NORTHERN LIGHTS COLLEGE
EDUCATION COUNCIL
Meeting to be held April 26, 2017 at 1:15 pm 
Dawson Creek Regional Board Room
Fort St. John Room 2116
Fort Nelson – Dial In
Chetwynd – Dial In


AGENDA
Acknowledgement:
It is a privilege to honor the many nations participating in our college community and to thank you for sharing your traditional lands with us. All my relations.

1. Election of Chair and Vice-Chair of Education Council			W. Stokes


2.  Adoption of Agenda								F. Rashid
	

3.  Adoption of Minutes, Mar 22, 2017						F. Rashid

	

4.  Action List Review								F. Rashid

		
	
Decision
5.	Program Guides for Advanced Certificate in Management, Certificate 	S. Roe
in Business Management, Diploma in Business Management and 
Course Outline MGMT 280.





[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: _GoBack]	   
Motion: THAT the Education Council approves the New Program Information and Completion Guide for Executive Assistant Diploma, the Revised Program Information and Completion Guides for Certificate in Business Management and Diploma in Business Management, and the New Course Outline MGMT 280 Safety Management.

6.	Program Guide for Executive Assistant Diploma			     	A. Starr/S. Roe




	   
Motion: THAT the Education Council approves the New Program Information and Completion Guide for Executive Assistant Diploma.



Subcommittee Standing Reports
7.	Education Policy Subcommittee						L. Sprinkle
8.	Curriculum Subcommittee							I. Geczy
9.	Admissions and Standards Subcommittee					M. Bedell


Information/Discussion	
10.	Policy A-5.18 Sexual Violence and Misconduct 				L. Mathias



Next Meeting – May 24, 2017
	
Adjournment						


PLEASE DIAL INTO THE GLOBAL TELECONFERENCE
ACCESS NUMBER – 1-800-747-5150
ACCESS CODE - 3367902
Action List April 26 ,2017.pdf


 


ACTION ITEM LIST 


AS OF: April 26, 2017 
 


 


 
Action 


Assigned to & 
Date Assigned 


 
Follow-Up Action 


Due 
Date 


 
Status 


Education Council Process 
Flowchart 


W. Stokes 
A. Holloway 


September 2014 


Review current flowcharts, 
provide recommendations 
for improvement  


Jan 2017 
Feb 2017 


March 2017 
April 2017 


In Progress 


New Course Outline Form 
Template 


Curriculum 
Subcommittee 
October 2016 


To continue work on the 
new Course Outline form 
template.  


Jan 2017 
Feb 2017 


March 2017 
April 2017 


In Progress 


Pre-requisite Statements Steve Roe 
Lisa Verbisky 
October 2016 


To determine if ‘OR with 
permission of instructor’ 
should be included at the 
end of Course Outline pre-
requisite statements. 


Jan 2017 
Feb 2017 


March 2017 
April 2017 


In Progress 


Governance Subcommittee Joel David (Chair) 
Greg Lainsbury 


Cindy Page 
Steve Roe 


February 2017 


To review Education 
Council Bylaws and submit 
suggested revisions/ 
recommendations to 
Education Council.  


April 2017 In Progress 
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NORTHERN LIGHTS COLLEGE 


SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


(To be used when a decision by Council is required.) 


 


In order for the Education Council to carefully consider your request, we ask that the following 


documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed 


as an agenda item. 


 


(To fill out document, tab to shaded boxes and type information) 


 


 1.  What are you asking the Council to consider? 


To consider the program completion guide for a proposed new program, an Advanced Certificate in 


Management. 


 


In association with the above request, to consider a course outline for MGMT 280: Safety Management, 


as one of the new courses in the proposed Advanced Certificate in Management. 


 


The addition of the MGMT 280 course as an elective for both Certificate in Business Management and 


Diploma in Business Management. 


 


 The Process for Submissions to the Education Council lists the responsibilities of the Education 


Council. 


 To which of these does your submission relate (i.e. 2c, 3b, etc.)?                         


2(c ) set criteria for academic standing, academic standards and the grading system; 


 


 


 2.  What is the rationale for the request? 


The Advanced Certificate in Management (ACM) is a fully online program designed to cap existing 


experience and education with formal and recognized education in management.  The program has 


three streams that focus on management skills for entrepreneurs, corporate managers, and non-profit 


managers.  This fully online program will target those individuals in the workplace, be they small 


business owners or individuals with a technical, academic, or trade skill set who have moved into 


management positions and wish to enhance their management skills. 


 


A program such a this is ideal for serving skilled individuals in the NLC region as so many individuals 


operate small businesses or have moved up into middle management based on their non-management 


education or skills.  It is anticipated that this program will attract part-time, domestic, mature learners. 


 


Because of existing online course offerings and having already developed curriculum for online 


versions of traditionally face to face course offerings, the development of this program is complete.  


The offering of this program on a part-time basis will be very cost effective as some of the online 


courses are already consistently part of the timetable.  Any additional online course offerings as a result 


of offering the ACM can help ease the stress caused by current high enrolment in business management 


courses. 


 


Furthermore, the online nature of the program allows us to fill sessional positions from outside the 


Region.  Given the current difficulties filling sessional positions, this aspect could alleviate the current 


stress on local human resources. 


 


 


 3. What implications will approval of this request have for: 


 


 students or prospective students 


Prospective students will have access to online programming that can fit around their busy work 


schedules and allow for targeted skill building that meets the needs of their workplace. 


 


Current students in cored programming will have greater access to online elective and required 
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courses. 


 


 


 


 present course offerings 


Because several courses in the ACM core with existing programs, there could be a greater demand 


for seats in current online offerings.  However, a broader range of courses will be available as 


online course offerings, thus adding greater flexibility to scheduling and greater course selection for 


students. 


 


The addition of MGMT 280 will also provide an additional elective option for current MGMT 


students. 


 


 associated program completion guides (please list programs the outcome will affect)  


Business Management Diploma 


 


 faculty 


Because this program is offered online, only on a part-time basis, and there are current online 


course offerings as part of other programming, it is anticipated that the increase in sessional 


requirements will equate to four additional sessional positions (four additional online course 


offerings) in an academic year. 


 


 support staff 


None 


 


 College (facilities, timetabling, etc.) 


None, due to the online nature of the program. 


 


 Library (new material and/or copyright issues) 


None 


 


 


 4. What do you estimate the cost of implementing this request will be in terms of financial and/or 


human resources? (Use separate sheet for detail or budget if necessary.) 


All course curriculum is developed for online delivery and a total of nine online courses that are part of 


the proposed program are already offered in the academic year.  The cost on a yearly basis will consist 


of four additional sessional positions for online delivery in an academic year. 


  


 Will the proposed request have any possible effects on students' eligibility for financial aid?   


No 


 


 


5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 


 


As per current transfer on the BC Transfer Guide 


 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 


As per current transfer on the BC Transfer Guide 


 


 List Designates (CGA, CMA, etc.)  Anticipated Transfer Credit 


As per current transfer on with the CPA 
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 6. With whom have you consulted internally and/or externally, regarding the proposal?   


 


YOU MUST PROVIDE A COPY OF THE FINAL SUBMISSION TO ANYONE LISTED 


 Campus Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Dean Steve Roe Yes  No  No   


Associate Dean Lisa Verbisky Yes  No   


            Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Waiting for feedback Yes  No  


VP Academic Waiting for feedback Yes  No  


            Yes  No  


            Yes  No  


  


 Other College Staff (e.g. Subject/discipline content expertise, Recruiters, Librarians, Computer, etc.) 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Faculty: Faisal 


Rashid, Bruce 


Brady (Mario 


Tenisci and Nakib 


Ahmed – no 


longer with us) 


In support, but would like to see a supply chain management 


course 


Yes  No  


            Yes  No  


            Yes  No  


  


External (e.g. Advisory Committee members, other prospective employers, articulation groups, other 


institutions and/or professional bodies, etc.)  


Name Feedback/Concerns Raised 
In Support 


of Proposal 


            Yes  No  


            Yes  No  


            Yes  No  


  


7. Have relevant program staff, both campus and regional, been consulted before submitting the 


proposed request?   


yes 


 


This would include and not limited to an electronic version of the Submission Cover Sheet and 


Course Outline to be sent to Education Council Secretary (A. Holloway). 


