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I.

Attendance Policy

This course is a combination of theoretical and practical knowledge, and as a result
attendance is mandatory. A high absentee rate not only hurts the student missing time, but
also every other student at Est-elle Academy. A student who misses too much time makes
extraordinary demands on their teachers as they attempt to catch that student up, and thereby
reducing the time available to the students who attend regularly.
1) Absenteeism
A student at Est-elle Academy is expected to finish 7.5 hours per day, or 37.5 hours per
week. This is accomplished by attending from 8:30 am to 5:00 pm while taking the allotted
two (2) fifteen-minute coffee breaks and one (1) 30-minute lunch break each day. Coffee
breaks may be skipped in an attempt to make up missed time, but a student must take their
lunch break. As well, a student may upon prior approval of their instructor and the front
desk ask to combine a coffee break with their lunch break into a 45-minute period if the
schedule allows.
The Province requires each student to sign a contract with the school, which among other
things, outlines the cost and length of the course. The course length is set at 1400 hours and
each student has 39 weeks to finish that time. The 39 week term is more than enough time to
complete the 1400 hours of required time even with an occasional sick day. However, if at
the end of 39 weeks a student has still not completed the required 1400 hours they are not
automatically entitled to continue attending school. The school will consider each request to
extend a person’s contract on a case by case basis, and the charge for extending the course is
$50.00 per day. In very few cases a student may be allowed to continue beyond the 39
weeks without charge; those cases would include issues such as hospitalization
(documentation is required), or the death of a relative or close friend. A student may also
request a Leave of Absence from school and if approved the time off will not cause
additional charges to accrue.
2) Attendance Rules
2.1) Theory – A student who misses more than 20% of their theory hours will be called into
the office to determine whether or not they will be allowed to continue in the course, or be
required to repeat components of theory classes.
2.2) Clinic Floor – A student who has exceeded more than 140 hours of missed time in total
will be called into the office to determine if they will be allowed to continue in the course, be
required to repeat additional training in a topic, or prevented from performing services until
hours are caught up.

3) School Hours
3.1) It is the responsibility of each student to attend class punctually and to apply themselves
diligently to his or her studies.
3.2) Classes run from 8:30 am to 5:00 pm from Tuesday to Saturday. It is the responsibility
of each student to ensure that they are at school in sufficient time to be ready for class by
8:30 am.
3.3) A student may not leave school early without advising their teacher and if they are on
the clinic floor they must also advise the front desk/office. Students leaving early must also
ensure that their station and equipment are clean and put away and that they have done their
general cleaning for the day.
3.4) School hours are tracked through the use of the computer booking software. It is each
student’s responsibility to ensure that his or her time is correct and accurate. If there is an
error report it to the office or the front desk immediately. As each student is responsible for
the accuracy of their own hours please refrain from the practice of clocking another student
in or out. If a student is discovered on a break without being clocked out the appropriate
time will be docked for the break.
3.5) A list of hours is posted at the front desk showing the hours completed and remaining
for each student. Please review this list to ensure that you have been credited the appropriate
hours from the previous period. If you believe that there has been an error please bring this
to the attention of the office immediately so that it can be corrected.

II.

General Rules of Conduct and Deportment

Each student must remember that this is not only a school but it is also YOUR school. As a
result each student has an important role and responsibility for the maintenance and
development of the school’s environment.
These general rules are put into force so that the school may run as professionally as
possible. It is the staff’s desire to reflect a high quality image, give the students guidelines to
function under, and to promote learning. Failure to follow one or more of these rules will
result in the consideration of various disciplinary measures available to Est-elle Academy.
1) Conduct Towards Teachers and Support Staff
Students will treat the teachers and support staff with courtesy and respect at all times,
and follow the directions given to them. There will be absolutely NO socializing with
any staff member after school hours. The only exception to this rule is at school
sponsored events such as Graduation parties, hair shows, etc. A student should never
place himself or herself, or a teacher in a position whereby anyone can make the claim of
favoritism.

2) Conduct Towards Fellow Students
All students are to treat each other with courtesy and respect at all times. Any incident,
which reflects an attitude of racism, disrespect, or mistreatment of a fellow student, will
not be tolerated. This includes any misconduct on social media.
3) Appropriate Language
Swearing will not be tolerated at any time.
4) If drugs are found on the premises or in the possession of any student the police will be
immediately contacted and the student automatically expelled.
5) Alcohol may not be consumed on school premises or at any time during the school day.
Anyone with the smell of alcohol on his or her breath will be sent home for the day.
6) Absolutely NO food or drink is allowed at a student’s station or on the clinic floor. This
includes gum, however, hard candies, throat lozenges, and breath mints are acceptable.
The consumption of food and drink on school property is restricted to the student’s lunch
room.
7) The student lunchroom is the responsibility of all of the students at Est-elle Academy. It
is everyone’s collective duty to keep it clean and tidy. As well the lunchroom is for
students only, guests are not allowed.
8) Each student has access to a locker at Est-elle Academy and each student is responsible
for ensuring that there valuables and equipment are locked up and secure during and at
the end of each day. Each student must supply their own lock for the lockers and are
encouraged to provide the front desk with a spare key in case the original is lost to
prevent the need of cutting off the lock. Jackets, purses and knapsacks are not allowed at
a workstation and each student should ensure that they are secured in their lockers.
Under no circumstances does Est-elle Academy accept responsibility for lost or stolen
items.
9) The washrooms at Est-elle Academy are public washrooms used by students, staff and
customers. It is everyone’s responsibility to keep the facilities clean, neat, and in
working order. Please use common sense in their use, and report any problems
immediately to the front desk.
10) The school premise is colorful and bright place and each student has a shared
responsibility to keep it that way. Each student will be given cleaning duties at the end
of each day to perform which is in addition to each student’s responsibility to keep their
own work space clean and tidy. Cooperation among students is essential and must be
learned as part of the day-to-day operations of a salon environment. By having everyone
do a small job the work is done quickly and efficiently. The end of the day cleaning may
not begin prior to 4:30 pm so as not to interfere with services being done on the
customers.

