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MESSAGE FROM THE PRESIDENT AND CHIEF EXECUTIVE OFFICER
Welcome to the CCNB family!
Congratulations on your commitment and determination to pursue
your post-secondary education at CCNB! Despite the pandemic, you
will receive training that will lead you to professional success and you
will build bonds of friendship at CCNB that will last a lifetime.
Studying at CCNB is about getting the best: a world of possibilities to
discover and the assurance of receiving a diploma that meets the
expectations of employers from here and elsewhere. To study at CCNB
is to choose to adopt a quality lifestyle!
Your needs are at the heart of our training. The experience of spring
2021 has shown us that, despite major constraints imposed by the
health crisis, during your program:
➢
➢
➢
➢
➢
➢
➢
➢

You will spend quality time with teachers who are available and competent in both faceto-face and distance learning.
You will be able to choose from 80 programs in 16 areas of training.
You will live a concrete experience through practical work and on-the-job-training.
You will study in a highly sought-after field of activity, where there is a 91% employment
rate of our graduates.
You will have access to state-of-the-art facilities: equipment, laboratories, classrooms,
etc.
You will have at your disposal a wide range of specialized student services that will offer
you support for your success, according to your needs.
You will participate in an active college life.
You will learn in a safe environment protected by advanced sanitary processes and
practices.

To take full advantage of your experience, I invite you to participate with enthusiasm in the
many activities that will be offered during your program.
Have a great college year!

President and Chief Executive Officer

Pierre Zundel
At CCNB, we have the VISION to lead your PASSION towards SUCCESS.
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COVID-19 (CORONAVIRUS)
Preventive Measures Taken by the CCNB and Health Advice
Our priority is the safety of the CCNB community. Each of us has an important role to play in
ensuring the health and safety of all. Although the situation in New Brunswick is stable, we wish
to remind you that it still remains important to respect health and social distancing rules when
traveling on campuses since the risk of contracting COVID-19 (coronavirus) is still present.
The CCNB follows the guidelines of the Public Health Agency of Canada and the provincial Office
of the Chief Medical Officer of Health (Public Health). Rest assured that all necessary precautions
are taken to facilitate social distancing and to ensure site sanitation in order to help reduce the
spread of COVID-19 (coronavirus). However, the risk of contracting the virus, although low,
remains the same as when you are in other enclosed public places.
Start of School Year 2021
Due to the health crisis, all programs will be offered in hybrid format. A hybrid format means
that each program will have both classroom and distance learning courses. The percentage of
on-campus courses will range from 50% to 80%, depending on the program.
Each program will be evaluated in order to identify the best delivery opportunities to optimize
the learning experience for the student population, while meeting health measure requirements.
The CCNB continues to follow the latest recommendations of the province's Chief Medical Officer
of Health. The rules of social distancing still apply, which is why we must limit the number of
people on our campuses.
The pandemic is an evolving situation. It is important that students are prepared for the
possibility of quick changes in the learning model during the college year to adapt to changing
circumstances, such as returning to the containment phase and provincial safety regulations
becoming more severe. Whatever the situation, the CCNB is firmly committed to making every
effort to ensure that students can continue their learning.
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MESSAGE FROM THE DEANS
Welcome to the CCNB!
On behalf of the entire CCNB staff, we wish you a pleasant stay and sincerely thank you for
choosing us as your destination for quality training. It is always an honour and a privilege for us
to accompany our students in their studies, and we hope that this year will be a successful one
for you. We also wish you a student life full of interesting activities.
Our entire staff is committed to providing you with up-to-date training programs, as well as
appropriate and safe facilities and equipment. Everything is in place to support you in your
professional endeavours. However, the ultimate responsibility for your success depends largely
on your own commitment, perseverance and determination. In this regard, we encourage you
to take full advantage of the support and assistance services that will be offered throughout the
year.
This guide of information and regulations for the student population is very important and will
allow you to familiarize yourself with the functioning of our campuses. The support it offers you
will facilitate your integration and guide your academic progress by familiarizing you with the
guidelines and procedures regarding your student file, your rights and your responsibilities as a
student.
This year will undoubtedly be another year like no other. Don't worry, we have put in place all
the necessary measures to ensure your health and safety while delivering quality programs. We
look forward to a school year where we will grow together for the success of all.
Happy school year 2021-2022!
Dean of the School of Business and Office Technology
Marie-France Bérubé
Dean of the School of Trades
Michel Caron
Dean of the School of Professional Development
Pierre Clavet
Dean of the School of Health and Community Services
Julie Cyr
Dean of the School of ICT, Technology and Transportation
Alain Lamarre
Dean of the School of Fisheries and Natural Resources and the School of Arts and Hospitality
Gérald Losier
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CCNB’S MAIN EDUCATIONAL PRINCIPLES
The student’s main responsibility is his training and the CCNB supports the student through his
training by allowing him to develop his personal and professional potential.
Education at the CCNB makes the student’s entire development easier. This includes knowledge,
know-how, interpersonal skills, learning skills, and personal change in a respectful environment
that has an open outlook on the world.
The CCNB also helps prepare the student for the workforce by providing various training
situations that will allow him to develop the knowledge that is sought-after.

IMPORTANT NOTICE
This document contains information which will be useful for students throughout their stay at
CCNB, in both on-site and distance training.
Knowledge of the information contained herein is each student's responsibility. You can download
a copy of the document from Le cube (the CCNB student portal) at the following address:
lecube.ccnb.ca. It is updated annually.
This document is a living document and it will be updated regularly. We therefore encourage you
to consult it regularly.

COMMUNICATION PROCESS
Respecting a communication process allows for efficient functioning and harmonious
relationships. When asking for information or in the case of an academic dispute, the student
will first contact his instructor. If the outcome is not satisfactory, the student may go see the
Department Head. If not satisfied, the next step is to contact the campus Assistant Director of
Student Success. As a last resort, the Dean of the School responsible for the campus program
is met with. Above all, the CCNB encourages students to speak to their instructor first.
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1 EDUCATIONAL GUIDELINES
The following guidelines specify the code of conduct for the student and the CCNB.

1.1.

Courses

Students receive a course outline within the first two meetings with their instructor.
A course outline informs students about the course objectives, assessment methods,
evaluation criteria, and the availability of instructors.
CCNB provides students with the means of evaluating a course to ensure improvement of
course delivery.

1.2.

Academic Year

All CCNB campuses observe the same calendar or an Academic Year model divided in four
(4) terms:
•
•
•
•

Summer Term (July and August) of about ten (10) weeks duration;
Fall Term (September to December) of about fifteen (15) weeks duration;
Winter Term (January to mid-April) of about fifteen (15) weeks duration;
Spring Term (mid-April to June) of about ten (10) weeks duration.

The Christmas Break and the study week in March coincide with those of the NB
Department of Education and Early Childhood Development.

1.3.

Time Table

The schedule will be given to students at the beginning of the program. The schedule may
include days, evenings and weekends.

