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Guide to Distance Learning

AN INTRODUCTION TO DISTANCE LEARNING
The Adult Education Centre of the Centre Frère-Moffet and L’Envol are proud to
present the service of Distance Learning. They offer you an individualized service
of quality and a personalized follow-up.
Distance learning allows you to study at home, at your own pace and at a time that
suits you best. An educator (teacher-tutor) will accompany you throughout your
learning. You may contact them by means of four different methods:
by phone
by email
by Messenger – Text – Teams
one-on-one (according to place and time agreed).

DISTANCE LEARNING REQUIREMENTS
If you have chosen to enroll in distance learning to further your education, it is
because you have certain skills essential to support the success of your learning.
Qualities such as autonomy, self-discipline, resourcefulness, and motivation will
ensure your academic success.
Adapted computer equipment (with proper programing) is one of the requirements
and conditions for your success since you will have, among other things, be
responsible to: transfer homework, communicate by video camera and/or by email.
You will also have to become familiar with the TEAMS platform because educational
follow-up will be done via this remote platform. Your educator will accompany you
throughout your learning process.
To help you in your school career, here is a foolproof tip:
DON'T PUT OFF WHAT YOU CAN DO TODAY!
Why? According to statistics, people who start their course quickly and spend six
to ten hours a week working and studying tend to have good results.

We wish you every success!
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TIMETABLE FOR THE SECRETARY OF THE DISTANCE FORMATION

Monday to
Thursday

8:15 a.m. to 3 :30 p.m.
(closed from 11:50 a.m.
to 12:50 p.m.)

819 627-9558
Ext. 2300

Eligibility
Anyone who is 16 years of age or older by June 30 can register for distance
learning.
Change of address
Any change of address must be sent to the office so that your Records of
Achievements from the MEES (Ministry of Education) can be sent to the
appropriate address. In addition, you must also inform your educator of your
change of address.
You can make a change of address by phone, mail or email at:
centre.envol@cslt.qc.ca
Guidance service
If you want to specify your professional objective or if you need information about
the prerequisite courses for the various programs of Cégep or vocational training
programs, you can make an appointment with an Academic Advisor by
contacting Ms. Linda Pelchat at 819-627-9558, ext. 2300.
SARCA (Reception Service, Referral, Advice, Accompaniment)
For all your needs or questions relating to your training, your employability, your
personal academic goals, you can make an appointment with our SARCA
representative by contacting 819-629-2144, ext. 2000.
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EDUCATIONAL SUPPORT (TEACHER/TUTOR)
When you are enrolled in a course, you are assigned a teacher.
Before starting your training, an appointment will be made with your teacher in
order to proceed with the signing of your registration, and at the same time, getting
your material and documents needed for your course, if applicable. This meeting
will allow you to start getting to know each other and help to organize your
objectives.
Although the material allows you to be autonomous in your learning, you may need
the help of your teacher. In this case, do not hesitate to contact them. They are
there to answer your questions. Before contacting them, write down your
questions and have your textbooks, paper and a pencil on hand.

Registration
Contact the Distance Learning Secretary (819-627-9558, ext. 2300) and then, the
Academic Advisor will contact you for the registration process. You can register
for only one subject at a time. When you have completed a subject, you can
register for another one.
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Expenses
It is mandatory to pay for your books before starting your course. To obtain your
books, please contact the Distance Learning Secretary.

