Welcome to Bonavista Campus of CNA. Most of the information in
this document would have been sent to you individually, however, for
your convenience we have attached the following information:

1. Welcome Message from our Campus Manager
2. Orientation Schedule for first week on Campus
3. Individual Program Cost forms
4. Health & Dental Information
5. How to access student website
6. Information on using Teams Platform
7. Information on accessing Brightspace D2L
8. Computer Access
9. Various forms
Consent for release of information for college purposes
Consent for release of information for funding purposes
Model and Material Release – Form
10. General information such scheduled holidays, emergency numbers, etc

College of the North
Campus

Atlantic – Bonavista

CNA: Your College, Your
FALL ORIENTATION

Future
2021
Schedule of Events

Tuesday, September 7, 2021
09:00 – 09:30

Registration – Cafeteria
Name Tag
Coffee & Water in Cafeteria

09:30 – 10:15

Information Session
Welcome & Icebreaker - David
Welcome - Jamie
JAMIE - GENERAL INFORMATION SESSION (1)
• Academic Advising
• Bookstore Hours
• Cafeteria
• Class Schedule
• Student Photo IDs
• Occupational Health & Safety
• Orientation Week Activities
• Layout of Building
• Social and Recreational Activities
• Exercise Equipment
• Covid-19 updates and guidelines
TRACY - LIBRARY SERVICES
SHERRY – Medical/Dental/Payments/Registration, etc
DAVID - GENERAL INFORMATION SLIDE SHOW (support
services)
• Counseling Services
• Disability Services - Resource Facilitator
• Health and Dental Insurance
• Housing/Residence
• Peer Tutoring Program
• Registration - Online or In-Person
• Scholarships/Awards/Bursaries
• Student Aid
• Student Council
• International Students

10:15 – 10:30

•
WELLNESS - Nutrition Break
Muffins, Fruit and Juice

10:30 – 12:00

Program Orientation – Assigned Classrooms
Class Schedules/Course Outline/Booklists
Completion of Forms
• Health and Dental Insurance
• Liability Waiver
• Model and Media Release
• Consent to Release Info / Class Photo
• Emergency Response Booklet (review content)
• Complete a form: Why I decide to do this
program and what I hope it will eventually
mean for me (signature optional- instructor
collects each one and bring to Davidl)
• Something I am thankful for (signature optional
- instructor collects each one and bring to
David).

12:00 Noon

Pizza Party!

01:30 – 3:00 pm

RECREATION ACTIVITIES:
BINGO & TBA (Tracy)

Wednesday, September 8, 2021
Program related meetings for most of the Morning:
Students are with their program instructor in regular classrooms
except for times assigned below (instructors are responsible to take
their students to each location and help supervise):
08:30 – 10:00
Plumbers
Plumbers
CCAT

Payment of Fees 1
Purchase of Textbooks 2
Password Reset

Room 101 (Main Office)
Room T122 (Bookstore)
Room A115

10:30 – 12:00
CCAT
Payment of Fees 1
CCAT
Purchase of Textbooks 2
Plumbers
Password Reset
12:00-12:45 - Lunch – on your own

Room 101 (Main Office)
Room T122 (Bookstore)
Room A115

01:00 – 03:00: Students go on Bus Tour:
Bus Tour of the area and visit/identify where restaurants, churches, clubs,
grocery stores, pharmacy, light house and other points of interest.
1

PAYMENT OF FEES
If, for some reason you are unable to pay your fees at the designated time, fees may be
paid at the Main Office – Room 101 - Hours of Operation for Fee Collection: Monday –
Friday: 8:30 am – 3:00 pm. (Closed for lunch 1:00 – 2:00 pm).
2

PURCHASE OF TEXTBOOKS
If, for some reason you are unable to purchase your textbooks at the
designated time, books may be purchased at the Bookstore – Room T122 Hours of Operation for Textbook Sales: Monday - Friday: 8:30 am – 3:00
pm. (Closed for lunch 1:00 – 2:00 pm).
Important! If a student scores well in the assessment she/he
may be eligible for exemption from Mathematics AM1100.
Please note: This assessment will NOT affect student
acceptance into their program of choice.

Thursday, September 9, 2021

Program related meetings in the Morning & Afternoon
* Students are with their program instructor in regular classrooms
Regular Class Times
08:30 – 09:30

Class 1

09:30 – 10:30

Class 2

10:30 – 10:45

Nutrition Break with free Milk, Coffee, Tea & Cereal Bars

10:45 – 11:45

Class 3

11:45 – 2:20

Lunch – BBQ, Washer Toss, Board games, etc (Cafeteria)

02:30 – 03:30

Class 6

Friday, September 10, 2021

Program related meetings in the Morning & Afternoon
* Students are with their program instructor in regular classrooms
8:30 – 10:20
Regular program meetings
10:30 – 10:45

COFFEE & MUFFIN BREAK

10:45 – 12:30

Regular program meetings

Bonavista Campus Fall 2021
Frequently Asked Questions
WHEN IS THE FIRST DAY OF CLASSES?
r
September 7th
2021. Day after Labor Day.