1.4.

Late Registration in a Course

Registration made after the published closing date is subject to the approval of the
Registrar, in consultation with the Department Head of the program.

1.5.

Summative Learning Assessment

An evaluation cannot be worth more than 40% of the final mark for credit courses.
Instructors plan at least one evaluation for non-credit courses.
In the case of an evaluation that is worth 10% or more of the final mark, the instructor will
inform the students at least five working days before an evaluation.
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For evaluations of a lesser value, students receive at least two working days’ notice.
Students will receive the results of their evaluation within 10 working days.
An unjustified absence for an evaluation will result in a mark of zero for that evaluation,
unless the campus was advised beforehand. Upon his return, the student must give to the
instructor proof demonstrating that the absence arose from uncontrollable circumstances,
for example an approved medical leave of absence by a physician or a death in the
immediate family.

1.6.

Pass Mark

The final course pass mark is 60%. However, certain programs may require a higher level of
achievement. Other courses use other notations of successful completion, as indicated in
section 2.2.3. Marking System of this document.

1.7.

Repeat Measures for Post-secondary Training

The Collège communautaire du Nouveau-Brunswick (CCNB) recognizes that academic
outcomes are sometimes below the established standards and pass mark. To support
success, the CCNB provides its student population with the opportunity to take advantage
of repeat measures.

1.7.1. Eligibility Criteria
•

The unjustified absenteeism rate is 15% or less;

•

the final mark in a failed course cannot be more than 10 points below the
pass mark;

•

all summative assessments required in the course outline have been
submitted to the instructor;

•

no more than two courses may have been failed during the term;

•

the limit for possible repeats shall not be more than four for the current
academic year.

1.7.2. Procedural Requirements
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•

To take advantage of repeat measures, students must ensure that they
meet all eligibility criteria listed above.

•

To take advantage of repeat measures, students must complete an
application for repeating the course. The form must be submitted to the
instructor concerned no later than two working days after receiving their
final course mark.

•

Students will receive a response to their request within five working days
as well as information on the evaluation method, objectives that will be
evaluated, and the date, time, and location of the repeat measure.

•

Students who pass the repeat measure will receive the pass mark for the
course.

•

Should a student fail the repeat measure, the initial mark will appear on
the transcript of marks.

NOTE: Some teaching methods or contexts may prevent the application of
repeat measures.
NOTE: It is also important to note that the specific regulations of some partner
institutions or professional associations may take precedence over the
terms and conditions of procedural requirements.

1.8.

Academic Studies

1.8.1. Repeat Measures for Academic Studies
•

For the Academic Studies program, the repeat measures apply only to
tests.

•

The student must write all of the required tests for each course.

•

The pass mark for each test is 60%. The pass mark for the course is 60%.

•

It is possible to do one repeat test per course. Students have one week to
inform their instructor of their intention to rewrite the test.

•

Should there be a rewrite, there are two options to determine the mark
placed in a student's file:
− If the student obtains a mark of over 60%, a mark of 60% will be
recorded in the file.
− If the student obtains a mark less than 60%, the higher mark of the
two will be recorded in the file.

1.9.

Plagiarism and Copyright Respect

Students who cheat, plagiarize or use intellectual dishonesty on an evaluation, whatever the
form, will receive a mark of zero. No repeat measure will be allowed for this course.
Examples of plagiarism:
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•

Copying answers from another student during an evaluation.

•

Copying another student’s work and submitting it as if it were yours.

•

Submitting an assignment written in whole or in part by another person.

•

Downloading or copying texts from the Internet or from other documents, and
quoting from or paraphrasing (restating the ideas of a third party in your own
words), in whole or in part, without properly acknowledging the source.

•

Downloading or using any graphics, statistics, or artistic content or parts thereof
(pictures, diagrams, charts, tables, videos, etc.) without properly acknowledging
the source.

•

Collaborating to the act of plagiarism.

The CCNB expects students who wish to reproduce or make use of a work, whether it
be a written, audiovisual or audio document, on any medium whatsoever, must do so
in accordance with the applicable rules on copyright and intellectual property.

1.10. Course Auditing
Course auditing provides all the rights and privileges of a regular student, except the
student is not permitted to be present for evaluations. The student is subject to the same
requirements as the registered students. All requests to audit a course are submitted to
the Department Head at the time of registration.
A student enrolled as a regular student who wishes to register as an auditor must seek
approval from the Registrar. The decision is made in consultation with the Department
Head of the program. The courses which can be taken as an auditor are on the department
list.

1.11. Attendance and Participation
CCNB recognizes that class attendance and participation contribute significantly to the
student’s academic success.
For its part, the industry demands that our students not only have the professional skills
specific to their field of expertise, but also personal skills that make them responsible and
trustworthy. Developing these skills involves putting into practice rigorous individual
attitudes and behaviors.
CCNB expects students to adopt responsible behaviors concerning their presence in class
and their participation in educational activities.
The instructor will verify student attendance in each of his classes, since he may be asked
to provide this information to the Department Head or external agencies.
NOTE:

Attendance requirements of external agencies may complement this
directive without diminishing it.

1.11.1.

Student’s Responsibilities During a Period of Absence

The student who is absent from a course is responsible for:
•
•
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communicating with his instructor to inform him of his absence on the day
itself;
consulting his course outline in order to verify the learning activities and
the course work during his absence;

•

inquiring with classmates about the course work, and material distributed
during the period of absence;

•

arriving prepared for the next class having done all the work, exercises, or
assigned and missed readings during his absence.

1.11.2.

Justified Absence

An absence will be considered justified if:
•
•
•

the student presents a written note from the attending physician upon his
return to class;
the student was absent because of the death of a member of his immediate
family, and presents supporting evidence upon return to class;
the instructor validates the absence with the Department Head if needed.

NOTE:

1.11.3.

If a student is absent while the instructor teaches safety instructions
in the workshop, he may be refused access to the workshops
whether his absence if justified or not.

Attendance Rate

The attendance rate takes into consideration the total number of courses in the
schedule and the number of courses the student has missed.
A student who has reached an unjustified absence rate of 10% in a course will
be met by his instructor.
When his unjustified absence rate jeopardizes his success, the student will be
met by the Department Head.
Example of Calculation of Attendance Rate
Number of hours of
Number of courses
Number of courses
the course according equivalent to 10% of equivalent to 15% of
to the course outline
absences
absences
45
5
7
90
9
14
135
14
20
180
18
27

1.12. Travel for Educational Activities
In the case of group educational activities, students who choose to travel in their own vehicle
will do so at their own risk. Instructors must ask the student to sign the Release of Liability
and Assumption of Risk of the Student as Driver (for an educational activity) form.
Furthermore, before leaving, the instructor must confirm that the student has a valid driver’s
license and has proof of insurance. If the student is under the age of 18, a parent or tutor is
required to sign the form.
Students who choose to be a passenger in a vehicle driven by another student will do so at
their own risk. Instructors must ask the student to sign the Release of Liability of the Student
as Passenger (for an educational activity) form. If the student is under the age of 18, a parent
or tutor is required to sign the form.
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1.13. CCNB’s Release of Responsibility Regarding Students’ Personal
Belongings
CCNB provides students with appropriate storage space for personal belongings while
registered in a training program. However, CCNB is not responsible for personal belongings
which are lost, stolen or damaged.

