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Welcome to William Academy Online! 

At William Academy, we believe that every student can succeed given the right support and 

encouragement.  We want to establish a school with reputation of “care, encouragement, and academic 

excellence”. Our goal is to inspire our students to become better learners, leaders and human beings by 

the time they leave.  As such, every action that we take as a school is meant to reflect this emphasis on 

educating the students that have been left in our care. Consistent practices mesh with the aim of a well-
organized and well-run school.  

 

The mission of our school is to provide students with a challenging education and love of learning which 

allows them to reach their academic potential, develop confidence and character through artistic and 

sporting pursuits, inspire others, and make valued contributions to our global community. 

 

 

 

1. Make sure you meet the minimum hardware requirements for your course: 

To effectively participate in the online learning environment, the student should have access to the 

following hardware and software. 

 

a. An IBM compatible PC with Pentium II500MHz and above, with XP operating system or 

better 

b. MACPower PC, G3 233 MHzmachines or better, with OS X latest version 

c. Both PCs and Macs should have a sound card with speakers or headphones and a 

microphone for teacher/student conferencing 

d. Internet connection (broadband speed preferred but a dial up connection will be sufficient 

e. Screen resolution: at least 800 x 600 (min. 1024 x 768 recommended) 

f. Memory: minimum 500 MB or above 

 

Some courses also require students to scan work and upload their work into the school’s Dropbox 

or take photos of their lab results.  Students must either have access to a Smart Phone that is 

capable of taking photographs or a traditional scanner.  If the student does not have access to a 

scanner, one is available at the school for student use.  Please contact 
support@williamacademyonline.ca if you require this service. 

 

 

 
Getting Started 

mailto:support@williamacademyonline.ca
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2. Go to www.williamacademyonline.ca and click Register Now at the top of the home page. 

 

 

3. Choose your username and password, and fill in all of the fields with a red * next to them. Please 

make sure your contact details are the most up-to-date so we can reach out to you if there’s 

something important you should know. 

 

 

 

 

 

 

http://www.williamacademyonline.ca/
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4. Check the box that says Send these credentials via e-mail.  

 

 

This will make sure that you have a copy of your username and password. 

 

5. Click Register.  

a. Once you are registered, you will have access to William Academy Online and the Learning 

Management System and can log in and look around.  

b. Your courses will be available to you within 12 to 24 hours once your site registration has 

been confirmed by our administrative team. 

 

6. Log In. 

 

7. Your courses will appear in 2 places, on the left hand panel under My Courses, and on the 

Dashboard. 

 

 

 

a. You can click on the courses under My Courses any time to get to a class.  



5 
 

b. You can click on the Dashboard at any time to see classes you are enrolled in and enter 

them from there. 

c. Courses on the home page are just a listing of our offerings and you are unable to do them 

unless you have been enrolled. However, you are free to view them as they are. 

 

8. Inside of each course you are able to view your grades. 
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9. You can view your profile by clicking on your name. 

              

a. Once you have clicked on your profile, you can use the Edit feature to update your personal 

information, such as hobbies and interests, and add a photo of yourself. We highly 

recommend this, as you may have to work with peers in your course or communicate 

directly with your teacher, and this will help the interaction go smoothly. 
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10. You can click the message icon to communicate directly with people. You just need to type in their 

name and select it from the list. 

 

 

Now that you’re logged in, take a look around or get started on your course! The rest of the controls are 

really easy from here on out! 
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It is the duty and responsibility of the principal to enforce the consequences when individuals do not 

obey the standards of conduct expected of all people within the school community.  The school reserves 

the right to inspect any online communications and files stored by Moodle, the school’s Learning 

Management System.  Contents that the school deems to be inappropriate will be removed and further 

disciplinary action may occur.  Malicious LMS network damage, interference and mischief will be 

reported to the appropriate authorities and any attempt to impersonate another user, destroy data or 

vandalize student profiles will be taken very seriously and may result in the termination of registration 

or suspension of the perpetrator. 

1. Acceptable Use Policy 

Student recognize that the primary purpose of the school website is for learning.  The following 

are the terms of agreement for using the school facilities and reflect the values and rules: 

1. Students will not seek out or transmit materials that are racist, sexist, 

pornographic, homophobic, or dangerous, that contain portrayals of illegal acts, or 

that are against other William Academy policies. 

