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Overview

As Parents/Guardians or adult students, you can conveniently initiate a new student registration
through our Online Student Registration process within our Student Information System, called
Aspen.

Please note, our online registration process is currently only available for students who are new
to Bluewater District School Board and should not be used for students who have attended a
Bluewater DSB School or eLearning course in the past.

Online Registration will capture enrolment information to identify all relevant data required for
your student registration. You will be made aware of your application status through workflows
and status updates as the application progresses from submission to acceptance or rejection.
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Troubleshooting
This process requires the use of pop-up windows, and inactive sessions will timeout.

If you have any difficulties or have questions, please contact the School Office Manager. Phone
numbers for schools can be found on the School Tab of the Online Registration.

For additional information about Bluewater DSB or to find a school website, go to
www.bwdsb.on.ca.

Bruce Grey School Locator

Before beginning you will need to determine which schools your student is eligible to attend, use
the link below to find eligible schools in your area or to find local French Immersion schools:
https://www.mybrucegreyschoolbus.ca/Eligibility

Aspen Home User Account

You will need to request a home user account in Aspen before you can begin your registration
process.

Request An Account
Go to https://bwdsb.myontarioedu.ca/aspen/logon.do?deploymentid=bwdsbsis and select
“‘Request an account.”

Follett Aspen
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http://www.bwdsb.on.ca/
https://www.mybruc/
https://bwdsb.myontarioedu.ca/aspen/logon.do?deploymentid=bwdsbsis

Next you will select the type of account required, a detailed scenario is provided for each
available account type. Once you’'ve made the appropriate selection, select Next Step.

***|f you previously started this process and did not receive a validation email, select Click here

Account Type

Please choose one of the avalable account types below

e | 1 am a parent/guardian registering my child online OR | am a student 18 years of age or older
Choose this option If you have never created an Aspen SIS account

Click here to have the account validation emall resent

Next Step m

Enter all applicable fields (required fields marked with red *). Once complete, select Next Step.

Create Your Aspen Account

Informabion for e accownt hoider (for a panent o guardian . this is your nformation. not your child's )

§ i "
A Saly

ame CEE

3152832014
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Enter applicable fields (required fields marked with a red *). Once completed, select Create My
Account.

Please note that Bluewater DSB staff cannot use their @bwdsb.on.ca email address in their
home user account request. You must use a personal email address.

Account Information

Pleasa fill in your usar account information balow.

Primary email = email@gmail com |
Confirm email * email@gmail com |
Password * | Requirements

Confirm Password |

.SEEJP"" SRashon What are the last 4 digits of your SIN?

Secunty answer -

Confirm answer *

e

You will receive request confirmation:

Confirmation

+ Account request processed!

Next step

A verification email will be sent to the address you specified. Please click on the confirmation link in the email o verify your
address. Once completed, your account will be activated and you'll be able to login using the email address and password you
just entered.

Mote: Be sure to check your spam folder if you don't see the email right away.
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Soon you will receive an email verifying that your account request was submitted, follow the
instructions to verify your email address and activate your account.

Welcome! Please verify your Aspen email address inbox

noreply@dv.myontarioedu.ca <noreply@av myontarioedy cas
tome =

Hi Sally Mag,

Thank you for requesting an Aspen account

Your request was submitted wsing this email address, Please click here to verify your email address and activate your account
If you didn't request an Aspen account, please click hera to cancel the request

Thank you,
Aspen System Administrator

Once complete you will receive this verification, select Close.

Email Validation

« Verification completed successfully!

Your account is now active

You can now begin your student registration.

Online Registration: Step by step guide

Go to https://bwdsb.myontarioedu.ca/aspen/logon.do and login with your user login credentials
(email and password indicated in your account registration).

Follett Aspen

Bluewater Training - SIS
Login ID

bwdsb.training@gmail.com

Request an account

Trouble logging In? I forgot my password
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Start A New Student Registration

After logging in, the Parent/Guardian or adult student can begin an online registration by clicking
the +Initiate button in the Start a New Online Registration section of the Pages homepage.

| @ Links for Parents.
Home Visit the Board Website .
/| Check School Eligibility Start a new New Student Regisiration
Dlmﬂ/ Recent Activity

 attendance 3 Grades Incidents
Resume working on any New Student Registration that has already been started

Overdug Online Assignments Tomorrow B Today Vel View

2 3 4 5 6 7 g

No student found. 9 10 n 12 13 14 1
16 17 13 19 20 21 2
23 24 25 26 27 28 9
30 N

=+ Initiate_..

