Canada experience.
Since opening, our students and staff have donated more than 100,000 hours to a
wide range of important community organizations and raised thousands of
dollars to help them continue their good work. Not only is this an important civic
duty,  it  is also a great resume builder.  We encourage you to get involved!
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College is about so much more than l istening in a classroom or shop. The best
educators encourage students to take an active role in their community,  meet
industry leaders,  and apply their training to real world situations. At Academy
Canada, we’re proud to offer students many opportunities to “get out there”.  We
work hard to make your learning experience enjoyable as well  as educational.  We
host several school-sanctioned events throughout the year,  including:

ENRICHING
YOUR LEARNING
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EDUCATION

At Academy Canada, we understand that a college education is a significant
investment that requires both good planning and a great deal of information. We
hope that the following details wil l  assist you. If  you require clarif ication on any
policy,  please contact your campus Business Office.

TUITION
All tuition fees and other charges are due and payable at the beginning of each
semester.  Students attending our College, whether using a student loan or a
sponsoring agency, typically have their tuition taken care of quickly after a brief
meeting with personnel from the Business Office.  Students who are paying cash,
using a credit card, or through any other means can make payment arrangements
through the Business Office.  If  you have questions concerning your f inances, your
Business Office representative wil l  gladly answer them. 

NOTE: Transcripts,  certif icates,  and diplomas will  not be forwarded until  al l  fees are
paid. Work terms may be postponed until  al l  accounts are settled in full .

BOOKS
At the beginning of each semester,  students wil l  receive book and supplies l ists.  All
books and digital e-book subscriptions can be purchased at the campus. Students
are required to purchase all  books and supplies needed for their program promptly
as these wil l  only be available for a l imited time. The College will  not be responsible
for providing student books and materials after inventory surpluses have been
returned to the suppliers.  Please consult your campus Business Office for purchase
deadlines.  
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You may be able to purchase used books from previous students.  Please remember
to check with your instructor beforehand to ensure the book being purchased is the
correct one. 

New books may be returned for full  credit on your account provided:

(a)  The books have no markings, no bent page corners,  and the spine is not
cracked. Where applicable,  digital access codes must be unused. Shrink-wrapped
books must be returned in original plastic.  
(b)  Books are returned within two (2) weeks of the purchase date or
commencement of a course. This includes books that are required for a course
from which you have received an exemption. 
(c)  You receive permission from Business Office personnel.  
(d) Access to digital e-book subscription is non-refundable.

INCOME TAX RECEIPTS
Tuition fees are typically income tax deductible.  If  you do not require the deduction,
it  can be transferred to a parent or other supporting person in accordance with
Canada Revenue Agency rules.  The Business Office wil l  automatically issue you an
Official Income Tax Receipt (T2202) by February 28th of each year.



FINANCIAL CONCERNS:
REFUND POLICY
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1 .  Where a student has contracted for a course of instruction at a private
training institution and subsequently exercises the option to void the
contract at least twenty-one (21) days prior to the commencement date of
the course the private training institution shall  refund money paid by, or
on behalf of ,  the student,  including the registration fee under Section 16.  

2.  Where a student has contracted for a correspondence course at a private
institution and subsequently exercises the option to void the contract
within fourteen (14) days of signing the contract,  the private training
institution shall  refund money paid by, or on behalf of ,  the student,
including the registration fee under Section 16.  

3.  Notwithstanding any provision contained in a contract in respect of a
course of instruction at a private training institution shall  not retain money
paid for,  or on account of,  instruction given by the private training
institution where the registrant or representative of the private training
institution has made false or misleading statements regarding the course
of instruction or regarding the nature of the contract,  for the purpose of
inducing a person to enter into the contract,  and all  money so received
shall  be immediately repaid to the person who has paid it ,  and the contract
is void.

RETENTION AND REPAYMENT OF FEES

The following refund policy is in keeping with regulations prescribed by the
Department of Education and Early Childhood Development. Where the
language in this section conflicts with Department wording, the latter shall
apply (with the exception of the First 21 Calendar Day Refund Policy) .

PAGE 09

EXCEPTION TO REFUNDS

1 .  Students of private training institutions shall  be entitled to a refund of money paid,
with the exception of the registration fee, under Section 16,  where the student has
contracted for a course of instruction at a private training institution and gives
notice in writing either delivered personally or by registered mail  to the private
training institution less than twenty-one (21) days before the commencement date of
the course of instruction of the student’s intention not to commence the course of
instruction
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Students of private training institutions shall  be entitled to a refund of money paid
with the exception of the registration fee under Section 16 and 10% of the total course
fees where: 
      (a) The student has contracted for a course at a private training institution and does not give

notice in writing by registered mail to the private training institution before the commencement

date of the student’s intention not to commence the course of instruction and does not attend

the first five (5) consecutive days of the course of instruction; or 

      (b) The student has contracted for a course of instruction for a correspondence course at a

private training institution and gives notice in writing by registered mail to the private training

institution more than fourteen (14) days after signing the contract and provided all lessons have

been returned in good condition.

2.

Students of private training institutions shall be entitled to a refund of money paid where: 

      (a) The student has contracted for a course of instruction at a private training institution and

gives notice in writing, either delivered personally or by registered mail, to the private training

institution after the commencement date of the course of instruction of the student’s intention to

cease taking the course of instruction; 

      (b) The student has contracted for a course of instruction at a private training institution and

fails to exercise the option to void the contract under Section 15 before the date upon which the

first class is held then exercises the option notwithstanding that the student may not have

participated in the course of instruction; 

      (c) The student has contracted for a correspondence course at a private training institution

and exercises the option to void a contract under section 15 after part of the course of instruction

has been supplied and serviced; or 

      (d) A private training institution 

           (i) Has registration cancelled; 

           (ii) Has the renewal of the registration refused and the registration has expired; or 

           (iii) Has not applied for renewal of registration and the registration has expired.

3.

Refund of money referred to in subsection (3) shall not include: 

      (a) The registration fee under Section 17. 

      (b) The fees for the proportion of the course already supplied and serviced or, in the case of

correspondence courses, the fee for lessons supplied and evaluated and for the purpose of this

paragraph any portion of a week shall be considered one week in determining the amount of the

refund; and 

      (c) The retail cost of equipment that has been supplied to the student by the private training

institution unless the equipment has been returned to the private institution unopened or as

issued within ten (10) days of receipt by the student.

4.

Where a student withdraws from a course of instruction twenty-one (21) days after the

commencement of a semester a private training institution may impose an administration fee of

10% of that semester’s tuition to a maximum of $500.

5.

NOTE: A complete set of the Private Training Institutions
Act and Regulations is available upon request or can be 
accessed directly at www.gov.nl .ca

http://www.gov.nl.ca/
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Making the correct career choice requires a lot of consideration, and sometimes, no matter how

much deliberation and advanced research you do, students can find that the career they have

chosen is not the right one for them. With this in mind, Academy Canada offers a unique “21

Calendar Day Refund Policy” that extends beyond the refund policy required by government

legislation. Students who decide within the first 21 calendar days of their program that it is not for

them (for any reason), can withdraw or transfer to a different program with no financial penalty.

Tuition paid prior to that time will be fully reimbursed. This policy applies to post-secondary diploma

programs only. The First 21 Calendar Day Refund Policy does not apply to study visa holders.

FIRST 21 CALENDAR DAY REFUND POLICY

STUDENT LOANS AND
LOAN REPAYMENT

The Government of Canada (National Student Loans Service Centre) and the Government of

Newfoundland and Labrador (Student Aid NL) work together to provide student financial

assistance to residents of Newfoundland and Labrador. Both loans and grants are available to help

you access and pay for post-secondary education. With one application, Student Aid NL will assess

you for both federal and provincial financial assistance.