HOW MUCH IS TUITION AND HOW DO I PAY?
Tuition and other fees can be paid at the main office, by phone, or
online through your self-service banner. Tuition fees can also be
paid through your student loan.
Tuition and Fees
Fall Semester

Tuition $726
Compulsory Fees - Plumber, CCAT $483 - (E/M $210, First Aid $125 Graduation
Audit $50 and $98 Confirmation Fee)
Tuition $726
Compulsory Fees - Business Administration $448 (E/M $300, Graduation Audit
$50 and $98 Confirmation Fee)
Tuition $490 (Late Start)
Compulsory Fees - Heavy Equipment Operator $713 (E/M $440, First Aid
$125, Graduation Audit $50 and $98 Confirmation Fee)
Health and Dental – $401.64 (yearly) - Except HEO $275.76 (Late start)
Books – Prices vary depending on program - approx. $700-$1400

WHEN DO I REGISTER?
Online registration opens on July 26 and closes on August 6th, 2021. You will be mailed a registration package
with information on registration dates, school start, costs, and tool list. You will need to complete an online
check-in on registration day September 7, 2021.
CAN I GET A STUDENT LOAN TO GO TO SCHOOL? IS THERE OTHER FUNDING?
Yes, many students get student loans to fund their post-secondary. Applications will be available online in early
June. Visit AESL Student Aid and CanLearn for information to help you plan for your postsecondary education.
https://www.cna.nl.ca/student-support/financial-assistance.aspx
If you need any assistance with the application contact David Alcock - Student Development Officer /Guidance
Counselor
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Student Aid Fact Sheet – See attachment at end of this document
Other funding may be available through Advanced Education Skills and Labour (AESL). Check with your local
office.

I HAD EXTRA SUPPORTS IN HIGH SCHOOL CAN I GET SUPPORT AT COLLEGE?
Yes. If you are a student with a disability and you will require services and supports from Accessibility Services,
start the application process early. If you indicated on your application that you are an applicant with a
documented disability, you will be contacted by the Accessibility Services Coordinator to start this process. Early
planning can help you avoid any delays in starting your program or in accessing the services and supports you will
need. If, for example, you require adaptive equipment, alternate format texts or interpreting services, at least
three months’ notice may be needed to ensure availability at the start of your program.
The Accessibility Services Coordinator (ASC) will review your documentation and discuss with you the
accommodations you can avail of in your college program. With a few exceptions, such as personal care, one on
one instruction, modified outcomes, etc., you will have access to the accommodations appropriate for your
disability. Depending on your high school, the accommodations may look a little different in college. For example,
if you qualify for a reader, you will use assistive technology such as Kurzweil or if you qualify for a scribe, you will
use a program called Dragon Naturally Speaking. When you disclose early, the ASC will discuss the
accommodations in college with you, so you are familiar with our process before your program starts.
If you need additional information, contact David Alcock - Student Development Officer /Guidance Counselor.
Lots of worthwhile information can be found on our website https://www.cna.nl.ca/student-support/accessibilityservices.aspx

IS THERE A LOT OF BOOK WORK THAT NEEDS TO BE DONE
TRADES PROGRAMS?
Yes, there is a significant amount of book work that needs to be completed. There is about half classroom theory
and related subject’s course work and about half hands-on shop training in programs in the Schools of Industrial
Trades. In addition to completing theory, you will also do courses in Math, Communications, Computers,
Workplace Essentials, etc. The pass mark for all course is 70%. Students are allowed two rewrites per semester
(one for intersession) if they meet certain conditions. For more information on rewrites in the school of Industrial
Trades, see Policy AC-117 and Procedure AC-117-PR on the CNA website.
Check out the Industrial Training site for your specific Program Plan of Training and you will see what courses are
required. https://www.aesl.gov.nl.ca/app/plans.html
CULINARY ARTS PROGRAMS?
Yes, there is a significant amount of book work that needs to be completed. The Cultural Culinary Arts and
Tourism program in the School of and Academics, Applied Arts & Tourism includes approximately 50% classroom
theory and related subject’s course work and approximately 50% hands-on training in the Culinary Lab.
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BUSINESS PROGRAMS
Yes, there is a significant amount of book work that needs to be completed. The Business Administration program
in the School of Business & Information Technology includes online classroom theory and related subject’s
courses.
DO I HAVE TO PAY THE HEALTH AND DENTAL FEE?
College of the North Atlantic is pleased to offer full-time students with a health and dental
insurance plan. This plan is mandatory for full-time students enrolled in a college program
for 15 weeks or more in the academic year. With this plan, students will have access to
drug, extended medical and dental insurance coverage. Qualified students are
automatically charged for this coverage. If you do not want this insurance, it is your responsibility as a
student to decline the coverage through the Student Self Service portal. Only students who provide proof of
alternate health and dental coverage will be allowed to opt out during the enrollment period. Also, students
have the option to add family coverage (spouse/partner and dependents) during the enrollment period or
before these deadline dates: October 5th, 2021.