 


8. Do you wish to present your proposal to the Council in person? Yes 


  


If not, who will present it?                                                                                      


 


How much time is needed for the presentation?  15                                                       



mailto:aholloway@nlc.bc.ca
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9. Additional comments: 


      


 


10. Suggested wording for motion:  


THAT the Education Council approves the New Program Information and Completion Guide for 


Executive Assistant Diploma, the Revised Program Information and Completion Guides for Certificate 


in Business Management and Diploma in Business Management, and the New Course Outline MGMT 


280 Safety Management. 


 


Prepared by: Lisa Verbisky    Date: March 29, 2017 


 


In consultation with (please list by name): Steve Roe, Mark Heartt 


 


Date received by Education Council Secretary:  March 30, 2017 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Business Management   
Credential/Certification:  Advanced Certificate in Management  


Date Submitted:  April 2017 
Effective Date: September 2017   


  
 


Program Contact:  Lisa Verbisky         
 
 
Dean:  Steve Roe          
 
 
Document Author:  Lisa Verbisky, Mark Heartt, Steve Roe       
 
 
Program Description:   
The Advanced Certificate in Management is designed for managers who are interested 
in developing their leadership skills while they are working. To supplement existing 
education and work experience, the program addresses management concepts such as 
accounting, business law, entrepreneurship, human resource management, and project 
management. The curriculum is relevant across a wide variety of employment sectors, 
public, private, and non-profit. 
 
All required courses are available both face-to-face and online.  Not all elective courses 
are available online.  Online study is available on a part-time basis only.  Full-time study 
can be obtained through a combination of online and face-to-face courses.    
 
 
Admission Requirements:   
1 a. Two years of management or leadership work experience; or, 
   b. Official transcripts demonstrating graduation from a post-secondary certificate,    
diploma, or degree program; or, 
   c. Official transcripts demonstrating graduation from a Red Seal Trades program or 
equivalent program;  
  
2 a. English Requirement for Domestic Students: Official transcripts demonstrating one 
of the following with a 'B' grade or higher: Grade 12 English, English Literature 12, 
English 12 First Peoples, English 050, or English 099; alternatively, any university-level 
English course with a 'C' grade or higher. Students who do not meet one of the above 
English requirements must complete the NLC Writing Assessment for appropriate 
course placement. 
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   b. English Requirement for International Students: An IELTS with an overall score of 
6.0 or higher with no band less than 5.5. Students with a writing band of 6.0 or lower are 
required to complete English 099 with a "B" grade or higher during their first semester.    
 
Length of Program: (weeks and total hours) 450 hours in total. Full time students who 
begin the program in September can complete within two semesters or 30 weeks of 
study.  Depending on a student's start-date, academic readiness, and academic 
progress, additional semesters may be necessary. Part-time study is an option. 
 
Program Intake: (start/finish dates) September or January start dates are 
recommended.  May starts are possible, but course selection is limited at that time. 
 
 
Available Seats:  30 
 
 
Application Deadline:  Last day for late registration as indicated in the NLC Calendar.   
 
 
Career Prospects:  The objective of this program is to enhance skills and employment 
opportunities for graduates interested in advanced management positions.  Relevant 
fields include childcare or resource program administration, educational administration, 
executive coaching, human resource management, municipal or provincial governance, 
natural resource management, and trades management. 
 
 
Affiliations/Partnerships:  Northern Lights College courses generally transfer 
individually to other colleges, universities, and institutes in British Columbia. Students 
will receive transfer credit for courses as noted in the BC Transfer Guide (see 
http://www.bctransferguide.ca). 
 
Location:  To accommodate individuals who may be working full-time, this program is 
available online and may be taken on a part-time basis. Alternatively, students who are 
able to attend NLC's Fort St. John and Dawson Creek campuses may enroll part-time or 
full-time in online and/or face-to-face courses. Some elective courses may only be 
available face-to-face at these campus locations.  
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Ready access to a computer with a reliable internet connection is essential for all 
students, regardless of their chosen delivery model. A basic familiarity with Microsoft 
Office applications is also recommended. 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
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Required Minimum Grade:  (overall and/or minimum within a course) 
'C' grade (60%) overall with a minimum 'D' grade (50%) in individual courses. 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
50%; minimum 'C' grade (60%) for a course to be considered for transfer. 
 
 
Required Courses:  (list courses required to complete credential) 
ENGL 110: Business Communications (3 credits; 45 hrs) 
MGMT 104: Fundamentals of Management (3 credits; 45 hrs) 
MGMT 120: Financial Accounting (3 credits; 45 hrs) 
MGMT 204: Human Resource Management (3 credits; 45 hrs) 
MGMT 280: Safety Management (3 credits; 45 hrs) 
MGMT 301: Management Skills for Supervisors (3 credits; 45 hrs) 
MGMT 430: Business Ethics and Social Responsibility (3 credits; 45 hrs) 
MGMT 450: Project Management (3 credits: 45 hrs) 
 
Entrepreneurial focus: two of the following electives: 
CPSC 101: Introduction to Computing (3 credits; 45 hrs) 
ECON 105: Principles of Economics (3 credits; 45 hrs) 
MGMT 107: Introduction to Marketing (3 credits; 45 hrs) 
MGMT 210: Advertising and Promotion (3 credits; 45 hrs) 
MGMT 219: Entrepreneurship: Start up (3 credits; 45 hrs) 
MGMT 228: Business Law (3 credits; 45 hrs) 
 
Managerial focus: two of the following electives: 
CPSC 101: Introduction to Computing (3 credits; 45 hrs) 
FNST 102: Treaties and Aboriginal Rights (3 credits; 45 hrs) 
LAND 241: Petroleum Fundamentals (3 credits; 45 hrs) 
MGMT 221: Managerial Accounting (3 credits; 45 hrs) 
MGMT 228: Business Law (3 credits; 45 hrs) 
MGMT 302: Business Sustainability and the Environment (3 credits; 45 hrs) 
POLI 200: Politics and Pipelines (3 credits; 45 hrs) 
 
Non-Profit Managerial focus: two of the following electives: 
CPSC 101: Introduction to Computing (3 credits; 45 hrs) 
FNST 100: Aboriginal Peoples of Canada (3 credits; 45 hrs) 
MGMT 107: Introduction to Marketing (3 credits; 45 hrs) 
MGMT 228: Business Law (3 credits; 45 hrs) 
MGMT 303: Non-Profit Management (3 credits; 45 hrs) 
PSYC 224: Organizational Behaviour (3 credits; 45 hrs)  
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Business Management  
Credential/Certification:  Certificate in Business Management 


Date Submitted:  April 2017 
Effective Date:  September 2017   


  
 


Program Contact:  Lisa Verbisky          
 
 
Dean:  Steve Roe          
 
 
Document Author:  Steve Roe, Lisa Verbisky        
 
 
Program Description:  The field of business provides many exciting careers and 
opportunities in such areas as finance, accounting, entrepreneurship, information 
technology, general management, marketing, and logistics. Northern Lights College's 
Business Management Program prepares students for positions of responsibility in the 
business community and for further educational opportunities by promoting conceptual 
and technical skill development in business.  
  
The Business Management program at Northern Lights College offers a wide variety of 
first-and second-year courses for students interested in working towards a Business 
Management Certificate, Business Management Diploma, or transferring to university or 
professional designation programs elsewhere.  
  
Completion of the Business Management Certificate qualifies students for entry into the 
Northern Lights College Business Management Diploma.  The Certificate comprises 30 
credits of course work as specified below. The Certificate may be pursued on a full or 
part-time basis.  
      
 
 
Admission Requirements:  A. Domestic students must have official transcripts 
demonstrating the following: 
 
1.English Requirement: One of the following with a 'B' grade (73%) or higher: Grade 12 
English, English Literature 12, English 12 First Peoples, English 050, or English 099. 
Alternatively, any university-level English course with a 'C' grade (60%) or higher. 
Students who do not meet one of the above English requirements must complete the 
NLC Writing Assessment for appropriate course placement.  
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2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus 
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent. 
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal. 
 
B. International students must have documentation demonstrating the following: 
 
1.English Requirement: An IELTS with an overall score of 6.0 or higher with no band 
less than 5.5. Students with a writing band of 6.0 or less are required to complete 
English 099 with a 'B' grade (73%) or higher before or during the first semester of their 
program. The necessity for upgrading can extend the length of the program. 
 
2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus 
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent. 
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal. 
 