1.14. Accidents or Occupational Disease
It is the Worker’s Compensation Act that defines the term “worker”. The agreement between
the CCNB and WorkSafeNB also includes CCNB students attending regular classroom training
and curriculum-related activities, as well as those who participate in a practicum as part of a
course or program offered by CCNB.
A “worker” is defined in this Act, and determines who is protected, and whether a person is
protected under this Act for purposes such as the payment of compensation benefits and
rehabilitation.
In case of an accident (with or without injury) or of an occupational disease at CCNB, the
student must inform his teacher or supply teacher, or any designated person, as soon as
possible and in accordance with Procedure 5804.0018 – Signalement des blessures et des
maladies.
In all cases of accident with immediate injury or in the event of an occupational disease
diagnosis documented by a medical certificate, the injured person shall notify his supervisor
as soon as possible, and both parties complete and sign the Report of Accident or
Occupational Disease (Form 67).
Should you require transportation to the hospital by ambulance, you will receive a bill in the
mail. According to Ambulance New Brunswick’s ambulance billing policy, all fees must be
billed to the person transported, unless he or she is under 19 and still living with a parent or
guardian, in which case the services will be billed directly to the parent or guardian. As
indicated on the Ambulance New Brunswick website, ambulance user fees are $130.60 for
New Brunswick residents and $650 for individuals from outside the province. Those covered
by private medical insurance (at work or elsewhere) must settle their bill and submit it to
their insurance provider, as they would do for glasses or a visit to the dentist.
For more information, visit the Ambulance New Brunswick website at www.ambulancenb.ca.

1.15. Termination of Training
A student who decides to end his training must fill out the Cessation of Training form
and present it to his teacher. He is responsible for retrieving his personal belongings
and returning all material belonging to CCNB. Furthermore, all student fees and charges
must be paid; otherwise the student will not receive his transcript.

10

A student who accumulates more than five consecutive absences in a course with no prior
notification to the campus will be considered a withdrawal from that course.
A student who accumulates more than five consecutive days with no prior notification to
the campus will be considered a withdrawal from that program.
The student who resumes his studies after an interruption of training must satisfy the
requirements of the current version of the curriculum at his return.

1.16. Academic Support
In order to promote success in his training, the CCNB helps the student by offering him the
necessary academic support.

1.16.1.

Preventive Measures

This section groups together the following supportive measures that promote
academic success and that aim to help the student become more independent
and responsible. This service may be available on site or online.:
•
•

significant relationship with the instructor allows for an ongoing follow-up
of progress;
learning support centre for students with a permanent disability;

•

mental health support services;

•

language learning centre;

•

library services;

•
•

scheduled consultation periods;
referral centre: financial services, other services;

•

specialized workshops: study methods, stress management, note taking,
etc.

1.16.2.

Intervention Measures

This section explains the methods of intervention that will help solve difficult
situations:
•
•

attendance and punctuality;
unsatisfactory academic performance;

•

learning difficulties

•
•

two or more failed courses in one session;
all behavior that is considered harmful to studying.

If an issue arises, a meeting between the instructor and student will take
place in order to discuss the issue and find a satisfactory solution. The
student will have the option to meet with a counselor in order to put in place
a solution-oriented action plan.
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If the issue persists, a second meeting will take place. This meeting will be
documented in the student’s file. If necessary, there is a meeting with the
Department Head. During this meeting, the student must make a
commitment to change his behavior and the Department Head must advise
him of the consequences if the commitment is not respected. This meeting
will also be documented.

1.17. Academic Dispute
Academic dispute: a situation in which a student challenges an academic decision (review of
grade, restriction of the pursuit of studies or decision preventing transition to an advanced
level).

1.17.1.

Steps

The following steps will be taken in the case of an academic dispute:
•

The student must meet with the instructor concerned within twenty four
(24) hours of the dispute arising, to try to seek a resolution.

•

If the first step fails, the student may, within two (2) working days
following the meeting with the instructor, fill out the Statement of
Academic Dispute form and submit it to the Department Head to inform
him/her of the situation.

•

The Department Head has two (2) working days to ensure follow-up and
to inform the parties concerned of his/her decision in writing, specifying
the main reasons for the decision.

•

If the decision of the Department Head does not satisfy the student, he/she
can make use of the right to appeal.

•

The decision to terminate a student from a training program will be made
by the Department Head.

1.17.2.

Awaiting a Decision

Pending a decision concerning a dispute, the student must continue his or her
training activities.

1.17.3.

Witness

The student may be accompanied by one same person of his choice as a
witness at each of these steps.

1.18. Learning Quality Evaluation by Students
During their studies, students are invited to complete an electronic form to evaluate the
quality of their learning for certain courses. All forms completed and submitted are compiled
electronically and anonymity is maintained at all times.
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Answers are compiled in a report for all courses along with all comments and are examined
in order to make the necessary improvements. CCNB asks you to answer each question
seriously so that the right decisions may be made.

1.19. Rules of Conduct
Students must abide by CCNB’s rules of conduct and not hinder the exercise of a function,
the carrying out of a mandate, or the holding of an activity.
It is prohibited to:
•

act violently, make threats, or otherwise intimidate another person;

•

voluntarily create a situation that unnecessarily endangers or threatens the
health, safety, or property of others;

•

alarm without a valid reason, harass, verbally abuse, or disturb others;

•

behave in a provocative or indecent manner;

•

use access routes to a college facility in restricted or controlled areas without
authorization;

•

steal, destroy, damage, or misappropriate CCNB property or the property of a
person on college premises;

•

resell stolen goods on college premises;

•

use goods or services from CCNB for purposes other than those for which they
are designed.

1.19.1.

Specific Provisions

1.19.1.1. Signage
All postings must comply with the regulations, be written in quality
French, and be authorized by CCNB.

1.19.1.2. Weapons
No person shall keep, use, transport, or construct any form of
weapon at CCNB.

1.19.1.3. Alcoholic Beverages
No person shall consume, serve, or sell alcoholic beverages without
CCNB’s authorization.
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1.19.1.4. Traffic and Parking
Anyone who drives or parks a vehicle on CCNB property must
comply with the campus regulations adopted for this purpose.

1.19.1.5. Gambling
Gambling in any form is prohibited.

1.19.1.6. Food
All food consumption must be kept to designated areas.
Unless otherwise indicated, eating in classrooms, auditoriums,
laboratories, workshops, and libraries is strictly prohibited.