REGISTER FOR YOUR
ONLINE NATIONAL STUDENT
LOANS SERVICE CENTRE
(NSLSC) ACCOUNT

PAGE 12

AFTER YOU
GRADUATE/LEAVE SCHOOL
Log into your NSLSC account to review: 

Your total loan amount 
Your monthly payment amount
Your interest rates
Your repayment start date
Your repayment schedule

You do not have to make payments on your loan for the first six months
immediately after leaving school.  You will  receive your repayment
notice online in your NSLSC secure inbox in the last month of your six
month non-repayment period. You can access your inbox by logging
into your NSLSC account.  

Notice: effective May 25, 2025, you will  no longer be able to use your
old NSLSC login information. The NSLSC now uses My Service
Canada Account (MSCA) for enhanced security and easier access to
your student loan information.

WHAT IS MY SERVICE CANADA ACCOUNT (MSCA)?
MSCA offers access to multiple government services and benefits into
one portal ,  making it easier for you to manage them with a single sign
in. Your personal information will  be protected by advanced security
measures.  

If  you use any of the services l isted below, you l ikely already have an
MSCA:

Employment Insurance (EI)
Canada Pension Plan (CPP)
Old Age Security (OAS)
Canada Apprentice Loan

Canadian Dental Care Plan
Social Insurance Number (SIN)

To register or learn more about MSCA, go to:  Create My Service
Canada Account - Canada.ca

https://www.canada.ca/en/employment-social-development/services/my-account/registration.html
https://www.canada.ca/en/employment-social-development/services/my-account/registration.html
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OPTIONS 

1 .  REPAYMENT ASSISTANCE PLAN (RAP)
The program allows borrowers to make affordable payments on their loans. Loan payments
are calculated based on income, debt amount, and family size.

Application is not automatic— you must apply for the Repayment Assistance Plan
through your secure NSLSC online account or complete a paper application available at
NSLSC.ca. You must reapply every six months to remain eligible.

2.  REPAYMENT ASSISTANCE PLAN FOR BORROWERS WITH A
PERMANENT DISABILITY

The program allows borrowers to make affordable payments on their loans. Loan
payments are calculated based on income, debt amount, family size and disability-related
expenses.

Application is not automatic— you must apply for this program through your secure
NSLSC online account or complete a paper application available at NSLSC.ca. You
must reapply every six months to remain eligible.

3.  SEVERE PERMANENT DISABILITY BENEFIT
If you have a severe permanent disability that prevents you from participating in post-
secondary studies and the labor force, you may be able to have your student loans
forgiven through the Severe Permanent Disability Benefit.

You must apply for this program. Contact the National Student Loans Service
Centre at 1-888-815-4514 for information on the application process

4. CUSTOMIZE YOUR PAYMENT TERMS
You can increase or decrease your monthly payment amount to better suit your budget by
customizing your payment terms. Remember, decreasing your monthly payments will
increase the time it will take to pay back your loan.

You must apply for this program. Contact the National Student Loans Service Centre
at 1-888-815-4514 to determine whether Customize Your Payment Terms is an
appropriate option for you.

4. NEWFOUNDLAND AND LABRADOR DEBT REDUCTION GRANT

The Debt Reduction Grant program is offered by the Provincial Government of
Newfoundland and Labrador to help reduce the student loan debt of successful
students. This program converts the provincial portion of your student loan into a non-
repayable grant, pending you meet the eligibility requirements:

✓ Graduate from a program at least 80 weeks in duration.
✓ Borrow more than $165 per week during a semester.
✓ Successfully complete at least 80% of a full course load in a semester, except
where it is determined that you have extenuating circumstances

As of August 1, 2025, StudentAidNL is expanding eligibility for NL Debt Reduction to
include programs of study which are at least 60 weeks in length. This change only
applies to new entrants in eligible programs as of August 1, 2025, and will not be
applied retroactively. Individuals currently enrolled in programs of study that are at
least 80 weeks in length, will remain eligible.



FOR MORE INFO ON LOAN REPAYMENT, VISIT: 

http://www.academycanada.com/current-students/student-loan-
repayment/dealing-with-nslsc/  

OR CONTACT: Academy Canada www.academycanada.com 1 800 561 8000

Student Aid NL www.gov.nl .ca/education/studentaid  1  709 729 5849

NSLSC www.nslsc.ca  1  888 815 4514
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EMPLOYMENT INSURANCE SPONSORSHIP
(SKILLS DEVELOPMENT FUNDING)
If  you are currently receiving or are entitled to EI benefits you may be able to
continue these benefits while you attend our College. This funding program is
administered by the provincial government through its Department of Jobs,
Immigration and Growth. Please consult your nearest office for eligibil ity criteria
and processes that need to be followed.

FINANCIAL SEMINAR
Academy Canada offers a Financial Seminar during Orientation or upon request
to help you understand the various financial resources available.  The seminar
will  cover topics such as tuition payments,  book purchasing, budgeting, student
loan repayment, and the college withdrawal policy.  For additional information on
each of these topics,  your Business Officer is available to meet with you
individually during regular office hours.

4. NEWFOUNDLAND AND LABRADOR EARLY
CHILDHOOD EDUCATION GRANTS

StudentAidNL will notify students if they meet the eligibility requirements - no
application is required. If a student qualifies, StudentAidNL will forgive the
outstanding balance of the provincial loan borrowed while they were studying Early
Childhood Education by converting it into a non-repayable grant upon confirmation
that the student has met all requirements:

✓  Graduate from an approved Early Childhood Education program within the
province;
✓  Applied and been deemed eligible for assistance for at least half of the required
length of the program.
✓ Borrow more than $165 per week of study during a given semester.
✓  Successfully complete the program within the normal length of the program plus
a grace period of up to one academic year (two semesters).
✓  Obtain full-time employment (at least 30 hours per week) in a licensed family
home or child-care centre within the province for a period of at least 24 months.

http://www.academycanada.com/current-students/student-loan-repayment/dealing-with-nslsc/
http://www.academycanada.com/current-students/student-loan-repayment/dealing-with-nslsc/
http://www.academycanada.com/current-students/student-loan-repayment/dealing-with-nslsc/
http://www.academycanada.com/
http://www.gov.nl.ca/education/studentaid
http://www.gov.nl.ca/education/studentaid
http://www.nslsc.ca/
http://www.nslsc.ca/
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Core subjects  refer to specialty training
and knowledge needed for your career.
The pass mark for most core subjects is
65%.

Programs consist of a variety of academic
components as described in the following
list :  

STANDARDS

Academy Canada has very clearly defined policies,  procedures,  and
strategies to ensure that your training is as professional and
effective as possible.  Some terms and guidelines that you will  need
to know are l isted below. A full  and detailed set of formal college
policies can be found at www.academycanada.com.

Non-core subjects refer to training and
knowledge required to ensure you have
the basic skil ls required for employment.
The pass mark for non-core subjects is
50%.

Apprenticeship refers to Provincial
Apprenticeship Trades programs. The pass
mark for apprenticeship programs is 70%
in all  subject areas.  Courses that have a
theory and practical component require
70% in each of the theory and practical
components of the course. Provincial
Apprenticeship Trades programs also
require a set number of accumulative
training hours.  Further information
regarding this requirement is available at
each campus. 

http://www.academycanada.com/
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Massage Therapy – Medix Program requires a minimum passing
grade of 70% in all  subject areas.  Courses that have a theory and
practical component require 70% in each of the theory and practical
components of the course. Students are advised that the final 11
weeks of the Academy Canada Massage Therapy program focuses on
preparation for the CMTNL provincial certif ication examination.

Esthetics and Spa Management with Electrolysis and Electrolysis
programs require a minimum of 70% in all  core subjects.  Courses
that have a theory and practical component require 70% in each of
the theory and practical components of the course

Medical Device Reprocessing and Physiotherapist/Occupational
Therapist Assistant  programs require a minimum of 65% in all  core
subjects.  Courses that have a theory and practical component
require a minimum of 65% in each of the theory and practical
components of the course. 

