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Our Mission
“To Passionately Educate Canada’s Next Generation of Health Care
Professionals.”

Our 5 Values
Professional: Lead by example.
Reputable: Inspire the nation.
Collaborative: Leverage collective gains.
Ethical: Be accountable.
Well-being: Live well.

Our Pledges
Pledge to Students
ACMT provides a collaborative, safe, fair, rewarding and positive learning
environment for all students; all while delivering exceptional practical instruction.
We ensure students receive relevant hands on experience and make the most of
their practical hours with the industry’s top Registered Massage Therapists, spas,
clinics or private practices.
Pledge to Industry
ACMT delivers an exceptional education program to our students with in-depth
theory and practical learning. Our emphasis on professionalism and ethical
practices ensures our students are ready to start a career with any spa, resort,
private practice, clinic, or independent venture.
Pledge to Canada
ACMT is never satisfied with the status quo. Our programs
are continually evolving to meet and exceed the
expectations of regulatory bodies in our sister provinces. We
produce ethical, safe, professional, and skilled Registered
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Massage Therapists that positively impact Canadians’ health and wellness and
build trust in our communities.
Pledge to Contractees and Employees
ACMT is one of Alberta’s outstanding places to work, which is built from how we
work together. This culture is reflected in our five values: Professional, Reputable,
Collaborative, Ethical, and Well-being. We provide an employment environment
that is safe and rewarding along with a contractual relationship that is fair.

The History of Alberta College of Massage
Therapy
Alberta College of Massage Therapy (ACMT) has a rich and diverse history,
dating back to 2001 when everything began! The very first campus was opened
in Grande Prairie with the original name of Prairie Massage Training. This initial
campus was opened by the founding Principal Ed Mooney.
Ed was a Registered Massage Therapist (RMT) himself, and to this day ACMT has
kept that tradition; all Instructors, Teaching Assistants, Clinic Supervisors and the
present Principal are RMT’s with many years of experience in practice.
From the original Grande Prairie campus, Ed decided to follow the growing call
for more campus locations within Alberta. He proceeded to open campus doors
in Lloydminster, Edmonton, then Fort McMurray and Calgary over the next few
years and changed the name from Prairie Massage Training to Alberta Massage
Training.
The 5 campuses of Alberta Massage Training operated out of higher education
centres in each of the different locations. Students would
arrive to Keyano College, Lakeland College, Lister Center
at the U of A, Learn Rite and St. Marys’ University to attend
massage therapy classes over the weekends.
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In early 2015 Ed decided to retire and pass the business along to new ownership.
In the Spring of that year Dawn Sharman moved into the Principal and Executive
Director role. One of the first changes new ownership made was changing
the name to Alberta College of Massage Therapy which was a more accurate
representation of the services provided by administration and instructors.
Over the next two years the campus locations began to move from secondary
institutions to their own ACMT campuses. In the Spring of 2016 ACMT students
were elated to have their own facility with a class room, student clinic, reception
area, kitchen and resource library in Grand Prairie! Edmonton students were
the next to benefit from their own campus in the early Summer of 2016 then
Lloydminster in the Fall of 2016 and more recently Red Deer, Calgary and Fort
McMurray!
During the development and opening of ACMT campuses many ‘internal’
improvements were happening simultaneously. From academic advancements
which now coincide with the Regulated Provinces Standards of Education to
launching an online student learning management system, providing Student ID
cards, opening student clinics and offering graduation celebrations!
We intend to continue improving and enhancing the ACMT student experience
for future classes. Moving forward, we are dedicated to continually improving
ACMT efforts to educate safe, confident, ethical and effective massage
therapists.
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A Caring & Professional Administrative Office
The Alberta College of Massage Therapy (ACMT) team strives to relate to each
student as an individual. We work hard to provide students with the information
and resources needed to enroll into the programs and feel supported throughout
their education with ACMT. The ACMT team consists of people who care about
the future generations of Registered Massage Therapists and therefore offer
genuine consideration to all communications and questions from students.
Listed below are a few details regarding members of our administration:
Dawn Sharman, Principal and Executive Director
Since 1999 Dawn has honed her educational roles in British Columbia, Alberta
and Ontario. Since graduating from Okanagan Valley College of Massage
Therapy (OCVMT) Dawn has been actively involved in the massage industry.
Along with instructing and supervising for numerous years, Dawn also led the
maternity outreach at OCVMT and developed accredited CEC courses across
Canada in Pregnancy, Infant Massage and Labour Support Massage Therapy.
Prior to moving to Alberta in 2014 and joining the ACMT team, Dawn owned and
operated Alba Healing Arts Centre, in Vernon B.C., and understands both the
practical and business aspects of the industry.
Christina Wahlers, Clinic and Practicum Manager
Christina graduated from the Canadian College of Massage Therapy in
Ontario in 2002. She has a diverse massage therapy background, working with
competitive athletes, palliative care clients and a clinical practice. Christina was
most recently a massage therapy instructor for the MH Vicars School of Massage
in Calgary for the past seven years. Her combined professional experiences
have fueled her passion in motivating students to achieve
excellence both in school and as practicing RMT’s.
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Claire MacKenzie, Marketing & Communications Manager
Claire grew up in Calgary but moved to Edmonton to complete her Marketing
Degree at the University of Alberta. She then studied Event Management
through Mount Royal University and worked as an Event Coordinator before
deciding to study Visual Design at NAIT. She manages ACMT social media
accounts, and all marketing and communications.
Heather Jamieson, Admissions Officer
The Student Enrolment Department supports students in all ACMT campuses,
from initial inquiries about our programs and massage therapy as a career to
ensuring that all student questions and concerns are answered effectively.
Jenny Dang, Financial Aid Officer
The Financial Aid Officer helps to ensure students have a positive experience
while completing programs offered at ACMT. Whether students are looking for
assistance with funding, logins for the online learning management system, or
their ACMT email, Jenny is here to assist you along your journey.
Terri Cuthill, Academic Advisor
Terri graduated from Alberta Massage Training in 2009 and became a Teacher’s
Assistant in February of 2010. She has completed the online NACC Instructor
Development Program in level 1 in 2010 and level 2 in 2017. Terri is an active
member with the Remedial Massage Therapy Association and has a thriving
practice in Edmonton. Terri enjoys helping others, whether that involves working
out clients ‘knots’ or supporting student learning experiences.
Teena Gill, Manager of Business Affairs
When students are looking for information regarding the
T2202A tax slips or information on government benefits and
supports please contact the Manager of Business Affairs.
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ACMT Definitions
MASSAGE THERAPY STUDENT
Students who have signed an Enrollment Contract with ACMT to receive
appropriate and professional instruction in the SMP 1st year & MT 2nd year
massage therapy programs.
CLIENTS
Personnel who receive massage therapy treatments at an ACMT authorized
Clinic by an ACMT Student Therapist with a present Supervisor
FACULTY MEMBER
Refers to an Instructor, Teaching Assistant, and/or Clinic Supervisor/Manager
CAMPUS LOCATIONS
Where Students are instructed all or most their curriculum (Edmonton, Calgary,
etc.)
CLINICS
May be located at the Campus (Edmonton, Calgary, Grand Prairie, Red Deer,
Lloydminster, Fort McMurray) or in a professional clinic which has signed the
Practical Agreement with ACMT and has a Supervising RMT.
SPA MASSAGE PRACTITIONER
First year program running 30-weeks with focus being on relaxation massage,
physiology and anatomy. Pre-requisite for 2nd year Massage Therapy. Total hours
are 1000.
MASSAGE THERAPY DIPLOMA
Second year 44-week program with focus on assessment
conditions, pathologies and treatment modalities. Total
hours are 1200.
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MYACMT
Online learning management system and communication tool providing access
to student profiles, grades, attendance and course documents. All students
receive login details at enrollment.
ACADEMIC COMMITTEE
Committee comprised of Academic Advisor and faculty members
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Registration Fee - $150.00
ACMT requires a prospective student to pay a registration fee of not more
than $500 before that person’s vocational training begins. ACMT cannot accept
payment of a registration fee in respect of a prospective student until that person
has signed a student enrollment contract or a tuition fee in respect of a prospective student before that person’s vocational training begins.
•

ACMT may accept a tuition fee in respect of a prospective student

before that person’s vocational training begins if the fee is paid by a third
party approved by the Director. If ACMT receives a registration fee we must
credit the fee to unpaid tuition if the student commences the vocational
training.
•

If a student terminates a student enrollment contract before the

vocational training begins, ACMT is entitled to any registration fee paid
by or on behalf of the student. ACMT must refund any registration fee that
has been paid by or on behalf of the student if ACMT terminates a student
enrollment contract before the vocational training begins or the vocational
training does not begin on the commencement date set out in the student
enrollment contract.
Please note the abbreviations on official and non-official documents:
•

W: Withdrawal

•

- (dash): Termination

•

N/A: Program alteration
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Bursary Program
Alberta College of Massage Therapy offers a small bursary program to
successfully pursue your education while managing your finances. The bursary is
for students facing unexpected financial situations or for students whose finances
barely cover basic needs. Bursaries are awarded at the discretion of the college
Principal.
You may be eligible for a bursary of $500 (each year) to be applied to your tuition
based on the following criteria:
•

Student is pursuing a program at Alberta College of Massage Therapy.