1.19.1.7. Possession, consumption, Distribution, Sale of drugs
The possession, consumption, distribution, and sale of drugs or
illegal or legal substances, as well as any act aimed at facilitating or
encouraging the possession, use, fabrication, consumption, or sale
of drugs or illegal or legal substances are prohibited at CCNB.

1.19.1.8. Explosives and Hazardous Materials
The possession, use, or transportation to the CCNB of any nonapproved hazardous materials that could endanger persons or
property is strictly prohibited.

1.19.1.9. Respecting a Positive Learning Environment
CCNB encourages respect for a positive learning environment. No
person may use a cell phone, podcast device, or recording device,
or behave in any way that could adversely affect the learning
environment.

1.19.1.10. Attire
CCNB wants to create an environment of self-respect and respect
of others.
In order to have a well-kept professional look, attire must be clean
and within health and safety standards.
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Everyone must wear appropriate clothing and comply with the rules
governing certain premises or activities, in particular the
gymnasiums, laboratories, workshops, and work practicum
locations.
Certain attire may be required during the week or during visits to
the industry. Throughout work practicum, the student must conform
to the employer’s standards.

1.19.1.11. Smoking (including electronic cigarettes)
CCNB is controlled by the Province of New Brunswick’s Smoke-free
Places Act.

1.19.1.12. Appropriate Use of Information and Communications
Technologies
The CCNB has advanced technological infrastructure enabling each
user to easily access multiple services. The CCNB wants to ensure
it is used in compliance with its regulations, policies, and procedures
as well as applicable laws and regulations.
Users are to use the computer and telecommunications resources
made available to them by the CCNB for educational purposes.
However, the CCNB recognizes that students may also use these
resources for personal purposes insofar as this use does not cause
the CCNB any harm and remains within reasonable limits. This
privilege may be revoked at any time from any user who does not
comply with the policies, procedures, and other relevant standards.
In using computer and telecommunications resources, users must
not take or attempt to take any abusive or illegal actions contrary
to the principles of the policy, for instance:
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•

use offensive, malicious, hateful, or discriminatory language;

•

harass, threaten, defame, or otherwise harm another person;

•

distribute personal information about another user;

•

spread computer viruses;

•

access or attempt to access the CCNB’s various information
systems without the required permission;

•

steal the identity of a user;

•

intentionally overload the network;

•

decrypt, decode, or attempt to decrypt or decode access codes
or keys, files, or passwords;

•

consult or distribute pornographic, obscene, or offensive
material;

•

use computer and telecommunications resources for
commercial purposes (including solicitation and advertising)
without prior permission;

•

read, change, or destroy any message, text, data, or software
belonging to a third party without authorization;

•

intercept any private electronic communication;

•

use computer resources for political lobbying;

•

use computer resources for distributing personal viewpoints
and opinions as though they were an official viewpoint of the
CCNB and its campuses;

•

use computer and telecommunications resources for purposes
other than those for which they are made available.

1.19.1.13. Sales and Business
Any sale or fund-raising activities require the authorization of CCNB.
These activities must be held at authorized times and places.

1.19.2.

Disciplinary Measures

•

CCNB reserves the right to refuse access to activities, to suspend, to expel,
or to take other disciplinary measures with students who do not comply with
these rules, or whose behavior is deemed detrimental to CCNB.

•

Anyone who is held responsible for an illegal act committed on CCNB
premises, or related to them, will also be liable to sanctions under civil law
and the Criminal Code.
NOTE: If there are reasonable grounds for believing that a law, policy, or rule
has been broken, CCNB reserves the right to search a student’s locker,
personal effects, and backpack.

1.20. Right to Appeal
Students wishing to challenge a decision made by the Department Head may submit a
request for review in writing to the Dean of the School responsible of the program five (5)
working days after being notified of the decision.
Students may request help from a support service for preparing and submitting their request
to the appeal committee. This support service may be provided by the campus or be left to
the student’s choice.
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This process provides students with a means of being heard when they believe they have
been treated unfairly. This may include the right to appeal a grade received on an evaluation,
a case of plagiarism or fraud, disciplinary action taken by campus authorities, or an
evaluation review. It may also involve a right to appeal for the transfer of units or for prior
learning assessment and recognition.
A decision will be made within ten (10) working days of when the written appeal was
submitted by the student.

1.21. Harassment in the Learning and Work Environment
CCNB recognizes that students and staff have the right to study and work in an environment
that is respectful of the dignity of each person.
The aim of Policy 5702 - Harassment in the Learning and Work Environment is to deal
effectively with situations involving any form of harassment and to identify the harassmentrelated responsibilities of the members of the college community, students and staff
members, and more specifically of those who are in a position of authority or play a role in
harassment prevention.
You may obtain a copy of the policy by addressing your request to the Student Services of
your campus or on the CUBE at the following address: lecube.ccnb.ca.

1.21.1.

Policy Statement
CCNB is firmly committed to preventing and eliminating any form of
harassment in the work and learning environment. CCNB is therefore
committed to:

a) promoting a learning and work environment favourable to the growth,
respect, and dignity of each individual, as well as healthy labour relations;
b) preventing violations of this policy through education and information;
c) providing people with support for settling their disputes;
d) handling complaints objectively, in a timely manner, and according to the
principles of natural justice;
e) correcting and, if applicable, imposing penalties for objectionable behaviour.

1.21.2.

Scope of the Policy

The policy applies to any person who:
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•

is taking regular training, continuing training, or distance education courses
at CCNB on a full-time or part-time basis;

•

holds a paid position, performs a function, or works for CCNB on a
volunteer basis;

•

is part of an association or group associated with CCNB;

•

participates in activities, not only on the campuses and at head office, but
also at other locations where CCNB carries out its mission;

•

has a relationship with CCNB as a client or service provider;

•

is a member of CCNB’s Board of Governors.

1.21.3.
•

Definitions
Abuse of authority
Abuse of authority means improperly using the power and authority
inherent in a position to:
a) interfere with a person’s studies, undermine a person’s performance,
or influence a person’s academic success;
b) endanger a person’s job, undermine a person’s job performance,
threaten a person’s economic livelihood, or interfere in any other way
with a person’s career. It is the exercise of authority in a manner that
serves no legitimate educational or work purpose and ought reasonably
to be known to be inappropriate. Examples of “abuse of authority”
include, but are not limited to, such acts or misuse of power as
intimidation, threats, blackmail, and coercion.

•

Injury to the Dignity or Respect of a Person
Intimidation, personal harassment, sexual harassment, abuse of authority,
and a poisoned work environment represent injury to the dignity and
respect of individuals. Such injury may occur between individuals of
differing status or with the same status within the college community.

•

Discrimination
Discrimination is defined as conduct that takes the form of comments,
gestures, or actions intended to exclude, denigrate, or deny certain rights
to a person on the grounds of race, colour, belief, national origin, ancestry,
place of origin, age, physical disability, mental disability, marital status,
sexual orientation, sex, social condition, or political belief or activity.