HOW DO I OPT OUT OF THE COLLEGE’S HEALTH AND DENTAL PLAN?
The college offers a Health and Dental plan that is compulsory for full time students enrolled in a program of
fifteen (15) weeks or longer. All students “must” indicate their intention for the Health and Dental plan (eg: opting
out or enrollment in single or family coverage). Your Health and Dental options must be completed online via selfservice as soon as possible to ensure the proper fees are calculated on your student financial account. Please log
into Student Self Service and use the following navigation to make the necessary selections to your health and
dental coverage: Self Service > Health Dental Plan Options.
Note: If you want to opt out, you will need to provide existing proof of coverage (ie: policy number, insurance
provider and plan member/Policy holder) when completing the online opt out request.
Failure to update your health and dental options during the health and dental enrollment period will result in an
automatic enrollment in single health and single dental and the applicable fees will be assessed to your student
financial account.
The benefits coverage is from September 2021 - August 31st, 2022 (regardless of when your programs ends). For
further information, contact: Sue Anne Smith (709) 346-7297 email: sueannesmith@cna.nl.ca
For Health ID cards and Plan information https://www.cna.nl.ca/student-support/health-and-dental.aspx

WHAT IS THE CLASS SIZE?
The maximum class size for the Plumber, HEO and CCAT programs at Bonavista Campus is 10 – 16. The maximum
class size is 5 for the Business Administration Certificate program.
WHERE CAN I LIVE?
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We are happy to be able to provide you with a list of potential accommodations in our area. This list will be
updated during the summer months. The Link is posted below.
Please note - All off-campus housing listings are provided “as is” with no guarantee as to the accuracy or timeliness
of any information provided. College of the North Atlantic is not responsible for any losses as a result of use of the
listing service or any losses as a result of errors or omissions in a listing or other content.
https://www.cna.nl.ca/explore-our-campuses/Bonavista.aspx

DO I NEED MY TOOLS ON THE FIRST DAY?
No, you will not need your tools on the first day. During your first weeks at school you will be completing
classroom work in courses such as shop safety. These need to be completed before you will be allowed in the
shops. We suggest you not buy your tools until you have met with your instructor to determine when they will be
needed.

WHAT ARE THE HOURS OF SCHOOL?
Classes normally run from 8:30 am. to 3:30 pm. - Monday – Friday.

IS THERE A CAFETERIA SERVICE AT THE CAMPUS?
No cafeteria service on campus. Microwave and vending machines are onsite.

Bookstore Services
WHEN DO I BUY BOOKS?
The bookstore is open Monday-Friday. Hours of operation will be posted. No books should be purchased until
after you go to your first class. If you are buying secondhand books, please check the edition number.
Please see our Storekeeper, Pamela Whiffen, for further information.

Student Counselling/ Student Development Services
Counsellors at College of the North Atlantic provide individual and/or group counselling to current students.
Counsellors at College of the North Atlantic can also provide individual and/or group counselling to prospective
students by appointment.
1. Student Council
2. Student Aid Contact – assistance with student loan application
3. Peer Tutoring - Information on receiving tutoring or becoming a Tutor is normally available at
Student Services in Room T120, however, we hope these will also be available online for
September. Students will complete appropriate forms, take them to their instructors for referral,
and return them to Student Services. This process may be followed using hard copy or electronic
format with more details to follow.
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If you need additional information, contact David Alcock - Student Development Officer /Guidance Counselor.

Library Services:
Open Monday to Friday 8:30 am.-4:30 pm.

WILL I HAVE A COLLEGE EMAIL?
College of the North Atlantic provides a webmail account for every student and can be accessed by visiting
http://webmail.cna.nl.ca/
Students are strongly encouraged to access their college e-mail accounts regularly. Important information will be
sent throughout the academic year. It is the student’s responsibility to check their webmail regularly. Failure to
do so will result in missed information.
WHAT SCHOLARSHIPS AND AWARDS ARE AVAILABLE?
College of the North Atlantic offers' opportunities to students in many programs to compete for a variety of
provincial and campus-specific achievement awards, scholarships, bursaries, prizes, and graduation awards. The
application deadline date for most scholarships is mid-January.
Information on CNA awards can be found at http://www.cna.nl.ca/awards. Applications ca also be accessed by
visiting this website. In addition, information about these scholarships, awards, and bursaries are advertised by
displaying them on the bulletin board and/or table outside of the library as well as the Campus TV Screen, through
e-mail, and Bonavista Campus’ Facebook page.
If you need additional information, contact David Alcock - Student Development Officer /Guidance Counselor.