•

Student demonstrates a financial need.

•

Student demonstrates a commitment to their education.

To apply for a bursary, students need to write a letter to the Principal explaining
their need for financial assistance and why they consider themselves to be
an excellent candidate to receive the bursary. Bursaries are available if you
have a proven financial need. They are awarded on an individual basis upon
consideration of expenses, income, family support, part-time employment
opportunities, academic standing, and personal circumstances.
Bursary applications need to be submitted prior to the official program start
date, letter applications can be sent to principal@acmt.ca. For further information
please call the administrative office at 1-877-768-8400.
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Student Accommodation Policy
Purpose
ACMT is a student-focused institution, and as such, will assist students seeking
admission to the ACMT program in the attainment of their educational goals.
The College is prepared, within available resources, to provide a supportive
learning environment and accommodations for students with special needs
while, at the same time, maintaining the academic integrity of programs.
Policy Guidelines
1.

The accepted traditions, practices and laws of Canadian society protect

all faculty, administration and students of ACMT. All people are entitled to
the rights and privileges guaranteed in the Canadian Charter of Rights and
Freedoms, the Alberta Human Rights Act, and the Freedom of Information
and Protection of Privacy Act.
2.

Students with special needs, like all prospective students, are considered

for admission without discrimination. The level of support services required
by the applicant will not factor where an admission decision is required. No
greater onus of proof with respect to capacity or ability should be required
from applicants with disabilities than is ordinarily required from others.
3.

To accommodate students with special needs appropriately and to the

point of undue hardship, ACMT may request professional assessments and
verification of disabilities from a relevant, appropriate medical professional
before accommodations will be instituted.
4.

ACMT will support students with special needs and provide access to all
aspects of the learning process if it does not compromise
the safety or rights of the student with the disability or
that of other students, faculty or staff associated with the
program or course.
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5.

Safety, the rights of other students, and/or financial cost may be

recognized as an undue hardship under the Alberta Human Rights Act and
will be considered by ACMT in the accommodation process.
6.

ACMT, where possible and where it can do so without compromising its

academic standards, will modify program course load, course requirements,
examination procedures, timelines for completion and any other academic
requirements to permit students with disabilities to complete their courses/
programs.
7.

ACMT believes the determination of any accommodations of course

requirements are a shared responsibility therefore a consultation will take
place among the student and appropriate academic personnel. However,
students with special needs are responsible for identifying their need
for accommodations and are encouraged to do so prior to commencing
their program of studies. Mutually agreed upon accommodations will be
documented in writing.
8.

Students with special needs who require information about available

financial assistance can access information through Student Services.
Students are required to make the necessary arrangements for and provide
confirmation of necessary financial assistance.
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Direct Entry to Massage Therapy Second Year
Program
Direct Entry to 2nd Year is a process available to students interested in becoming
massage therapists who have are able to provide:
• A degree/diploma in physiotherapy with transcripts, with overall marks of
65% or higher
• A degree/diploma in traditional Chinese medicine with transcripts, with
overall marks of 65% or higher
• Completed 1000 hours of massage training at another massage college,
with overall marks of 65% or higher
The degrees, diplomas and transcripts need to demonstrate educational hours of
1000 or more involving anatomy, physiology, practical labs (palpating bony land
marks, muscles, massage techniques) and case history.
With adequate evidence of specific education over 1000 hours, the student
will have the option to challenge the Spa Massage Practitioner (SMP) Finals (
including the written and practical exams ). Upon request ACMT will provide the
student with the SMP Exam Prep questions without the answer key. The student
has the option to purchase the first-year text books from the admin office to
support studying and preparing for the SMP Finals. There is a 3-month time limit
to complete the SMP finals upon the decision to challenge the finals.
The SMP Final takes 2 hours to complete; 1 hour with the written exam and a
1 hour relaxation massage while being proctored. The fee to write this exam is
$250.00 and needs to be paid in full prior to the finals.
If the prospective student achieves 65% or higher on both
the written and practical Finals, they will be able to apply for
Direct Entry into the 2nd Year Massage Therapy Program.
Students who directly enter the 2nd year MT program will be
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observed by the Instructor during class.
If the Instructor sees any need for extra support with ‘hands on skills’ the student
may be asked to pay an additional $160.00 for 4 hours of one-on-one Instruction
outside of regular class room hours.
Students who directly enter the 2nd year MT program and are successful upon
graduation will be able to join the NHPCA, MTAA and the RMTA in Alberta.
ACMT Recognition of Prior Learning (PLAR)
Transfer massage therapy training hours—awarding hours at one institution for
hours completed at another institution.
Credential recognition—recognizing a completed in-province, out-of-province or
international certificate, diploma or degree.
ACMT PLAR assessment may include one or a combination of the following:
•

Challenge SMP Final Written exam

•

Challenge SMP Final Practical exam

•

Application assessment

International Transfer: Students may have to provide proof of English language
proficiency, and have official translations of their transcripts if they are from a
non-English speaking country. Students are advised to provide detailed course
outlines or evidence of existing transfer agreements.
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Student Attire
Professionalism is key to your success as an ACMT student and Registered
Massage Therapist. Students are required to ‘dress the part’ by abiding with the
following standards:
1.

Hair that is shoulder length or longer is tied back

2.

Refrain from using perfumes or strong deodorants or smelling of

cigarette smoke or body odour
3.

Do not wear loose jewelry, large earrings, rings or bracelets/watches

4.

ID card must be visible at all times

5.

ACMT shirt must be worn during class and in clinic

6.

Blue or black scrub pants

7.

Close-toed shoes are required during class and clinic

8.

Only wear bras that fasten in the back

9.

No excessive makeup

10. Finger nails are kept trim with no nail polish or gel nails
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Attendance Policy
Alberta College of Massage Therapy requires a minimum 85% attendance.
Alberta Advanced Education mandates that no more than 15% of the program
may be missed. Termination from the course may occur when either:
a) The SMP student is absent for two or more days of weekend classes
b) The SMP student is absent for four or more Wednesday evening classes
c) The MT student is absent for three or more days of class.
Arriving late or leaving early will be marked as a half-day absence and is included
in that 15% absentee maximum.
Students are expected to arrive promptly and attend all hours of every class.
As ACMT offers a course in which little class time is required it is especially
important for each student to be present and engaged during scheduled class
time.
Arriving late or leaving early is unprofessional and an unwelcome interruption to
the class. Delays are unavoidable at times and recording of punctuality will be left
to the discretion of the instructor.
If you anticipate being absent from the class, please notify your instructor as soon
as possible through text, email or phone call. By missing a teaching module, you
may forfeit taking the theory and practical exams. If a student is absent due to
illness for an entire module a validating medical note will be required to rewrite
the missed written and practical exams.
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Weighted Marks for First and Second Year
Studies
SMP
Final Exam: 		

50%

Homework: 		

10%

Professionalism:

10%

Modular Exams:

30%

TOTAL		

=100%

MT
Case Study: 		

10%

Final Exam: 		

30%

Homework: 		

10%

Midterm:

20%

Professionalism:

10%

Modular Exams:

20%

TOTAL		

=100%

Passing Grade >65%
Failing Grade <65%
Honors with Distinction > 90%
Honours > 85%
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Graduation Requirements
Students must meet the graduation requirements inclusive of:
•

Minimum 65% course average

•

Completion of 110 clinical hours (1st year SMP) and 235 clinical hours (2nd
year MT)

Student Evaluation
At the 30% mark of program delivery for SMP and MT, instructors will reflect on
individual student progress since the start of the program.
Some students may be struggling below a 65% academic average and are
not demonstrating practical improvements, the Instructor will then discuss the
options below:
1.

Withdrawal from the program before the 40% completion timeline

2.

Discuss study support opportunities including Mentorship and study

buddy sessions at student clinics, or other study resources.

Exam Access
•

Students will be able to review each written exam in class (photos not

permitted )
•

Students can view their practical/written exams with their class and

instructor.
•

Students are not able to view Final written exams.

•

Exams are sent to the administration office by the

instructors and stored in student files. Only the front
page of exams (with name, dates, percentage) are filed
to keep the file sizes manageable.
•

In the case of practical exams where there is a
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dispute with the fairness of the marking, another instructor will be assigned
to mark the deferred or reassessed exam
•

Students are NOT to discuss, text or email any information regarding

practical exams with classmates until everyone has completed the practical
exams.
Mulligan (re-write)
If a student didn’t achieve the marks anticipated the student has the option to rewrite one modular exam. The opportunity to re-write the exam with your lowest
mark is called the ‘Mulligan’.
Mulligans happen on SMP 7 and on MT10, which are the review modules for both
1st and 2nd years. Instructors inform students prior to the review class which
SMP or MT module to study in preparation for the mulligan. If the grade on the
Mulligan is higher, it will replace the previous grade earned. If the grade is lower
on the mulligan, the original grade will stand.
The mulligan opportunity is only for written modular exams and not for:
•

Practical exams

•

Midterms (in MT written or practical)

•

Finals

The mulligan intention is to support the student optimally understanding the
entire curriculum as a whole.
SMP and MT Final Re-writes
There is a 90-day period for students to re-write either the SMP or MT Finals
upon notification of failure from the first attempt.
The potential options for student to consider include:
1.