*Note:  For transfer into degree programs in this field, degree granting institutions might 
require higher math pre-requisites than required for entrance into NLC’s Business 
Management Certificate program.  All students planning to do a bachelor's degree 
should ensure that they have met the entrance requirements of the receiving institution.  
In addition, some elective courses in NLC’s Business Management Certificate and 
Diploma programs require Principles of Mathematics 12, Pre-calculus 12, Math 
050(Provincial), or equivalency.  
    
 
 
Length of Program: (weeks and total hours) 2 semesters (30 weeks, a minimum of 
450 hours, or 30 credits)     
 
 
Program Intake: (start/finish dates) September, January, May  
 
 
Available Seats:  Maximum of 35 per course.  
 
 
Application Deadline:  Last day for late registration as indicated in the College 
calendar.      
 
 
Career Prospects:  Careers and opportunities in such areas as finance, accounting, 
entrepreneurship, information technology, general management, marketing, and 
logistics.  
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Affiliations/Partnerships:  Subject to appropriate prerequisite qualifications and 
available space, block transfer agreements may allow diploma graduates to transfer 
directly into the third year of degree programs at the University of Northern British 
Columbia, North Island College, Okanagan College, and Royal Roads University. 
  
Northern Lights College courses also transfer individually to other colleges, universities, 
and institutes in British Columbia. Students will receive transfer credit for courses as 
noted in the BC Transfer Guide (see http://www.bctransferguide.ca).    
  
Furthermore, Northern Lights College courses transfer to professional associations such 
as the Certified Professional Accountants (http//:www.gocpabc.ca), Aboriginal Financial 
Officers Association (http://www.afoa.ca/index.asp ), Canadian Bankers Institute 
(http://www.icb.org/english/index.asp), and others.  
 
 
Location:  Fort St. John, Dawson Creek    
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Calculator required; recommend a financial calculator 
Laptop required; recommend Windows based computer for software compatibility 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes   
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
'C' (60%) or 2.00 GPA overall; 'D' (50%) minimum in a course.  
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
25%; minimum of 'C' grade (60%) or equivalent on all transferred courses. 
 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
*Core courses:  
     CPSC100 (Introduction to Computers and Computer Applications) 3 credits/60 hours 
or CPSC 101 (Introduction to Computing) 3 credits/45 hours**  
     ENGL 110 (Introduction to Workplace Communications) 3 credits/45 hours***  
     MGMT104 (Principles of Management) 3 credits/45 hours  
     MGMT107 (Fundamentals of Marketing) 3 credits/45 hours  
     MGMT150 (Business Mathematics) 45 hours  
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* An Economics component is a requirement of the certificate:  
    ECON101 (Principles of Economics (Micro) 3 credits/45 hours  
    ECON102 (Principles of Economics (Macro) 3 credits/45 hours  
 OR   
   ECON105 (Principles of Economics) 3 credits/45 hours (Note that ECON 101 and  
   102 are recommended for students planning to transfer into degree programs)  
  
 *An Accounting component is also a requirement of the certificate:    
    MGMT103 (Foundations in Financial Accounting Level 1) 3 credits/45 hours****  
    MGMT109 (Foundations in Financial Accounting Level 2) 3 credits/45 hours  
 OR   
    MGMT120 (Financial Accounting) 3 credits/45 hours   
  
 *Balance of Credits (3-9) from any of the courses listed below:  
    COMM 301 (Organizational Communications) 3 credits/45 hours 
    FNST 100 (Aboriginal Peoples of Canada) 3 credits/ 45 hours or FNST 102 (Treaties 
and Aboriginal Rights) 3 credits/ 45 hours  
    MGMT 204 (Human Resource Management) 3 credits/45 hours  
    MGMT 225 (Strategic Management) 3 credits/45 hours  
    MGMT 228 (Business Law: Principles and Applications) 3 credits/45 hours  
    MGMT 260 (Principles of Corporate Finance I) 3 credits/45 hours 
    MGMT 280 (Safety Management) 3 credits/45 hours  
    MGMT 290 (Quantitative Methods for Business) 3 credits/60 hours  
    MGMT 111 (Finite Mathematics for Business) 3 credits/45 hours  
    MGMT 201 (Intermediate Financial Accounting I) 3 credits/45 hours  
    MGMT 202 (Intermediate Financial Accounting II) 3 credits/45 hours  
    MGMT 203 (Taxation) 3 credits/45 hours     
    MGMT 210 (Advertising and Promotion) 3 credits/45 hours  
    MGMT 217 (Business Systems Analysis and Design) 3 credits/45 hours  
    MGMT 219 (Entrepreneurship: Start up) 3 credits/45 hours  
    MGMT 221 (Managerial Accounting) 3 credits/45 hours  
    MGMT 261 (Principles of Corporate Finance II) 3 credits/45 hours  
    MGMT 295 (Management Science) 3 credits/45 hours  
    MGMT 301 (Management Skills for Supervisors) 3 credits/45 hours  
    MGMT 302 (Business Sustainability and the Environment) 3 credits/45 hours  
    MGMT 303 or ECED 201 (Non-Profit Management) 3 credits/45 hours  
    ENGL 100 (Academic Writing) 3 credits/45 hours 
    PHIL 110 (Introduction to Logic and Critical Thinking) 3 credits/ 45 hours  
    POLI 100 (Politics and Government) 3 credits/ 45 hours or POLI101 (The 
Government of Canada) 3 credits/ 45 hours  
    POLI 200 (Politics and Pipelines) 3 credits/ 45 hours  
    PSYC 224 (Organizational Behavior) 3 credits/45 hours 
 
 
**Applied Business Technology Certificate graduates from Northern Lights College who 
have completed ABTC 119, ABTC 121, ABTC 133, ABTC 153, ABTC 161, and ABTC 
194 will be granted exemption from CPSC 101.  
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***Applied Business Technology Certificate graduates from Northern Lights College who 
have completed ABTC 165 and ABTC 195 will be granted exemption from ENGL 110.  
  
****Applied Business Technology Certificate graduates from Northern Lights College 
who have completed ABTC 111 and ABTC 151 will be granted exemption from MGMT 
103.  
   
Please note that the above exemptions are internal to NLC.  If you plan on transferring 
to another institution, it is strongly recommended that you take the respective business 
management required course. 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Business Management  
Credential/Certification:  Diploma in Business Management 


Date Submitted:  April 2017 
Effective Date:  September 2017   


  
 


Program Contact:  Lisa Verbisky         
 
 
Dean:  Steve Roe          
 
 
Document Author:  Steve Roe, Lisa Verbisky       
 
 
Program Description:   
The field of business provides many exciting careers and opportunities in such areas as 
finance, accounting, entrepreneurship, information technology, general management, 
marketing, and logistics. Northern Lights College's Business Management Program 
prepares students for positions of responsibility in the business community and for 
further educational opportunities by promoting conceptual and technical skill 
development in business.  
  
The Business Management Program at Northern Lights College offers a wide variety of 
first and second-year courses for students interested in working towards a Business  
Diploma, or transferring to university or professional designation programs elsewhere. 
 
The Business Management diploma is a two year program with two streams, allowing 
students to earn a general business management credential or to specialize in 
accounting.   
    
 
 
Admission Requirements:   
A. Domestic students must have official transcripts demonstrating the following: 
 
1.English Requirement: One of the following with a 'B' grade (73%) or higher: Grade 12 
English, English Literature 12, English 12 First Peoples, English 050, or English 099. 
Alternatively, any university-level English course with a 'C' grade (60%) or higher. 
Students who do not meet one of the above English requirements must complete the 
NLC Writing Assessment for appropriate course placement.  
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2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus 
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent. 
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal. 
 
B. International students must have documentation demonstrating the following: 
 
1.English Requirement: An IELTS with an overall score of 6.0 or higher with no band 
less than 5.5. Students with a writing band of 6.0 or less are required to complete 
English 099 with a 'B' grade (73%) or higher before or during the first semester of their 
program. The necessity for upgrading can extend the length of the program. 
 
2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus 
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent. 
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal. 
 
*Note:  For transfer into degree programs in this field, degree granting institutions might 
require higher math pre-requisites than required for entrance into NLC’s Business 
Management Certificate and Diploma programs.  All students planning to do a 
bachelor's degree should ensure that they have met the entrance requirements of the 
receiving institution.  In addition, some elective courses in NLC’s Business Management 
Certificate and Diploma programs require Principles of Mathematics 12, Pre-calculus 
12, Math 050(Provincial), or equivalency.     
 