2. Students will immediately report to a teacher the accidental discovery of any 

material mentioned above. 

3. To avoid possible computer viruses, students will not submit any executable files in 

the assignment Dropbox or upload any onto the school discussion forums. 

4. Students will NOT give out personal information such as address, telephone 

number, or parents’ work numbers without the permission of the teacher.  In 

addition, students will not give out personal information about other people. 

5. Students will make absolutely sure that their communications on-line or through 

the use of email are research-related, respectful, responsible and ethical. 

Contravention to the acceptable use policy may lead to a possible suspension or expulsion from the 
school. 

 

 

 

 
User Policies and Student Conduct  
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2. Respect in the Virtual Classroom and Maintaining a Safe School Environment 

 

As reflected in WA Acceptable Use Policy and its Code of Conduct, William Academy intends to 

provide and maintain a safe environment in which leaning can occur. Protection of a person’s 

dignity and self-esteem is critical. 

 

1. All students of William Academy, whether they are full-time or part-time, are 

expected to treat their teachers and fellow students with respect in all interactions 

online and offline.  

2. All students will accept the authority of the teachers and all teachers will 

demonstrate respect for all students. 

3. No form of discrimination is tolerated in the virtual learning environment. This 

includes but is not limited to the use of racial epithets, homophobic or sexist 

speech, insults relating to mental ability, et cetera.  

4. Threats, remarks, abuse, or harassment by any individual which impairs the health 

and welfare of any student or staff member is not permitted and is to be reported to 

the Principal immediately.   

5. Pictures used for profiles or other assignments should be inoffensive in nature, and 

therefore should not include gang signs, swear words (in any language), depictions 

of blood, gore, or violence, or drug/alcohol related imagery. 

6. The Principal will discipline the student using a variety of means including 

counselling and contacting home. Violation of any of the above rules may also result 

in suspension and/or expulsion from William Academy Online without warning or 

refund. 

 

3. Plagiarism 

1. All student work will be original. Plagiarism includes the following: 

3.1.1. Borrowing from someone else (When you borrow another writer’s 

words and/or ideas and include them in your work, you must 

acknowledge this whether it is a direct quotation or a restatement of an 

idea). 

3.1.2. Downloading all or part from the Internet 



10 
 

3.1.3. Copying from a book or other source 

3.1.4. Buying 

3.1.5. Letting others do your work for you or help you too much 

2. 1st offence: Zero as a placeholder, parent contact, conference with Principal  

3. 2nd offence or more: Zero as a placeholder, possible withholding of credit,  

conference with principal/Vice-Principal suspension and possible removal from 

course. 

 

4. Assignment Submission 

1. Students must submit the assignments in the given dropbox for each assignment. 

Attaching the assignment to a teacher for submission is only acceptable in cases 

where there is a technical malfunction or at the direct request of the teacher. 

2. .pages and Keynote files are not accepted file formats for assignments and will not 

be viewable to your teacher. This means if you are using an Apple computer, we 

advise you to use Microsoft Office or Google Docs to create your assignments.  

 

5. Applications and Attendance for Full Time Students 

1. Students who are full time students of William Academy must apply to a course 

through Guidance, who will forward the registration paperwork to the Director and 

Principal for approval. Once the registration form is complete, a new folder for the 

student will be kept and updated as needed. 

2. Students will be given 1 semester (approximately 3 months) to complete their 

online course, and must acknowledge their understanding of their roles and 

responsibilities. 

3. Graded reports will be released according to registered reporting periods. 

4. Students are expected to log in at least once daily and use their given time 

exclusively for their online course. Students will use a given class period to do work 

in their online courses. 

 

6. Attendance and Reporting for Part-Time Students 

1. Part-time students are students who are enrolled full-time at another school, and 

are registered for courses with William Academy Online. Part-time students may be 

enrolled and registered by the Registrar. 
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2. Part-time students will have no more than 6 months to complete their course.  

3. Should a student require longer than 6 months to complete their course, they must 

notify the Registrar in writing and state their reasoning. If the reasoning is not 

sound, the school will not grant the extension, and the course will be recorded as 

incomplete/failed (depending on the nature of the credit). 