Failure of the Practical Final exam enables the re-write

option within a 90-day period of the last official program
date. The passing grade is dependent on the percentage
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the student requires to achieve an overall grade of 65% or higher.
2.

Failure of the Written Final exam enables the re-write option within a 90-

day period of the last official program date. The passing grade is dependent
on the percentage the student requires to achieve an overall grade of 65% or
higher.
The re-writes will cost:
•

$125 for the SMP Practical Final only

•

$125 for the SMP Written Final only

•

$250 for the SMP Written/Practical Finals

•

$250 for the MT Practical only

•

$250 for the MT Written only

•

$500 for the MT Written/Practical Finals

Scheduling of the re-write must happen a minimum of 10 days prior to the
desired final date and is co-ordinated with the Director.
If the re-write does not happen prior to the designated 90-day period, starting
from the end of the official program date, the student will automatically fail the
program and will have the option to re-enroll for the program.

Transcripts and Diplomas
Upon completion of the Spa Massage Practitioner (SMP) 1st Year Program the
transcript and certificate are sent to students within 30 days of the official end
date of the program. Transcripts are available for download on MyACMT 7 days
after the program officially ends.
Upon completion of the Massage Therapy (MT) 2nd Year
Program the transcript and certificate are sent to students
within 30 days after the official end date of the program.
Transcripts are available for download on MyACMT 7 days
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after the program officially ends.
All end of program documents are sent to the mailing address students provide
to ACMT.
End of program documents are only sent to students if the following items are
finalized:
•

Total Practical hours are completed

•

Successful passing of programs with 65% average or higher

•

All finances have been paid and cleared

Options for Program End Grades Below 65%
A student whose overall grade at the end of each program, SMP and MT, is
below 65% has the following options available to choose from:
Spa Massage Practitioner (SMP) and Massage Therapy (MT)
1.

Re-enrolling in the whole program (either SMP or MT) at a rate of 50%

reduction for tuition. Students opting for this option are not required to
purchase another set of books or supplies for the re-take of the program.
SMP and MT students re-enrolling will be required to complete all the
practical hours again and MT students will also need to submit a new Case
Study.
2.

Within 90 days of receiving the notification of failing the course, student

may choose to re-write the Written and Practical finals for a fee. The fee
for SMP is $250 and $500 for MT. The students will be informed of the
percentage they need to achieve the overall 65% passing grade.
Students who do not achieve an overall grade of 65% or
higher will not receive a transcript nor certificate/diploma in
the mail.
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Just and Reasonable Cause
Includes theft, violence, deliberate and/or significant falsification or violation of
ACMT policies and may result in instant dismissal.
Unsatisfactory Performance
In instances where there has been a just and reasonable cause or concern or
communication from a student or instructor the following steps will be followed:
1.

Verbal – outlines concerns and required remedy

2.

Written – follows (1) and reinforces concern

3.

Dismissal

All above Unsatisfactory Performance Steps will be recorded in the appropriate
personnel file, with copies made available to the person involved upon request.

Withdrawals/Terminations and Tuition Refunds
Should a student withdraw from the program and terminate the enrollment
contract, the student must provide a written notice to ACMT. The enrollment
contract is considered terminated on the date written notice is received by
ACMT. ACMT may also terminate the student attending the program by
providing written notice. The enrollment contract is considered terminated on
the date the student receives written notice.
•

If the student is receiving student financial assistance, it is the student’s

responsibility to notify their funding source of the withdrawal or termination
of the enrollment contract.
•

If a student enrollment contract is terminated after

the vocational training begins, ACMT is entitled to the
following amounts of tuition:
a)

When 10% or less of the vocational training

has been provided, 25% of the tuition;
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b)

When more than 10% but 50% or less of the vocational training

has been provided, 60% of the tuition
c)

When more than 50% of the vocational training has been

provided, 100% of the tuition.
The percentage will vary for each program depending on the length of the
program. Please contact Student Services for specific cut-off dates.
Registration fee and book/supplies are non-refundable after 4 days.
A student may face termination due to low attendance. More than 15% of missed
attendance will result in termination from the program.
Students need to set up a payment plan or student loans payment plan with the
Student Service Coordinator. Any missed payments may result in suspension
and/or termination from the program.

Classroom Expectations
Students are expected to adhere to classroom expectations at all times. These
include but are not limited to:
•

Respect your instructor

•

Respect your peers

•

Commit to your learning - ask questions, participate in discussion, pay

attention, come prepared
•

Do not use your cellphone in class - keep it out of sight and on silent

mode
•

Arrive on time and ready to learn
•

Keep your area and treatment table clean

•

Bring your own linens - do not use clinic linens

•

Your attire should reflect your professionalism - adhere

to student attire requirements (including wearing your ACMT
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uniform)
•

Ensure you are checking your ACMT email, Mindbody, and Alma for

updates from the head office - at minimum, check all every 48 hours
•

Respect any other rules your instructor sets
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Home Study and Time Management
Students attending ACMT need to be highly organized and efficient with time
management to be successful. Home study is an integral component of the
ACMT education model and it is a student’s responsibility to be diligent about
studies, homework and review.
Here are some useful tips to support effective home study:
•

Create a study ‘space’ that is always ready for review time

•

Let your friends and family know when you are at your study space, to

avoid interruptions
•

Balance theory study with practical (study group or study buddy) time

each week or bi-weekly
•

Focus on the muscles’ origins, insertions, innervations and actions!

Students are becoming the muscle specialist of the health care industry,
clients seek RMT’s to treat muscles.
•

Consider home study like a job; it must be completed and with a positive

attitude
•

Review the Study Tips section, discover which tips work best for you and

make them regular study habits
•

Do the homework!

•

Complete the ‘mock’ exams or exams preps on myACMT

•

Complete each HOPRS (in 2nd year MT)

The Home Study component requires 20 hours of studying per week. ACMT
strongly suggests students spend 5 ( or more ) of the 20 hours of weekly studying
with a Study Buddy or Study Group to review: muscle attachments and actions,
techniques, draping and assessment. Scheduling of these 20 hours is flexible and
can complement existing schedules.
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Peer Mentorship Guidelines
Peer Mentorship is a program of ACMT that provides one-on-one tutoring by
2nd Year MT students for 1st year SMP students.
This is a volunteer based program for both the 1st year SMP and 2nd year MT
students participating. The resources available for the 2nd year students while
mentoring include:
•

Modules

•

myACMT

•

Campus library text books, case studies and articles

•

Massage and orthopedic testing DVD’s

•

The skeletons in the class

•

Goniometers, measuring tapes and therabands

•

Massage tables, pillows and bolsters

The students being mentored are required to bring their own linens and blankets
to the mentoring sessions.
All mentoring is to be conducted during clinic hours with a Supervisor present.
Students are to be mindful of the clients, student therapists and Supervisor
operating in clinic at the same time; demonstrating professional behaviors,
actions and attitude.
For students who live in a remote community the mentoring is to be conducted
at a Public Library or where is most convenient to set up your massage table.
Mentors are responsible for receiving signatures on their
Record Logs from the Supervisor or if mentoring away from
clinic from the Instructor.
1st year SMP and 2nd year MT students can gain 20 Practical
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hours which can be added to the Practical Record logs.
All Mentorship questions can be directed to the admin office, 1-877-768-8400.