 
Length of Program: (weeks and total hours)  
2 semesters (30 weeks) after completion of the NLC Business Management Certificate:  
   General Option - minimum of 465 hours in total; minimum of 60 credits 
   Accounting Option - minimum of 465 hours in total; minimum of 60 credits    
 
 
Program Intake: (start/finish dates) September, January, May  
 
 
Available Seats:  35 students per course 
 
 
Application Deadline:  Last day for late registration as indicated in the College 
Calendar.      
 
 
Career Prospects:  Careers and opportunities in such areas as finance, accounting, 
entrepreneurship, information technology, general management, marketing, and 
logistics.  
 
Affiliations/Partnerships:  Subject to appropriate prerequisite qualifications and 
available space, block transfer agreements may allow diploma graduates to transfer 
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directly into the third year of degree programs at the University of Northern British 
Columbia, North Island College, Okanagan College, and Royal Roads University.   
  
Northern Lights College courses also transfer individually to other colleges, universities, 
and institutes in British Columbia. Students will receive transfer credit for courses as 
noted in the BC Transfer Guide (see http://www.bctransferguide.ca).    
  
Furthermore, Northern Lights College courses transfer to professional associations such 
as the Certified Professional Accountants (http//:www.gocpabc.ca), Aboriginal Financial 
Officers Association (http://www.afoa.ca/index.asp ), Canadian Bankers Institute 
(http://www.icb.org/english/index.asp), and others. 
 
 
Location:  Fort St. John and Dawson Creek campuses 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Calculator required; recommend a financial calculator 
Laptop required; recommend Windows based computer for software compatibility 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
C' grade (60%) or 2.00 GPA overall; 'D' grade (50%) minimum in a course.  
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
25%; minimum 'C' grade (60%) or equivalent on all transferred courses. 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
For diploma completion, students must have the Northern Lights College Business 
Management Certificate (or course equivalents) in addition to the following course 
requirements: 
 
*Core courses taken by all diploma students:   
    MGMT204 (Human Resource Management) 3 credits/ 45 hours  
    MGMT225 (Strategic Management) 3 credits/ 45 hours  
    MGMT228 (Business Law: Principles and Applications) 3 credits/ 45 hours  
    MGMT260 (Principles of Corporate Finance I) 3 credits/ 45 hours  
    MGMT290 (Quantitative Methods for Business) 3 credits/ 60 hours  
 *Required courses for the Accounting Option:  
    MGMT201 (Intermediate Financial Accounting I) 3 credits/ 45 hours  
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    MGMT202 (Intermediate Financial Accounting II) 3 credits/ 45 hours  
    MGMT221 (Managerial Accounting) 3 credits/ 45 hours  
   (Plus two electives or minimum of five credits from courses listed under the General 
Option)   
  
*Elective courses for the General Option (five of the following or minimum of fifteen 
credits):  
   COMM 301 (Organizational Communications) 3 credits/ 45 hours 
   FNST 100 (Aboriginal Peoples of Canada) 3 credits/ 45 hours or FNST 102 (Treaties 
and Aboriginal Rights) 3 credits/ 45 hours  
   MGMT 111 (Finite Mathematics for Business) 3 credits/ 45 hours  
   MGMT 201 (Intermediate Financial Accounting I) 3 credits/ 45 hours  
   MGMT 202 (Intermediate Financial Accounting II) 3 credits/ 45 hours  
   MGMT 203 (Taxation) 3 credits/ 45 hours  
   MGMT 210 (Advertising and Promotion) 3 credits/ 45 hours  
   MGMT 217 (Business Systems Analysis and Design) 3 credits/ 45 hours  
   MGMT 219 (Entrepreneurship: Start up) 3 credits/ 45 hours  
   MGMT221 (Managerial Accounting) 3 credits/ 45 hours  
   MGMT 261 (Principles of Corporate Finance II) 3 credits/ 45 hours  
   MGMT 280 (Safety Management) 3 credits/45 hours  
   MGMT 295 (Management Science) 3 credits/ 45 hours  
   MGMT 301 (Management Skills for Supervisors) 3 credits/ 45 hours  
   MGMT 302 (Business Sustainability and the Environment) 3 credits/ 45 hours  
   MGMT 303 or ECED 201(Non-Profit Management) 3 credits/45 hours 
   MGMT 430 (Business Ethics) 3 credits/45 hours 
   ENGL 100 (Academic Writing) 3 credits/ 45 hours  
   PHIL 110 (Introduction to Logic and Critical Thinking) 3 credits/ 45 hours  
   POLI 100 (Politics and Government) 3 credits/ 45 hours or POLI101 (The Government 
of Canada) 3 credits/ 45 hours  
   POLI 200 (Politics and Pipelines) 3 credits/ 45 hours  
   PSYC 224 (Organizational Behavior) 3 credits/ 45 hours  
   MATH 101 (Calculus) 3 credits/ 60 hours or MATH105 (Calculus for Social and  
   Biological Sciences I) 3 credits/ 60 hours. (Diploma students are permitted a  
   maximum of three calculus credits. Note that Principles of Math 12 is required for   
   students enrolling in  MATH 101 or MATH 105.)  
  
*Additional notes on course selection:  
  
   Business electives best selected for the accounting option are:  
   MGMT 111 (Finite Math for Business)  
   **MGMT 217 (Business Systems Analysis and Design)  
   **MGMT 261 (Corporate Finance II)  
   **MGMT 203 (Taxation)  
   **MGMT 302 (Business Sustainability and the Environment)  
 
**These electives may provide exemption from Chartered Professional Accountants 
PEP modules.  Visit the CPA website for the Transfer Credit Guide at 
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http://www.bccpa.ca/CpaBc/media/CPABC/Become%20A%20CPA/prerequisites/northe
rnlights_prep.pdf  
 
   Suggested courses for a mathematical orientation or to prepare for a business degree   
   (B. Comm, BBA):  
   ENGL 100 (Academic Writing) 
   MGMT 111 (Finite Math for Business)  
   MATH 101 (Calculus) 
   PHIL 110 (Introduction to Logic and Critical Thinking)  
   POLI 100 (Politics and Government) or POLI101 (The Government of Canada)   
 
   Business electives best selected for a marketing orientation are:  
   COMM 301 (Organizational Communications)     
   MGMT 210 (Advertising and Promotion)  
   MGMT 219 (Entrepreneurship: Start Up)  
   MGMT 217 (Systems Analysis and Design)  
   PSYC 224 (Organizational Behaviour)   
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Date Course Outline was Last Reviewed and/or Revised:April 2017 
Effective Date:  September 2017 


Course Code: MGMT Number: 280 Number of Credits: 3 


Course Title:  Safety Management 


Program: Business Management - Advanced Certificate in Management 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised       ) 


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


 
 
 
 
 
Former Course Code(s) and 
Number(s) (If applicable): 
      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  This course provides a survey of safety management systems in organizations.  This broad approach 
provides an overview that can be applied across the spectrum of organizations and businesses that are required to implement safety 
management systems to meet laws and regulations.  The technical, practical, and theoretical components of the course will assist 
managers in embedding a safety system into their workplace cultures.  The course examines regulations in the context of emerging 
industry trends to assist managers in understanding the human elements of safety as well as promote critical thinking.   


Date First Offered:  January 2018 


Total Hours: 45 
Total Weeks:  15 
 


Breakdown Hours Per Course Duration 


Lecture Hours 45.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 45.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
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Prerequisite Statement (If there are no prerequisites, type NONE): 
MGMT 104 


Non-Course Prerequisites (List if applicable or type NONE):  
None 


Co-requisite Statement (List if applicable or type NONE): 
None 


To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 
 
 
Detailed Course Content, Topics and Sequence Covered:  
MODULE 1 - HISTORICAL PERSPECTIVE AND OVERVIEW: Emergence and significance of the health and safety movement; 
accidents, their effects, and theories of causation; the importance of roles and professional certification and how this impacts a culture 
of health and safety; overview of the importance of safety, health, and competition in the Global Marketplace. 
 
MODULE 2 - LAWS AND REGULATIONS: Technical examination of laws and regulations; the OHS Act, standards liabilities, the role of 
Worker’s Compensation, the importance of accident investigation, reporting, and obligations of management.   
 