WHERE DO I GO IF I NEED A COPY OF MY TRANSCRIPT?
Check with the main office A101. This is where you will find answers to your questions on your program. This
includes program, registration, tuition, fees, posting of grades, exemptions, issuing of transcripts, as well as a
variety of other information.

I HAVE SOME COURSES COMPLETED. HOW CAN I GET AN EXEMPTION?
Students will need to fill out an exemption form with proof of completion and your instructor will determine if an
exemption can be granted. You may be able to receive an exemption from the first semester math (AM1101)
following the successful completion of the placement test. This placement testing will take place the first two
weeks of school.
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STUDENT COUNCIL
Each campus will have a student representative council. Members will be needed again this year and are an
integral part of student life on campus. You are encouraged to be a part of the campus student council, (CNASU).
Each campus elects' members at the beginning of each academic year. The CNASU is governed by a constitution
and has a responsibility for planning and organizing various extra-curricular activities on behalf of the student
body. The CNASU also has an advisor on behalf of Student Services which, at the Bonavista Campus, is the Student
Development Officer (SDO). Council Positions include President, Vice President, and Secretary. Also, each program
may elect, or otherwise have appointed, at least one student to serve as a Class Representative.
If you need additional information or are interested in running for a position on the CNASU – Bonavista Campus,
please contact David Alcock - Student Development Officer /Guidance Counselor.
MEET THE INSTRUCTIONAL STAFF
Pre-employment Plumber Program – Instructor – Jamie Squires email: jamie.squires@cna.nl.ca
Advanced Plumber Program – Instructor – Richard Briffett email: richard.briffett@cna.nl.ca
Cultural Culinary Arts and Tourism Program – Instructor – email: katie.hayes@cna.nl.ca
Cultural Culinary Arts and Tourism Program – Instructional Assistant – TBA
Heavy Equipment Operator Program – Ivan Wiseman
Trades Related Courses – Instructor – Stephanie Shirran
Trades Related Courses (Math) – Instructor – Dean Holloway
CAMPUS CONTACTS
Main Office:
Main Office:
Student Development/
Guidance Counsellor:
Resource Facilitator:
Library Services:
Computer Support:
Bookstore:

Lacey Norman (709) 468-1700 email: lacey.norman@cna.nl.ca
Sherry-Lee Burt (709) 468-1702 email: sherry.burt@cna.nl.ca
David Alcock (709) 468-1725 email: david.alcock@cna.nl.ca
Rick Dalton (709) 468-1734 email: rick.dalton@cna.nl.ca
Tracy Mouland (709) 468-1716 email: tracy.mouland@cna.nl.ca
Brian Hayward (709) 468-1717 email: brian.hayward@cna.nl.ca
Pamela Whiffen (709) 468-1724 email: pamela.whiffen@cna.nl.ca

Accessibility Services Coordinator:
Dawn Brushett (709) 891-5621 email: dawn.brushett@cna.nl.ca
Campus Manager:

Jamie Best (709) 468-1704 email: jamie.best@cna.nl.ca
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TOWN OF BONAVISTA
Check out what the town has to offer at http://townofbonavista.com/

WHERE CAN I EAT?
Some restaurants around town
Restaurant

Contact

Bonavista Bicycle Picnics & Café (Seasonal)

692-1210

Bonavista Social Club (Seasonal)

445-5556

Bonabooch Kombucha Co.

###

BonApetite (Seasonal – Food truck)

468-4492

The Boreal Diner (Seasonal)

476-2330

Hotel Bonavista

468-1900

Little Dairy King (Seasonal)

468-2820

Marsh’s Take-out

468-2639

KCK take out (seasonal food truck)

470-0689

Mary Browns

468-5444

Mifflin’s Tea Room

468-2636

Nanny’s Rootcellar Kitchen (Elliston)

468-7998

Oceanview Restaurant & Dairy Bar

468-7771

P.K.’s Restaurant, Take-Out & Diner

468-2828

Puffin Café (Seasonal-Elliston)
Ragged Rocks Gastropub (Seasonal)

468-7678

Robin’s Donuts

468-7613

Sea Breeze (Seasonal -Elliston)

468-2255

Skippers Restaurant (Seasonal)

