SABTUAN ADULT EDUCATION SERVICES

STUDENT HANDBOOK
Your Guide to a Successful
2020-21 School Year

Last updated: Nov 2, 2020

Ta b le o f C o n t e n t s
3 Sabtuan Values & Tips for Success
4 NEW COVID-19 Health & Safety Rules
5
5
6
6
7

My School Year
School Calendar & Semesters
NEW My Learning Plan Course
NEW Student Laptops & Online Learning
Attendance Policy

8 Contacts & Student Support Services
8 General Contacts
9 NEW Wellness Services
10 Student Financial Assistance FAQ
11 Appendix A - SAES Code of Conduct

S A B T UA N A D U LT E D U C AT IO N S E R V IC E S

Student Guidebook

OUR VALUES
Sabtuan Adult Education Services follows the values of the Cree School Board:
ᒋᔥᒋᔥᑖᔨᒥᑐᐧᐃᓐ / ᒋᔥᑌᔨᒥᑐᐧᐃᓐ
Respect

ᐱᐱᑯᓵᔨᐦᑎᒧᐧᐃᓐ / ᐸᑯᐦᓭᔨᑕᒨᓐ
Accountability

ᑭᒋᑭᒋᐦᐅᐧᐃᓐ / ᑲᔅᒋᐦᐅᓐ
Excellence

ᓃᓃᑳᓃᓯᐧᐃᓐ / ᓃᑳᓂᓰᐅᓐ
Leadership

ᑖᐧᐹᐅᒑᔨᑖᑯᓯᐧᐃᓐ / ᑖᐧᐯᐅᒉᔨᑖᑯᓰᐅᓐ
Integrity

ᒫᒨᐋᐱᑎᓰᐧᐃᓐ / ᒫᒨᐋᐸᑎᓰᐧᐃᓐ
Teamwork

Student success is our top priority. By living these values, you can help us to
create an environment where everyone can learn, grow, and achieve.
For more information on our rules and expectations, please see our Code of Conduct (page 12)

TIPS FOR SUCCESS AS AN
ADULT STUDENT
• Stick to a positive routine. Build habits and routines each day that help you
to be ready to learn, whether you’re into the classroom or at home.
• Communicate. Tell the teacher or Education Consultant about any absences
in advance, and reach out for support if you have any challenges in your
program. We are here to help.
•

Motivate yourself by setting goals. Follow your Learning Plan and stay
focused on your goals – we believe in you!

•

Be respectful of people and spaces. Whether you are in the classroom,
walking down the hallways, or on an excursion with your class, be respectful
and follow all rules around face covering and distancing.

• Keep distractions at a distance. Listen carefully and focus on learning while
you are in class and working from home. Remember that mobile phones,
personal electronics, food and drink are not permitted in the classroom.
• Stay safe. In all programs, carefully read and follow COVID-19 rules. Students
in vocational programs must also wear all designated safety equipment and
handle tools with care.
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HEALTH & SAFETY:
COVID-19 PREVENTION
As a student, you play an important role in keeping our adult education
buildings and classrooms safe. This year, due to COVID-19, there some
additional health & safety rules to follow. By following these rules, you will
minimize the risk to yourself, your classmates, and your community.

Maintain a 2-metre distance from others.
Students, staff, and teachers should distance from one another at all times

Wear a face covering in shared spaces, and when you can’t
distance in the classroom.

Shared spaces include hallways, bathrooms, and student lounges. You should always
wear a face covering in these areas, even if you are distanced from others.
In the classroom, you can remove your face covering most of the time. However, you
must put it back on if you are less than 1.5 metres from someone else.

Wash your hands regularly.
You must sanitize your hands any time you e nte r the building and whe n you leave
the building. You should also sanitize and/or wash your hands throughout the day.

Sanitize your workstation and shared equipment.

Depending on your program and classroom setup, you may be asked to disinfect a
shared workstation/items.

Stay home if you have any signs of COVID-19.
You must complete a daily health check before starting school each day. The health
check will ask if you have any symptoms of COVID-19, such as a temperature, dry
cough, or shortness of breath. If you have these symptoms, self-isolate at home and
call the COVID-19 Infoline at 1-866-855-2811. Do not come back to school until you are
advised it is safe to do so by public health, or by a health professional at the clinic.