MODULE 3 - THE HUMAN ELEMENT: Implementation of robust safety management systems based on a preventive model and 
focused on quality improvement.  The human element in comprehensive safety-management systems; establishment of a culture of 
holistic safety including ergonomic hazards, stress and its impact on safety, training of employees and its role in prevention, and 
violence in the workplace.   
 
MODULE 4: HAZARD ASSESSMENT, PREVENTION, AND CONTROL: Systemization of assessment, prevention, control, and quality 
improvement; frequently reported workplace hazards such as mechanical hazards and machine safeguarding, extreme temperatures, 
electrical, fire, confined spaces, noise, vibrations, and bloodborne pathogens.   
 
MODULE 5: MANAGEMENT OF SAFETY AND HEALTH: Prioritization of a culture of safety management; ethical aspects, emerging 
trends, hazard analysis, and prevention; specific safety management systems such as environmental safety and ISO 14000 
(Environmental Management) and TSM: Total Safety Management in a quality management setting. 
 
MODULE 6: ESTABLISHING A SAFETY FIRST CULTURE: Ten step model for establishing a safety first culture; gaining commitment, 
presenting management expectations, mentoring and training, incorporating into teambuilding, reinforcing, and measuring success.   


 
Learning Outcomes / Course Goals: After completing MGMT 280, students should be able to make the case for implementing safety 
management systems in organizations so as to embed safety systems into workplace culture; in particular students should be able to: 
- Describe the health and safety movement, how it emerged, and its significance today. 
- Explain the seriousness of accidents, their effects, and theories of causation. 
- Explain how safety roles and professional certification impacts a culture of health and safety. 
- Examine laws and regulations, their importance, how they keep employees safe, and prevent harm. 
- Examine the role of the OHS Act, Worker's Compensation and standards liabilities.  
- Describe the importance of investigating accidents, the reporting and other obligations of management.  
- Describe the importance of safety systems and how preventive models impact quality improvement.   
- Explain the role of the human element in safety management systems; training of employees, prevention. 
- Explain assessment, prevention, control and quality improvement of frequently reported workplace hazards. 
- Explain the role of safety management as a priority for organizations.   
- Examine environmental safety management systems and their role in quality management. 
- Describe a ten step model for practical application in a business setting.  
 
Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 
 
 
 



file://///Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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Grading System 
 
 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: D (50%) 
 
Typical Activities and Weighting (in %) 
 


Final Exam:  20% Assignments:  60% Portfolio:       % Practicum:       % 


Midterm Exam:  20% Lab Work:       % Project:       % Quizzes/Test:       % 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 6 


 Specify nature of participation (if applicable): online discussion 


 Include number of and the variety and nature of writing assignments:       


 Specify Other (if applicable):       
 
Typical Proportion of Individual Work and Group Work 
 
% of Individual Work :  80  % of Group Work :  20 
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Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway): 
  


Required 
 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.  Goetsch, D.L. 
Occupational Safety and Health 
for Technologists, Engineers, and 
Managers 8


th
 Edition 


                   


2.  Goetsch, D.L 


Establishing a Safety-First 
Culture in Your Organization: An 
Integrated Safety Approach for 
Professionals and Safety 
Committees 


                   


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


Other Pertinent Information Relevant to Transfer:       
 
For more information on BC Transfer System Instructor qualification standards,  go to www.bccat.bc.ca 


 



http://www.bccat.bc.ca/
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SUPPLEMENTARY COMPONENTS AND RESOURCES 
 


This course is offered in other programs: YES   NO   
If yes list program(s): Business Management Certificate, 
Business Management Diploma 


 


Prior Learning Assessment and Recognition (PLAR)/Course Challenge Policy: 
 


 
Audit Policy: 
 
 


  
Course Evaluation Policies: 
 
 


Appeal Process: 
 
 


 
Additional Course Comments and Policies:  (eg:  syllabus, makeup exams, expectation of students) 
      
 


  


Supplies/Materials: 
      


Keys to Success: 
      
 


 


Course Change Statement: 
      


 
Instructor Contact Details:   
 


Instructor Name:       


Phone:       Office #:       Campus Location:       


Fax:       Office Hours:       E-mail:       
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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NORTHERN LIGHTS COLLEGE 


SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


(To be used when a decision by Council is required.) 


 


In order for the Education Council to carefully consider your request, we ask that the following 


documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed 


as an agenda item. 


 


(To fill out document, tab to shaded boxes and type information) 


 


 1.  What are you asking the Council to consider? 


Approval of a new NLC credential offered through the Business Management Program: an Executive 


Assistant Diploma. 


 


 The Process for Submissions to the Education Council lists the responsibilities of the Education 


Council. 


 To which of these does your submission relate (i.e. 2c, 3b, etc.)?                         


2(c ) set criteria for academic standing, academic standards and the grading system; 


 


 2.  What is the rationale for the request? 


This new credential enhances educational pathways and employment opportunities for students who 


have completed a 10-month Applied Business Technology program.  


 


For example, NLC Applied Business Technology (Administrative Assistant) graduates are eligible for 


admission into the Executive Assistant Diploma and may therefore upgrade their educational credential 


from a Certificate to a Diploma. Diploma graduates will be better qualified to assume senior- or 


executive-level assistant positions. 


 


Furthermore, students who hold both an NLC Applied Business Technology (Administrative Assistant) 


Certificate and the Executive Assistant Diploma will be granted 45 transfer credits toward Thompson 


Rivers University’s Bachelor of Business Administration Degree (on-campus) or Bachelor of 


Commerce  Degree (online). 


 


 3. What implications will approval of this request have for: 


 


 students or prospective students 


As above, Applied Business Technology graduates will have more opportunities available to them. 


 


 present course offerings 


None. Courses for the Executive Assistant Diploma, both online and face-to-face, will be integrated 


into existing offerings. 


 


 associated program completion guides (please list programs the outcome will affect)  


The laddering option for NLC Applied Business Technology (Administrative Assistant) graduates  


 will eventually be acknowledged in a revised version of the relevant Program Completion Guide. 


 


 faculty 


None 


 


 support staff 


None 


 


 College (facilities, timetabling, etc.) 


None 


 


 Library (new material and/or copyright issues) 


None 
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 4. What do you estimate the cost of implementing this request will be in terms of financial and/or 


human resources? (Use separate sheet for detail or budget if necessary.) 


Budgetary considerations have been discussed at administrative levels. 


  


 Will the proposed request have any possible effects on students' eligibility for financial aid?   


No 


 


5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 


 


See attached Thompson Rivers University Articulation Agreement re Bachelor of Business 


Administration, Appendix A (p. 14) and Appendix B (p. 16). 


 


Also see attached Thompson Rivers University Articulation Agreement re Bachelor of Commerce, 


Appendix A (p. 11) and Appendix B (p. 13). 


 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 


Courses that comprise NLC’s Executive Assistant Diploma transfer to other universities and colleges 


in BC as per the BC Transfer Guide. 


 


 List Designates (CGA, CMA, etc.)  Anticipated Transfer Credit 


      


 


 6. With whom have you consulted internally and/or externally, regarding the proposal?   


 


YOU MUST PROVIDE A COPY OF THE FINAL SUBMISSION TO ANYONE LISTED 


 


 Campus Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Dean Steve Roe Yes  No  No   


Associate Dean Lisa Verbisky Yes  No   


UNAS Chair FSJ Greg Lainsbury Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar       Yes  No  


VP Academic       Yes  No  


            Yes  No  


            Yes  No  


  


 Other College Staff (e.g. Subject/discipline content expertise, Recruiters, Librarians, Computer, etc.) 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Alison Starr       Yes  No  


Edith Leer       Yes  No  


Sylvia Fraser       Yes  No  


  


External (e.g. Advisory Committee members, other prospective employers, articulation groups, other 


institutions and/or professional bodies, etc.)  
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Name Feedback/Concerns Raised 
In Support 


of Proposal 


Thompson Rivers 


University  


School of 


Business and 


Economics 


      Yes  No  


            Yes  No  


            Yes  No  


  


7. Have relevant program staff, both campus and regional, been consulted before submitting the 


proposed request?   


Yes 


 


This would include and not limited to an electronic version of the Submission Cover Sheet and 


Course Outline to be sent to Education Council Secretary (A. Holloway). 