Important
We must receive your payment before you can start your course.
Reimbursement
Non-refundable.
Time allotted for training
It is with your teacher that you will determine your schedule taking into
consideration the hours you can devote to it, regarding your family or work
constraints and your objectives. You will then create a timetable, and this will
approximate your completion date in preparation for testing. To ensure your
success and help you stay motivated, you must be willing to devote between 6 and
10 hours a week. Conversely, you should know that after 4 months of inactivity,
your file will be classified as “abandoned” and subsequently closed.
Re-enrollment
If you have dropped out of your course or exceeded the deadline, you must redo
the registration process with the Academic Advisor.
It is important to note that you cannot register
more than twice for the same subject.
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Assessment of learning
You must show photo ID to access the examination room. If you do not have it
at the time of taking your examination, you will have to reschedule your exam and
ask your teacher for new authorization.
a) Taking exams at another Centre (other than in CSSLT)
For this service, you must first contact the secretary of the Distance Learning
centre before making an appointment with the other centre in question. It is
possible that the other centre needs documents that we will have to provide.
When this is done, you will be personally responsible for contacting the
selected centre to make an appointment for your exam. You are also
responsible for the fees charged by this centre.
b) Homework
All courses include homework or may have preparation exams. As soon as
your homework is completed, you can email it to your teacher either by
scanning it or by taking a photo of your work.
REQUIRED: You must send only one assignment at a time and
wait for the result before sending the next assignment.
Normally, the correction period for your teacher is five working days (after
receiving your assignment). Corrected and annotated homework will be
returned to you as soon as possible. It is important to consider the comments
that your teacher will send you. These comments are helpful for the
understanding of your course. You will also be able to find additional
explanations provided in response to the questions you have submitted.
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c) Passing grade for a course
The passing grade of a course is set at 60%, unless otherwise stated.
d) Examination room
All exams take place in the exam room at Centre Frère-Moffet or Centre l'Envol
or in another centre and according to the schedule that your teacher will provide
for you when you are ready to take the exam.
If you are unable to attend your exam, please notify your teacher or the
Distance Learning Secretary as soon as possible.
BEFORE THE EXAM:
You must arrive at the examination room 5 minutes prior to the scheduled
time.
No lates will be tolerated.
In the examination room: cellphones, food, and beverage consumption
are prohibited.
DURING THE EXAM:
The exam room has all the necessary reference material and equipment
for the exams (example: dictionaries, grammar resources, calculators,
pencils, erasers, geometry sets, etc.).
If you need scrap paper, the supervisor will provide you with some.
However, you will need to return it to the testing supervisor before leaving
the exam room.
The testing supervisor cannot provide any additional information or
extend the time allocated for your exam.
As soon as the exam is in your possession, it is considered to have been
done and a zero mark will be awarded if it is given to the testing
supervisor without any answers or partially completed.
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If you are caught plagiarizing or cheating, you will receive a zero grade
for your exam. In addition, you may be restricted from services for the
balance of the school year.
If you are entitled to a memory aid or notes, you must respect the
guidelines and have your teacher sign the document before your exam.
e) Leaving the testing room
You cannot leave the testing room until you consider your exam “complete” or
that the allowed time period has ended.
f) After the exam
The teacher has fifteen (15) working days to send you your exam result. Exams
are the property of the MEES. Specifics cannot be discussed with the teacher
nor can details be given to the student regarding exam content. However, in
order to prepare for your rewrite, your teacher can discuss your problem areas
or general difficulties.
g) Exam retakes
You are entitled to a rewrite if you fail an exam. However, you will have to
demonstrate, to the satisfaction of your teacher, that you have mastered the
concepts and are prepared for a new exam.
If you fail a second time (for the same course), your teacher will work with you
prior to authorizing another attempt.
h) Transmission of exam results
After completing a course, you will receive a transcript of your grades from the
Ministère de l'Éducation du Québec. It can take up to four months to be
received.
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Closure policy for the Centre
When weather conditions or other events (power or water outage) creates major
difficulties that may prevent the operation of the Centre, you may find information
regarding the status of the school through accessing local radio stations, CSSLT
website (www.cslt.qc.ca) and social media networks.
Distance Learning in the summer
It is possible to continue distance learning during the summer period according
to the procedures described in this document. The number of exam sessions, on
the other hand, is more limited. It is the Distance Learning Secretary or your
teacher who will inform you of the possibility of continuing your learning
throughout the summer months.
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819 627-9558 ext. 2300

centre.envol@csslt.gouv.qc.ca

Centre L'Envol
451, Kipawa road
Témiscaming (Québec) J0Z 3R0