Study Tips to Support Academic and Practical
Success!
Study when sleepy
During sleep, the brain strengthens new memories, so there’s a good chance of
remembering the curriculum that was reviewed right before dozing off. It might
also help to open the books upon waking in the morning, this reinforces the
material you reviewed before sleep.
Use COLOR
Memories of material can be readily recalled if information is studied in different
colors; using pens/highlighters/paper. Ex: Nervous System notes on green paper
and Circulatory System notes on red paper.
Rhyme It Out
Many opportunities to create little ways to memorize the vast information you will
be instructed upon this year.
Ex: P.U ( Pinky finger is on the Ulnar side) or for the Brachial Plexus: “Randy Travis
Drinks Cold Beers “ is an easy saying to remember the order of Roots, Trunks,
Divisions, Cords, Branches
Move your zone
Research suggests studying in a different place every day makes us less likely
to forget that information. Moving our study zone forces the brain to form new
associations with the same material making a stronger
memory.
Mix it up
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Incorporate various sensory stimulating aspects for full integration of information.
Ex; when studying the Elbow have a bony diagram taped to the wall, have
the muscles colored on another diagram, move your elbow in the planes of
movement while describing the type of joint it is... all the while palpating your
own elbow landmarks as you say everything out loud.
Space it out
Break up information into small amounts and then review those consistently
over a long period of time. Ex: Learn Lower Leg Muscle O’s, I’s and Actions one
week, the following week do the same for Upper Leg and Knee then return the
next week to the Lower Leg muscles
Test Yourself
Read a page, then turn away and say out loud everything you remember
reading... take your time to recall. Then look back at the page (or handout) and
re-study the information you neglected to say out loud.
Use your Penmanship
Research proves we store information more when we write it out by hand rather
than when we type it. Start by using flash cards; write the word on one side then
the definition on the other side!
Bubbles to POP
For many people using standard lined paper is not conducive to effective
studying. Instead, try using blank paper with notes as bubbles in different places
on the page can be very helpful for retaining information.
Sing it OUT!
Reading or singing or shouting information out loud means
mentally storing it in two ways: seeing it and hearing it... just
not in the library!
Stay Focused
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Get off social media, tell your family not to disturb you, fold the laundry before
you study, clean the garage after exams... you get the point, procrastinating will
not help you understand your studies.
Group Study
Pick a few students and get together every few days to review the material. Put
one person in charge of delegating tasks (snack duty, music selection), rotate
who’s place you meet at to study and stay on target with the study goals.
Treats!
Knowing there is a reward waiting at the end of a Mid Term Exam will keep the
focus and motivation stronger.
Hydrate
Be it tea or water, use whatever keeps you more alert! Always have a fresh pot of
tea brewed or full water by your side!
Quality Breaks
You are not a machine and will need breaks from your studies. Take and enjoy
quality breaks that refresh not only your mind but body. Ex; nap, a 15-minute
sauna, Epsom salt bath, long conversation with an old friend...
Exercise
Research has found just half an hour of aerobic exercise improves the speed the
brain processes, functions, and other important cognitive abilities. Walk for half
an hour with a class mate and take turn asking each other monthly class notes.
Turn up the Tunes
Not only does listening to music reduce stress, music
activates many areas of our brains which science has proven
to improve ALL aspects of studying!
Meditate
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For many documented reasons cultivating a still mind for 5 minutes or more
everyday will boost your attention span, reduce anxiety and promote focus. Best
to still the mind before sitting down for a long study session. Most people think
they don’t have time in their days to do this, however regular meditators will tell
you a day without cultivating a still mind is a waste of time.
Take your Omegas
Omega-3 fatty acids, found in certain fish, nuts, and olive oil, are known for
their brain-boosting potential. One study found that eating a combination of
Omega-3 and Omega-6 fatty acids before an exam reduced test anxiety.
BREATHE
We inform clients about the benefits of diaphragmatic breathing and encourage
them to make this form of breathing part of their regular day... do the same and
enjoy the instant clarity.
Aromas to the Rescue
Research has found that catching a whiff of essential oils (rosemary, eucalyptus or
lavender) helps calm students down before exams. Great to do mid-studying for
a pick me up!
Your brain pose
Yogis tend to have better cognitive abilities—especially attention span—than
folks less familiar with the practice of yoga. A few daily salutations may be all it
takes to keep centered during studying and finals.
Discover what works
Some people are early birds; some are night owls; some prefer to study with a
pal; others need complete and total silence. Experiment to
find what’s most effective for you, and then stick with it!
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Student Clinic Experience
ACMT students participate in clinical experience as a requirement of the
program curriculum. The student clinic shifts provide students with direct,
“hands-on” experience under the supervision and guidance of a Registered
Massage Therapist.
In the first year, students will begin signing up for their chosen clinic shifts after
the 4th module. For second year students the clinic shifts can begin at the start
date of the program.
The goal is practical application of the skills and knowledge students have
mastered in class to date. An integral component of the massage therapy
educational experience at ACMT involves our professional student clinic. Clients
in ACMT student clinics will have the opportunity to experience massage therapy
while ACMT students learn in a supervised atmosphere.
The students must obtain all their clinical experience hours in an ACMT student
clinic if they live within a 40km radius of an ACMT clinic. Students outside of
the 40km radius will be required to find a supervisor to oversee their clinical
experience. Students who are outside of the 40km radius are welcome to also
sign up for shifts at the student clinics when/if they are able to.
The student clinics operate as fully-functioning ‘real life’ clinics that receive the
public professionally and ethically. Cancelling on clients is strongly discouraged,
when a student has to cancel a shift or massage they are responsible for calling
the clients to re-book or find a sub.
ACMT Student Clinic Rates
60 Minutes

$39

ACMT Students

$15

ACMT Staff

$25
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Please Note:
•

Third party insurance does not cover treatment cost

•

If a client is covered under MPI or WCB a student therapist cannot

massage this client.
•

Appointments include; client consent, case history, assessment, home

care and the massage.
Last minute Cancellation of Clinic Shifts
A minimum of 24 hours’ notice is required to cancel appointments with clients.
When a student cancels a clinic shift they are responsible for finding another
student therapist to ‘sub’ for them. If no other students are able to sub that shift,
the student cancelling the clinic needs to then call and reschedule the clients’
massages for another time.
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Student Clinical Experience Agreement Sample
The full version of this document is available on the Learning Management System (LMS).
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Student Behavior Contract - Sample
The full version of this document is available on the Learning Management System (LMS).
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Student Receptionist Roles and Responsibilities
•

Greet clients and welcomes them to the clinic

•

Receive and make phone calls to late clients / client next day

appointment reminders
•

Receive and communicate messages between student therapists and

clients
•

Assist and answer kiosk questions

•

Hand each new client an intake chart (first ensuring all forms are present

and write clients name on file folder)
•

Answer billing and receipt information

•

Note on inventory list when supplies are low or need to be ordered

•

Offer clients water, show them were to find the restrooms and hang

outdoor attire
•

Create excellent experience for students and clients through friendly and

helpful attitude
•

Help maintain professionalism and cleanliness of therapy rooms and

common areas
•

Ask Supervisor assistance any time there is a question, student feels

unsafe or is seeking further information/resource
•

Act and look professional in accordance with the ACMT policy

•

Maintain exceptional personal hygiene standards

•

Remind clients to re-book

•

Assist student therapists if they need hydrotherapy supplies

•

Assist student therapists with table set up if time permits

Clinic Information - 39

Student Therapist Roles and Responsibilities
•

Set up examination rooms with fresh linens after sanitizing the table

between clients
•

Interview clients, assess clients and fill in history forms/charts

•

Explain where bathrooms are and walk the clients to the examination

rooms
•

Perform a verbal Informed Consent with every client

•

Create excellent experience for fellow students and clients through safe,

effective and ethical means
•

Help maintain professionalism and cleanliness of therapy rooms and

common areas
•

Provide 60-minute quality massage therapy sessions for clients

•

Use extra allotted time to properly assess clients while practicing

various steps of assessment, practice interview questions and give relevant
homecare instructions.
•

Create specific sessions based on clients’ individual needs (applies to

2nd year student therapists only)
•

Provide written homecare instructions on the pads provided in each

treatment room.
•

Answer any post treatment questions.

•

Walk the clients to the reception area after massages and offer client

opportunity to fill out Feedback Form
•

Ask supervisor assistance any time there is a question, student feels

unsafe or is seeking further infor-mation / resource
•

Act and look professional in accordance with the ACMT policy.

•

Maintain exceptional personal hygiene standards

•

Suggest to clients when their next massage session should
be
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Student Clinical Record Hours Log - Sample
The full version of this document is available on the Learning Management System (LMS).
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Patient Intake Form - Sample
The full version of this document is available on the Learning Management System (LMS).
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When To Refer
All massage therapists experience times in their career when it is indicated
to refer a client to another health care professional, such as a physician, a
chiropractor, a physical therapist or another massage therapist. Clients are
assessed on a case by case basis to determine the best course of action for
referrals.
RMT’s refer clients to various health care professionals if they have any health
conditions that are outside of our scope of practice. RMT’s become aware of
these conditions through:
•

The client’s health history on the client intake form

•

Observation during initial assessment or during the massage

•

A comment the client shares

Any referral offered to clients need to be recorded in the client’s file for future
reference.
Referring to another Massage Therapist
•

When your practice is full, you may refer clients to RMT’s who offer similar

techniques as yourself
•

When your client is seeking a modality you are not trained in (ex: manual

lymph drainage ) send them to a colleague who has extensive training in that
modality
•

When working with a particular client results in conflict or discomfort for

you or the client, consider referring them to another massage therapist.
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Incident Report - Sample
The full version of this document is available on the Learning Management System (LMS).
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SMP External Practical Agreement - Sample
The full version of this document is available on the Learning Management System (LMS).
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MT External Practical Agreement - Sample
The full version of this document is available on the Learning Management System (LMS).
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Practicum Extension Information
For various reasons students may find themselves needing to request a Practicum
Extension because they will not be able to complete the required hours (SMP =
110 and MT = 220) by the end date of the program. For SMP and MT programs,
extensions are granted for 40 hours or less and to be completed within 3 months
of program end date.
Practicum Extension Requests need to include the following information:
•

Estimated end date for completing practicum

•

How many hours you have completed

•

How many hours you have left to complete

Alberta College of Massage Therapy need this information for your file, along
with copies of all the completed record logs (blank record log documents are
available on myACMT)
Students do not receive transcripts, SMP certificate or MT diploma until all the
Practicum hours are completed and submitted.
Practical Hour Extension Limitations
Practical hour extensions are granted for only 40 hours or less past the official
end date of the program for SMP and MT students.
If the Practical extension requested hours surpass these limits the student will
either, not be permitted to enter the MT 2nd year until completion of hours OR
will not receive the graduation transcript and diploma.
All practical hours must be completed within 60 days of the
official end date of the 2nd year MT program or students do
not receive their massage therapy diploma.
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Supervisor Feedback Form - Sample
The full version of this document is available on the Learning Management System (LMS).
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ACMT Student Conduct Policy
Purpose
The purpose of this policy is to provide clear expectations of appropriate
academic conduct and to establish processes for resolution of conduct issues or
the imposition of sanctions for inappropriate conduct.
Scope / Limits
This policy covers all students enrolled in the Alberta College of Massage
Therapy (ACMT).
Principles
1.