468-7982

Subway

468-7819

Walkham’s Gate Pub & Coffee Shop

468-7004
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SCHOOL OF INDUSTRIAL TRADES - WHAT DO YOU MEAN BY A RED SEAL PROGRAM AND APPRENTICESHIP?
For Red Seal programs such as Plumber and Cook (CCAT year 1) you can work through an apprenticeship program
and block levels until you reach journeyperson status. Following the completion of your first year of training and
when you secure employment in your trade area you will then register with Industrial Training as an apprentice
and start a logbook. You will be required to complete a certain number of hours of work to advance through the
apprenticeship blocks. Each block requires work hours and advanced training and a block exam (between 6 - 8
weeks of advanced school training per block). Following the successful completion of all blocks, a journeyperson
exam can be written. After successfully passing this exam (70% needed) you will receive a Red Seal endorsement
and your qualifications will be recognized nationally – Interprovincial Certification. Apprenticeship training can
range from 1-5 years with the average being 4 (7200 hours of work /school experience required to write
Interprovincial red Seal Exam).

Bonavista Campus
301 Confederation Drive
Bonavista, NL A0C 1B0
Tel: 709.468.1700 Fax: 709.468.2004

Like us on Facebook @ College of the North Atlantic-Bonavista Campus
Explore our campus https://www.cna.nl.ca/explore-our-campuses/Bonavista.aspx
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StudentAidNL
Online Application:
www.gov.nl.ca/education/studentaid
Under “Your Account”, you will be required to
create a Username & Password.

How to Get Your Loan:
In order to receive student loan/grant funding,
new applicants requiring a Master Student
Financial Assistance Agreement (MSFAA)
must follow an online process that will
generally take about 20 minutes to complete.

You will need:
1. Social Insurance Number.
2. Your income (and parental or spousal
income, if applicable) from line 15000 of the
2020 Income Tax Notice Assessment.
3. Student with dependants require names, birth
dates and Social Insurance Numbers (not
necessarily required)
4. Parents’ date of birth, Social Insurance
Numbers and postal codes (for dependent
students only).
5. Ensure you enter your full name as it appears
on your Social Insurance Number card or
document.
6. Provide complete mailing address – this is
where we will send correspondence.
7. Provide email address that is frequently used.
Student Loan Application (and
supplementary information) must include:
1. Application (online).
2. Income Confirmation Form (submitted the first
day of class or no later than 8 weeks after. If
you apply for a loan after classes begin, the
Income Confirmation Form is not required).
3. If applying as a student with a permanent
disability, you must submit the Verification
for Eligibility Form for Students with
Permanent Disabilities available at:
www.gov.nl.ca/education/studentaid/disabilits
Depending on your current student status,
there may be other forms and supporting
documents required Please keep copies of
all documents!
Student Loans – Important Information
4. Online applications are processed within 15
business days if all required forms and
documentation has been received.

Within 1-2 business days from the date of
receiving the Notice of Assessment,
StudentAidNL will send first-time students an
email advising that their unique 10-digit
MSFAA number has been uploaded to their
online account. Students simply log onto their
account to obtain the MSFAA number. They
will also receive an email from the National
Student Loans Service Centre (NSLSC) with
the subject line “Register now to set up your
online account” including a link to begin the
online process. Students are then ready to
proceed with registering their MSFAA number.

Before proceeding with the registration
process, students must ensure they have the
following information readily available:
1. Bank account information - including
transit number, institution number and
account number;
2. Social Insurance Number (SIN);
3. Unique 10 digit MSFAA number
(located in your online Student Aid
account once assessed); and
4. Date of Birth.
The registration process will need to be
completed in one session. The process
includes:
5. linking into the NSLSC website and
confirming identity;
6. registering for an online NSLSC
account, once identity has been
confirmed; and
7. completing the online MSFAA upon
successfully registering for an online
NSLSC account.
Contact Information for StudentAidNL

Be sure to include your full
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5. Deadline to apply – 8 weeks after the first day
of classes.
6. You are encouraged to enroll in a 100%
course load as this will provide maximum
benefits for reducing your debt upon
graduation (see website for Debt Reduction
Grants).
7. Appeal deadline is 8 weeks prior to the period
of study end date.

name, date of birth and the last 3
digits of SIN when contacting SFS.
Questions:
studentaidenquiry@gov.nl.ca
Document Submission:
studentaidmailbox@gov.nl.ca
Telephone: (709) 729-5849 or
1-888-657-0800
Fax:
Mailing:

1- (709) 729-2298
Student Financial Services
Department of Education
Box 8700

St. John’s, NL A1B 4J6
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BONAVISTA CAMPUS
PROGRAM INFORMATION 2021-2022
Name of Program: Heavy Equipment Operator

Year: 1 of 1

Semester
Fall

Start Date
Oct. 18/21

End Date
Dec. 22/21

# of
Weeks
10

Tuition
Costs
$490

Compulsory
Fees
$713

Book Costs
$668

Health &
Dental Fees
$291.68

Supply
Costs
$500

Computer
Costs
$1114

Paid Work
Term
No

Winter

Jan. 4/22

Apr. 29/22

17

$726

$660

0

0

0

0

No

NOTE: ALL COSTS AND DATES ARE SUBJECT TO CHANGE WITHOUT NOTICE.