Online Registration Form
The Online Registration form displays as shown below, with eight tabs to complete:

Throughout the registration you will be prompted to complete all required fields (marked with a
red *) and will not be able to skip ahead until all sections are completed. If you receive an error
message pop up, review the form for any incomplete required fields and enter the missing
details.

The registration form has built in navigation, selecting the Next or Previous buttons your
selections and information will be saved. You have the option to Save & Close, which allows
you to save your entries and return later to finish this registration. Selecting Cancel deletes your
selections and the registration all together.
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Start Tab

Here you will select the appropriate school year that your student will attend. Users will have the
option to select the current or next school year from the list.

Once complete, select Next to move to the next tab.

Additional Early Years

Information sSurvey Doospen Flbmii

Start Student School Family/Contacts

Instructions

our child's safety iz our concern. Please ensure you always inform our office by telephone, fax, voice-mail or letter every time your child will not be in attendance. Parenis/Guardians are
responsible for providing the school with complete and current information. Please complete each of the tabs, and then "Submit” when finizhed

If you need to stop and come back later, select ™ Save & Close’. All your information is automatically saved when you move to a new tab, or select the 'Next ' or '€ Previous' buttons.
Personal Information Notice

The personal information provided on this form and any ofher correspondence relating to involvement in board programs is collected by Bluewater District School Board under the authority of the
Education Act (R.S.0. 1990 ¢.E.2) and regulations as amended. The information will be used to register the student in a school, as well as for a consistent purpose such as the allocation of staff
and resources and to share information with employees to carry out their job duties. In addition, the information may be used for matters of health and safety or discipline and is required to be
disclosed in compelling circumstances or for law enforcement matters or in accordance with any other Act. Questions about this collection should be directed to the principal of the school.

School Year Selection

To begin registration, select a school year below:
() 2021-2022

() 2022-2023

All your changes are saved when you click the Next or Previous buftons. You may click Save & Close at any time and come back later to complete this form

[E) save & Close Next = ® Cancel

Student Tab

On this tab you will complete information regarding your student’s legal & preferred name, birth
& citizenship, age and grade level, phone numbers & address. Though not all fields are required
to complete your registration request, we encourage you to complete all relevant fields to
ensure the school office has all required student and contact details when receiving the student.

You will find special notes placed with each section of the student tab guide, please reference to
ensure you are aware of specific requirements.

If your child has attended any publicly funded school in Ontario, they will have an OEN (Ontario
Education Number), this can be found on their report card. If your child is starting school now, or
is new to Ontario schools, this number will be assigned after registration by school staff. The
OEN field is not a required field and will not prevent you from proceeding.
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Student Information

Legal Mame Preferred Name
First * \ | First* [ |
Middle \ | Middle [ |
Last* ‘ Last* | |

Suffix

Gender

Gender specify ‘ | oEN

If you wish to request a religious and/or cultural accommeodation(s) for your child, please describe below

0

If you wish to voluntarily identify this student as being a person of Indigenous Ancestry, select one:

If the student was born in Canada, a Province of birth is required. If the student was born
outside Canada, an arrival date is required.

Birth and Citizenship

Elace of binn Country of clizenship * | Canada ~

Coundry of birth * Canada v Country of kst

3 residence b
Lo in Canads
1Lned boen in Canada
Province of birth L
. Arrival i Onkans

Status in Canada * ‘Canadan Citaan w

Once you enter the students date of birth, their grade level will populate.

If you are pre-registering your student into JK for the following school year, please change the
Grade level from Pre-K to JK, the Adjusted grade level field will automatically change to Yes.

Age and Grade Level

Enter the student's date of birth, which will determine the grade for the school year.

Age a= of Dec 31 0

Grade level =
Adjusted grade level

Select Add to enter student phone record(s), be sure to indicate the priority sequence if adding
multiple phone records.

Select OK when complete.
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Phone Information

Enter phone information below

Priority Phone Type Phone Number Publicly Listed Comment

No matching records

= =3

Priority

Phone type *

Phone number = I:I
O

Publicly listed

h

Comment

3 =3

Select Add to enter student address record(s).

At least one physical address is required for the student. This will be used to determine
transportation eligibility. Touch the drop-down arrow beside the field for Address Type to choose
Physical.

