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MISSION STATEMENT

SOLOMON COLLEGE values knowledge and skills, believing they are the bases
for understanding and rational judgment, and that they form the foundation
of a satisfying and productive life.

Solomon College is committed to excellence in instruction, and teaches skills
that will empower students to reach their goals.

PROGRAMS
We offer four English proficiency training programs.
1. English as an Additional Language (EAL) program (Full Time)

2. Language Instruction for Newcomers to Canada (LINC) program
e Monday to Friday (Full Time)
e Evening (Part Time)
e Saturdays (Part Time)

3. Childcare Worker Program (Full Time - CLB 4 +)

4. IT Service Technician Program for Newcomers (Full Time - CLB 5 +)

ORIENTATION

All students are required to attend an orientation prior to or immediately after
starting their program of study. At that session, students will review Solomon
College’s attendance policy and any rules, regulations, and calendar dates
specific to their program. Students will be advised of orientation dates in
advance.

The orientation will also include an introduction to the digital platforms used in
the classroom. Digital literacy is an important component of learning at
Solomon College.



STUDENT CODE OF CONDUCT

Solomon College strives for a safe and caring environment that fosters and
maintains respectful and responsible behaviour. Students must follow the Code
of Conduct below. Students who do not follow the Student Code of Conduct or
demonstrates unacceptable behaviour will face consequences, which include,
but not limited to, verbal/written warnings, withdrawal from the program, etc.

Solomon College students must:

e Follow the policies and procedures outlined in this guide

e Treat everyone with politeness, respect, and honesty

e Respect students’ and instructors’ differences in culture, language, and
religion

e Encourage each other to attend classes, study hard, and
achieve educational success

e Avoid offensive and insulting language (swearing, yelling, and ridiculing)

e Notify instructors or management of any problems as soon as possible

e Be fragrance-free

e Smoke only outside of the school building

e Keep the classrooms and kitchen areas tidy and clean. Take only small
snacks and drinks into class (not complete meals!) and use garbage
containers.

e Answer cell phone calls outside of class time

e Give out the office phone number (780-431-1515) as an emergency
contact number

e Not engage in, threaten, encourage, or support violence or bullying at
any time including at school or during school-related, including through
electronic means. Students should report any concerns about actual or
suspected violence to school staff promptly. Do not physically intervene;
seek a safe location and notify school staff or emergency services if there
is an immediate safety risk.



USE OF SCHOOL FACILITIES AND COMMON AREAS IN
BUILDING

e There is absolutely NO smoking allowed in the building,
including washrooms and fire exit stairwells.

e Please be quiet in common areas as there may be a student writing
an exam nearby.

e Students may use the Student Lounge to eat, chat, or study.
e Please keep the lounge tidy and clean.

e Washrooms are located across the elevator lobby. We share
the washrooms with other people on these floors. Please leave the
washrooms in good condition.

e Do not wear muddy or snow-covered boots. Clean them before coming
onto the floor.

e Do not put anything other than toilet paper in the toilets.

DRESS CODE

Students have the freedom to express their own sense of fashion with some
exceptions: no swimwear, and no clothing that is overly revealing or
offensive. If you are unsure of an article of clothing, please talk to your
instructor or the Program Coordinator.

COLLEGE FIELD TRIPS

Students are not permitted to bring children on college organized field trips. If a
student brings a child(ren), they will need to take their child(ren) home and will
be counted as absent. This policy will be enforced by all teachers and staff. No
exceptions will be made.

Students will be required to fill out waiver forms for each field trip they attend.
Your instructor will provide you with the waiver forms that need to be
completed prior to the field trip date.



PRESENCE OF CHILDREN AND MINORS AT SOLOMON
COLLEGE

To protect the safety of children, Solomon College will not allow minors (children
under the age of 18) into offices, classrooms, computer labs, or student support
areas at the college unless they are registered students.

There are potential risks to bringing children to Solomon College. Students,
teachers, and staff should be aware of these risks and are responsible for all
injuries or damages sustained to or by their child(ren) while at Solomon College.
Solomon College will not be responsible or liable for any such injuries or
damages.