11) Withdrawing from school must be done in writing and in accordance with Alberta
Regulation 349/2009, which is reprinted as part of the contract, signed between the
school and the student.
12) Any student that has any questions or concerns relating to his or her time at Est-elle
Academy is welcome to discuss the matter with a school official.
13) Cell Phones are NOT to be used on the clinic floor except for the purpose of posting
pictures of their work to social media. They are also NOT ALLOWED in Classrooms
for any reason.

III.

Dress Code
-

-

-

-

-

The dress code for all students at Est-elle Academy is BUSINESS Casual, with
HEAVY emphasis on the BUSINESS. Any color may be worn, but the clothing
must be clean, pressed, neat and FASHIONABLE at all times
Proper and FASHIONABLE footwear must be worn at all times. High heels,
Fashionable Flats, or Fashion Boots are the accepted choice in footwear.
Unacceptable Footwear include running shoes (unless supported by medical
documentation indicating that they are needed for problems with the student’s
feet), flip flop sandals, outdoor foot wear, CROCS, or UGGS.
DARK FASHIONABLE Jeans are allowed but not casual jeans, jeans with holes
(even if those holes are placed in them by the designer and come with them brand
new) or any jean that is too casual.
T-Shirts, Sweatshirts, hooded shirts or jackets, or any shirt with writing or picture
on it are NOT acceptable at anytime, save Halloween when they could be part of
a costume.
Sleeveless and backless shirts/tops that do not meet a business wear level are not
allowed
If a skirt or dress is worn you must wear nylons or leggings – this is a health code
requirement.
Lulu Lemon, yoga pants, or leggings as pants are not acceptable dress.

If a student does not conform to the dress code they will be given one (1) warning.
Thereafter, a violation will result in the student being sent home to change. If a student
continues to violate the dress code they will be restricted to a dress code of black dress pants,
black dress shoes, and a button-up collared shirt.

IV.

Evaluations

Students will be evaluated throughout their course at Est-elle Academy. These evaluations
will take a number of forms including written tests, practical examinations, module work,
and general observations of the student’s conduct and behavior. The evaluations are
designed to measure a student’s progress and identify areas in need of improvement. For
written and practical examinations the passing grade is 75%. Each student must pass both
the written theoretical portion and the practical portion of the course with at least a 75%
average in order to pass.
Written examinations are conducted Thursday mornings, typically on bi-weekly basis. The
writing time begins at 8:30 am and ends no later than 9:45 am. A student arriving late does
not get an extension on the writing time. If a student misses an exam they will be assigned a
score of 0% for that exam, however, if the absence can be justified the student will be given
an opportunity to write a makeup exam at a later date.

V.

Additional Information

1) Please be advised that Est-elle Academy of Hair Design Ltd. does not require or accept
any payment of monies prior to the start of the program as in keeping with the
regulations found in Alberta Regulation 349/2009.
2) Est-elle Academy does not accept students under the age of 17.
3) No records or transcripts are issued or released until a student’s account is settled with
the business office.
4) The rules and regulations found within this document may be changed from time to time.
5) The parking lot is NOT for use by students. Students may park on the side streets near
the school or in the parking lot run by the Old Strathcona Business Association accessed
off of 105 St between 80 and 81 Ave. You can contact the OSBA for parking at: 202,
10345 Whyte Ave, Edmonton, AB T6E 1Z9 PH 780-437-4182

VI.

Student Finance

Now that you have been accepted into study you may be starting to look into securing a
student loan for your course. The application for a loan is done on line at
www.studentaid.alberta.ca The process is reasonably straight forward and can usually be
completed in less than a hour for most people. If you need assistance you may call the
school and ask to speak to Kevin and you can schedule a time to come in and he can help
you go through the process.

Please note that this process is a very serious one and does come with obligations to you as
the student. As easy as the process seems you are entering into a binding contractual
obligation with the Province of Alberta and the Government of Canada to repay any loans
you receive. A failure by you to live up to your repayment program with either or both of
your loans will have serious and detrimental effects on your credit rating and your ability to
secure future financing from banks, credit card, and financing companies. Do not think that
just because it comes from the government that it doesn’t carry the same weight as other
financing you my engage in. There are numerous resources available to you during your
repayment process to help you if you get into trouble and these can be found at
http://studentaid.alberta.ca/repaying-your-loan/ as well as on our website at http://www.estelle.ab.ca in the Alumni and FAQ section, and never be afraid to come into the office and speak
with Kevin about any issues or concerns you may have about your loan. I know it sounds a
bit scary but it really comes down to just be careful about payments. People are here to help
you but you have to ask for that help, and we are for you!

VII. Complaint Process
While it is our sincere desire and goal to have every student have an amazing and untroubled
experience at Est-elle Academy we recognize that this may not always be the case. If you
ever have an issue that you are unsure of when it comes to directions and expectations of and
from your instructors we encourage you to discuss this matter with them in a private and
professional manner. If there is still confusion or concern over a decision or expectation of
the instructor each student is encouraged to bring the matter directly to the attention of the
school owner and administrator, Kevin Riemer. The student should outline their concerns in
writing and arrange a meeting with Kevin where you can present your concerns and discuss
possible alternatives and solutions to your concerns. The school has a very open door policy
and all students are encouraged to bring any concern or suggestion to the attention of the
administration. We believe that open and collegial discussions will always pave the way to
understanding and resolution.

WELCOME TO EST-ELLE ACADEMY!