Please complete your daily health check before coming to school:
eeyoueducation.ca/adult/student-health-check
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MY SCHOOL YEAR

Calendars & Schedules
For General Education, the school year is split into three semesters with set exam periods.
New students can start on the first day of each new semester:
9

Fall semester: September 15 to November 27 (exams November. 30- December 2)

9

Winter semester: December 4 to March 10 (exams March 11-12)

9

Spring semester: March 15 to June 17 (exams June 17-21)

Vocational Training programs follow a non-semestered calendar with regular assessments
throughout the year.
To find your school year calendar, visit eeyoueducation.ca/adult and click on your community.
For your class schedule, please contact your teacher. Schedules vary by community, teacher,
and program/course.
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The information on this page is for General Education students only.

Vocational Training classes will continue to be all, or almost all, in-person until further notice.

MY SCHOOL YEAR

ONLINE LEARNING
My Learning Plan (CST 5002-1)
Student Readiness Course

Online Learning &
Student Laptops
This year, General Education students will complete
part of their schooling online and part in the
classroom. Student laptops will be made available to
support your online work. You will be responsible to
care for this laptop and return it at the end of the
school year. Full instructions will be provided when
laptops become available later in the Fall.
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This year, all General Education students will complete
a new course: My Learning Plan. The course is 25
hours long and will be completed online with the help
of your teacher. You will begin the course once you
receive your student laptop.
As part of the course, you will set learning goals. These
goals will be used to measure your attendance for the
online portion of your classes (see next page for more
information).
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MY SCHOOL YEAR

Attendance Policy
Your schedule may include in class work periods, online learning/work periods, or a combination of both.
If you are a full-time student, you must be marked as “present” for all periods in your schedule. Attendance
issues may result in the removal of your student allowance. In communities where there is limited space in
classes, you may also be removed from the class list.

To be marked as present during inclass work periods, students must:

To be marked as present during online
work periods, students must:

9

Show up to class on time

9

9

Stay for the full period scheduled (if you
are scheduled to be in class for one hour,
you must remain in class for the full hour)

Set reasonable learning goals at the start
of the week

9

Demonstrate progress towards their
learning goals at the end of the week

9

Make an effort towards your learning
goals for the week

Student A set a learning goal at the start of the week. They showed up to class
when scheduled and worked on their assignments/learning. They completed work
at home and reached their learning goal. Outstanding, Student A! You were
marked as present.

Student B also showed up to class when scheduled and worked hard at home.
They spent 20 hours in the week trying to reach their learning goals. They had
some challenges and did not complete everything on their list. However, they
were able to show their teacher the work they had attempted and could prove
they made progress. Great effort, Student B! You were marked as present.

Student C attended class for most of the week. However, on Wednesday, they
woke up with a cough. Since this is a symptom of COVID-19, they called the
COVID-19 Infoline and followed instructions to stay home the rest of the week.
They did extra work online from home to make up for the missed in-person class.
Thanks for keeping us safe, Student C! You were marked as present.

Student D showed up to their scheduled class, however they only stayed for 15
minutes and did not complete their work. They logged into their student account
at home, but could not show any work they did. They did not show an effort to
reach their goals for the week. Student D was marked as absent.
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CONTACTS & STUDENT SERVICES

General Contacts

Important: Due to COVID-19, walk-ins will not be admitted into our buildings. If you would like
to meet with your Local Education Consultant or other office staff, please call or email to make an
appointment. Where possible, meetings will take place by phone or teleconference.

Office Hours

Monday - Wednesday 8:30 a.m. to 5:00 p.m.
Thursday 8:30 a.m. to 4:30 p.m.
Friday 8:30 a.m. to 3:00 p.m.

Head Office Contact

Phone: 418-923-2764 or 1-844-923-3347
Email: sabtuanadulted@cscree.qc.ca
Facebook: Sabtuan Adult Education Services

Local Contacts
Waswanipi – Sabtuan Regional
Vocational Training Centre
1 Elder David Neeposh Street
Waswanipi (Québec) J0Y 3C0
Tel: 819-753-4040
Toll Free: 1-844-753-4040
Chisasibi
James Bay Eeyou School 11,
Maamuu Street Chisasibi
(Québec)

Waskaganish Training Centre
6 Chief Isaiah Salt
Waskaganish (Québec) J0M 1R0
Tel: 819-895-2397 ext. 2101