Review Formatted Address at the bottom of the screen to verify that you have entered the
students address correctly.

If the student lives between multiple homes, additional physical addresses can be added.
Likewise, if the mailing address is different than the physical, it can be added as a second entry.
Be sure to set priority sequence if adding multiple address records.

Select OK when completed.

Address Information

The physical address of the student must be entered. Mailing and other addresses may also be added.
Priority Address Type Address Line 1 Address Line 2 Address Line 3

] 1 Fhysical 34343 Noplace St Big City, AB HBY2F3

o

All your changes are saved when you click the Next or Previous buttons. You may click Save & Close at any time and come back later to complete this form.

[ v | B =3 @
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At least one address of type = "Physical" must be entered

Priority * I:I Address type * | Physical w

Complete the fields that are applicable for your address

Street number I:I Additional delivery info
(PO Box. RR, etc.)
Strest lefter L] Delivery type
Sirestname | ‘ Delivery number I:I
Steetpe
Street type precedes 0
name
Street direction
Unit type
Unit number 1
City * | Township
Provinee * | Ontario ~| Country * | Canada ~
Postal code * I:I

Formatted address: I |

[on |

(oo oo

School Tab

To find eligible schools in your area or determine your local French Immersion school, visit
https://www.mygreybruceschoolbus.ca/Eligibility.

Select an eligible school from the list provided. Note, the school address and phone numbers
are here for your convenience.

——
Additional Early Years
Information Survey

School Selection

To find the schools in your district, please go to https:/www.mybrucegreyschoolbus.ca/Eligibility. You can also locate French Immersion schools from this site.

Start Student School Family/Contacts Documents Submit

Required: Select the school appropriate for your address

Selected: Filter this list by school
name or city:
Requested School Address City Phone Start Grade End Grade
O Bluewater Continuing Education Day School 351 1st Ave North Chesley (519) 363-2014 09 12
(@] Bluewsater Continuing Education MNight School 351 1=t Ave North Chesley (519} 363-2014 09 12
O Bruce Peninsula District Secondary 5 Moore Street Lion's Head (519) 793-3211 09 12
() | Beorgian Bay Community School Secondary 197799 Grey Road 7 Meaford (519) 538-1680 09

11
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Family/Contacts Tab

The home user contact requires additional details, select your First Name to open the contact
record and enter missing fields. (Relationship type, contact priority sequence, CASL (Canadian
Anti-Spam) acknowledgement, phone type, contact questions).

A minimum of one Parent or Guardian contact must be entered for students under 18 years of
age. Parent/Guardian contacts must indicate custody or access to student records, if applicable.
Priority sequence should be indicated for each contact.

Select Add to enter new contacts.

Ear [arty Yesrs .

Stat Shudent Srhn Family fContasts Talariaatices By

Parent/Guardian/Other Contact

Gl N sl TSR 151 Cmplte yinr T TR0, e faiecl Add 10 add By dditonal comacts e the Sudent

First Nama Last Mama L Relationship Phone 1 Phone 1 Type Phone 2 Phanae T Type Email

Sy Haw 1 SHR-JA3-2014 sl rainingiS prmal com

I =3

Complete this form for at least one parentiguardian

Firi nama * Sady &
SRS . P of eyt

e -

Falatorahe ot e

Aiow poriml scoan™ i v

Contact OrderPricrity

Conised prizely in cons o an smasgancy ||
Covsbi] pragdly o Cirlah OF il Clagein |1

For cumiooal FAsSTRLAIEAnE B A S L regured
Emai {8
il s A Sty Lkt ICATL] provirits P iiedes) of aey
Promary BT byt wnrargafigrad rorm Supmorios W corvnaensl sacione manisgen wihaul yow espemnn consend Yoo
CONDET L Magared 1 p3a T 13 TR SO I FRLLEZEL Megardng
SCiPAE B B8 L IR el pRMTO0H BINE 13k B ede
PO, FVRTRE 0w DutTacing N RO, BT R
Arrark e ~ Bl oEe CorwRet il INDTRERON HiE YU Ty urtelelnite o iy
bra

Phene Information

Priwty # Fyimh P sinie’ 4 by
Pragn 1 ° Hame w O ] Pzna rursers wil b foerafied sicoedng b B padem
i 12T
Priar 2 - B4
o wilh an muieemion
Prewss § -
Wl 17 h-d507 Wi kY
Prans d -
Phav § -
Prears & ]