 


8. Do you wish to present your proposal to the Council in person? Yes 


  


If not, who will present it? Alison Starr and Steve Roe                                                                                


 


How much time is needed for the presentation?  10 minutes                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  


THAT the Education Council approves the New Program Information and Completion Guide for 


Executive Assistant Diploma. 


 


Prepared by: Alison Starr and Steve Roe     Date: March 8, 2017 


 


In consultation with (please list by name): Edith Leer, Sylvia Fraser, Lisa Verbisky, Warren Stokes, 


Loren Lovegreen. 


 


Date received by Education Council Secretary:  March 8, 2017 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 


 
 



mailto:aholloway@nlc.bc.ca
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Business Management   
Credential/Certification:  Executive Assistant Diploma  


Date Submitted:  April 2017 
Effective Date:  September 2017   


  
 


Program Contact:  Alison Starr, Edith Leer, Sylvia Fraser         
 
 
Dean:  Steve Roe          
 
 
Document Author:  Alison Starr       
 
 
Program Description:  The Executive Assistant Diploma is designed for graduates of 
Administrative Assistant Certificate programs who want to develop their career 
opportunities and educational qualifications. Diploma graduates will be prepared to seek 
opportunities as office managers or as assistants to senior executives. Diploma 
graduates will also have the opportunity to ladder their coursework into business degree 
programs at Thompson Rivers University. All courses required for NLC's Executive 
Assistant Diploma are available online, on a part-time basis. Face-to-face and video-
conference delivery is available at designated NLC campuses, on a part-time or full-time 
basis depending on location.    
 
 
Admission Requirements:  Official transcripts demonstrating completion of a 10-
month Applied Business Technology Administrative Assistant Certificate program.    
 
 
Length of Program: (weeks and total hours) 30 credits (450 hours). Part-time students 
must complete the program within five years. Full-time students may complete the 
program in one year of study depending on their start date, course availability, and 
academic progress.    
 
 
Program Intake: (start/finish dates) September, January, or May. 
 
 
Available Seats:  Unspecified. 
 
 
Application Deadline:  Last day for late registration as indicated in the NLC Calendar.   
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Career Prospects:  Program graduates may seek opportunities as office managers or 
as assistants to senior executives. Program graduates will also be well-prepared to 
write the accreditation exams for the Certified Administrative Professional (CAP) or the 
Organizational Management (OM) designation programs. 
 
 
 
Affiliations/Partnerships:  NLC and TRU have signed a laddering partnership 
agreement. Under the terms of this agreement, students who complete NLC's 10-month 
Certificate in Applied Business Technology (Administrative Assistant) will be granted 15 
credits towards TRU's Bachelor of Business Administration or Bachelor of Commerce 
degrees (note that students who have completed 10-month Applied Business 
Technology programs elsewhere must confirm transfer credit with TRU). Students who 
complete NLC's Executive Assistant Diploma will be granted an additional 30 credits 
towards TRU's Bachelor of Business Administration or Bachelor of Commerce degrees.   
 
 
 
Location:  NLC's Executive Assistant Diploma is fully available online, on part-time 
basis, and is well-suited for individuals who may be working during the day. Courses are 
also available face-to-face or through video-conference. 
 
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Ready access to a computer with a reliable internet connection is required. 
 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
Overall, NLC's Executive Assistant Diploma requires a "C" (60%) or minimum 
cumulative grade point average of 2.00. A minimum grade of  "D" (50%) is required in 
all individual courses. 
 
Students intending to transfer into TRU's on-campus Bachelor of Business 
Administration degree should note that TRU requires an overall cumulative grade point 
average of 2.0. A minimum grade of "C-" is required in all of the diploma-level NLC 
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courses. Further, a "C+" may be required in prerequisites for TRU's upper-level 
accounting and finance courses. 
 
Students intending to transfer into TRU's online Bachelor of Commerce degree should 
note that TRU OL requires an overall cumulative grade point average of 2.0. Students 
require a minimum grade of "D" in all of the diploma-level NLC courses.  
 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
70% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
ENGL 100 Academic Writing (3 credits; 45 hrs) 
ENGL 110 Introduction to Workplace Communications (3 credits; 45 hrs)  
MGMT 104 Fundamentals of Management (3 credits; 45 hrs) 
MGMT 107 Introduction to Marketing (3 credits; 45 hrs) 
MGMT 120 Financial Accounting (3 credits; 45 hrs) 
MGMT 204 Human Resource Management (3 credits; 45 hrs) 
MGMT 217 Business Systems Analysis and Design (3 credits; 45 hrs) 
MGMT 221 Managerial Accounting (3 credits; 45 hrs) 
MGMT 228 Business Law (3 credits; 45 hrs) 
PSYC 224 Organizational Behaviour (3 credits; 45 hrs) 
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ARTICULATION AGREEMENT 
 
 


BETWEEN: 
 


THOMPSON RIVERS UNIVERSITY 
a corporation continued under the Thompson Rivers University Act of British 


Columbia 
(“University”) 


 
- and - 


 
NORTHERN LIGHTS COLLEGE, 


a corporation continued under the College Act of British Columbia 
(“College”) 


 
 


A BACKGROUND 
 


A.1 The University is a fully accredited and degree granting public 
 university operating in Kamloops, B.C.  
 
A.2 The University offers its students, and is empowered to grant degrees 


to the graduates of, the Bachelor of Business Administration (the 
“University Program”).   


 
A.3 The College is a public career training institution operating in Dawson 


Creek, B.C. 
 


A.4 The College offers its students the following programs as set out in 
Schedule A of this Agreement (the “College Programs”): 


 Applied Business Technology (Administrative Assistant) 
program 


 Executive Assistant Diploma 
 
A.5 The College confirms that the College Programs meet all relevant 


National and/or Provincial professional standards.  The College also 
acknowledges and agrees that the College Programs has current and 
documented approval from Provincial or National regulatory bodies. 


 
 
 


B OBJECTIVES 
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The objectives of this articulation agreement (the “Agreement”) include, but 
are not limited to, the: 


 
B.1 Establishment of criteria to determine eligibility of graduates of the 


College Programs to enrol in the University Program;  


B.2 Determination of the amount of transfer credit to be awarded to 
graduates of the College Programs toward the requirements of the 
University Program should they enrol in the University Program; 


B.3 Identification of special negotiated terms, if any, applicable to 
graduates of the College Programs enrolling in the University Program 
concerning specific program requirements, fees or services; 


B.4 Establishment of a basis for use of certain trademarks of the University 
and the College pursuant to this Agreement; and the 


B.5 Establishment of processes to encourage, review and expand, as 
appropriate, this Agreement. 


 
 


C AGREEMENT 
 


C.1  Admission 


The University agrees to accept in the University Program, graduates 
of the College Programs who meet the criteria set out in Schedule B of 
this Agreement.  The College’s students may apply after successfully 
completing the College’s entire program and any related requirements. 


 
C.2 Changes to the College Programs 


The College agrees to provide the University with at least sixty (60) 
days’ notice of any substantive changes planned to the admission 
standards, graduation requirements, curriculum or course offerings 
within the College Programs, or any planned changes to the length in 
weeks, hours of instruction or overall duration of the College Programs. 
A substantive change is any change in curriculum that could alter the 
learning outcomes, admission requirements or graduation 
requirements of the College Programs. Depending on the nature of the 
curriculum change to the College Programs a re-evaluation of the 
course(s) with associated changes in credits awarded may occur. 


 
C.3 Changes to the University Program 


The University agrees to provide the College with at least sixty (60) 
days’ notice of any changes planned to the current admission 
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standards or graduation requirements of the University Program that 
may affect the eligibility of College Program graduates. 


 
C.4 Mutual grant of rights 


Each party grants to the other party a non-exclusive, non-transferable, 
revocable, royalty-free license during the term of the Agreement to use 
the trademark of the other party as shown in Appendices C and D for 
promotional purposes relevant to this Agreement provided that such 
use does not 1) contravene the other party’s policy or practice as to 
proper use of its mark, or 2) in the opinion of the other party, damage 
its reputation or goodwill. 


 
C.5 Promotion by the College 


The College agrees to:  


 Make information about this Agreement available to current 
students and to graduates of the College’s Programs. 


 Promote the opportunity, for the College’s students and 
graduates to participate in the University Program, in relevant 
school marketing materials, including online media and 
websites, and  


 Provide appropriate opportunities for representatives of the 
University to visit appropriate forums at the College to 
disseminate information about the University Program.  