•

Harassment – Social Media
Communication technologies such as the Internet, social networking sites,
websites, email, chat rooms, discussion groups, and instant messaging are
media that can be used for the purposes of abuse of power, discrimination,
and personal or sexual harassment.
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Here are some examples of the misuse of social media: sending degrading,
mean, or threatening emails, text messages, or instant messages; posting
embarrassing photographs of someone online; creating a website to make
fun of others; posing as someone else by using that person’s name;
causing someone to reveal personal or embarrassing information and then
passing it along to others; making disparaging or inappropriate comments
on social media, Facebook, etc.

•

Personal Harassment
Personal harassment means any intimidating, objectionable, or offensive
behaviour that is known or ought reasonably to be known to be
unwelcome. It includes objectionable conduct, comment, or display made
on either a one-time or continuous basis that demeans, belittles, or
causes personal humiliation or embarrassment. There are two types of
personal harassment: psychological harassment and intimidation.

•

Psychological Harassment
Personal harassment includes psychological harassment, which is defined
as vexatious behaviour in the form of repeated, hostile, or unwanted
behaviour, comments, actions, or gestures that affects an individual’s
dignity or psychological and physical integrity and, for that person, creates
a harmful work or learning environment. Four criteria must be present and
demonstrated for psychological harassment to be established:
1. Repeated vexatious behaviour – vexatious behaviour means conduct
that is humiliating, offensive, or abusive for the person it is directed
at, affects the person’s self-esteem, and causes suffering. The
repetitive nature assumes continuity over time. The comments,
behaviours, actions, or gestures taken in isolation may be benign or
trivial, but taken together, indicate harassment. However, one serious
incident may constitute psychological harassment if it has an ongoing
harmful effect on the person it is directed at.
2. Hostile or unwanted – the objectionable behaviour, comments,
actions, or gestures must be perceived as hostile or unwanted. In
some cases, being “unwanted” does not necessarily require the victim
to have clearly expressed his or her disapproval or refusal, as is the
case for assault.
3. Injury to dignity or integrity – the harassment has a negative effect
on the individual. Human dignity is violated when a person is
marginalized, pushed aside, and devalued,
both personally and professionally.
4. Poisoned learning or work environment – a learning or work
environment that is damaging, causes harm, or hurts the person who
is the victim of the harassment.
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•

Sexual Harassment
Sexual harassment means any conduct, comment, gesture, or contact of
a sexual nature made on either a one-time or a continuous basis that
might reasonably be expected to cause offence or humiliation. Here are
a few examples of sexual harassment: unwanted touching, patting, or
leering; inquiries or comments about a person's sex life; telephone calls,
emails, or chats with sexual overtones; sexist insults or jokes causing
embarrassment or humiliation; unwanted, persistent social or sexual
invitations; and inappropriate or unwelcome comments on or interest in
a person's physical attributes or appearance.

•

Intimidation
Personal harassment includes intimidation. Intimidation is a behaviour
that causes fear and/or apprehension and has the effect of harming,
isolating, threatening, controlling, or punishing another person. Physical,
verbal, or written threats, including threatening phone calls and chats,
stalking, extortion, and incitement to hatred are extreme forms of
intimidation.

•

Conflict Situation
A conflict is a dispute between at least two parties. Conflict occurs when
the parties have differing opinions and sometimes incompatible interests
associated with their respective roles. These tense, and even
confrontational, situations must not be interpreted as a lack of respect
for individuals.

1.21.4.

Procedure
There are two ways to file a complaint:

1.21.4.1. Informal Complaint
This procedure must be used to attempt to resolve a situation
involving conflict or harassment, unless it is inappropriate to do so.
Difficulties related to respect and dignity are sometimes the result
of communication problems. If appropriate, the use of dialoguebased conflict resolution approaches is encouraged in order the
clear the air and promote mutual respect.
To end the harassment, it is sometimes enough to tell the person
concerned directly that the behaviour is unwelcome and must stop.
If the complainant is a staff member, he or she may seek help from
a third party (manager, human resources counsellor).
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If the complainant is a student, he or she may go to an instructor,
a department head, or the principal to resolve a harassment
situation informally. Using this type of approach does not prevent
anyone from eventually filing a formal complaint.
The aim of the informal procedure is to find solutions that are fair
and equitable to both parties. It is an awareness approach that must
remain confidential and be carried out in a timely manner.
The informal procedure for handling a complaint in no way prevents
the situation from being referred to mediation or investigation in
cases where the informal procedure is unsuccessful.

1.21.4.2. Formal Complaint
a) In all cases where the informal approach, including mediation,
does not yield the anticipated results or for any other reason
whatsoever, the person who believes he or she is the victim of
harassment may file a written complaint. If the person is a
student, the complaint is filed with the campus principal,
hereinafter referred to as the receiver.
b) The complaint must come from one person, be signed and filed
in writing on the Harassment Complaint form, be sufficiently
detailed for an investigation to be carried out, and contain the
following information: the complainant’s first and last name; in
the case of a student, the campus and program of study; in the
case of an employee, the workplace and sector; telephone
number and/or email address; name of the person against
whom the complaint is being filed; and any other known details.

c) The complaint must provide a description of the alleged
behaviour, including a detailed description of the comments,
gestures, physical contact, or any other conduct that the
complainant considers to be harassment. The date, time,
location, and name of the persons involved, as well as the first
and last names of any witnesses and their telephone numbers
or email addresses must be provided, if known.

1.21.4.3. Other Options
It is also agreed that this policy does not preclude other options the
complainant may wish to pursue, including the following:
•
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taking the matter to an arbitrator pursuant to the provisions of
the collective agreement;

•

criminal proceedings in the case of serious assault, threat of
assault, or wrongful act sanctioned under the Criminal Code of
Canada;

•

civil liability proceedings for damages and interest in the case of
injury to reputation;

•

going before the New Brunswick Human Rights Commission in the
case of discrimination.

The complainant choses the option to be pursued. However, there
may not be concurrent options. Consequently, a complaint filed with
the New Brunswick Human Rights Commission or the pursuing of an
option under a collective agreement or the Criminal Code of Canada
brings the CCNB’s handling of the complaint to an end and results in
the suspension or closure of the file.
A complaint filed with the New Brunswick Human Rights Commission
should normally be filed within a year following the act of
discrimination. The investigation is carried out by the Commission.
For more information, contact the New Brunswick Human Rights
Commission.
Sexual assault or other forms of violence are covered under the
Criminal Code of Canada, and the police may be called in to lay
charges. Sexual assault or other forms of violence are serious criminal
offences and must be reported to the police if the person files a
complaint.
The CCNB does not undertake to side with a complainant who pursues
such options or to cover all or any of the complainant’s judicial or
extrajudicial fees unless required to do so by court order.