Deowii Fori: £ordne! v wilth Tl bt - e P
HW O] i (el 100 S S - Py
D ok (OB Pt Ny F T PRt Y L
Snuid I CoNEBCT Nl S 7 Ireg predents - Ve L)
Snauld e contac reces ml B S 1090 B peden e R
Dom $n contect hawe scoma iz Bha uden!? & Y L)
Dows ¥ contec! v dcoma io Bha shodenl) ichood rcordi ™ - Y L)
Dot Wi DOMABEY d0adh M SUPOOT il & Yol ]
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Any siblings who are currently attending a Bluewater DSB school can be identified, so the family
unit is known. Select Add to create a new sibling record.

Note, all students registered by the same home user will be identified as siblings and will

populate in the sibling field of the registration. Verify siblings indicated, users can delete
inaccurate records as needed.

Select Next when complete, or if there are no siblings to

Parent/Guardian/Other Contact
DACK on pour farve 3 Compinle yOuUT Own recosd 1hen select AGd % 832 ey #3S8onal cortacht 1 the shudent
Frst Name Last Name L Relsrorarnp Phore 4 oae 1 Type Pone 2 Phone 2 Type Emat

WMo || M 12632014 nene

N, Mt mring mryortanceds ca mpes chécetado prefins S0P fcomtentc crbreegictraton 01 2o hamy sitieg

Please only enter siblings currently attending a school in this board. [
Sotngs ALNEADY saunarg 3l

L
First Marme

Pieave enter schoot name and. #f Tosnd, select from the st below

’ $chool Name Adéress City Ehcae Shant €ad
A ot AP bre deved e |

Additional Information Tab

You can enter additional information in this section pertaining to School History, Medical
Information, Special Education history, Language, and Transportation.

In the school history section, you will be asked, “Has the student ever attended a school in this
Board?” If the response is yes, your student is likely already in our system. Please stop
and contact the school directly to prevent creating a duplicate student record.

If indicating yes to a medical condition, please select Add to provide their condition details.

Registering into a French Immersion program, you will make the indication in the Language
section (shown in yellow highlight).

If indicating an alternate address location for AM pick-up or PM drop-off, please indicate the
physical address in the space provided.

13
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Additional Early Years
Information Survey

Scho istory

Last School/Program of Attendance

Start Student School Family/Contacts Documents Submit

No previous school O Previous school | |

address

Previous school grade

Previous school city | |
once - [ a
province

Previous school |
country

Previous school board

v

]

Previous school name

Previous school
language

Has the student ever attended a school in this Board?

If yes, what is the name of the last school attended in this Board?

Medical Information
Does this student have a medical condition?

Condition Category Medical Condition Life Threatening

Mo matching records

T

Enter any additional medical notes

=]

Special Education Support

Has the student previously received Special Education Support?

Type of Program (if known}

]

s
Does your child have an Individualized Education Plan (IEP) and/or has your child been identified through the Identification, Placement and Review Committee (IPRC)? Flease choose all that apply:
IEP Checkbox O
IPRC Checkbox ]
Has your child previously received English as & Second Language (ESL) / English Literacy Development (ELD) assistance?
ESL Checkbox O
ELD Checkbox O

Language Information

\What was the shedent's frit language Spoken (natve Mnguage)’

Vet are ihe primary anguages used in the home regardwss of the lnguage spoken by he student
N '

w

Whial addtonsl lnguages are spoken By the shadent?
-

w

IF French immarsion 5 avaliabie in your area. do yow want your child in this program?

Tl

September 9, 2022
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Transportation

I you are eligible for transportation would you require t?

Special Needs Transpertation Requir

Alternative Transportation Reguired
Out of Boundary Transportation Required

Morning Pick Up address

Is the morning pick-up address the same as the student's physical address?
Enter the morning pick-up address

| &
i
Afternoon Drop Off address
Is the afternoon drop-off address the same as the student's physical address?
Enter the afternoon drop-off address
&

| i

All your changes are saved when you click the Next or Previous buttons. You may click Save & Close at any time and come back later to complete this form

ey TN EE

Early Years Survey Tab

This tab is only applicable to JK/SK registrations and is an optional 5 question survey, eligible
users must opt in or opt out of the survey.

Additional Early Years

Start Student School Family/Contacts AR T Survey

Documents Submit

Early Years Experience Collection at Kindergarten Registration Questionnaire

As a parent registering a child for JK/SK, are you willing to fake part in a 5-guestion survey regarding child care?