Wemindji - Mayaupiu Training
Institute
1 Mayaupiu Road

Eastmain
232 Shawinhin Meskino
Eastmain (Québec) J0M 1W0
Tel: 819-977-0244

Mistissini
Voyageur Memorial School
232 Mistissini Blvd. 3rd Floor

J0M 1E0 Tel: 819-855-2230
Ext. 2368

Wemindji (Québec) J0M 1L0
Tel: 819-978-3131 Ext. 5612

P.O. Box 1874
Mistissini (Québec) G0W 1C0
Tel: 418-923-3347
Toll Free: 1-844-923-3347

Nemaska
6 Lakeshore road
Nemaska (Quebec) J0Y 3B0
Tel: 819-673-2228
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Oujé-Bougoumou
19 Opataca
Ouje-Bougoumou (Québec)
G0W 3C0
Canada
Tel : 418-745-3771
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Whapmagoostui
505 Ningaraulaauk Road
Whapmagoostui (Quebec)
J0M 1G0
Tel: 819-929-3617
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CONTACTS & STUDENT SERVICES

Wellness Services

Mental Health & Counselling Services for Adult Education Students
Need someone to talk to? Have personal, emotional, or mental health concerns? Call, text, or email
adult education wellness counsellor Dr. Maria Gordon for confidential support.
Tuesdays and Thursdays, 9:30 AM to 5 PM (no appointment needed)
Call : 1-800-449-1550
Text: (514) 700-2832
Email: chattoday2020@gmail.com
Monthly webinars will also be provided to students on wellness and mental health topics. A full
schedule of dates will be sent to all students.
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Financial Assistance FAQ
Starting this year, SAES will be offering financial assistance directly to qualifying full-time students.
Students will be considered for an allowance automatically when they apply to an adult education
program. Here is some information to help you better understand this new program.
Am I eligible for a student allowance from Sabtuan Adult Education Services?
To be considered for an allowance, students must:
•
•
•
•

Be a JBNQA beneficiary;
Not be receiving amounts under any student assistance program;
Intend to return to school on a full-time basis (20 hours or more per week);
Either a) be at least 18 years of age not have been registered in the youth sector
for at least 12 months prior to their application, or b) be at least 16 years of age
and hold a Secondary School Diploma

Individuals who are eligible for other funding, such as EI, may wish to review their options before
accepting a student allowance from the Cree School Board. Your Local Employment Counsellor at
Apatisiiwin Skills Development will be happy to meet with you to review your funding options.
What if I am receiving funding from another source (Employment Insurance, government
grant, ASD allowance, etc)?
Students who are receiving an allowance, grant, or funding from another source are not eligible to
receive a student allowance from the Cree School Board. If you previously received an allowance
from Apatisiiwin Skills Development (ASD) for attending a Sabtuan Adult Education Services
program, you will be switched to our financial assistance program this year. If you are considering
another funding source, like EI or a scholarship program, contact ASD to compare your options.
Am I allowed to have a part-time job if I have a student allowance?
Yes, as long as it does not interfere or disrupt your studies and no school is missed. Students must
commit fully to their studies to receive an allowance. Any missed days may result in a decreased
allowance, and repeated absenteeism may result in the removal of a student’s funding.
Will I receive funding during the holidays?
Yes, so long as it falls within the school calendar year. Students will continue receiving their
allowances through all school holidays (including Goose Break), with the exception of summer
holidays. Consistent attendance before and after holidays is required to continue receiving
funding.
A situation outside of my control (such as a medical appointment, illness, or
bereavement) impacted my attendance. Will I continue to receive an allowance?
Please let us know as soon as possible, ideally in advance, if you will miss school for any reason.
The Cree School Board has policies in place to respond to these circumstances.
I was not approved for a student allowance, what should I do?
Students who are not approved for an allowance may contact Apatisiiwin Skills
Development to explore alternative funding options.
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Appendix A - Code of Conduct

Code of Conduct
Applicable to Students
enrolled in Programs and
Courses offered by Sabtuan
Adult Education Services
Department responsible: Adult Education
Effective date: September 14, 2005
Amended on September 12, 2006, July 1, 2008 and
November 19, 2014 and April 29, 2016
Approved by: Resolution #EC 2016-215

References:

Council Policies : Mega End, GP-1, E2,
E4 and EL-1

Other related Policies

 Admission to Adult Education
Programs (SAES-01)
 Regulations / SRVTC Student
Residence (SAES-03)
 SRVTC Adult Student Assistance
Program (SAES-04)
 Against Harassment (ADM-01)
 Non-Smoking Policy (ADM-07)
 Use of Internet (IT-01)