22

2 CERTIFICATION
2.1.

Évaluation et reconnaissance des acquis (ERA)

PLAR is a process that enables students registered for a CCNB program to obtain official
recognition for prior learning acquired through other post-secondary programs or through
life and work experience.

2.1.1. Academic Learning
•

Responsibility of the Student
While awaiting the results of the request for assessment and recognition of
prior learning, the student must continue attending the class.

•

Procedure for Making a Request for Prior Academic Learning
Assessment
Students who believe they have significant and pertinent knowledge in one
or more courses in a training program can make an official request, by
using the Request for Academic Learning form, to the department
responsible for the program, no later than five (5) working days after
receiving the course outline.
The application must be accompanied by all supporting documents (official
transcripts of marks, course outline, certificate of qualification, etc.).
Students are responsible for obtaining all supporting documents.
There are no fees for the prior academic learning assessment and
recognition process of a CCNB course.
Students who have taken advantage of the Prior Academic Learning
Assessment service may appeal the decision in accordance with the policy
in effect.

2.1.2. Experiential Learning
•

Responsibility of the Student
While awaiting the results of the request for assessment and recognition of
experiential learning, the student must continue attending the class.

•

Procedure for making a request for prior academic learning
assessment
Students who believe they have significant and pertinent skills and
experience in one or more courses in a training program can make an
official request, by using the Request for Experiential Learning form,
to the department responsible for the program or to the person
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responsible for assessment and recognition of prior learning, no later than
five (5) working days after receiving the course outline.
The person responsible for assessment and recognition of prior learning
will inform the applicant which supporting documents must accompany the
request.
In order to pass a formal evaluation for the requested course, the
evaluation of experiential learning (EQ) may require the use of equipment,
the advice from a competent person or the creation an evaluation
committee. The evaluation may take the form of a portfolio assessment, a
competency test, a demonstration, a simulation, an interview, a
standardized test, etc.
According to the current policy and procedure, fees for an assessment of
experiential learning are non-reimbursable and must be paid before the
assessment begins.
A person who is not satisfied with the results, may dispute the decision
according to the current policy.

2.2.

Transcripts of Marks
2.2.1. Content
2.2.1.1.

Course and Marks
The transcript of marks includes the complete list of courses the
student has taken up to the date it is issued. The results are
permanently recorded.

2.2.2. Format
The official transcript of marks bears the CCNB stamped seal and is signed
by the Deputy Registrar of the campus where the training was given. This is
an official document that is sent directly to another training institution or to
potential employers at the student's request.
As a general rule, no official transcripts are given to students. However, if
circumstances warrant, a student may receive an official transcript provided
it is placed in a sealed envelope stamped with the CCNB seal to protect its
contents. Also, the official transcript must state the following: “To be
considered official, the transcript must have been given to you in a sealed
envelope stamped with the CCNB seal.”
If the Office of the Deputy Registrar is unable to produce an official transcript
for exceptional reasons, a letter signed by the Deputy Registrar accompanied
by the unofficial transcript may replace the official transcript.
An unofficial transcript of marks is not signed, and it does not include
the seal. It is given only on request.
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Each page is stamped “unofficial copy.” Transcripts (official or unofficial) are
produced in the same language as the program of studies.

2.2.3. Grading System
The results that appear on the transcript of marks are recorded as numerical
marks or as notations.
•

Numerical Marks
Most of the results that appear on transcripts are recorded as rounded
numerical marks and do not include decimals..

•

Notation
When it is not possible to calculate the result of a course, the following
notations are used:
o “Credit” expressed by the letters CR
The knowledge acquired through training at a registered educational
institution may be recognized through the prior learning assessment
and recognition (PLAR) service. When a course is recognized as
having been completed successfully, the CR notation is included on
the student’s transcript.
o “Equivalency” expressed by the letters EQ
Knowledge, technical skills and experiences acquired through personal
experience may be recognized through the prior learning assessment
and recognition (PLAR) service. When this learning is recognized in this
way, the EQ notation is included on the student’s transcript.
o “Incomplete” expressed by the letters IC
This notation indicates that a student did not complete the
requirements of a course. Following approval of the campus, the
student normally has six (6) weeks to meet the course requirements,
at which time the IC grade is replaced by the final mark.
o

“Successful” expressed by the letters SU

This notation indicates that the student has met the requirements of
the course for which a numerical mark is not given.
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o “Unsuccessful” expressed by the letters US
This notation indicates that the student has not met the requirements
of the course for which a numerical mark is not given.
o “Auditor” expressed by the letters AD
This grade indicates that a student, with the approval of the
Department Head, has taken a course without doing the evaluations.
o “No grade” expressed by the letters NG
This indicates that a course has no grade and does not grant credits
for the certification. However, this course is included in the student’s
file, but does not appear on the transcript.
o “Withdrawal” expressed by the letters WI
This notation indicates that a student withdrew from a course after
20% but before reaching 50% of its duration.
When a student withdraws from a course after 50% of its duration,
the mark that appears on the transcript of marks is the sum of
accumulated marks.
If the withdrawal occurs before 20% of the course duration or before
an evaluation has been given, no mark for this course is included on
the transcript of marks.
o

“Continue” expressed by the letters CT

This notation indicates that a student has not completed all of the
requirements for a course within six weeks (IC) due to an exceptional
situation approved by the CCNB. Following campus approval, the
student may continue their course for a subsequent term to meet
course requirements. As soon as he or she has satisfied all the
requirements, the CT score is replaced by the final grade.

2.2.4. Fees
There is a ($5 + taxes = $5.75) fee with every written request for an official
transcript of marks.

2.3.

Certification
•

Certificate of participation
A certificate of participation is issued to a student for a participation of at least
70% in a training of short duration and not including a formal evaluation.
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•

Certificate of achievement
A certificate of achievement is issued upon successful completion of training in a
specific field including a formal evaluation and not leading to a
diploma or certificate.

•

Certificate
A certificate is issued upon successful completion of a training program
a) of less than two years; AND
b) when a student has fulfilled the requirements of the prescribed program
profile; AND
c) has accumulated a minimum of 10 units during the training.

•

Diploma
A diploma is issued upon successful completion of a training program
a) of two years; AND
b) when a student has fulfilled the requirements of the prescribed program
profile; AND
c) has accumulated a minimum of 45 units during the training.

•

Diploma or Certificate of advanced studies
A diploma or certificate of advanced studies is issued to students who already hold
a diploma or a university degree, upon successful completion of a training
program.

2.4.

Disclosure of Personal Information

Federal legislation regarding the confidentiality of all personal information does not allow
CCNB to divulge information concerning the privacy of students to anyone. In the case of
a reference for a potential employer or references for a work practicum placement or other,
written permission from the student will authorize CCNB to do so. CCNB form to fill out is
Consent for Disclosure of Personal Information.
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3 STUDENT SERVICES
During their time at one of CCNB campuses, students have access to a variety of activities
and support services. These activities and services can be offered on site and remotely.