Yes (O)MNo

The following questions are about your child's parficipation in child care and activities in your community from birth until today. Answering these gquestions is voluntary, so thank you for taking the
time to respond

The answers you provide will be shared within the school to help our educators and principals support your child's transition to full-day kindergarten. It will also be shared with the Ministry of
Education under the legal authority of the Education Act R.5.0.1980, s 8.1.

CHILD CARE

The Ministry of Education strives to build a child care and early years system that better supporis parents and gives children the best possible start in life. There are many types of child care
services available in Ontario.

Types of child care

Full-time — Mare than 30 hours per week

Part-time — 30 hours or less per week

Parent/Guardian Care — Care provided by a child’s parent or guardian.

Unpaid Care - Care provided by friends, relafives or caregivers, ofher than the child's parent(s) or guardian(s), where no fees are charged to the parent(s) or guardian(z).

Paid Care — Care provided by friends, relatives, nannies, or home child care providers who charge a fee to provide care in a child's home or in the provider's home.

Licensed Home Child Care — A licensed home-based care agency enters into a contract with providers who use their own homes to look after children. The licensed home-based child care
agency screens, approves and monitors the caregivers. Parenis often pay their child care fees to the home-based child care agency.

Licensed Child Care Centre - These programs operate in a variety of setfings including workplaces, private and public buildings, schools and places of wership. They include nursery
schools, full-time or part-time child care.

o0 0000

o

Documents Tab
This tab summarizes the documentation that the school will need to see for their verification
process. Once your online registration has been submitted, you will need to call the school

office and schedule an appointment to bring these documents in. (Any photocopies taken will be
destroyed once registration is complete.)

Select Next.

15
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Start Student School Family/Contacts Additional =
Information Survey

Documents Submit
Required Original Documentation for New Students to this Board:

« Proof of address (phone bill, utility bill) or proof of tenancy/ownership (Ontario Property Assessment Notice or lease
agreement)

« Proof of Student's Age (birth certificate, baptismal certificate, registration of birth card or passport)
« Student's immunization records

« Proof of custody where applicable (custedy orders, court ordered Guardianship)

« Immigration documents where applicable

« School documents recent report card or school leaving certificate (elementary and secondary only)

« Transcript (for secondary school students)

All your changes are saved when you click the Next or Previous buftons. You may click Save & Close at any time and come back later to complete this form.

& o [ 1> oo |

Submit Tab

It is recommended that you review the information entered on all tabs before you Submit the
registration form, as you cannot edit the form online once submitted. You can review by
selecting each tab or use the Previous button to view prior tabs.

For information changes after submission and before your child begins attending school, please
contact the Office Manager at the school to inform them.

In the notes or comments section we suggest providing a note with regards to arranging an

appointment with the Office Manager to provide the required documentation and sign the formal
registration form.

Select Submit when ready.

Start Student School Family/Contacts Additional Early Years

Information A Documents Submit

Congratulations! You have completed the online registration for your child. We will review your request and the school administrative team will be in
contact with you to set up a time to complete the registration process

Enter any final notes or comments for the registrar (optional)

Ty

Before submitting, please review the infermation you have entered by clicking on each tab.

Note: Once you click the Submit button you will not be able to edit this form

16
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Printing Summary

After submitting the registration, you will have an opportunity to print a summary for your
records.

Select Print, in the format window, select Run to generate PDF file (Portable Document
Format) that can be printed or saved.

Thank you for completing this online registration.

The next step is for the school to review and accept the registration. You will receive an email notification when your
registration has been accepted.

After you are notified that your registration has been accepted, you will then need to bring this signed form along with the required
proofs of residency to your assigned school.

MName Description Print

Online Registration Summary

Online Registration Summary

Formu A008 AERON [POF) L3

Workflow Phase

You can see the Workflow Phase of your registration on the main page as highlighted in yellow
below. This is also where you will access any saved and incomplete registrations.

Once accepted, the workflow is complete, and you will receive an email stating the registration
has been accepted. If the student registration is rejected, you will receive an email detailing the
reason.

Resume working on any Mew Student Registration that has already been stared

Hama Grags Schoal = Hame Wartlow PRERS Actions
Fredete, Nataie oe Kincarding Distfict Secondary School Fanaiting review |==
Lalonde, Denise JK Elgin Markes Public Schoo! Awaiting review =
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