Work Terms refer to a formally arranged on-site training period
which provides students with valuable opportunities to gain
experience in their f ield.  In many instances, work terms have led to
employment opportunities.  While students are typically not paid
during their work term experience, some hosts may choose to pay a
small honorarium. If  a work term is a required component of your
program, you must successfully complete it  in order to graduate.
Failure to adequately meet placement requirements wil l  prohibit
you from graduating and require the completion of a new
placement (at an additional cost) .  Students who perform below the
expectations of the host and college may be removed at any point
during the placement. A work term evaluation will  be completed by
your host in consultation with campus staff and will  include
reporting of attendance, performance, and attitude. Work terms
must be completed during the academic period indicated in your
program outline unless otherwise approved by the principal .  Work
term hosts are expected to provide a respectful and appropriate
environment in which the student can learn a range of skil ls
associated with their program of study. They are required to provide
guidance, correct inappropriate behaviour,  report attendance, and
complete all  necessary evaluation forms. The campus will  provide
additional information prior to the work term start date.
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Practicum  refers to projects,  assignments,  and seminars assigned
by instructors in addition to duties assigned by hosts while in the
field.  Please refer to your program outline to see if  the practicum
program is relevant to you.

Additional Associated Training refers to components such as
professional certif ications, workshops, and conferences. They offer
great networking opportunities and a chance to earn extra
certif ications. 

Expenses such as certification exams, medicals, clothing,
conferences, and travel for work terms, practicums, and
related training outside of Academy Canada are the
responsibility of the student.

SEMESTERS AND TERMS
A semester is approximately 15 weeks in duration. A term is
approximately 7.5 weeks in duration.

PROGRAM & COURSE INFORMATION
Start and end dates for all  Academy Canada programs can be found
by visiting Academy Canada’s website at www.academycanada.com.
Students can also refer to their student contract for the start and
end date of their program of study. 

Specific entrance requirements for all  programs can be found at
www.academycanada.com/entrance-requirements.

COURSE OUTLINES
Course outlines wil l  be provided to students during the first week of
classes and will  include a course summary, course prerequisites and
evaluation criteria.

http://www.academycanada.com/
http://www.academycanada.com/entrance-requirements
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TRADES & OCCUPATIONAL TRAINING
Academy Canada is committed to academic excellence in the
delivery of trades and occupational training at all  campuses. For
non-trades programs, we will  help you build credentials that are
well-recognized and respected by employers across Canada and
abroad. We want you to learn skil ls that are adaptable to a wide
range of situations, and we want to help you develop the confidence
needed to build an ambitious and exciting career plan. 

For trades programs, we help students follow the Apprenticeship
system through to Journeyperson status.  This system requires
students to f irst complete their technical and practical training at a
recognized college such as Academy Canada. Once the initial
training is complete and the student secures employment in their
trade, they must register as an apprentice with the Department of
Immigration, Population Growth and Skil ls .  For the next 3-5 years (as
required by the trade),  apprentices wil l  complete blocks of advanced
training at Academy Canada as they continue to build work
experience. Once all  technical training and required work
experiences are completed, apprentices wil l  write the
Journeyperson examination. Once passed, graduates wil l  receive
their Journeyperson Interprovincial (Red Seal) Qualif ication and gain
virtually unlimited national employment mobility.

RESOURCE-BASED TRAINING
The util ization of independent or self-directed study is employed in
a number of programs at Academy Canada. These programs use the
resource-based learning model for this purpose. For these programs,
students wil l  be given a complete resource-based learning study
guide that is outcome-based and matches learning outcomes to
learning activities via handouts and assignments.  Students wil l  work
their way through the study guides independently under the
direction of an instructor who will  be based in the classroom to
answer any questions or concerns. Timelines for completion of
course assignments,  as well  as the scheduling of course evaluations,
wil l  be clearly outlined. This method of independent study wil l  be
explained and appropriate timelines for assignments and
evaluations wil l  be assigned at the outset of any programs using
resource-based learning.
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DISTANCE LEARNING
Academy Canada delivers some courses using distance learning in
order to provide greater f lexibil ity to students.  Where offered,
students begin their program by completing
introductory/prerequisite course(s) via distance prior to beginning
their remaining courses in a more traditional classroom
environment. 

Students should note that introductory/prerequisite courses
completed via distance are not “stand-alone” courses;  they are
simply a selection of courses in a student’s overall  program. The
student is paired with an instructor who will  guide them through
the curriculum using online course materials and required
textbook(s) .  Some course evaluations wil l  be written on-site at the
appropriate campus. If  this is not possible,  alternate arrangements
can be made. At the time of writing, Academy Canada offers
distance learning options in several program areas.  Please see your
Admissions Representative for details .

INDEPENDENT COURSE STUDY
To enjoy the greatest academic success students wil l  be expected to
supplement strong attendance in class lectures and labs with
independent course study at home or on-campus.

COURSE EXEMPTIONS
You may be able to transfer credits from other diploma or degree
programs to an Academy Canada program. Requests for exemptions
must be made using a proper application form (available from the
Campus Records Coordinator) and be accompanied by an official
transcript and course description from the respective college or
university.  Students who return to complete Diplomas may not
receive credit for courses that were completed more than five years
prior for practical courses and more than ten years prior for theory
courses to the date of readmission.

Exemption requests should be forwarded to the campus Records
Coordinator who may consult with other college employees and be
accompanied by an official  transcript and course description with
detailed course objectives covered from the respective college or
university.  
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When an exemption is granted, TC (Transfer Credit) wil l  be recorded
on your official  transcript.  Marks from other institutions wil l  not be
calculated towards your f inal overall  average. No fee is currently
charged for a simple transfer of credit .  Course exemptions wil l  not
exceed 20% of the program (except in the case of apprenticeship
trades programs where there is no such l imit) .  Refunds are not
applicable to exempted courses.  High school or Adult Basic
Education courses are not eligible for exemption requests,  except
for some advanced placement courses.

Trades students seeking an exemption from AM 11001 Math
Essentials may voluntarily challenge an ACCUPLACER online test.
The ACCUPLACER test must be written prior to the start date of AM
1100 Math Essentials.  See your campus Records Coordinator for more
information.

Requests for exemptions must be in writing according to the
following deadline: 5 business days before  the start of the course.

PRIOR LEARNING ASSESSMENT RECOGNITION
(PLAR) 
Academy Canada’s Prior Learning Assessment and Recognition
(PLAR) process is a procedure that allows the college to recognize
and credit previous academic study and practical work experience.
The PLAR process uses a variety of measurement tools to assist you
in identifying and demonstrating knowledge, skil ls ,  competencies,
and attitudes that may have been acquired through employment,
volunteer or community work, work-based courses,  formal training,
and self-instruction. 

The student should submit to the Records Coordinator an
application for PLAR (available at the Record Coordinator’s Office),
accompanied by supporting documentation. The deadline is ten
days prior to the start  of the course being challenged.



Portfolio Development –  A portfolio is a compilation of information
about a person’s knowledge, skil ls ,  and l ife/work history from non-
formal learning experiences. The main objective of the portfolio is to
express the knowledge, skil ls ,  and learning experiences attained.
The portfolio is recommended for students who are requesting
credit for practical courses.  

Equivalencies  – Equivalencies are awarded to students who have
successfully completed (through an evaluation process) programs,
professional l icenses, or professional certif ications outside the
college system. This method also gives recognition for work-based
education and training, union, professional and government-
sponsored initiatives,  and non-credit courses.  A $50 assessment fee
may be applicable to PLAR applications.  
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TESTS
Tests are designed, scheduled, and administered by your instructor.
Instructors strive to establish test dates as early as possible in order
to assist you in planning your time effectively.  