3.1.

Start of School Year

The first day of the school year gives students the opportunity to integrate into campus life
through various social, recreational, cultural, and educational activities.

3.2.

Mental Health Guidance and Support Services

The CCNB offers professional academic, personal, financial, and career counselling services.

3.3.

Educational Support

Various services are offered at each CCNB campus to help promote academic success,
including the learning support center, workshops and advanced study skills.

3.4.

Library

The library offers a supportive study and research environment and contains materials
related to the programs of study. Documents may be borrowed. Late fees of $0.20 per day
are charged for each late document. Users are responsible for borrowed documents. In the
event of loss or damage, users must cover the cost of replacing the material and pay
administrative fees.

3.5.

Student Life

At each CCNB campus, students form an association responsible for planning and
coordinating cultural, sport, and recreational activities in co-operation with CCNB. Funding
for the student association is provided by the membership fee requested of each student
upon registration. In order to make it easier to manage student life activities, each campus
has a student activities coordinator. Your participation in the student government is
strongly encouraged, as it is an enriching experience and a way to meet new people.

3.6.

Registrar’s Office

The Registrar oversees registration, the maintenance of student records, the issuing of
diplomas and certificates, as well as the issuing of the transcripts of marks. The Registrar
can also provide information on training programs and tuition fees.
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3.7.

Financial Services and Scholarships

Financial aid and bursary programs are available to students attending the CCNB. The list of
the various financial aid and bursary programs is available on the CCNB website
(ccnb.ca/admission-et-bourses/aide-financière-et-bourses.aspx) as well as on the student
portal: Le Cube (lecube.ccnb.ca). Guidance counsellors are available to assist students with
their applications.

3.8.

Store

Textbooks and material related to the training programs are sold in the CCNB stores.
Certain campuses also sell a wide variety of clothes and other popular consumer goods.

3.9.

Book Return Policy

Requirements for reimbursement after a book is returned:
•

Present your purchase receipt to facilitate return;

•

The book must be in its original packaging or in mint condition;

•

The return must be made within 30 days of the date of sale AND before the deadline for
the return of unused books by CCNB to the various suppliers. No returns will be accepted
after unused books have been returned to suppliers (typically 30 days after the date of
sale).

3.10. Technology Services
The Information and Communications Technologies Branch provides an essential service
aimed at ensuring that CCNB’s administrative and educational operations run smoothly from
a technology standpoint. Our goal is to provide our student clientele with quality service.
Requests for technical support can be made to our team by email at ccnb.support@ccnb.ca,
by phone at 1-888-826-9144, or at the service counter on your campus.
Our regular hours of operation are Monday to Friday, 8:15 a.m. to 4:30 p.m.

3.10.1.

Technical Support

All technical support requests can be directed to our team by email at
ccnb.support@ccnb.ca, by phone toll-free at 1-888-826-9144, or at the service desk
located at your campus. Our normal business hours are Monday to Friday from 8:15
a.m. to 4:30 p.m.

29

3.10.2.

Wireless Connection

The CCNB has a network infrastructure that allows students and staff to have wireless
access from their computers or mobile devices. To benefit from secure wireless
access, you must have a valid network account and must configure your devices.

3.10.3.

Printing Service

The CCNB offers a printing service, for a small fee, to the entire student population.
Each student who is required to pay a technology fee is assigned a starting balance
with some credits equivalent to a maximum of 100 pages per school year.
These credits are awarded for printing errors such as lost documents, power failure,
paper jams, print quality, etc.
Credits are awarded annually upon enrollment in the program or in the fall semester.
These credits are non-transferable, non-cumulative and non-refundable.
Students may purchase additional credits as needed. All credits expire upon
completion of the student's program. Fees are subject to change without notice.

3.11. Day Care
A list of available housing is also available from Student Services on campus.

3.12. Accommodations
Student Services at each campus provides a list of accommodations available in their
respective area. The list is also available at the following address: https://ccnb.ca/admissionet-bourses/services-aux-etudiants/logement.aspx

3.13. Students with Permanent Disabilities
CCNB recognizes that the key to the successful inclusion of students with a permanent
disability is recognizing that they are people who have the same rights and responsibilities
as the rest of the student population.
CCNB is committed to providing students with a permanent disability with learning support
services and services adapted to their needs.to the greatest possible extent.
If a student has a permanent disability (motor disability, learning disability, mental
disability, deafness/hearing loss, blindness/visual impairment or other disorders such as
attention deficit disorder, head trauma, Crohn’s disease, epilepsy, diabetes, chronic illness,
language difficulties, drug and alcohol abuse, etc.), it is possible that he requires
appropriate adapted services at the beginning of the college year, hence the importance of
informing Student Services specialists of his campus.
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3.13.1.

Documentation

In order to help the campus identify and implement learning support services
and adapted services, students with a permanent disability must provide the
required documentation or a written certificate from a specialist that clearly
identifies the nature of the disability.
Specialist means a general practitioner, psychologist or school psychologist. The
student should also provide a recent document including examples of learning
support tools that would benefit him. Note that the document or certificate of
permanent disability is required to process applications for financial support
(ex.: Canada Study Grant).

3.13.2.

Establishment of Learning Support Services and Adapted Services

When defining learning support services, CCNB must take the following into
account:
a) Maintaining CCNB training standards;
b) Risk to public safety or significant risk for the student with a permanent
disability;
c) Implementation of reasonable support services based on CCNB’s operating
budget or through external sources.
Learning support services may take the form of a modification or a new teaching
or evaluation strategy that meets the individual needs of students with a
permanent disability.
Learning support services may include the following strategies or adaptive
measures:
•
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During evaluations:
o

additional time

o

a quiet space

o

reading services

•

Adaptive technologies;

•

Note-taking services;

•

Interpretation services;

•

Ergonomic adaptations.

3.14. International Students
The CCNB offers support specifically intended for students from other countries to help with
their integration.
Services and workshops specifically for international students are offered during the academic
year.
International students also have access to the services of a regulated immigration consultant
who can answer questions about a study permit, co-op work permit, temporary resident visa,
and electronic travel authorizations. To access the consultant’s services, students can use
"Le Cube" student portal.

3.14.1.

Medicare and Hospitalization

International students may be eligible for the New Brunswick Medicare Plan. To
benefit from this privilege, international students must apply for health
insurance upon arrival in New Brunswick.
In addition, international students must purchase additional health insurance
from the insurance company chosen by the CCNB.

3.14.2.