 
C.6 Preparation of promotional material by the University 


The University agrees to prepare and offer to the College for comment 
any promotional material relevant to participation in this Agreement. 


 
C.7 Evaluation 


The College and the University shall conduct an evaluation of the 
operation of this Agreement on the first and each subsequent 
anniversary of the signing of the Agreement.  Where possible this 
evaluation will consist of both parties examining:  


 The number of qualified College students admitted into the 
University Program during the prior year;  


 Approved or proposed changes to courses in either the 
University Program or the College Programs; 


 Admission procedures, program planning, time lines and special 
requirements;  
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 Placement tests, fees and certification for College Programs; 
and/or 


 Recommendation for types and times of promotion efforts. 
 
C.8 Contact 


Each of the College and the University will designate a representative 
at its respective campus to be responsible for inter-institutional 
administrative implementation of this Agreement and compliance with 
this Agreement. 
 
 


D TERM AND TERMINATION 
 


D.1 This Agreement will become effective on the date of signing and shall 
have an initial term of five (5) years.  The term shall be extended on a 
year by year basis unless either party notifies the other in writing at 
least three (3) months' before the end of the then-current term of its 
desire to terminate the agreement.   Either party can terminate this 
agreement for any reason at any time upon giving three (3) months 
prior written notice to the other party. 


 
D.2 In the event of the termination of this Agreement under Section D.1, 


both parties acknowledge and agree that, subject to Section C.1 
above, all students enrolled in the College Program as at the date of 
the written notice of such termination shall be entitled to the benefit of 
this Agreement despite its termination upon their graduation from the 
College Programs so as to ensure the fulfillment of the reasonable 
expectations of such students. 


 
 


E GENERAL 
 


E.1 For the purposes of this Agreement, any notice or other 
communication between the parties may be delivered by courier, mail, 
facsimile or electronic mail to the respective addresses of the parties 
set out below: 


 
Thompson Rivers University 
Department of Strategic Partnerships 
B.C. Centre for Open Learning, 4th Floor 
900 McGill Road 
Kamloops, B.C.  V2C 0C8 
Attention: Coordinator, External Agreements 
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Northern Lights College 
Box 1000 
9820 – 120 Avenue 
Fort St. John, B.C. V1J 6K1 
Attention:  Dean, Academic and Vocational Programs 
 


E.2 This Agreement shall be construed in accordance with the laws of the 
Province of British Columbia and any legal proceedings with respect to 
this Agreement will be brought forward in Kamloops, B.C. 


 
E.3 Neither party to this Agreement shall be liable to the other party for any 


failure or delay in performance caused by circumstances beyond its 
control including, but not limited to, acts of God, fire or flood, labour 
difficulties, unusually severe weather or governmental action.  If the 
University ceases offering the University Program, it will have no 
obligation to accept College students into the University Program 
unless and until it starts offering the University Program again.   


 
E.6 This Agreement constitutes the entire agreement of the parties with 


respect to the subject matter set out herein and may only be amended 
in writing signed by the parties. 


 
 
 
DATED the ____ day of March, 2017 
 
 
 
THOMPSON RIVERS UNIVERSITY NORTHERN LIGHTS COLLEGE 
 
 
 
 
Per:   Per:    
 Dr. Christine Bovis-Cnosse                      Dr. Loren Lovegreen  
 Provost & Vice-President Academic        Vice President, Academics and 


Research 
 Duly authorised signatory Duly authorised signatory 
 


 
Date: ___________________________         Date: _________________________ 
                            (Day / Month / Year)                                                      (Day / Month / Year) 
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Schedule A 


 
Articulation Agreement between Thompson Rivers University and Northern 


Lights College 
 
 
College Programs:  


 Applied Business Technology (Administrative Assistant) program 


 Executive Assistant Diploma 
 
 
College Program Requirements:  
 


Applied Business Technology (Administrative Stream) program (2016/17): 18 
courses; 54 college credits 
 


Course Number Name Credits 


Core Courses 


ABTC 111 Accounting I 3 


ABTC 112  Keyboarding I 1 


ABTC 114 Human Relations and Job Search Skills 3 


ABTC 119 Computers and Groupware 3 


ABTC 120 Business Math and Calculations 2 


ABTC 121 Electronic Spreadsheet I 2 


ABTC 133 Word Processing I 4 


ABTC 154 Administrative Procedures and Records Management 3 


ABTC 165 Business English 6 


Subtotal: 27 


Administrative Stream 


ABTC 151 Accounting 2 4 


ABTC 153 Word Processing II 4 


ABTC 161 Electronic Spreadsheet II 3 


ABCT 173  Keyboarding II 2 


ABCT 182 Automated Accounting 5 


ABCT 192 Practicum 2 


ABCT 193 Desktop Publishing 2 


ABCT 194 Presentation Software 1 


ABCT 195 Business Communications 4 


  Subtotal: 27 
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Total:  54 


Executive Assistant Diploma (2016/17): 10 courses; 31 college credits 
 


Course Number Name Credits 


Core Courses 


ENGL 100 Academic Writing 3 


ENGL 110 Introduction to Workplace Communications 3 


MGMT 104 Fundamentals of Management 3 


MGMT 107 Introduction to Marketing 3 


MGMT 120 Financial Accounting 3 


MGMT 204 Human Resource Management 3 


MGMT 217 Business Systems Analysis and Design 3 


MGMT 221 Managerial Accounting 3 


MGMT 228 Business Law 3 


PSYC 224 Organizational Behaviour 3 


Total: 30 
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Schedule B 
 


Articulation Agreement between Thompson Rivers University and Northern 
Lights College 


 
 
University Program: Bachelor of Business Administration 
    
 
University Program Requirements: 
 
Program requirements are subject to change.  The current program requirements 
are set out below.  
 
Bachelor of Business Administration 


 
120 credits total, including 51 upper-level credits as follows: 
 
General Education Requirements (12 credits) 
 


 6 credits in Humanities  


 6 credits in Social Sciences 
 
Core Knowledge Requirements (72 credits) 
 


 MNGT 1710 Introduction to Business 


 ENGL 1100  Introduction to University Writing, ENGL 1110 Introduction to 
Prose Fiction, ENGL 1120 Introduction to Poetry, ENGL 1140 Introduction to 
Drama, or ENGL 1210 Introduction to Drama and Poetry 


 CMNS 1290 Introduction to Professional Writing 


 MATH 1070 Mathematics for Business and Economics 


 MATH 1170 Calculus for Business and Economics 


 ECON 1900 Principles of Microeconomics 


 ECON 1950 Principles of Macroeconomics 


 PHIL 1110 Introduction to Critical Thinking 


 ECON 2320 Statistics for Business and Economics 1 


 ECON 2330 Statistics for Business and Economics 2 


 ACCT 2210 Financial Accounting 


 ACCT 2250 Management Accounting 


 FNCE 2120 Financial Management 


 MKTG 2430 Introduction to Marketing 


 MIST 2610 Management Information Systems 
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 ORGB 2810 Organizational Behaviour 


 HRMN 2820 Human Resource Management 


 BLAW 2910 Commercial Law 


 ECON 3040 Managerial Economics 


 CMNS 3240 Advanced Professional Communications 


 SCMN 3320 Supply Chain Management 


 IBUS 3510 International Business 


 MNGT 3710 Business Ethics and Society 


 MNGT 4780 Strategic Management  
 
Specialization Requirements (24 to 30 credits) 
 
BBA students must complete one of the following majors in business or economics 
or a General BBA. All programs are 24 credits (eight courses) in length except for 
the accounting major, which is 30 credits (10 courses). 


 Accounting 


 Economics 


 Finance 


 Human Resource 


 International Business 


 Marketing 


 Entrepreneurship 


 Supply Chain Management 


 General BBA 
 
 
General Electives (6 to 12 credits) 
 
BBA students must take 12 credits (four courses) of general electives to complete 
their degree, with at least nine credits (three courses) at the upper level. Accounting 
majors only need to take six credits (two courses) with at least three credits (one 
course) at the upper level. 
 