MISSED TEST POLICY
If  you are going to miss a test,  you must inform your instructor
before the test is scheduled to begin. It  is at the instructor’s
discretion to determine if  the reason you give is valid.  Please be
prepared to supply supporting documentation as requested.
If  you have been given an excused absence from a test,  you must
write the test on the day of your return or according to a
schedule set by the instructor.  Proper documentation must be
provided before the evaluation is written.
Instructors are not permitted to allow rewrites to “boost” marks.
The college recommends that our instructors schedule missed
exams after regular class hours.
If  you see a conflict in test dates upon receiving your course
outline, you must put your request for an amendment in writing 

HOW WILL PLAR BE ASSESSED?

Challenge Examinations  – Examinations are designed for students
who have not attended a course but provide evidence that they
have mastered the course outcomes. This is recommended for
students who are requesting credit for highly theoretical courses.  
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SUBMISSION OF ASSIGNMENT POLICY
Ample time will  be given to complete out-of-class assignments,
and such assignments are expected on the given due date.
Unless excused by the instructor ( i .e.  for serious medical
emergencies) ,  5% per day, including weekends, wil l  be deducted
for each day an assignment is late to a maximum of seven days.
After the seventh day a grade of zero wil l  be given. Assignments
will  not be accepted beyond the last day of a course. As
assignments are normally given well  in advance, it  is anticipated
that few exceptions wil l  be granted.

SUPPLEMENTARY EXAMS
Supplementary exams provide students with a second opportunity
to meet the minimum pass mark for a course. They are not a right
but rather a privi lege. They are granted at the discretion of your
instructor and administration. In deciding whether to permit a
supplementary exam, administration (in consultation with your
instructor) wil l  consider such things as attendance, past academic
performances, and your commitment to the program. Except in
exceptional circumstances, the following requirements must be
met:

1 .  Students must have attended 50% + 1 of all  classes.

2.  Students must have obtained a minimum grade within 15

points of the pass grade of the course.

Supplementary exams assess all  of the course learning objectives,
replacing all  prior assessments.  The transcript wil l  reflect both the
original grade received in the course and the supplementary
examination grade, unless otherwise determined by the principal .
Each supplementary exam you write wil l  cost $20. This non-
refundable fee wil l  be paid prior to writing the exam. A
supplementary exam must be completed within the first week of the
following term (for trades programs a supplementary exam must be
completed within 5 instructional days of the conclusion of the
course),  unless otherwise approved by the College.

to the Instructor within the first two weeks of receiving the outline.
Changes to evaluation schedules are at the discretion of the
Instructor and will  only be approved in exceptional circumstances.



NOTE:  For the Massage Therapy, Esthetics,  Medical Device
Reprocessing, Physiotherapist/Occupational Therapist Assistant and
apprenticeship trades programs, students may qualify to write a
supplementary exam in either the theoretical and/or practical
components of a course. For example, a supplementary exam for the
theoretical component wil l  assess all  theoretical course objectives
for the course and have a value equivalent to all  prior theoretical
assignments and tests and replace any grade attained on these
assessments.  If  a student receives an overall  grade of 70 (or 65 in
the case of Medical Device Reprocessing or
Physiotherapist/Occupational Therapist Assistant) but fails either
the theoretical or practical components,  the grade on the student
transcript wil l  be NSC (not successfully completed).  If  the student
qualif ies for a supplementary on either the theoretical or practical
components and is successful ,  the new grade received incorporating
the supplementary exam mark wil l  show on the student transcript.
All  other criteria above will  apply.
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RE-READS AND COURSE GRADE REVIEW

Re-reads refer to the opportunity to have an evaluation re-assessed.
Request forms are available through the Records Coordinator.  The
fee for each re-read is $20. This charge may be credited to your
account or refunded should your mark increase as a result of the re-
read. Re-reads must be requested within 30 days of the end date of
the course in which the evaluation was completed. Requests to
review course grades must be submitted within 30 days of the end
of the course in which the course grade was received.

PROGRESS REPORTS

Students wil l  receive progress reports approximately every four
months. These reports are completed by instructors and will
comment on academic performance, attendance, reliabil ity,  peer
relations, and commitment to the program. Students who are not
meeting college standards may be placed on probation and be
required to meet with the administration to create a plan for
improvement.

Supplementary grades are indicated with an asterisk on your
transcript.
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ACCESS TO EVALUATIONS 
Students are given access to evaluations by their instructor once
they graded. Evaluations are then returned to the instructor for
storage. Specific college policies related to Course Exemptions, Prior
Learning Assessments,  Supplementary Exams, Academic Probation,
Individualized Delivery Plans, Progress Reports,  Missed Evaluations,
Student I l lness,  and Re-Reads can be found on the Academy Canada
website at

TUTORIAL SERVICES
Students experiencing academic diff iculties may be eligible for
tutoring services.  Please see campus administration for tutoring
request procedures and application forms. To be eligible,  students
must commit to a high standard of effort and attendance.

 https://www.academycanada.com/Data/fi les/ACAcademicStatusPolicy.pdf .  

ATTENDANCE 
Employers expect perfect or near-perfect attendance, and our
instructors require the same. Daily attendance records are kept on
file and shared with funding agencies and Student Aid upon
request.  Please note that agencies have the right to revoke financial
assistance based upon a lack of attendance and/or academic
performance.

https://www.academycanada.com/Data/files/ACAcademicStatusPolicy.pdf
https://www.academycanada.com/Data/files/ACAcademicStatusPolicy.pdf
https://www.academycanada.com/Data/files/ACAcademicStatusPolicy.pdf
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The following attendance policies apply to all  Academy Canada
students:

1 .  Students are expected to attend all  classes,  labs,  trips,  etc. ,  in
which they are registered. Evaluation in any course is cumulative
and based on class assignments,  participation, and examinations.
Your instructor wil l  inform you about course evaluation schemes.

2.  Excused absences wil l  be granted by the instructor for i l lness
when accompanied by a doctor’s note stating the number of days
approved for sickness.  As well ,  excused absences are granted for
bereavement, family i l lness,  and other causes as approved by the
instructor.

3.  Students must telephone the campus before the start of class to
inform the instructor of any absence. All  required documentation
(doctors’  notes,  etc.)  must be presented to the instructor
immediately upon returning to class.

4.  Non-emergency medical visits should be scheduled after class
hours.

5.  If  unexcused absences hinder academic performance in any
given month, the student may be required to report to the
Records Coordinator.  Should absenteeism and academic
performance continue to fall  below standards, the student wil l  be
required to justify their continued enrollment to campus
administration. 

6.  Where a student misses a period of time through il lness,  s/he is
sti l l  considered enrolled at Academy Canada and will  be charged
accordingly.

7.  Lateness and leaving class early wil l  be treated in the same
manner as unexcused absences.

8.  It  is the student’s responsibil ity to catch up on any work missed
because of absences.

Excessive absenteeism, in most cases,  results in a student’s inabil ity
to maintain academic standards as set by Academy Canada.
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PUNCTUALITY
Instructors differ in the way they deal with students who are late.
Late students cause a disruption. Instructors wil l  clearly state their
classroom policies regarding lateness.  Please respect these policies.

ACADEMIC PROBATION
Students who are unsuccessful in courses wil l  be placed on
academic probation. If  they subsequently pass a supplementary
exam, this designation will  be removed. Otherwise, they wil l  remain
on academic probation for the term and be required to meet with
their instructor-advisor and campus administration to develop goals
for improved academic performance. 

If  students pass the current term courses,  they wil l  be allowed to
continue in their studies but wil l  be required to meet with an
instructor-advisor and campus administration to develop a plan to
complete any outstanding courses.  If  students continue to fail
courses while on academic probation, they may be dismissed from
their program. 

Notwithstanding Academy Canada’s policies,  funding agencies (such
as Canada Student Loans or the Department of Immigration,
Population Growth and Skil ls)  have a right to revoke financial
assistance for students who do not maintain satisfactory standards.