ACMT recognizes the considerable effort on the part of students to

establish and meet their educational goals. To enhance students’ opportunity
for success in meeting their educational goals, ACMT expects members of
the ACMT community to act toward each other in a manner that contributes
to a positive, supportive, and safe learning environment.
2.

ACMT is committed to high curriculum standards.
a.

Every student will be provided a course outline and Student

Success Guide that establishes student expectations and assessment
criteria, review and familiarity with both documents will support the
success and the professional conduct of the students
b.

Student achievement against the assessment criteria is the basis

for grading and evaluation.
c.

Students are expected to meet the course requirements as
described in the course outline and Student Success Guide
d. Students experiencing difficulties in meeting course
requirements are expected to seek help and support in a
timely manner.
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e.

To facilitate learning, wherever possible, staff and faculty will

identify where students can obtain extra support that is available
through the ACMT.
f.

Students are expected to respond to correspondence /

communications from administration or faculty in a timely manner
g.

Entrance to a program or course of study does not ensure

successful completion.
3.

To enhance the learning environment, the ACMT expects all students to

act in an honest and appropriate manner.
a.

ACMT will not tolerate inappropriate student conduct such as

academic dishonesty, plagiarism, sharing exam questions with fellow
students whom have not written yet or disruptive, threatening or
dangerous conduct.
b.

ACMT will take whatever action is necessary to intervene when

inappropriate student conduct occurs and will impose disciplinary
consequences that reflect the severity and nature of the inappropriate
conduct.
4.

ACMT is committed to the provision of a fair and timely appeal process

through which student concerns regarding final grades and discipline can be
addressed.
5.

Imposed discipline will remain in place while an appeal is being

considered.
Definitions
ACADEMIC DISHONESTY:
Obtaining an academic advantage dishonestly through
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conduct such as cheating or plagiarism. Academic dishonesty also includes
gaining admission through dishonest means whether providing false or
fraudulent documentation or withholding information or documentation required
for admission.
CHEATING:
An act of deceit, fraud, distortion of the truth, or improper use of another
person’s effort to obtain an academic advantage.
PLAGIARISM:
The presentation of another person’s or source’s words and/or ideas as one’s
own. Plagiarism ranges from an entire assignment that is not the student’s own
work to specific passages within an assignment taken from a source without
acknowledgement.
UNACCEPTABLE STUDENT CONDUCT:
Any conduct that has the effect of disrupting the learning environment or that
is a threat, or perceived to be a threat, to the safety of other students, staff, and
faculty, whether conducted on or off campus
DECISION-MAKER:
Any member of the College faculty, staff or administrator who holds the authority
for making a decision regarding final grades or for imposing discipline.
Disciplinary Consequences
Disciplines are intended to be corrective and to reflect the severity and nature
of the inappropriate conduct. In some instances appropriate action may include
the involvement of authorities outside of ACMT. At any time, the director or
instructor may refer students to appropriate services such as
counselling, financial aid, disability support services, learning
skills centre, etc.
If a student believes he or she has been treated unfairly in
relation to the imposition of the following measures, he or
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she may seek resolution, within the stipulated timelines, through the process
outlined in the Student Appeal Policy.
1.

Academic Dishonesty:

The disciplinary consequences will vary per the severity of the incident and
may include, but are not limited to, those cited below:
a.

Repeat the assignment or test, or issuance of a special

assignment or a failing grade for a test or assignment: The terms
and conditions of these measures will be provided to the student in
writing by the Instructor.
b.

Issuance in writing of a failing grade for the course: The terms

and conditions of this measure will be provided to the student in
writing by the instructor after consultation with the Director.
c.

Written Reprimand: The student is advised in writing that further

incidents of improper conduct, such as academic dishonesty, may
result in more severe discipline. Written reprimands may also describe
terms and conditions of probation or may describe expectations for
student conduct. Written reprimands will be administered by the
appropriate decision-maker (Principal or Instructor) and placed on the
official student record.
d.

Verbal Reprimand: The student is advised verbally that further

incidents of improper conduct, such as academic dishonesty, may
result in more severe discipline. Verbal reprimands may also describe
terms and conditions of probation or may describe expectations
for student conduct. Verbal reprimands will be administered by the
appropriate decision-maker (Principal or Instructor) and placed on
the official student record. *Verbal and Written
reprimands may occur in no specific order
e.

Removal from a Program: The student

is removed from the program. The terms and
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conditions of this measure will be provided to the student in writing
by the Principal
f.

Refusal to Enroll or Re-enroll: Refusal of the College to enroll or

re-enroll the student into a program. The terms and conditions of this
measure will be provided to the student in writing by the Principal
g.

Suspension from the College: Refusal of the college to admit

a student to any class, clinic, program, ACMT service or activity. The
terms and conditions of this measure will be provided to the student
in writing by the Principal.
h.

Forfeiture of College Award or Credential: Request return of

anything awarded by the ACMT, including awards or credentials,
when the award or credential was acquired through dishonest or
inappropriate means. The terms and conditions of this measure will
be provided to the student in writing by the Principal.
2.

Non-Academic Dishonesty

The discipline will vary per the severity of the incident and may include,
but not be limited to, those cited below. The discipline may be invoked
for disruptive conduct or for academic concerns at the discretion of the
appropriate decision-maker. The Principalor Instructor will collaborate in
any investigation where a student’s conduct may be (or is perceived to
be) threatening to themselves or others, violent, illegal, or uncontrollably
disruptive. If a student believes he or she has been treated unfairly in relation
to the imposition of the following he or she may seek resolution, within the
stipulated timelines, through the process outlined in the Complaint and
Grade Resolution Process.
a.

Verbal Reprimand: The student is informed that the

conduct exhibited is inappropriate. Such a reprimand
may be issued by ACMT personnel when confronted by
inappropriate conduct.

Policies & Procedures - 54

b.

Removal from a Class In Progress: Immediate removal of a

student from a class in progress.
c.

Written Reprimand: The student is advised in writing that further

incidents of improper conduct may result in more severe discipline.
Written reprimands may also describe terms and conditions of
probation or may describe expectations for student conduct. Written
reprimands will be administered by the appropriate decision-maker,
copied to the Principal and placed on the official student record.
d.

Restriction of Activity or Access to an Area or Services:

Restriction or exclusion of a student from certain ACMT activities,
or denial of access to certain areas of ACMT, or to the use of certain
facilities or equipment. The terms and conditions of this measure will
be provided to the student in writing by the appropriate decision
maker (Principal); copied to the appropriate personnel and placed on
the official student record.
e.

Recovery of Costs: Recovery of costs is requested for damages

deliberately caused by the student. The terms and conditions of
the measure will be provided to the student in writing by Student
Services; copied to the appropriate decision-maker (Principal) and
placed on the official student record.
f.

Removal from a Course: Immediate exclusion of a student from

a course. The terms and conditions of this measure will be provided
to the student in writing after consultation with the Instructor and
the Director and placed on the official student
record.
g.

Removal from a Program: Removal of

the student from the program. The terms and
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conditions of this measure will be provided to the student in writing
by the Director.
h.

Suspension from the College: Refusal by the College to admit a

student to any class, course, clinic, ACMT service or activity. The terms
and conditions of this measure will be provided to the student in
writing by the Director and placed on the official student record.
i.

Forfeiture of ACMT Award or Credential: Request return of

anything awarded by the ACMT, including awards or credentials,
when the award or credential was acquired through dishonest or
inappropriate means. The terms and conditions of this measure will
be provided to the student in writing by the Director and placed on
the official student record.
Examples of Unacceptable Student Conduct
1.

Assault and Threatening Conduct:

This includes any physical, written, or verbal assault directed at any individual
or group affiliated with the ACMT community that occurs within any ACMT
related activity and that could result in physical, mental or emotional harm,
or harassment. Examples: Hitting, slapping, punching another person;
continued unwanted contact with or stalking of another person; using
threatening language; communicating in any manner an image, picture or
graphic that is threatening.
2.