Full-Time Studies
The CCNB encourages international students to maintain full-time student
status. The benefits of full-time studies are multiple for international
students.
For international students, it is very important to understand the
consequences of changing from full-time to part-time:
• Part-time studies may make the student ineligible to apply for a postgraduation work permit.
http://www.cic.gc.ca/francais/ressources/outils/temp/etudiants/postdiplome.asp
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•

Part-time studies render the student ineligible for Medicare in New
Brunswick.
https://www2.gnb.ca/content/gnb/en/departments/health/MedicarePr
escriptionDrugPlan/content/medicare/ApplyingforaCard.html

•

Part-time students cannot benefit from the privilege of working off
campus
under
IRPR
186
V
(i).
https://lawslois.justice.gc.ca/eng/regulations/SOR-2002-227/page-39.html

•

Part-time students cannot benefit from the CCNB Recruitment
Scholarship for International Students.

3.15. Military Reserve Students
The CCNB recognizes that military reserve students can sometimes be called for military
service. These students may need special provisions so that their academic success is not
compromised.

3.16. Employment Assistance
The CCNB ensures that students have access to information pertaining to job search
techniques as well as to the labor market. Most employment opportunities are found on the
CUBE. Students who wish to improve their job search techniques may make an appointment
with their campus’s guidance counsellor for individual, personalized sessions.

3.17. Graduation Ceremony
When studies are completed, a ceremony is organized to distribute diplomas and certificates
and to recognize academic excellence by awarding certificates of merit.

3.18. Contingency Plan
To ensure the safety of its student population and staff, CCNB communicates its contingency
plan to the students.

3.19. Continuous Improvement
The CCNB feels very strongly about the quality of its services and the well-being of its
students. It is important for the CCNB to fulfill the student’s needs, whether it be in a
learning, social or personal aspect.
The CCNB welcomes all comments. All comments are important for continuous improvement
of programs and services.
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4 STUDENT IN GOOD STANDING
The status of “student in good standing” is considered to be achieved when the person meets
all expectations associated with each of the following categories:
•

Successful completion of the program;

•

Tuition and other fees;

•

Civility and good behavior;

•

International students, if applicable.

The student can find details on the CCNB website (www.ccnb.ca), in the student kit entitled
"Rentrée collégiale, êtes-vous prêt?" posted on the website and on the Le Cube (CCNB
student portal) at the following address: lecube.ccnb.ca.

5 DISTANCE EDUCATION
The whole content of this document is also intended for distance education students who
participate in virtual classroom courses.

5.1.

How to Act in the Virtual Classroom – Best Practices

For an enjoyable experience and in order to maximize your learning, simply apply and follow
good practices when you are in the virtual classroom. What you should and should not do in
the presence of your online classmates should be the same as when you are present in the
classroom.
In the virtual classroom:
Environment
• I make sure that my learning environment is adequate and free of distractions or
elements that might disrupt my learning and the learning of others (e.g., surrounding
noises, animals, roommates, etc.).
• I wear appropriate and respectful clothing (appropriate logos, no vulgar language,
etc.).
• I take care of my appearance.
• I only eat during the breaks.
• I do not attend classes under the influence of alcohol or drugs.
Autonomy
• I prepare all the necessary materials in advance.
• I demonstrate autonomy with respect to the requested learning activities.
• I make sure my technology devices are working properly and consult the technological
resources available to me.
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Respect
• I use appropriate language in writing and speaking.
• I demonstrate respect for the ideas of teachers and my classmates.
• I do not make any discriminatory comments.
• I respect the privacy of the other participants by not taking screenshots, recording,
or posting anything on social media related to the class without permission from my
teacher.
• I make sure that the links and files shared (documents, videos, etc.) are appropriate.
Classroom Practices
• I have everything I need for the class within easy reach.
• I join the session five to ten minutes in advance in order to be on time and to solve
any technical problems.
• I comply with the teacher's suggested methods of working.
• I follow the teacher's instructions regarding the activation of my microphone and my
camera.
• I avoid sources of distraction.
• I focus my attention on the virtual classroom and its interventions, without
multitasking (e.g., cell phones, Internet, food, etc.).
* * It should be noted that the student may be denied access if he or she disrupts
the progress of the course.**

5.2.

Guidelines on Best Practices for Virtual Learning
5.2.1. Ardoise, your Online Learning Platform!
With this learning management system (LMS), you will be able to take your courses
remotely. It is thus very important that you feel comfortable with Ardoise. In order to
do so, you must take the time to become familiar with the environment. The CCNB
has created several tools to help you get started with Ardoise.
As a first step, you are invited to visit Le Cube to consult the checklists and videos
(inserted in the checklists) that explain some of the functions you will use in your
Ardoise courses: https://lecube.ccnb.ca.
Once in Le Cube, you must go to the Mon apprentissage (my learning experience)
section.
Once in the Mon apprentissage section, you will find the following information:
1. Checklist - Mes premiers pas dans Ardoise (my first steps in Ardoise)
2. Checklist – Évaluation (evaluation)
3. Checklist - Forum de discussion (discussion forum)
4. Checklist - Casier de dépôt (drop-off box)
5. Checklist - Carnet de notes (notebook)
6. Checklist – Clavardage (chat room)
7. Checklist - Classe virtuelle (virtual classroom)
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5.2.2. Online Summative Learning Evaluations
The content of section 1.5 Summative Learning Evaluations of this document also
applies to distance learning summative evaluations.

5.2.2.1.

Students Responsibilities to Anticipate Technical Problems

Students are responsible for their technical equipment and work environment
during the evaluation. Prior to an evaluation, students must ensure that their
computer is functional, that their Internet is working properly, and that their
accesses are working properly (Ardoise and others).
If necessary, students should find a suitable alternative location to take the
evaluation (e.g., come to campus, go to a public library, etc.). The teacher
may suggest suitable locations as needed.
To be on the safe side during an online evaluation, it is important for the
student to anticipate any technical problems that may arise before and during
the evaluation.
Good practices to apply before an evaluation:
•

Open only applications authorized by the teacher.

•

Make sure that the computer's battery is fully charged and has a power
cable available in case it needs to be recharged.

•

Ask the teacher about the procedure to follow in case of technical problems.

5.2.2.2.

What to do if I Experience Technical Problems During a
Distance Evaluation

Sometimes, despite good preparation, it is possible to encounter technical
problems.
If students experience technical problems during a distance learning
evaluation, the following guidelines should be followed:
1) Notify as soon as possible as instructed by the teacher.
2) Contact the support centre using the phone number 1-888-826-9144
or email ccnb.support@ccnb.ca. The support centre will attempt to
correct the problem as soon as possible.
NOTE: The CCNB does not provide immediate service for computer support.
Students must therefore plan alternative solutions in the event of a technical
problem.
If a technical problem occurs during an evaluation and troubleshooting is not
possible, the student should contact the teacher immediately to notify them of the
situation and discuss next steps.
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6 CORRESPONDANCE COURSES
EDUCATION

FOR

ADULT

SECONDARY

The content of this document is also intended for students taking correspondence courses.

7 INTERNATIONAL MOBILITY
The international mobility service enables students to continue their studies or do their
internship abroad. We offer financial assistance programs and logistical support for
organizing their stay abroad. The program instructor will refer information requests to the
person responsible for this on campus.
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