DISCIPLINARY PROCESS 
Academy Canada subscribes to a process of progressive discipline.
Where disciplinary action is required, consequences can include
verbal or written reprimand, grade of zero on an evaluation,
suspension or dismissal depending on the severity of the situation.
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ACADEMIC DISHONESTY
Academic dishonesty refers to any type of cheating or unethical
behaviour that occurs in an academic setting. This can include, but
is not l imited to:

Plagiarism :  Presenting someone else’s work, ideas or words as one’s
own, without proper attribution. Unauthorized use of artif icial
intell igence. Plagiarism also includes re-using one’s own work
without citation. 

Cheating :  Using unauthorized materials,  information or devices
during an evaluation. 
Includes resubmitting work that was graded in a previous course. 

Fabrication :  Inventing or falsifying data, research or citations.  

Collusion :  Working with others on an assignment intended to be
completed individually or helping someone else cheat.  

Impersonation :  Taking an exam or completing an assignment on
behalf of someone else.  

Forgery :  This is applicable to any document required by the College,
such as a doctor’s note or certif icate, a letter of reference, an email ,
a course outline, etc.  Examples could include, but are not l imited to:
using a forged, altered or falsif ied document such as a medical note
or certif icate in order to defer writing a test or exam or in order to
attain an extension on a due date; submitting a falsif ied course
outline to obtain a transfer credit ;  or modifying the answers on a
marked test or exam and resubmitting it for grading. A document is
considered a forgery if  it  is fabricated in its entirety or in part -  i .e. ,  a
signature is forged, dates are altered, or the contents of the
document are false.

Sabotage :  Intentionally obstructing or harming the academic work
of others.

The consequences of academic dishonesty violate academic
integrity and can lead to serious consequences, including a zero
grade on an evaluation, suspension, or potential dismissal .  
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WITHDRAWAL FROM STUDIES
As per Department of Education and Early Childhood Development
Private Training Regulations, students wishing to withdraw from
their program of study (including within the first twenty-one
calendar days from the commencement of their program), are
required to provide proper notice to the college. “Proper notice” is
defined as a clear written notif ication of the student’s intention to
discontinue. This notice must be delivered to the Records
Coordinator either in person or by registered mail .  A written notice
can be sent to the Records Coordinator by email i f  the email address
matches the one on fi le for the student.   Notices submitted verbally,
by regular mail ,  by fax,  or by third parties are not acceptable and
will  not constitute a withdrawal.

DISMISSAL
A student may be dismissed from Academy Canada if  one or more of
the following situations arise:

1 .  A student breaches Academy Canada’s Academic Dishonesty
Policy.

2.  A student has been placed on probation and has not met
Academy Canada’s academic standards in two consecutive terms
(see Academic Probation Policies) .

3.  A student demonstrates other inappropriate conduct including,
but not l imited to,  wil lful disruption of class,  discrimination,
sexual harassment, abusive or threatening language or gestures,
injury to persons, damage to property,  theft,  the use or
distribution of i l legal drugs, and/or the consumption or
distribution of alcohol.

4.  A student breaches Academy Canada’s Improper Computer
Usage and Pornography Policy.

5.  Where a student discontinues attending classes,  fai ls to provide
proper notice and fails to adhere to his/her defined tuition
payment schedule the College may dismiss that student once
his/her account becomes delinquent.

6.  A student fails to adhere to Academy Canada’s tuition payment
policy.  

These policies apply on campus and during all  Academy Canada
activities off-campus.
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DISCIPLINARY PROCEDURES
Academy Canada subscribes to a process of progressive discipline.
Where disciplinary action is required, consequences may include
verbal or written reprimand, grade of zero on an examination,
suspension, or dismissal – depending on the severity of the
situation.

APPEALS COMMITTEE
Students who have been dismissed from Academy Canada have the
option to appeal the decision. A letter of appeal may be forwarded
to the Board of Directors for review. The Board of Directors wil l
review the situation and render a decision. That decision may
include: refusal of readmission, unconditional readmission or
conditional readmission.

COMPLAINT RESOLUTION PROCESS
Students with concerns should make all  reasonable attempts to
resolve their concerns directly with the instructor or other member
of the College staff .

If  the issue is unresolved, students should forward their concern in
writing to the campus principal or vice principal .  The administrator
will  make every effort to resolve the issue in a timely manner.  This
process may involve util izing the services of internal or external
persons (such as a counsellor) .  The administrator may arrange an
independent review of the issue by one or more individuals and may
also consult with Department of Education and Early Childhood
Development personnel during the review process.  

In the event that the complaint involves an administrator,  students
should make all  reasonable attempts to resolve the issue with that
administrator.  If  the concern is unresolved students should contact
Academy Canada’s Board of Directors in writing. This wil l  initiate a
process similar to that outlined above. The college will  respond to
the complaint in writing where one is received following the
appropriate procedure. 

Students are encouraged to exhaust these internal mechanisms
before referring the complaint to the Department of Education or
other external agencies.
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COMPUTER ACCESS, IMPROPER COMPUTER
USAGE AND PORNOGRAPHY
Students wil l  have access to internet-enabled computer lab(s) from
8:00am-4:30pm during days that the campus is open. 

The following are computer rules that affect all  Academy Canada
students.  Violation of these regulations may constitute grounds for
disciplinary action - including dismissal .

1 . Students are not permitted to use chat software of any type
during class without instructor permission.

2. Use of Academy Canada’s internet connection to access
pornographic,  violent,  or otherwise objectionable material is
strictly prohibited. Possession of such material on school
property is also forbidden.

3.  Downloading of “hacking” software or instructions is not
permitted.

4.  Affecting another computer system in any way by planting
viruses or sending malware is considered sabotage and will  result
in severe repercussions.

5.  Accessing computer systems belonging to instructor(s) in any
lab and classroom is strictly prohibited. Use of these systems
without permission from IT support staff wil l  be perceived as
intent to obtain unauthorized material .

6.  Downloading and install ing any computer program from the
internet is not permitted without instructor permission

7.  Establishing a “Full  Control” network share, into which anyone
can drop fi les,  is forbidden.

8.  Students are responsible for all  materials existing on their
systems.

9.  Use of non-school software is strictly forbidden without the
permission of campus administration.

10.  Students are responsible for all  materials attached to their
internet accounts.  A proxy server logs every site accessed on the
internet.  Academy Canada will  have a record of every students’
internet history.

Please understand that these rules are for the protection of every

student at Academy Canada. These precautions wil l  ensure that no

one can implicate you in any questionable activity.
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PROGRAM COMPLETION TIME FRAMES 
Students who do not complete their program in the prescribed time
frame from first registration may return to complete the program.
Programs change over time, therefore returning students wil l  follow
the current program curriculum, which may be different from the
curriculum when they originally registered. Students who return
more than five years beyond their regular date of completion may
be required to demonstrate their learning through a Prior Learning
Assessment Recognition process and may also be required to repeat
certain courses or complete additional courses before being
deemed eligible to receive the diploma. Students who return to
complete Diplomas may not receive credit for courses that were
completed more than ten years prior to the date of readmission.
Students enrolled in the Massage Therapy Program will  be
permitted a maximum of two additional years to complete their
program of studies.
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CODE OF PROFESSIONAL CONDUCT AND
ETHICS AND SEXUAL HARASSMENT
Academy Canada students and staff are expected to adhere to the
College’s Code of Professional Conduct and Ethics and Sexual
Harassment Policy.  These specific policies can typically be found on
your classroom bulletin boards or received from the campus
administration.

CONFIDENTIALITY
Academy Canada will  ensure that all
student records are properly stored,
maintained and handled confidentially.
Administrative and instructional staff
members at Academy Canada will  be
permitted access to all  or a part of a
student’s record in order to carry out their
duties.  Information will  be released to third
parties ( i .e.  funding agencies) with student
consent.  