Conduct Endangering the Safety of Others:

This includes any conduct that potentially or actually endangers the safety
of any person during any ACMT related activity. Examples: Tampering with
fire access doors or discharging fire extinguishers; unsafe
operation of a motor vehicle; inappropriate use of tools,
equipment or procedures that places a person at risk.
3.

Failure to Comply with Reasonable Requests of ACMT
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Employees & Contractees:
This includes any failure to comply with a reasonable request or directive
of any ACMT Contractee/ Employee, issued in order to protect the rights,
privileges or safety of any member of the ACMT community.
Examples: Failure to leave a building during a fire alarm; refusal to remove a
vehicle parked in a fire lane; refusal to remove weapons from campus; failure
to vacate an ACMT service or instructional area when directed.
4.

Disruptive Conduct/Disorderly Conduct:

This includes any conduct that interferes with the provision of ACMT services
or instruction or that interferes with any member of the ACMT community.
Examples: Verbal outbursts, physical gestures, actions or interruptions
which limit or interfere with the provision of College services or instructional
activities; unwarranted and unreasonable disturbances during any ACMT
related activity.
5.

Unauthorized Entry or Presence:

This includes any unauthorized act of entering, remaining in, or allowing
others to have access to areas of ACMT.
Examples: To enter, or allow others to gain entry to, computer laboratories
outside of authorized times and conditions; or unauthorized presence in any
ACMT office or campus.
6.

Misuse of Information:

This includes any falsification, alteration or misuse of personal identification,
electronic identification, records or documents. Examples: Unauthorized
alteration of grades or records; inappropriate use of computer password
access privileges or registration privileges; refusal to
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produce valid identification upon request.
7.

Theft of Personal or College Property:

This includes any theft (attempted or actual) or unauthorized removal of
property belonging to ACMT or to any member of the ACMT community.
Examples: Theft of library resources; theft of personal property such as
a knapsack or purse; or unauthorized duplication of computer software
belonging to ACMT.
8.

Vandalism/Intentional Damage or Misuse of Personal or College

Property:
This includes any intentional altering of, or damage to, any resource or
property belonging to ACMT or to property of any member of the ACMT
community. Examples: Damaging library books; defacing College buildings;
or damaging vehicles.
9.

Seem to Violate Federal, Provincial or Municipal Laws, Statutes or

Regulations:
This includes any conduct that violates the laws, statutes, or regulations of
any applicable authority or association. Examples: possession, use or sale
of illicit substances such as steroids or drugs; possession of weapons on
campus; violations of the Motor Vehicle Act; issuing a false fire alarm
10. Disrespectful or Demeaning Conduct:
This includes any statement, publication, notice, sign, symbol, emblem
or other representation which gives a member of the ACMT community
reasonable cause to believe that he or she has suffered hatred or contempt.
Examples: Language, cartoons, photos, symbols, etc., which expose a person
or a group or class of persons to pornography, hatred or
contempt.
11. Making False, Frivolous or Vexatious Complaints:
This includes any complaint that is intentionally made by

Policies & Procedures - 58

a person who knows it is false, frivolous or vexatious. Examples: Alleging a
theft of personal property that is untrue; alleging an assault that is found to
be false; numerous complaints made by the same student when that student
is actively inciting the conduct complained about.
12. Failure to Comply with the Student Roles and Responsibilities outlined
in the Student Success Guide, Practicum Agreement, and Student Conduct
Policy

Student and Applicant Record Policy
Purpose
To define the rights and obligations of students and of the College in matters
pertaining to student records and applications. This policy is in accordance
with the Freedom of Information and Protection of Privacy Act (FOIP). This
policy should guide the Student Services and all other primary and secondary
custodians of data collected and stored about all applicants, students and former
students. Any administration or faculty wo has access to the student record will
also adhere to this policy.
Responsibility
The College is responsible for ensuring the implementation of this policy.
•

All documents submitted to the College during application admission,

financial aid, appeals or petitions become the property of the College.
•

The Admissions Office acts as the official custodian of the registered

student information and through systems, policies and procedures strives to
ensure security and privacy of personal information.
•

Unless obligated by law, authorized in writing by the student, or where

explicit notice has been provided, the College will not
disclose the contents of the student record outside the
College unless it is public information.
•

College faculty and administration are given access

to student records if it is required to perform their official
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College duties.
Scope
•

This policy applies to all employees and contractees of the College who

have access to personal information relating to students, applicants, and
alumni.
Definitions
RECORDED INFORMATION
Information that is recorded or stored by graphic, electronic, mechanical or other
means.
RECORD
Any document created during College activity and constituting written evidence
of that activity; such as a letter, electronic mail, voice message, photograph,
voucher, report or any other thing on which information is recorded or stored.
COLLECTION
The collection of personal information by or for the College, whether direct or
indirect and when such information is assembled together and written down or
recorded by any means.
NOTIFICATION OF COLLECTION
The College must inform an individual from whom it collects personal
information the purpose for collecting it, and where the individual might direct
questions about the collection.
PERSONAL INFORMATION
Recorded information about an individual which includes but
is not limited to names, home address and phone numbers,
age, sex, marital or family status, identifying number, race,
national or ethnic origin, colour, religious or political beliefs,
educational history, medical history, disabilities, employment
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history, financial history, criminal history, and next of kin contact information.
PRIVACY
The claim of individuals for themselves when, how and to what extent
information about themselves is communicated to others. Privacy includes such
concepts as confidentiality of personal beliefs and control over information about
ourselves and others knowledge of our affairs.
Information Contained in Student Record
The College shall collect no more information than it needs to accomplish an
institutional purpose. The College will explain the purpose for which it collects
information at the time of collection and will request authorization to release
personal information where applicable.
The printed and electronic student record may consist of but is not limited to
the following information: biographical information, admission information,
enrolment information, performance information, results from petitions and
appeals filed by the student, relevant medical information, financial information.
Storage and Retention of Student Records
•

The College maintains student records in hard copy and electronic form.

•

All portions of the electronic record required to produce official

transcripts are maintained permanently. These records will be reviewed and
accessed at the time of system upgrade or migration.
•

Physical student records are retained permanently in a secure location.

Access to Records and Disclosure of Information
•

The College will disclose a minimum of information about students

who have graduated, which is considered to be public
information, as follows:
•

Diplomas obtained and dates conferred,

•

Scholarships, grants, and awards and the dates
received, but not including bursaries or needs
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based awards.
•

A student’s registration status is not considered to be public information,

and may not be disclosed except in accordance with FOIP.
•

The student number is considered personal information and must be

kept confidential according to FOIP.
•

Grades are also confidential.

Student Access
•

Students have the right to inspect documents contained in their own

record ( only the front page of written exams are kept )
•

Students have the right to correct information contained in their record.

•

If a student wishes to inspect the physical record they should contact the

Admissions Office for an appointment. This information will only be provided
in person or by written request and released only with proper identification.
•

Students will not be granted access to official documents from other

institutions contained in their record. Students must contact these parties
individually and request the information directly.
Faculty and Staff Access
•

Faculty and staff are given access to information contained in student

records on a need to know basis. As a rule, only employees involved in
aspects of academic administration or student affairs are given access to
student record content.
Legally Mandated Access
•

Specific records or portions of these records may be provided to:

•

Persons or agencies pursuant to a court order, summons, our subpoena

directing the College to release information;
•

To PTIB relating to enrollment audits and fraud;

•

To Statistics Canada for national surveys

•

In accordance with FOIP laws.
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Communication Policy
Purpose
The purpose of this policy is to ensure the lines of communications flow freely
between Students, Faculty, and Administration. We understand that issues
and concerns arise time to time; and understanding who/where to direct such
concerns can lead to timely and accurate solutions.
Definitions
STUDENT
Refers to a registered participant of a recognized program at the College
INSTRUCTORS
Refers to the lead person who teaches the recognized program at the College
TEACHING ASSISTANT
Refers to the person who supports the lead Instructor
CLINIC SUPERVISOR
Refers to the person monitoring staff and operations at a recognized Student
Clinic at the College.
FACULTY MEMBER
Refers to an Instructor, Teaching Assistant, and/or Clinic Supervisor
ADMINISTRATION
Refers to the individuals working within the administration office. They are in the
“Your Admin Team” of the Student Success Guide or website.
Scope
At times we may disagree with Instructors, Teaching
Assistants, Clinic Supervisors and Administration. We
encourage all Students to direct any conflicts that arise in an
Policies & Procedures - 63

appropriate manner:
•

Firstly, try to discuss with the individual concerned, if appropriate

•

If not appropriate or the Student remains dissatisfied, the issue should

be brought to the attention of Student Services. You may contact Student
Services through myACMT, calling the direct line (1.877.768.8400), initiating
conversation through the college’s Textline Service (1.587.401.2268), or
emailing StudentAdvisor@acmt.ca. Student Services may assist with student
and faculty resolution by acting as a mediator between the two parties.
•