STUDENT COMPLAINTS AND POSITIVE COMMENTS

COMPLAINTS

e Complaints about classes or instructors should be made first to the
classroom instructor.

e If this is not possible, students may speak to the Program Coordinator.

e Please follow the directions given to you, because there are procedures
and policies in place that instructors, Program Coordinators, Staff, and
students must follow.

e Formal complaints must be submitted in writing and signed.

POSITIVE COMMENTS

e We welcome all positive comments either orally or in written form.

PLAGIARISM AND CHEATING

PLAGIARISM means using another person’s ideas or expressions (phrases,
sentences) in your own essay or assignment without telling the reader
(instructor) the source.

This happens when:



e you copy from a text such as Coles Notes without using quotation marks
and without writing down “(Coles Notes)” at the end of the quotation.

e you copy another student’s essay or a published essay - any part of it
larger than a single word.

e you copy a text from the Internet. Including the use of third-party
applications, such as Artificial Intelligence (AI)

If you are unsure if you are plagiarizing,
ask your instructor for further instruction and/or clarification.

CONSEQUENCES OF PLAGIARISM

For a first-time offence, students found guilty of plagiarism:

e Student will be asked to re-write the whole assignment or the parts that
are in question (instructor’s choice).

For a second-time offence, students found guilty of plagiarism:
e May be expelled from class without a refund of tuition.

e Receive a final-grade penalty to be determined by the instructor,
Program Coordinator, or the Managing Director.

CHEATING

If an instructor sees someone looking at another person’s paper, or if
unauthorized notes or texts are visible to the instructor, or if a student is caught
whispering or speaking:

e The test may be taken away and a grade of zero may be given.

To appeal an instructor’s decision on cheating:

e The instructor and student must jointly consult with the Program
Coordinator and the Managing Director.



FINAL GRADE APPEAL PROCEDURES

EAL Program

To ensure that student evaluation procedures followed at Solomon College are
fair, a student has the right to appeal the final school-awarded mark.

To appeal the final school-awarded mark, the student will:

1. Make the appeal to the instructor, individually and in private. (First)
2. Make an appeal in writing to the Program Coordinator and Managing
Director within a week after the final school marks are released to
students. (Second)

To review the basis of any final standing awarded to a student, the Managing
Director may employ one or more of the following procedures:

e check accumulated records
e have a personal meeting with the student
e review evaluation procedures followed

e allow the student to see the graded final exam (high school programs
only)

The Program Coordinator and the Managing Director will confirm with the
student the outcome of the appeal. Solomon College accepts the Managing
Director's decision as final. High school students may also appeal their Diploma
Exam mark to Alberta Education in some cases, for a fee.

INFORMATION SPECIFIC TO STUDENTS RECEIVING
FINANCIAL ASSISTANCE

ATTENDANCE POLICY

Students receiving financial assistance from Foundational Learning Assistance
are expected to attend all classes. Students are permitted a limited number of
absences during their term. More details regarding absences will be provided to
students at the mandatory orientation.



Students need to inform both their teacher and the school if they anticipate
being absent from class. Students are required to provide supporting
documents to ensure their attendance is updated correctly.

Students who are noncompliant with classroom expectations may be marked
absent for the day the infraction occurs.

SCHOOL CALENDAR

Solomon College operates year round. The important calendar dates are:

Month Special Notes
January January 1 - New years Day
Winter Break (From Dec of previous year)
February 3rd Monday - Family Day
March - April Easter (Good Friday, Easter Monday)
Spring Break
May Monday before 25th - Victoria Day
July July 1 - Canada Day
Summer Break (EAL/LINC)
August 1st Monday - Civic Holiday (Heritage Day)
September 1st Monday - Labour Day
September 30 - Truth and Reconciliation
October 2nd Monday - Thanksgiving Day
November November 11 - Remembrance Day
December Winter Break (Into January)
Christmas Day

Emergency Numbers




Agency Phone Number
Police, Fire, Ambulance 911

Power (Emergency) (780) 412-4500
Gas (Emergency) (780) 420-5585
Water (Emergency) (780) 412-6800
Child Abuse Hotline 1-800-387-5437

Useful Numbers

Agency Phone Number
Edmonton Crisis Unit (780) 422-2001 (Reg. Hrs)
Alberta Education (780) 427-5732

Canadian Red Cross (780) 423-2680

City Services 311 (Phone and Online)
Human Services 211
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