Upon completion of your program of study
you are entitled to an official  transcript of
academic achievement if  the College has
received payment of all  fees.  Official
transcripts wil l  be withheld for
nonpayment of fees.



DRESS CODE
At Academy Canada we require students to dress appropriately for a
professional college environment. Although certain programs (for
example, Hairstylist ,  Massage Therapy, Esthetics,  shop trades) have
specific dress codes, most permit casual attire.  Please note that
your instructor may establish specific classroom policies that apply
to dress.  It  is expected that students wil l  dress appropriately when
visiting outside organizations or groups. While on work terms
students are required to adhere to the dress code of the work term
hosts.
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SMOKING
Smoking is only permitted in designated areas outside the College.
Students are asked not to smoke on or around campus entrance
areas.

SCENT-REDUCED AND ALLERGIES POLICY 
Given that many of our students and staff have serious allergies to
perfumes and other scents,  we ask that you not wear unnecessary
fragrances. Specific campuses may also instigate, from time to time,
other policies reducing the use of specific allergens where deemed
necessary.  If  you have an allergy that requires attention please
notify your campus administrator.

TELEPHONE CALLS AND TEXT MESSAGES
Students wil l  not be called out of class for personal calls ,  except in
an emergency. In most cases,  a message will  be left at the front
desk. The telephone at the front desk is unavailable for students’
use. Use of cell  phones (for texting or calls)  while classes are in
session is prohibited since it causes considerable distraction.

EQUIPMENT
Equipment at the College has been purchased to help with your
training. Many of these pieces are very costly to replace. College
equipment is not to be removed from the campus without
permission from administration and should always be handled with
utmost care and caution.
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HOURS
You may be scheduled between 8:00 am and 8:30 pm depending on
the program. This may vary throughout the school year,  depending
on the courses you require.  Where circumstances require,
administration reserves the right to schedule classes outside these
hours.

CHANGE OF ADDRESS
We like to keep in touch with our students,  both current and
graduates.  Therefore, we will  ask you to provide us with your
hometown address and current address.  If  your address changes,
please let your campus Records Coordinator know. Correspondence,
including your diploma, wil l  be forwarded to the address we have on
file.

PERSONAL BELONGINGS
Unfortunately,  even in the friendly environment of Academy Canada,
we have been victims of theft.  As a result ,  we strongly advise that
you do not leave valuables,  including textbooks, in your classroom
without supervision. Academy Canada does not assume
responsibil ity for missing books, personal items, etc.

PARKING FACILITIES
Students must park in designated parking areas only.  No-parking
and wheelchair parking areas are designated either by a sign, road
markings in blue paint,  or both. Parking is available at no cost to
students.  While we have large lots,  parking is on a f irst-come-first-
served basis and the College cannot guarantee available parking at
all  t imes. We encourage you to carpool or use public transportation
whenever possible.
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ACTIVITIES
Academy Canada welcomes student involvement in campus
activities and we encourage everyone to take part.  Students are
invited to plan and organize events in conjunction with their
homeroom class on behalf of the student body. If  you have any ideas
for social events,  we would love to hear from you! 

Students may have classes or activities at alternate locations within
the region and are expected to make their own arrangements for
transportation. If  travel is required outside of the region then travel
reimbursement may apply,  subject to senior administration
approval.  Travel reimbursement does not apply to travel for work
terms or practicums.

CAMPUS EVACUATION PROCEDURES
The administration will  ensure that all  students are aware of
emergency procedures in the event that it  is necessary to evacuate
the building. Directions wil l  also be posted in classrooms/shops. Fire
dril ls wil l  be held each semester to ensure that everyone knows the
proper procedures to follow. The principal shall  ensure that f ire
escape routes are always unobstructed and that f ire extinguishers
are operational.

UNSCHEDULED CLOSING TIMES
Campus administration reserves the right to close the campus and
cancel classes in the event of inclement weather or other
circumstances. Students wil l  be notif ied of such closures through
public service announcements on local radio stations, Facebook,
Twitter,  and through our website.  
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HOURS OF OPERATION 

For detailed hours of operation, please contact your instructor or
campus administration team. 

KEY DATES 
The college closes for key dates throughout the academic year,
including statutory holidays,  school breaks in the winter and spring
seasons, and for staff professional development days.  

A current l isting of upcoming campus closures for the current academic
year can be found on our website at
https://www.academycanada.com/campus-life/college-events-key-dates/

For more details about campus closures,  please speak with your
instructor or campus administration

For civic holidays at your ABE Learning Centre, check with your
Instructor.

INSURANCE (FOR INTERNATIONAL STUDENTS
ONLY)
It  is mandatory for international students to have insurance while
studying in Canada. Proof of insurance (provider,  policy number, and
a copy of insurance certif icate) must be provided to Academy
Canada on Registration Day. Academy Canada does have insurance
options for students who do not have insurance. Information on this
policy and an application can be obtained from the Business Office
and will  be provided should a student arrive without a policy.

https://www.academycanada.com/campus-life/college-events-key-dates/
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SERVICES

A processing fee of $5.00 is
charged for each additional
copy of the official  transcript of
marks.  The original official
transcript is issued free of
charge once your account is
settled with the business office.

ISSUING OF
ADDITIONAL
TRANSCRIPTS

At Academy Canada we are very proud of our graduates and try to
do everything possible to support alumni.  A sample of services we
provide include: 
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Diplomas and transcripts wil l  be
issued within three weeks after
all  documentation (such as
marks,  completed work term
feedback forms) is received by
the Records Coordinator’s
office,  and all  outstanding fees
are paid. 

ISSUING OF
DIPLOMAS AND
TRANSCRIPTS

The ultimate goal of all
graduates is to f ind rewarding
employment. In order to
support you, Academy Canada
offers the services of
Employment Specialists.  Their
role is to build partnerships
with the community and
identify any employment
opportunities.

JOB SEARCH
SUPPORT

Subject to availabil ity of space
and equipment, Academy
Canada graduates are able to
enroll  in daytime or evening
courses,  provided the course is
similar to the one completed as
a full-time student.  For
example, graduates may choose
to upgrade competencies by
learning the latest version of
word processing software if
they completed this type of
course as a full-time student.
Each case wil l  be reviewed on
its merits to determine if  there
is any applicable tuition charge.
Students wil l ,  however,  be
required to purchase the
applicable textbook(s) and
other required material .

REFRESHER
COURSES



CONVOCATION
CEREMONIES
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Convocation ceremonies occur in the spring of each year.  Students
may participate in the convocation ceremony if  they are scheduled
to complete all  academic courses by August 31 of that year.
Convocation awards are granted based on performance to date.
Students are required to maintain these standards throughout the
remainder of their program in order for awards to be designated on
their diploma. 

Official transcripts,  diplomas, and certif icates are forwarded to each
individual upon completion of all  academics,  work term
components,  and when the student’s account is settled in full .  

Graduates may achieve one or more of the following designations:
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The top 10% of graduating students from
each program who achieve a minimum
overall  average of 80% will  be awarded
the Graduating with Distinction  honour.
Note: Both criteria must be satisfied.

DISTINCTION

Honour’s status is awarded to students
who achieve a 90% or higher overall
average in all  academic courses.

HONOURS

The annual valedictorian is selected from
students who submit valedictories.  The
person selected should possess
exceptional presentation skil ls ,  have a
good overall  average, and demonstrate
values such as leadership,
professionalism, and positive attitude. All
students are encouraged to compete for
this honour as it  is highly valued by
employers.

VALEDICTORIAN

Honours with Distinction  is awarded to
students who achieve a 90% or higher
overall  average and are in the top 10% of
the graduating students from each
program.

HONOURS WITH DISTINCTION

The highest honour awarded to one
student from each campus who reflects
the ideals we strive to insti l l  in all  of our
graduates:  leadership skil ls ,
professionalism, positive attitude, good
overall  average, and participation in
school activities.  Recommendations are
made by staff members to the President
of Academy Canada, who then selects the
recipient.