Student Services may use an unbiased Faculty Member to act as a

mediator and represent Student Services for in-person conflict resolution
between the two parties.
•

Should the concern not come to a resolution, Student Services will

forward the matter, and seek direction from the Principal; at which, if
appropriate, the Principal may choose to discuss the matter with the Student
and Faculty to come to a resolution.
Faculty to student, or administration to faculty/student conversations happen
with a ‘pair’ of ACMT representatives. Faculty are to discuss concerns or issues
with students in pairs and never alone.
Concerns and issues are recorded by faculty on the students myACMT student
profile.
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Discrimination & Harassment Policy
Purpose
To provide and continually develop an accepting, safe, and inclusive environment
for all of our students and faculty which is free from harassment, judgment,
bullying, and discrimination.
Definitions
DISCRIMINATION
Refers to unequal treatment that is based on someone’s status, sexual
orientation, race, or gender identification rather than on the academic merit of
the individual. Such discrimination may be intentional or unintentional, and can
pertain to the exclusion of an individual from activities or groups.
HARASSMENT
Encompasses any comments or conduct that are known or reasonably should be
known to cause another person to be humiliated, offended, intimidated, or has
them question self worth. This also includes unwanted attention from another
person. Any form of bullying will be considered to be harassment, including
cyber bullying, verbal disrespect, and physical aggression.
SEXUAL HARASSMENT
Refers to any unwanted sexual actions, both physical and verbal; including but
not limited to: inappropriate touching, comments, and/or gestures.
Rights
All faculty, staff, and students have the right to a safe and respectful working
environment. All complaints of discrimination or harassment will be taken
seriously and handled with the utmost respect and privacy.
Such complaints are subject to a formal investigation
and disciplinary action, up to an including termination of
employment or withdrawal from the program.
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Reporting Harassment and/or Discrimination
1. Informal Complaint
ACMT encourages a mutually beneficial resolution for both parties.
ACMT members are encouraged to resolve wrongdoings informally by
approaching the other party and voicing their concerns; or by speaking with
their instructor to mediate on their behalf. The instructor is then obligated
to record this mediation on myACMT. Should the situation escalate, the
instructor may request one or both parties to leave the campus while the
dispute is forwarded onto ACMT head administration.
2. Formal Complaint
Should the dispute require attention and support from ACMT head
administration, a formal complaint will be initiated and ACMT will begin to
investigate immediately. Complaint details, actions taken, and resolution will
be recorded in both parties myACMT academic record.
ACMT may facilitate a meeting between both parties involved to seek
resolution. In some cases, at distant campuses, an unbiased Instructor may
be asked to facilitate on behalf of ACMT head administration. If appropriate,
ACMT will conduct interviews with both parties privately, as well as any
witnesses. For security purposes, these calls and meetings may be recorded.
3. Local Law Enforcement
When eminent danger is present or unlawful behavior has been conducted,
please contact local authorities immediately - 911. Upon completion of a
police report, ACMT will require the following information for myACMT: date
report was filed, constable’s name, municipality reported in, and report ID/
number.
Conclusion
All faculty, staff, and students are encouraged to report
any incident of harassment, bullying, discrimination, or
sexual harassment that they witness. It is each members’
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responsibility to uphold this policy to help ACMT create a safe and inclusive
learning environment at all campuses.

Complaint and Grade Resolution Process
Purpose
To provide students with the ability to write a deferred exam if an exam must be
missed. To provide students with a means to have grades reviewed if they are
concerned with unfair grades or treatment.
Rights and Responsibilities
All students have the right to:
•

Review examination papers

•

Appeal any grade that they feel is unjust

•

Receive grades in a timely matter

All students are responsible for:
•

Acquainting themselves with course outline, curriculum content,

evaluation methods, myACMT and timelines adopted by ACMT.
•

Acquainting themselves with procedures to be followed regarding

rescheduling or replacement of classes or assessment and examinations
•

Addressing any concerns first with the faculty member or, if this is not

feasible, then with the Principal
The Principal of ACMT is to ensure:
•

Faculty within the same discipline and/or program use consistent

standards of grading
•

Faculty of different sections in the same course use

consistent standards of grading
Deferred Final Exams Process
Students can apply for a deferred examination. This
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application must be made in writing to the Principal of ACMT within 24 hours.
This application must indicate the reason for the application and must be
accompanied by proof of payment of the deferred final examination fee. The
exam fee is $250 for SMP and $500 for MT.
•

If a deferred examination is requested, proof of reasoning may be

required. Example: missing an exam due to illness will require a sick note
from a doctor within 48 hours of the missed exam.
•

All students who are eligible to write deferred examinations shall be

notified as to the time and place to write the examination as agreed to with
the Principal and proctoring Instructor.
Reassessment Process
•

Students can apply for a reassessment examination. This application

must be made in writing to the Principal of ACMT. This application must
indicate the reason for the application.
•

Such applications must be made within fifteen (15) days of the official

issuance of grades.
•

All students who are eligible to write reassessment examinations shall be

notified as to the time and place to write the examination as agreed to with
the Principal.
•

In the case of practical exams where there is a dispute with the fairness

of an instructor, another instructor will be assigned to mark the deferred or
reassessed exam.
Conclusion
Students should make such applications only if they have strong reason to
believe that a mistake in marking has been made. If the reassessment results
in a change of grade, that grade, whether higher or lower,
will be the official recorded grade. The instructor shall
submit a revised course grade to the Principal of ACMT to
update the student’s record within 5 business days of the
re-examination.
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Audio/Video Recording Policy
Purpose
The purpose of this policy is to set forth expectations regarding the recording
of classes, meetings or other conversations at the College, off site at College
organized events, and over the phone between members of our community. The
intent of this policy is to strike a balance between the legitimate uses of audio
and visual recordings, and concerns including compliance with the law, privacy,
and protection of intellectual property. In an effort to comply with Alberta law,
promote the freedom to share ideas and to respect the privacy of community
members, the secret recording of meetings or other conversations is prohibited.
Classes may be audio-recorded by the instructor, or by a student in the class with
the prior consent of only the instructor.
Video recordings are strictly prohibited unless otherwise approved by College
Administration.
Definitions
VIDEO RECORDING
Refers to a motion picture of a visual production made by a cellular device or
camcorder.
AUDIO RECORDING
Refers to capturing vocal instruction or conversation on a cellular device or
recorder.
Scope
It is expected that instructors , students, and staff will respect the privacy of other
individuals in the workplace and educational setting. Consequently, the secret
recording (audio or video) of classes, meetings or other
conversations, including telephone calls, is prohibited, as
not compatible with the law or the promotion of an open
exchange of ideas. Recordings may serve many legitimate
academic and workplace purposes. However, the College
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does not condone recording of any College activities when participants
are unaware that such recordings are being made. In order to promote an
environment of trust and collegiality, audio recordings may be made only
with the prior consent of the parties involved. Covert/secret recording of any
in-person or telephone conversation or meeting occurring at the workplace,
including any classroom or other educational setting, or conversations or
meetings off site that deal with workplace or educational matters is prohibited.
Instructors/staff are also prohibited from arranging for others to record
conversations, telephone calls or other work or educational activities, unless
specifically permitted by the participants. It is also a violation of this policy to
download recorded conversations to a computer, upload them to the Internet,
or otherwise share, transmit or publish such recordings without the prior written
consent of all participants (unless the professor has agreed in writing to such
action and the recording is a recording of the professor’s class).
Classes may be audio-recorded by the instructor, or by a student in the
class for personal use with the prior consent of only the Instructor. Class
participants should generally be informed when a class may be recorded.
However, Instructors should not disclose the identity of students recording
classes under an accommodation. Class recordings by students may not be
downloaded to any computer, uploaded to the Internet, or otherwise shared,
transmitted or published without the further, prior written consent of the College
Administration.
Video recordings present additional privacy concerns, and potential concerns
with copyright and intellectual property issues. Therefore, video recordings
are strictly prohibited unless otherwise approved by College Administration.
Approval request can be initiated by emailing ‘principal@
acmt.ca’ or by calling your Student Advisor. Approval may
be revoked if all students and other participants in the class
or educational activity which will be video recorded do not
consent to the recording request. Video recordings shall
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not be publicly shared, such as on the Internet or in public viewings, without the
written consent of the professor and others being recorded.
Surveillance cameras/equipment and software may be placed on campus by
authorized campus personnel to prevent or deter crimes and protect public
safety and to facilitate official College investigations into criminal activities or
violations of campus policy.
Violation of Alberta Law may lead to criminal sanctions and/or exposure to civil
liability. Within Alberta College of Massage Therapy, violation of this policy by a
student may lead to disciplinary action. Violation of the policy by an employee or
instructor may lead to disciplinary action up to and including termination.
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ACMT Internet Usage Policy
This policy applies to all employees, students and contractees of ACMT who
have access to computers and the internet to be used in the performance of their
work. Use of the internet is permitted and encouraged where such use supports
the goals and objectives of the business. However, access to the internet through
ACMT is a privileged and all employees, students and contractees must adhere
to the policies concerning Computer, Email and Internet usage. Violation of
these polices could result in disciplinary action leading up to and including
termination. Employees, students and contractees may also be held personally
liable for damages caused by violations of this policy.
Computer, Email and Internet Usage
•