The Cree School Board recognizes the importance in providing a learning environment that is
safe, harmonious and conducive to the needs and well-being of all students and staff of Sabtuan
Adult Education Services.
The present Code is consistent with the following organizational values:







April 29, 2016

Respect
Excellence
Accountability
Leadership
Integrity
Teamwork
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SAES-02 / Code of ConductSabtuan Adult Education

1) General provisions
Purpose

1.1. This Code of Conduct is intended to establish rules pertaining to the conduct
expected from students enrolled in any Sabtuan Adult Education course or
program. This Code also identifies the measures to be applied when
inappropriate conduct occurs.

Application

1.2. This Code applies to situations whether they occur:
a) on School Board premises,
b) at school-authorized events or activities,
c) at any other location where a course or training is given, or
d) in any other circumstances where the incident has a direct impact on the
Cree School Board staff, students, stakeholders, etc.

Definitions

1.3. For the purposes of this Code, the following words or expressions mean:
a) Centre Director: the Centre Director of the Sabtuan Regional Vocational
Training Centre or the person responsible for any other centres;
b) bootlegging: to produce, distribute, or sell alcohol without permission or
illegally;
c) bullying: ; any direct or indirect behaviour, comment, act or gesture,
including through the use of social media, intended to injure, hurt,
oppress, intimidate or ostracize, and includes cyberbullying1;
d) drugs: an illicit or a controlled substance, as set out in the Controlled
Drugs and Substances Act and any other substance used as an
intoxicant;
e) education consultant: the Education consultant assigned to the
community where the course or program is given and where the student
is enrolled;
f)

expulsion: the exclusion of a student from a class or a program for an
indefinite period;

g) harassment: engaging in a course of improper comment or conduct that
is known or ought reasonably to be known to be unwelcome as defined
in the Policy Against Harassment (ADM-01);
h) physical assault: the intentional application of force, directly or
indirectly, in any degree at all, to a person without that person’s consent;
i)

sexual assault: non-consensual touching of a sexual nature that violates
the sexual integrity of a person;

j)

suspension: the exclusion of a student from a class or a program for a
determined period of time;

k) vandalism: deliberate damage of property.

1

Cyberbullying is the intentional harming or harassment of a person or group through the internet and other
electronic means.
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SAES-02 / Code of ConductSabtuan Adult Education

2) Expectations
General
understanding

2.1. To succeed in his studies the student must::
a) demonstrate respect and consideration for other persons and property;
b) be on time and attend all classes as per established schedule and
timetable;
c) complete all class tasks on time and be present for all scheduled
evaluations in class or outside if necessary;
d) attend special activities related to his course or program;
e) advise his teacher or the Education Consultant in advance or as soon as
possible in case of absence from class;
f)

respect the work of others; no form of plagiarism will be tolerated;

g) abide by all safety rules and wear required safety equipment in all shops
and work sites;
h) respect all Cree School Board policies and rules and inform his
dependents of them.

3) Rules
Suitable learning
environment

3.1. To ensure a suitable learning environment:
a) access to shops or classrooms before or after regular school hours is
permitted only when accompanied by the teacher;
b) access to the store keeper‘s area is not permitted;
c) food or drink is not allowed in classrooms, the library, the computer
room and workshops;
d) use of cellular phones or other similar personal electronic devices is not
allowed in classrooms, the library, in computer labs or in workshops
unless if required for pedagogical purposes;
e) during scheduled classes, student’s dependants and guests may not
access classrooms, the library, the computer labs or workshops unless
authorized and supervised;
f)

the student is responsible for the behaviour and actions of his
dependants and guests on the premises of the Cree School Board;

g) students must respect the Cree School Board policies or any other laws
when participating in a class activity whether on or off Cree School
Board premises.

April 29, 2016
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4) Behaviours subject to corrective measures
Immediate
Expulsion

4.1. The following behaviours will result in an immediate expulsion of the student
from the program of studies:
a) drug trafficking;
b) bootlegging;
c) sexual assault;
d) possession or use of a weapon (any object used, designed to be used,
or intended for use in causing injury to any person or to threaten or
intimidate any person).
4.2. The following behaviours are subject to progressive disciplinary measures
(verbal warning, written warning, suspension and expulsion):
a) bullying;
b) physical assault;
c) theft;
d) vandalism;
e) possession of or consumption of drugs;
f)

possession of or consumption of alcohol;

g) be under the influence of alcohol or drugs;
h) any behaviour that may be detrimental to the well being of others;
i)

any violation of laws and regulations (Criminal Code, Cree School Board
policies, etc.).