Compulsory Fees include:
Fall
Equipment/Materials Fee ($440); Confirmation Fee ($98); First Aid ($125); Academic Audit ($50)
Winter
Equipment/Materials Fee ($660)
SUPPLIES STUDENTS REQUIRED TO PURCHASE: (Approximately $2100)

Hard hat (CSA Z94.1-05, Type 2 Class E); steel toe safety boots (CSA Z195-02); gloves; safety glasses (CSA Z94.3, Class 1); coveralls (CSA Z96.09 Class II Level II 100%
Cotton); Traffic safety vest (CAS Z96-09 Class II Level II)
calculator
Computer (See Details)

EXTRA CERTIFICATIONS REQUIRED: (Not payable to CNA and not included in above costs)
Motor Registration Driver Test Fee ($130)
Medical ($40)
Commercial Road Test ($130)

SCHEDULED HOLIDAYS FOR 2021-2022 ARE:
October 11, November 11 & 12, Christmas Break December 23 -January 3, Winter Semester Break from February 4 & 7, Reading Break from March 7-11, April 15, May 23, June
27, July 1

BONAVISTA CAMPUS
In Fall 2021, all CNA students will be expected to have their own computer for use in their program of studies. All programs do not have the same
technology requirements, so the College has identified four levels of computers based on the technology used throughout your entire program of
studies. You can purchase any device as long as it meets the specific minimum hardware requirements for your program.
Technology and connectivity could come through a desktop, laptop or tablet but must meet the program technology requirements. For portability
and productivity reasons, the College recommends purchasing laptop devices.
All students must have access to the internet to allow for a full educational experience. Students may access free Wi-Fi when working on Campus.
Below are the requirements for the Heavy Equipment Operator program:
Model A
Processor
Operating System
Memory
Hard Drive
Optical Device
Wireless LAN
Network
Collaboration

Video Card
Expansion Ports
Mac Users

Minimum
Multi Core (i5)
Windows 10 - Security Updates Applied
8 GB or more
250 GB or more
DVD-RW (optional)
Wi-Fi wireless ac
Gigabit Ethernet (optional)
Web cam
Headphones
Microphone
Display
External Display port, External Microphone/Line-In,
Headphone/Line out, USB, HDMI
Although a PC is recommended, if you choose to bring an
Apple (MacIntosh) computer,
please ensure that you have Boot Camp installed as well as
Windows 10 to enable your device to run in Windows
Mode

Product costs
May vary by brand and where purchased. Estimated cost for Model A Laptop requirement is $1114; Logitech Webcam-$115, Headset-$9

Accessing Student Webmail
USING YOUR BROWSER
Step 1:
Visit http://www.cna.nl.ca/MyCNA
Step 2:
Click on “Webmail Access”
Step 3:
Enter your username and password in this format:
Username: firstname.lastname##@ed.cna.nl.ca
Password: dd-Mmm-YYYY
• ## is the last two digits of your student number
• Password is your date of birth
(i.e., 23-April-1999 or 5-Dec-1999)

www.cna.nl.ca | 1 888 982 2268

Accessing Student Webmail
USING THROUGH THE OUTLOOK APP ON YOUR PHONE
Step 1: Visit the App Store and download “Outlook”
Step 2: Enter your college email and select “Sign In with Office 365”
Step 3: You will be forwarded to a page where it will prompt you to
enter your password for your college email. Enter the password and
press “Sign In with Office 365”
Step 4: A message should pop up asking you to either turn on or
off notifications; turn it on so you get a notification when you get
an email. Your e-mail is now set-up! The orange circle is the college
email and if you click the one in under it you can add another email
such as a personal.
Step 1:

Step 2:

www.cna.nl.ca | 1 888 982 2268

Step 3:

Step 4:

This manual will show you how to access and setup Microsoft Teams.

TABLE OF CONTENTS

1.0 GET CONNECTED – MICROSOFT TEAMS ...................................................................................... 1
1.1 USING THE TEAMS WEB CLIENT ........................................................................................................................... 2
1.2 GETTING THE TEAM DESKTOP APP...................................................................................................................... 3
1.3 CREATING A TEAM ................................................................................................................................................... 4
1.4 ADDING STUDENTS TO A TEAM ........................................................................................................................... 6

IMPORTANT:
 There are two versions of Microsoft Teams, Web Client and Desktop App. If
you plan to use Microsoft Teams for sharing your desktop you will need to
use the Desktop App.

i

1.0

GET CONNECTED
MICROSOFT TEAMS

1.1 USING THE TEAMS WEB CLIENT

1. Open your web browser.
2. Go to https://webmail.cna.nl.ca
3. Click on Student Office 365 login.

4. Login with your college login information if required.
5. Look to see if the Teams icon is present (if it is you have teams enabled).