Employees, students and contractees are expected to use the internet

responsibly and productively. internet access is limited to job-related
activities only and personal use is not permitted.
•

Job-related activities include research and educational tasks that

may be found via the internet that would help in an employee, student or
contractees role.
•

All internet data that is composed, transmitted and/or received by ACMT

computer systems is considered to belong to ACMT and is recognized as
part of its official data. It is therefore subject to disclosure for legal reasons to
other appropriate third parties.
•

ACMT reserves the right to monitor internet traffic and access data that

is composed, sent or received through ACMT owned equipment, services
and technology.
•

Emails sent via the company email system should not contain content

that is deemed to be offensive. This includes, though is not limited to, the
use of vulgar or harassing language/images.
•

All sites and downloads may be monitored and/or

blocked by ACMT if they are deemed to be harmful and/or
not productive to business.
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Unacceptable use of the internet includes, but is not limited to:
•

Sending or posting discriminatory, harassing, or threatening messages or

images on the internet or via ACMT email service.
•

Using computers to perpetrate any form of fraud, and/or software, film or

music piracy.
•

Stealing, using, or disclosing someone else’s password without

authorization.
•

Downloading, copying or pirating software and electronic files that are

copyrighted or without authorization.
•

Sharing confidential material, trade secrets, or proprietary information

outside of ACMT.
•

Hacking into unauthorized websites.

•

Sending or posting information that is defamatory to the company, its

products/services, colleagues, students and/or clients.
•

Introducing malicious software onto the company network and/or

jeopardizing the security of ACMT’s electronic communications systems.
•

Sending or posting chain letters, solicitations, or advertisements not

related to business purposes or activities.
•

Passing off personal views as representing those of ACMT.

If an employee, student or contractee is unsure about what constitutes
acceptable Internet usage, then he/she should ask his/her supervisor for further
guidance and clarification.
All terms and conditions as stated in this document are applicable to all users of
ACMT’s network and Internet connection. All terms and conditions as stated in
this document reflect an agreement of all parties and should be governed and
interpreted in accordance with the policies and procedures mentioned above.
Any user violating these policies is subject to disciplinary
actions deemed appropriate by ACMT.
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Infection Prevention & Control Policy
Rationale
Every reasonable attempt will be made to prevent the spread of infection at
ACMT. A variety of infection control measures outlined below are used for
decreasing the risk of transmission of organisms at the ACMT Campus. All body
and blood fluids will be considered infectious regardless of the perceived status
of the source individual. Standard precautions are the minimum infection control
measures used in ACMT regardless of the suspected or confirmed infection
status of the client. These evidence-based practices are designed to both protect
the students, staff, patients and faculty from infection and prevent the spread of
infection among clients.
Purpose
To control spread of infection.
Procedure
Standard Precautions (formerly referred to as Universal Precautions): used during
interaction with all patients regardless of their diagnosis or presumed infection
status.
Standard Precautions for massage therapists include the following:
1. Practicing good hand hygiene
2. Using disposable gloves
3. Laundering contaminated linens
4. Disinfecting contaminated massage equipment and tools
5. Dispensing massage lubricant
6. Practicing good personal hygiene
7. Maintaining a clean and sanitary office and treatment
environments
Hand-washing
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Good hand-washing using soap and water or waterless antiseptic before and
after each patient contact, after using the bathroom, after handling soiled
material, and after eating is mandatory for all staff, faculty and students.
1. Wet hands, forearms, elbows with running water. Keep hands lower than
your elbows. This will prevent water, soil, and germs from running up the
arms and onto garments.
2. Use soap and generate lather. Rub your hands, forearms, and elbows
briskly together using firm circular motions. Be sure to include between the
fingers. Do this for at least 15 seconds. This step removes germs and dirt and
suspends them in the lather, which will be rinsed away.
3. Rinse thoroughly to remove the lather.
4. Dry hands, forearms, and elbows with clean paper towels. Drying is
essential because germs are less likely to spread from dry skin. Furthermore,
drying hands with paper towels appears to be more hygienic than rubbing
them together under electric air dryers. The least hygienic method is to dry
hands on your clothing.
5. Turn off the water valves with the same paper towels you used to dry your
hands. If you are washing your hands before a massage, use the same paper
towels to touch the knob to open the door and enter the massage room.
6. Discard the paper towels.
Gloves
Gloves should be worn whenever contact with any of the following is expected to
occur:
1. blood;
2. any body fluids, secretions and excretions except sweat, regardless of
whether or not they contain visible blood;
3. non-intact skin and/or;
4. mucous membranes.
In addition gloves and/or finger cots should be worn even if
not explicitly delineated above whenever:
1. a risk of gross contamination of the hands exists
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2. the possibility of transmission from one patient to another exists
3. handling of contaminated items is required.
Wearing gloves and changing them between patient contacts DOES NOT
replace the need for hand-washing. Failure to change gloves between patient
contacts is an infection control hazard.
Removing gloves
Peel off the first glove, peeling away from your body and from wrist to fingertips,
turning the glove inside out. Hold the glove you just removed in your gloved
hand. With your ungloved hand, peel off the second glove by inserting your
fingers inside the glove at the top of your wrist.
Protective Eyewear and nose/mouth droplet prevention masks
Protective eyewear and masks should be worn to protect mucous membranes of
the mouth, nose and eyes whenever there is a risk of a splash or spray of blood
or body fluids. For example, when the massage therapy student is experiencing
Hay Fever and sneezes frequently
Sneezing or Coughing
Be sure to do so in the crook of your elbow or sleeve if a tissue is not readily
available. Then excuse yourself and disinfect your hands with soap and water or
an alcohol-based sanitizer before resuming the massage.
Linen
All clean linen is to be kept covered. All used linen is to be handled with gloves
and deposited in the dirty linen area. If linens are contaminated:
1. Don a pair of disposable gloves
2. Transport the contaminated linens to a washing machine while avoiding
contact between the linens and other surfaces such as your
uniform
3. Once the linens are in the drum, remove and discard the
gloves in a sanitary manner
4. Wash linens in hot water; use laundry detergent and 1/4
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cup of household bleach
5. Dry linens using hot air
Contaminated Massage Tools
Immerse contaminated tools for at least 10 minutes in a 1:10 solution of
household bleach and water or isopropyl alcohol. Ex: reflex hammer
Keeping Lubricant container Hygenic
If lubricant is thin, use a bottle with a flip top or pump mechanism to dispense
lubricant. If the lubricant is thick and must be dispensed from a jar rather than a
bottle, use a clean spatula or tongue depressor to remove enough lubricant for
single-client use and place it on a sanitary dish (ie: clean top of the same
lubricant jar). Dispensing massage lubricant from an open container
contaminates the lubricant of the same container is used for multiple clients. Do
not place lubricant containers on unclean surfaces such as holsters, countertops,
or floor during massage. Be sure to sanitize the lubricant container after each
massage. Consider sanitizing the container while sanitizing your hands and
forearms at the end of each massage session.
How to Use the Eyewash Station
1.

Go Immediately to the Eyewash Station

2.

Begin to Flush

3.

Hold Your Eyes Open with Your Fingers

4.

Roll Your Eyes

5.

Flush for a Full Fifteen Minutes

6.

Take Out Your Contacts.

7.

Seek Medical Help.
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Contact Information + Notes
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Alberta Massage Associations Contact
Information
National Health Care Practitioners of Canada (NHPC)
General Inquiries: growingtogether@nhpcanada.org
Membership Help: memberservices@nhpcanada.org
Login Help: ngoff@nhpcanada.org
Phone: 780-484-2010
Fax: 780-484-3605
Toll-free: 1-888-711-7701
Address:
600-10339 124 ST
Edmonton, Alberta
T5N 3W1
Massage Therapy Association Of Alberta (MTAA)
Email: info@mtaalberta.com
Phone: (403) 340-191
Fax: (403) 346-2269
Address:
#2, 7429 - 49 Ave Red Deer, Alberta
T4P 1N2
Remedial Massage Therapy Association (RMTA)
Email: info@rmta.ca
Phone: 403-356-1160
Fax: 403-517-7675
Address:
#219, 3722 57 Ave
Red Deer, Alberta
T4N 4R7
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Canadian Massage Therapy Organizations
•

Canadian Massage Therapy Council for Accreditation (www.cmtca.ca)

•

Canadian Council of Massage Therapy Schools (www.ccmts.ca)

•

FOMTRAC (www.fomtrac.ca)

See my.ACMT.ca for great Massage Therapy links and resources.
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Notes
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Recognized by:

Have a question? Contact us, we’re happy to help!
Call us - 1-877-768-8400
Text us - 1-587-401-2268
Email us - support@acmt.ca