THE PRESIDENT’S AWARD
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Josephine Harris was a student enrolled in our February 1996 Legal
Studies (Paralegal Professional) program. Though her time with us
was short,  she left a l iving legacy in the hearts of her classmates and
instructors.  In honour of Jo,  the Josephine Harris Memorial Award is
bestowed to a graduating Paralegal Studies student from the
Kenmount Road Campus who reflects the essence of the qualities
that Jo embodied: integrity,  leadership, and passion for l i fe.

THE JOSEPHINE HARRIS MEMORIAL
(KENMOUNT ROAD CAMPUS)

Program Instructor(s) wil l  select one student from each program
whom they feel reflects the attitudes, skil ls ,  and values of both
Academy Canada and the student’s chosen career f ield.  In the
following cases,  program awards have been named in honour of a
respected member of the Academy Canada community.

PROGRAM
AWARDS

Melissa Glynn was an Office Administration student who died
tragically during the winter of 2002. While a student at Academy
Canada, she became tremendously well-respected as caring, warm,
dedicated, and professional individual.  In her honour,  the Melissa
Glynn Memorial Award is bestowed upon a student who displays the
characteristics that defined Melissa’s compassion, focus, and
professionalism.

THE MELISSA GLYNN MEMORIAL (KENMOUNT
ROAD CAMPUS)

THE BEVERLY-ANNE WHELAN MEMORIAL
(HARDING ROAD CAMPUS)

Beverly-Anne Whelan was an academic instructor at Academy
Canada who passed away on November 11 ,  2003. Few individuals
have the impact on people around them such as Bev. As a result ,
Academy Canada awards the Beverly-Anne Whelan Memorial Award
to a student who excels in their academic courses and possesses
Bev’s qualities of respect,  dedication, and courage to face one’s
challenges and love for l i fe.  
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This award honours and celebrates the contribution of Norman
Dawe, a student whose l ife was tragically cut short during the
summer of 2004. Norman was a very dedicated student who strived
to succeed in everything he did. To honour his memory, Academy
Canada presents this award annually to a graduating student from
the Computer Aided Drafting program who demonstrates the
character traits of Norman’s dedication, determination, and positive
attitude.

THE NORMAN DAWE MEMORIAL (HARDING
ROAD CAMPUS)

Justin Ingram was an Automotive Service Technician student who
passed away in May 2008. Justin was l iked by all  who met him, and
you could feel the passion and love he had for the automotive trade.
You could see the eagerness and will ingness in his every task.
Academy Canada grants the Justin Ingram Memorial Award to a
student who excels in the Automotive Service Technician program,
and who possesses some of Justin’s qualities of eagerness,  l ikabil ity,
aptitude, and will ingness to learn, despite having to overcome
challenges.

JUSTIN INGRAM MEMORIAL (HARDING ROAD
CAMPUS)

ROBERT STONE MEMORIAL (HARDING ROAD
CAMPUS)

This award is presented in memory of Robert Stone, a great friend,
teacher,  and mentor of the Academy Canada community,  who
passed away in March of 2010. This award recognizes an Insulator
(Heat & Frost) student who has excelled in academic courses,  and
has demonstrated Bob’s qualities of respect,  dedication, strength,
and compassion for others.  
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This award is presented to the outstanding Construction/Industrial
Electrical (CIE) program graduate in a given year.  It  is named in
honour of Mike Purdy, an outstanding friend, instructor,  colleague,
and mentor of the Academy Canada community who passed away in
March 2011 .  This award is presented to the CIE student who
demonstrates Mike’s qualities of respect,  understanding, patience,
and attention to detail .

MIKE PURDY MEMORIAL (HARDING ROAD
CAMPUS)

Jeremy Cross was a Therapeutic Recreation student who passed
away in March 2015.  Jeremy was a student who embraced every day
with positive energy and enthusiasm. He had a ‘can-do’ attitude,
and was able to break down barriers.  He taught his classmates the
value of patience and understanding as he demonstrated
perseverance and will ingness to never give up. Academy Canada
grants the Jeremy Cross Memorial Award to a student who
possesses Jeremy’s qualities of inspiration, leadership, passion, and
the abil ity to overcome challenges.

JEREMY CROSS MEMORIAL AWARD
(KENMOUNT ROAD CAMPUS) 
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MARILYN JARVIS MEMORIAL AWARD
(KENMOUNT ROAD CAMPUS) 

Marilyn Jarvis was a Hairstylist student who passed away in April
2016. Marilyn was a student who embraced every day with positive
energy and enthusiasm. She touched the hearts of all  those that she
interacted with and displayed never-ending kindness and patience.
Marilyn was proof that it  is always possible to achieve your goals.
Academy Canada will  award the Marilyn Jarvis Memorial Award to a
Hairstylist student who possesses some of Marilyn’s qualities of
inspiration, leadership, passion, and the abil ity to overcome
adversity to achieve your dreams.

PATSY TRAHEY MEMORIAL AWARD (KENMOUNT
ROAD CAMPUS)

Patsy Trahey was a Business Administration graduate and employee
who passed away suddenly in April  2019. Patsy was an integral part
of the Academy Canada cofor many years.  Her dedication to her job,
love of her students and deep friendship had a positive influence on
everyone. In her honour Academy Canada will  present the Patsy
Trahey Memorial Award to a Business Administration student who
possesses her qualities of compassion, work ethic and commitment
to excellence. 



ORGANIZATION &
STUDY TIPS
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Set your alarm clock in a place where you physically have
to get out of bed to turn it off .  The more movement your
body makes the better chances you will  awaken quicker
and stay awake.

WAKE UP ON TIME

1.

College life involves a ton of academic responsibilities topped off with a huge
dose of social activities. It’s challenging to balance work and fun. 

Get and stay organized so you are able to meet all of your academic
obligations and have time for your friends

2. Put all  your class schedules,  assignments,  project due
dates,  and exam dates together on your calendar,
whether it ’s a digital or paper one. It  wil l  show you all
your short and long-term must-dos in one spot.

PLACE ALL ACADEMIC
RESPONSIBILITIES TOGETHER

Add colours to your responsibil it ies.  Mark finals and
papers due in red, assignment due dates in blue, laundry
in orange, and appointments in green. This way, you’l l
f ind obligations quicker and it wil l  provide a clearer
snapshot of what l ies ahead.

COLOUR-CODE YOUR CALENDAR

3.
Are you a morning person or a night person? Schedule
your most critical tasks when you are alert and not
sluggish. It ’s smart to book your studying when you will
get the most out of it .

DETERMINE YOUR BEST TIME

4.
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Establish a routine of regular activities including
studying, healthy eating, working out,  and free time. You
will  function better physically,  emotionally,  and
mentally.  A well-balanced college schedule wil l  give you
the most out of your college experience.

DEVELOP A SCHEDULE

5.
Write down a daily to-do l ist .  A daily plan will  give you a
sense of direction on how you should spend your time.

SET DAILY GOALS

6.
Don’t head out without pens, pencils ,  highlighters,
notebooks – anything you consider essential .  Don’t show
up for class without something to write with and on. For
early classes,  plan the evening before.  

STOCK YOUR BACKPACK

7.
Intense note taking is required for classes.  Whether you
are taking notes on l ined paper or on your computer,  do
a quick read-through after class.  When the material is
fresh on your mind, you will  better remember it  and can
add anything you might have missed.

TAKE NOTES

8.
Make your study area neat and clutter-free. Remove any
items that wil l  keep you from doing your homework.
Minimize noise in your workspace that might make it
hard to concentrate l ike a blaring television or loud
music.

CREATE A CLEAN WORKSPACE

9.

Keep your class notes and course work in order.  When it
comes to studying, it ’s helpful to f ind everything in one
place l ike one folder on your computer’s desktop or one
notebook.