6. Click on the Teams link. You may need to login again depending on your computer settings.
7. You will now see a list of all the teams that you are a member of in the teams client. NOTE: While there are
many things you can do using the teams web client, the desktop client offers much more functionality

2

1.2 GETTING THE TEAMS DESKTOP APP

1. Login to the Microsoft Teams Web Client (See Section 1.1 Using the Teams Web Client).
2. In the lower left corner of the page you will see the Download Desktop app link.

3. Click on the link and follow the installation instructions. NOTE: As this is a Microsoft Product offered
through the Microsoft store, you will not require administrator permissions to do this. (You can do this
yourself)
4. Launch and install the downloaded Teams Desktop Client. Login if required.

5. Login if required.
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1.3 CREATING A TEAM

1. Connect to Teams using a Microsoft Teams client (desktop or web)
2. Click on the Teams icon on the left of the screen.

You should see a list of all the teams you have access to, if you don’t you are likely in an existing team. If
this is the case click on the all teams link near the top left of the page.
3. Click on the Join or Create Team button in the upper right of the page.

4. Click on the Create a Team icon that appears.
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5. Here you will get to choose from 4 different types of teams, I would suggest using the Class one for now.
Click on the Class icon.

6. Enter your Team Name in the dialog box that appears (course number and semester will work) (ex DL1000
Fall19) then add a description if you wish and click Next.

7. Click SKIP on Adding People to your team for now, as we will add team members in Section 1.4.
8. You should now be in your new team.
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1.4 ADDING STUDENTS TO A TEAM

1. Connect to teams using a Microsoft Teams Client (Web Client or Desktop App).
2. Click on Teams, then click on the team you want to add students to.

3. On the left side of the page look for the name of the team with a square icon over it.

4. Click on the .

. . button next to the team name.

6
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5. Select Manage Team from the list.

6. You should now see a team with all Team Owners listed.

If there are already members of your team (Members and guests (x) is not 0) you should ensure that you
have expanded the members and guests section by making sure the
icon is pointed down.
7. Click on the Add Member button.

8. Select the Student tab on the dialog box.
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9. Start typing the name of the student you are looking to add and select the student from the list that
populates. You can add as many students as you like here, then click Add.

IMPORTANT: If there are multiple students with the same name you must check that the last digits of the
student’s student number matches the last digits in the email address on the list.
10. Click Close when you are done.
11. The Members and Guest (x) should now have updated to include the number of students you just added.

12. Expand the Members and Guests section to ensure that the students have been added.
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Accessing and Navigating your Online Course
Go to dls.cna.nl.ca
Accessing your Online Course

Click Course Login on the Distributed Learning website to access your course(s) via
Brightspace (D2L).
Your login credentials will be the same as your webmail access.
Click Continue to Login and use your full CNA email address and your password.

Navigating your Online Course

Go to the Distributed Learning webpage Using Brightspace
(https://dls.cna.nl.ca/current/using_brightspace.shtml) for information on navigating
your course. While there, watch the DL Know How - Accessing & Navigating your
Online Course video for step by step instructions, tips and much more!

Problems logging in? Contact the DL Helpdesk
Phone: 1-877-465-2250, Option 1 Email: dlshelp@cna.nl.ca
Chat: click ‘Live Chat’ on dls.cna.nl.ca

You can also download the Brightspace
D2L ‘Pulse’ App
Available for iPhone, Android and BlackBerry
Brightspace Pulse is an app you download that will
allow you to login into your D2L courses. Download it
for free and stay connected wherever you go.
Details are available on the website:
https://dls.cna.nl.ca/current/Online_App.shtml

www.cna.nl.ca | 1 888 982 2268

Consent for Release of Personal Information
The Access to Information and Protection of Privacy Act (ATIPP Act 2015) restricts the release of personal information
without the informed consent of the person to whom it relates. Students who wish to have specific personal
information released to any third party must complete and sign this form. Completion of this form does not grant
advocacy rights on behalf of the student.
Please complete a separate form for each request. Student Services has a different form you will need to sign if you
wish to release personal information to funding agencies.