4. Part-time students must submit proof that they are enrolled in full-time schooling 

at another accredited/public institution elsewhere in Ontario. If a student is not in 

full-time schooling elsewhere, their registration will be denied.  

5. When the student has reached 50% completion of a course, a mid-term report card 

will be issued. 

6. When the student has reached 100% completion, a final report card will be issued. 

 

7. Learning Logs and Tracking of Hours 

1. All students, full-time and part-time, are obligated to track their hours spent online 

and offline working on course materials as part of their virtual classes. Students 

must use the established template (Learninglog2019.pdf) to record their time.  

2. The total amount of time as recorded in the learning log must be equal to, or 

greater than, 110 hours by the end of the course to grant a credit. 

3. Learning logs can be requested at any time in accordance with an audit of any sort. 

4. Finished learning logs will be included with student records. 

 

8. Required Course Resources 

1. Some required resources may be loaned to a student from one of our campuses. 

Depending on the nature of the resource, a deposit may be required. 

8.1.1. Resources borrowed from William Academy will be required to be 

returned. If they are not, any deposits will be kept and fines will be 

issued to recover the cost of the unreturned material. 

2. Some required resources may need to be purchased by a student.  

8.2.1. Some resources may be purchased from the school, depending upon 

availability. 

8.2.2. Resources not available for purchase through the school may be 

purchased from a third party of their choice. Students may ask for 
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suggested vendors if none are already listed on the course(e-mail 

info@williamacademyonline.ca or support@williamacademyonline.ca ). 

 

9. Payments and Refunds 

1. Once registered, there are no refunds. If there are special circumstances, such as family 

relocation, etc., the school will approve a refund according to the remaining amount 

of the course, and charge 10% of the total tuition fee as a handling fee 

2. Students paying by cheque should make the cheque payable to "William Education 

Group". Should the cheque be returned, a $25.00 returned cheque fee will be added 

to the account. 

3. Parents and students must verify course prerequisite before taking any online 

courses. William Academy will not issue credit to students who do not provide a 

transcript that shows that prerequisite requirements have been met.   

 

10. Withdrawing from a Course 

1. On-site student wishing to withdraw from a course must complete Unenrollment 

Form B1 (Intent to Withdraw). This form will be kept with the student’s online 

records and registration folder on-site. 

2. Part-time students wishing to withdraw from a course bust complete unenrollment 

form B2 (Intent to Withdraw) which will be filed and kept with the student’s 

registration folder on-site.  

10.2.1. For refunds please see section 4. 

3. Any student who withdraws from a course acknowledges that once withdrawal is 

approved, they will be unenrolled from the online environment and later 

deregistered. If a student changes their mind, they must start the course over, and 

any previously completed assignments, tests, and lessons will not count towards 

the new session. 

 

11. Guidance and Student Counselling 

1. General counselling is available to all students both on-site and part-time. 

2. Consultations regarding courses and course requirements are available to both on-

site and part-time students, via the Registrar, Guidance Office, Director, or 

info@williamacademyonline.ca. 

mailto:info@williamacademyonline.ca
mailto:support@williamacademyonline.ca
mailto:info@williamacademyonline.ca
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3. Guidance Counselling and Academic Advising related specifically to course load and 

full-time study programs are available to full-time students only. 

11.3.1. Summaries of appointments will be completed and kept in the student’s 

registration and records folder and used to assess long term needs and 

goals in subsequent appointments with students and their teachers. 

 

 

 

 

 

Having trouble? The list below explains the workarounds to some of the most common issues on William 

Academy Online. 

1. Left navigation panel does not show courses. 

a. Some courses have been known to not show up in the left navigation panel. If this occurs, 

your course is still active, you just need to click on Dashboard and from there you will be 

able to get back into your virtual class. 

 

2. Home button takes me to main website. 

a. The Home button across the top of the website will take you back to the website portal at 

williamacademyonline.ca. To get back to the course list when that you see when you first 

log in, click the Home button on the left navigation panel. 

 

3. I can’t view a link/resource I need for one of my classes. 

a. If this happens, e-mail support@williamacademyonline.ca as soon as possible so we can fix 

the link for you. 

 

4. For any other questions or concerns, e-mail support@williamacademyonline.ca  

 
Troubleshooting  

mailto:support@williamacademyonline.ca
mailto:support@williamacademyonline.ca