Exception /
gradation of
sanctions

However, a suspension or expulsion may be applied immediately depending on
the circumstances or seriousness of the incident.

Absence

4.3. In case of absence, only the following are considered legitimate or valid
reasons to be absent from class and must be declared as such in writing to the
teacher or to the education consultant:
a) medical condition for himself or his child preventing him from attending
class (doctor’s certificate may be required but is mandatory after missing
3 school days). Repeated medical absences may warrant a medical
expertise to ensure that the medical condition of the student will not
interfere with his studies;
b) unforeseen disasters (for example: fire, flood, snowstorms, etc.);
c) court appearances as a witness or otherwise for civil litigations;
d) job interviews;
e) death of an immediate family member (spouse, child, father, father-inlaw, mother, mother-in-law, grandparent, brother and sister).
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Suspension &
expulsion

4.4. Suspension of a maximum of 5 school days2 may be applied by the Centre
Director or the Coordinator of General Education or Coordinator of Vocational
Training after consultation with the Director of Adult Education. The Director of
Adult Education may suspend a student for a longer period.
Only the Director of Adult Education may expel a student.
When the security, safety and well being of the other students or staff might be
compromised by a student’s behaviour identified in this Code, the Education
Consultants and teachers may require the student to leave the class immediately
for the remainder of the day.

Notification

4.5. Any measures, interventions or sanctions taken must be documented and
included in the student’s file.
When the sanction is a suspension or an expulsion, copy of the letter is sent to
the Coordinator of Administrative Services who will in case of expulsion send
proper notifications to the concerned education consultant of the community of
origin or of the domicile of a student.

Readmitance

4.6. Any student who was expelled is subject to the conditions established in the
Policy on Admission to Adult Education Programs for his readmittance to any
course or program.

Damages /
financial
responsibility

4.7. In addition to the above, the student may be held financially responsible for
any damages caused to the Board's property.

Agreement

4.8. All students must sign the Agreement on the Code of Conduct shown in
Annex A. This Agreement is kept in the student's file.

5) Final Provision
Student staying in 5.1. When a SRVTC student is also lodged in the Student Residence, the
the residence
following applies:




Any expulsion from the Program involves his immediate eviction from
the Residence.
In case of suspension from the Program, the Centre Director in
collaboration with the Residence Manager may impose measures such
as chores and other tasks to the student.

Any measures or sanctions taken according to this Code or according to the
students residence regulations are considered jointly in dealing with the student
situation.

2

Either for the application of the gradation of sanction or pending a decision on the recommendation of expulsion to
the Director of Adult Education.
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6) Application of this Policy
Previous
provisions

6.1. This Policy replaces all other Policies of the Board pertaining to this subject,
while respecting the Council of Commissioners Policies/Ends where applicable.

Official version

6.2. The official version of this Policy is kept by the Secretary-General of the
Board.

Responsibility

6.3. Any person referred to in this Policy must abide by all its provisions and all
managers of the School Board are responsible to ensure that all its provisions
are applied and respected.
The Director of Sabtuan Adult Education Services is the person responsible for
providing support in the interpretation of this Policy and to ensure its revision
when necessary.
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Annex A

Sabtuan Adult Education Services / Code of Conduct
Student Agreement

In order to succeed in my studies and to maximize my learning experience,
I _____________________________
expectations

recognize that I have read and understand the

Printed name

and rules in the Code of Conduct Applicable to Students enrolled in Programs and Courses
offered by Sabtuan Adult Education Services and I agree to follow them;

Furthermore, I agree to fulfill my everyday duties in compliance with the course and program
and I understand that failure to do so could lead to my expulsion from the course or program;

Moreover, I understand that if I am expelled from a course or program, I may have to wait 2
years before being able to re-apply to any Sabtuan Adult Education course or program and if I
withdraw without a valid reason accepted by the Cree School Board that I may have to wait one
year and this according to the Policy on Admission to Adult Education Programs.

Signed:

Date:

**This Agreement is kept in the Student’s file and a copy is given to the Student
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