ORGANIZE YOUR
MATERIALS

10.
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When studying, it ’s essential to stay focused. Turn off
your smartphone and don’t check your email or social
media while on your computer.  With your full  attention
on studying, you will  get a lot more accomplished in a
shorter amount of time. Phone calls ,  texts,  and emails
can wait.

TURN OFF THE DISTRACTIONS

11.

Bringing fellow classmates together could prove to be a
good learning strategy. Discussing theories and quizzing
each other can help boost your knowledge on subject
matter.  Try to l imit your study group to 6 people to keep
it from turning into a social event.

FORM A STUDY GROUP

12.

Most phones have a reminder feature. Set your phone to
remind you in advance of important events,  so you don’t
forget to turn in a project or study for an exam.

USE YOUR PHONE FOR REMINDERS

13.
Keep track of your receipts to help determine where
your money goes and what’s left over to carry you
through your month. Stay on top of your f inances to
keep from scrambling at month’s end.

HAVE A BUDGET

14.
A simple way to get the most out of every day is getting
plenty of sleep. When you are well  rested, you will  be
more alert and ready to take on all  the necessary tasks
you must complete in your busy college schedule. The
more organized you are with your time and activities,
the better you will  perform at your maximum potential
and the more successful you will  be. 

15.
SLEEP



TEN STUDY METHODS
THAT WORK
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If  concentration is your problem, then the right
surroundings wil l  help you greatly.  Your study desk or table
should be in a quiet place – free from as many distractions
as possible.  You will  concentrate better when you study in
the same place every day. It ’s a mind-set.  For example, when
you sit down at the kitchen table,  you expect to eat.  When
you sit down in an easy chair ,  you watch TV, etc.  Developing
the habit of studying in the same place at the same time
every day wil l  improve your concentration. 

STUDYING IN AN APPROPRIATE SETTING –
SAME TIME, SAME PLACE, EVERY DAY

02

Set aside certain hours of each day for study just as you do
for nourishment and sleep. Keep the same schedule
faithfully from day-to-day. The amount of time needed for
study wil l  vary for each individual based on skil ls with the
subject matter.  An average of two hours of study each day
for each hour in class is recommended. Going to class is only
the beginning; the real work begins afterwards!

MAKING AND KEEPING A STUDY SCHEDULE01

Studying effectively is not a matter of chance. Educators and
psychologists have researched study methods for years.  Some of the
best studies come from top universities,  where precise experiments
with student groups have shed l ight on the most effective study
methods. Students who follow these methods learn more easily,
retain material for longer periods of time, and save themselves
hours of study time. The ten study methods researchers have found
that work are:



Your study desk or table should be equipped with all  the
materials you might need to complete the assignment, e.g. ,
pencils ,  pens, erasers,  paper clips,  stapler,  dictionary,  snacks,
and l iquid refreshments,  etc.  For some assignments,  you
may require a calculator or other supplies.  With your
materials at hand, you can study without interruption. If
your phone has voice mail ,  let it  do its job during your study
time. You can return the calls and messages after you have
finished studying. Taking your snack food and drinks to the
study location will  el iminate those endless trips to the
kitchen which break your concentration.

EQUIPPING YOUR STUDY AREA WITH ALL
THE MATERIALS YOU NEED

03
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Can you imagine an athlete-in-training waiting for
inspiration to strike to practice in preparation for an event?
Of course not.  They train daily to stay competitive – whether
they want to or not.  Like the athlete, you must get in
training for tests and examinations by doing the
assignments and preparing daily through review to be ready
for the action. 

NOT RELYING ON INSPIRATION FOR
MOTIVATION

04

Researchers tell  us that there is definitely a relationship
between orderliness and high grades. Knowing where to find
your materials when you need them is crucial .  Keep a
special section for each subject in your notebook as well  as a
calendar so that you can write down all  important
assignments as they are announced. Having all  of this
information together in one place is vital to your success.  A
well-kept notebook is a part of good time management. If
you’ve ever misplaced an important assignment, you know
how much valuable time can be lost looking for it .

KEEPING A WELL-KEPT NOTEBOOK
IMPROVES GRADES

05



Put it down in black and white – including the details – and
keep it in your notebook. Knowing just what you are
expected to do and when you are expected to do it is the
first giant step toward completing important assignments
successfully and on time.

KEEPING A CAREFUL RECORD OF
ASSIGNMENTS

06
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Flash cards aren’t just for kids! They are a legitimate study
tool.  Use the front of the card to write an important term,
and on the back, write a definition or an important fact
about that term. Carry your f lash cards with you. Use them
during “dead time,” such as standing in a check-out l ine,
waiting in a doctor or dentist’s office,  r iding a bus, or
waiting at the laundromat. Keep a set in the glove
compartment of your car for long l ines at your favourite fast
food drive-in restaurant or bank. Post them on your
bathroom mirror to review while shaving or applying make-
up. You’l l  be surprised how much you can accomplish during
those otherwise “dead times.” Think about developing your
own “trade secrets” that wil l  improve your study skil ls .  

MAKING USE OF “TRADE SECRETS”07

Learn to take good notes efficiently as your instructor’s
stress important points in class and as you study your
assignments.  Good notes are a “must” for just-before-test-
reviewing. Without notes,  you will  need to reread and review
the entire assignment before a test.  This may require you to
read anywhere from 100-300 pages of material in one sitting.
With notes,  you can recall  the main points in just a fraction
of the time. The time you spend in note taking is not lost,
but in fact,  is a time-saver.

TAKING GOOD NOTES AS INSURANCE
AGAINST FORGETTING

08



Psychologists tell  us that the secret to learning for future
reference is overlearning. Experts suggest that after you can
say, “I  know this material ,”  that you should continue to study
that material for an additional one-fourth of the original
study time. The alphabet is an example of overlearning. How
did you learn it? Probably through recitation which is the
best way to etch material into the memory trace. Manipulate
the material as many different ways as possible by writing,
reading, touching, hearing, and saying it .  In an experimental
study, students who overlearned material retained four
times as much after a month than students who didn’t
overlearn.

OVER-LEARNING MATERIAL ENHANCES
MEMORY

09
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A student who does not review material can forget 80% of
what has been learned in only two weeks! The first review
should come very shortly after the material was first
presented and studied. Reviewing early acts as a safeguard
against forgetting and helps you remember far longer.
Frequent reviews throughout the course wil l  bring rewards
at test time and will  al leviate pre-test anxiety.

Although these ten study methods do work, there is one
other component needed when using all  of them – taking
responsibil ity for studying by following through on
assignments.  All  the study methods in the world won’t help
you if  you don’t help yourself .  As with most everything in
your l ife,  your motto should be, “I ’m responsible for my
success!” 

If  you put forth the effort to study effectively,  the improved
skil ls wil l  soon become a habit and be just as natural as
breathing. The result can be better grades, greater
knowledge, and higher self-esteem. These skil ls wil l  also
serve you well  in your professional and personal l i fe.  

REVIEWING MATERIAL FREQUENTLY 10



Feel free to contact us at any time in the following ways:

Toll Free Telephone
1-800-561-8000

Email
info@academycanada.com

Website
www.academycanada.com

Facebook
facebook.com/academycanada

Twitter
@academycanada

Post Secondary Campus Locations (Multiple Programs)
Corner Brook ▪ St. John’s

Satellite Locations (Adult Basic Education)
Baie Verte
Bonavista
Conception Bay South 
Corner Brook
Deer Lake
Happy Valley-Goose Bay
Hopedale

Labrador West 
Nain
Sheshatshui
Placentia
St. Anthony
St. John’s

We hope that this Student Policies Handbook will assist you throughout
the coming school year. If, at any time, you need clarification on the
information provided in the Student Policies Handbook, please see your
instructor-advisor or any of the support staff at your campus.
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