I, (print name)

, Student #

a student of the

,

program at College of the

North Atlantic _____________________________________________________ campus hereby authorize
the College to release the following information:










Name
Student Number
Contact Information (address, telephone number, e-mail address)
Financial Information (records of payment, non-payment, fraudulent payment)
Grades
Attendance
Progress Reports
Other

This personal information may be released to (choose one):

 Name:
 Any Prospective Employer
 Other (please specify)

Relationship:

For the purpose of (optional):
This consent will expire each year on August 31st. You may withdraw or amend your consent at any time
by notifying the College in writing.
College of the North Atlantic is an educational body of the Government of Newfoundland and Labrador, and is therefore subject to the Access to
Information and Protection of Privacy Act (ATIPP Act 2015). The Registrar’s Office is collecting your personal information to process your Consent
to Release Personal Information. It will only be used for this purpose. Personal information will only be disclosed as required to do so by law. This
personal information is collected under the authority of the College Act 1996 (SNL1995, Chapter C-22.1). Collected personal information will be
stored in accordance with our normal network and information security measures. For further information about the collection and use of this
information please contact the College’s Registrar at 709-643-0827. For more information about the ATIPP Act please visit
http://www.cna.nl.ca/About/Your-Privacy.aspx.

I have read and understand the privacy statement above and consent to the collection and use of this
personal information.
Student Signature:

Date:

Signature of Witness:

Date:

(Witness cannot be a family member)
SS-REG-AGREE-007-17-08-22

Consent for Release of Personal Information
(Funding Agencies)
The Access to Information and Protection of Privacy Act (ATIPP Act 2015) restricts the release of personal
information without the informed consent of the person to whom it relates. Students who wish to have
specific personal information released to a funding agency must complete and sign this form.
I, (print name)

, Student #

,

have been accepted into/am currently a student of the
program at College of the North Atlantic _____________________________________________________
campus hereby authorize the College to release the following information:







Name
Student Number
Contact Information (address, telephone number, e-mail address)
Financial Information (records of payment, non-payment, fraudulent payment)
Academic Information (course schedules, grades, attendance records, copies of academic warnings)

This personal information may be released to (check all that apply):
 Workplace NL
 Department of Immigration, Skills and Labour
 Aboriginal Funding Agency (please specify)
 Other Funding Agency (please specify)
This consent is valid for the duration of the program noted above. You may withdraw or amend your
consent at any time by notifying the College in writing. Your sponsor will be notified that you have
withdrawn or amended your consent when you have done so. Please consult with your sponsor about the
effects of refusal or withdrawing consent. College of the North Atlantic cannot and will not advise you
about these effects. The College takes no responsibility for the sponsor’s actions, whether refusal to pay
or limitation of benefits or withdrawal of funding, as a result of your refusal to sign this consent form or
later withdrawal or amendment of your consent.
College of the North Atlantic is an educational body of the Government of Newfoundland and Labrador, and is therefore subject to the Access to
Information and Protection of Privacy Act (ATIPP Act 2015). The Registrar’s Office is collecting your personal information to process your Consent
to Release Personal Information. It will only be used for this purpose. Personal information will only be disclosed as required to do so by law. This
personal information is collected under the authority of the College Act 1996 (SNL1995, Chapter C-22.1). Collected personal information will be
stored in accordance with our normal network and information security measures. For further information about the collection and use of this
information please contact the College’s Registrar at 709-643-0827. For more information about the ATIPP Act please visit
http://www.cna.nl.ca/About/Your-Privacy.aspx.

I have read and understand the privacy statement above and consent to the collection and use of this
personal information.
Student Signature:

Date:

Signature of Witness:

Date:

(Witness cannot be a family member)

SS-REG-AGREE-006-20-09-02

Model and Material Release
For good and valuable consideration, the receipt of which is hereby acknowledged, I hereby
consent to the photographing of myself and/or the recording of my voice and the use of these
photographs and/or recordings singularly or in conjunction with other photographs and/or
recordings for advertising, publicity, commercial or other business purposes. I understand that
the term “photograph” as used herein encompasses both still photographs and motion picture
footage.
I further consent to the reproduction and/or authorization by College of the North Atlantic to
reproduce and use said photographs and/or recordings of my voice, for use in all domestic and
foreign markets. Furthermore, I understand that others, with or without consent of College of
the North Atlantic, may use and/or reproduce such photographs and recordings.
I hereby release College of the North Atlantic, and any of its associated or affiliated companies,
their directors, officers, agents, employees and customers, and appointed advertising agencies,
their directors, officers, agents and employees from all claims of every kind on account of such
use.
Dated in the City/Town of ________________________, in the Province of Newfoundland and
Labrador, this _____ day of ____________________, A.D., 2020.
Model Name: ___________________________ Witness’ Name:

______________________

Signature:

______________________

___________________________ Signature:

Optional Information:
Address:

________________________________ Telephone: ______________________
________________________________
________________________________