The general elective courses can be from any academic discipline, which can 
include additional courses in business or economics. The BBA offers these paths: 
 


 Business/economics minors (12 credits) 
o Accounting 
o Economics 
o Finance 
o Human Resource 
o International Business 
o Marketing 
o Entrepreneurship 
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o Supply Chain Management 
o Environmental Economics and Sustainable Development 
o Financial Markets and Institutions 


 Co-operative education option (9 credits) 


 Honours option (12 credits) 


 Service learning, directed studies, selected topics, international business field 
courses (3 credits each) 


 
Note: 


 Students must complete at least 120 credits with a minimum of 60 credits as 
University credit. Students must also complete a minimum of 36 business 
credits as defined by AACSB as University credit. More than 120 credits may 
have to be taken to meet these requirements. 


 Students must complete the General Education Requirements, Core Courses, 
and a Major or General BBA. 


 Students must complete a minimum of 45 credits in non-business courses, 51 
upper level credits, and 39 upper level credits in business or ECON. Business 
courses include those beginning with the ACCT, BLAW, MIST, ENTR, FNCE, 
HRMN, IBUS, MKTG, MNGT, ORGB, SCMN, or BUSN acronyms. Complete 
at least four 4000-level business or ECON courses including MNGT 4780. 


 Students must complete at least three credits of distance delivery business or 
economics courses. 


 No more than 30 credits completed at other university-level institutions as part 
of a student exchange may be counted toward completion of the BBA 
program.  Students must have their courses approved by the Program 
Advisor before participating in an exchange. 


 If completing a major and a minor, students can only share credit for one 
course. When completing a double major, students may share credit between 
two courses only. 


 No more than nine upper level credits of a combination of Service Learning or 
Cooperative Education may be counted towards the BBA requirements. A 
minimum CGPA of 2.67 is required for admission to service learning courses 
or cooperative education. 


 Attain an overall CGPA of at least 2.0, and grades of C- or better in all core 
courses, Major/Minor courses, General BBA courses or prerequisites 
courses. Students must earn a minimum of C+ in prerequisites for some 
upper level accounting and finance courses. 


 No BBA credit will be given for ECON 1220 if it is taken after completion of 
either ECON 1900 (or equivalent) or ECON 1950 (or equivalent). 



http://www.tru.ca/business/campus_course_descriptions/business_courses.html#MNGT4780

http://www.tru.ca/business/campus_course_descriptions/business_courses.html#ECON1220

http://www.tru.ca/business/campus_course_descriptions/business_courses.html#ECON1900

http://www.tru.ca/business/campus_course_descriptions/business_courses.html#ECON1950
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 No BBA credit will be given for MATH 1100 if it is taken after completion 
of MATH 1070 (or equivalent). No credit will be given for MATH 1000 if it is 
taken after completion of MATH 1170 (or equivalent). 


Academic Elective Credits:   
 
The number of elective credits required depends on the number of credits awarded 
for the College Program.   
 
Exemptions without credit may be granted for appropriate courses taken within the 
College Programs (excluding courses needed to fulfill the residency requirements).  
This may increase the number of elective credits required for program completion. 
 
University Program students are responsible for consulting with their University 
program advisor to ensure courses selected are appropriate for their program of 
study or to meet future educational goals.  Students require a Letter of Permission to 
register in a course at any other post-secondary institution to complete the 
credential.  Students who proceed without approval may find that a course does not 
meet requirements and may be subject to credit assessment fees. 
 
University Admission Requirements: 
 
Admission requirements are subject to change.  Students applying for admission to 
the University Program are required to submit the University application for 
admission form and applicable application fee. Students are subject to all TRU 
admission policies including the requirement to provide original documentation 
showing their full post- secondary academic history along with graduation with a 
relevant certificate and/or diploma from a recognized program and institution.  
 
Before graduates of a College Program can claim the credits shown in this Schedule 
and detailed in Appendices A-B, the College’s administrative office must first directly 
submit a sealed transcript to the University’s Admissions Office confirming the 
graduates’ successful completion of the relevant College Program.   
 
Fees:  
 
College graduates entering the University Program are subject to standard fees as 
outlined in University policy and Calendar, unless otherwise stated in this 
Agreement. 
 
Credit Transfer:  
 
The College Programs articulate with the following credits into the University 
Program: 
 



http://www.tru.ca/business/campus_course_descriptions/business_courses.html#MATH1100

http://www.tru.ca/business/campus_course_descriptions/business_courses.html#MATH1070

http://www.tru.ca/business/campus_course_descriptions/business_courses.html#MATH1000

http://www.tru.ca/business/campus_course_descriptions/business_courses.html#MATH1170
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Applied Business Technology (Administrative Stream) program is 
granted a maximum of 15 transfer credits into the Bachelor of Business 
Administration as detailed in Appendix A.  
 
Executive Assistant Diploma program is granted a maximum of 30 
transfer credits into the Bachelor of Business Administration as detailed 
in Appendix B.  
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Appendix A 
 
 
University Program:  Bachelor of Business Administration  
 
College Program:  Applied Business Technology (Administrative Assistant) 


program 
 
Block Transfer:  Up to 15 credits (Lower-level) 
 
Minimum Credit Requirements Remaining:  105 credits  


(54 Lower-level; 51 Upper-level) 
 


Course # Course Name Credits 
College 
Course 


Equivalency 


General Education (12 credits)   


Humanities 6 College 
Program Social Science  6 


Sub-total: 12 12 


Core Knowledge (72 credits)   


MNGT 1710 Introduction To Business 3   


ENGL 1100, 1110, 1120, 
1140, or 1210 


Introduction to: University Writing, 
Prose Fiction, Poetry, Drama, or 
Drama and Poetry 


3   


CMNS 1290 Introduction to Professional Writing 3   


MATH 1070 
Mathematics for Business and 
Economics 


3   


MATH 1170 
Calculus for Business and 
Economics 


3   


ECON 1900 Principles of Microeconomics 3   


ECON 1950 Principles of Macroeconomics 3   


PHIL 1110 Introduction to Critical Thinking 3   


ECON 2320 
Statistics for Business and 
Economics 1 


3   


ECON 2330 
Statistics for Business and 
Economics 2 


3   


ACCT 2210 Financial Accounting 3   


ACCT 2250 Management Accounting 3   


FNCE 2120 Financial Management 3   


MKTG 2430 Introduction to Marketing 3   


MIST 2610 Management Information Systems 3   


ORGB 2810 Organizational Behaviour 3   
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HRMN 2820 Human Resource Management 3   


BLAW 2910 Commercial Law 3   


ECON 3040 Managerial Economics 3   


CMNS 3240 
Advanced Professional 
Communications 


3   


SCMN 3320 Supply Chain Management 3   


IBUS 3510 International Business 3   


MNGT 3710 Business Ethics and Society 3   


MNGT 4780 Strategic Management 3   


Sub-total:  72   


    


Specialization (24 - 30 credits)   


BBA students must complete one of the following majors in 
business or economics or a General BBA. All programs are 24 


credits (eight courses) in length except for the accounting major, 
which is 30 credits (10 courses). 


3   


3   


3   


3   


3   


3   


3   


3   


3   


3   


Sub-total: 24   


    


General Electives (6 - 12)   


    
3 


College 
Program 


    3   


    3   


    3   


  Sub-total: 12 3 


  Total:  120 15 
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Appendix B 
 
 
University Program:  Bachelor of Business Administration 
 
College Program:  Executive Assistant Diploma 
 
Block Transfer:  Up to 30 credits (Lower-level) 
 
Minimum Credit Requirements Remaining:  90 credits  


(39 Lower-level; 51 Upper-level) 
 


Course # Course Name Credits 
College 
Course 


Equivalency 


General Education (12 credits)   


Humanities 6  
Social Science  6  


Sub-total: 12 
 Core Knowledge (72 credits)   


MNGT 1710 Introduction To Business 3  MNGT 104 


ENGL 1100, 1110, 1120, 
1140, or 1210 


Introduction to: University Writing, 
Prose Fiction, Poetry, Drama, or 
Drama and Poetry 


3  ENGL 100 


CMNS 1290 Introduction to Professional Writing 3  ENGL 110 


MATH 1070 
Mathematics for Business and 
Economics 


3   


MATH 1170 
Calculus for Business and 
Economics 


3   


ECON 1900 Principles of Microeconomics 3   


ECON 1950 Principles of Macroeconomics 3   


PHIL 1110 Introduction to Critical Thinking 3   


ECON 2320 
Statistics for Business and 
Economics 1 


3   


ECON 2330 
Statistics for Business and 
Economics 2 


3   


ACCT 2210 Financial Accounting 3  MGMT 120 


ACCT 2250 Management Accounting 3  MGMT 221 


FNCE 2120 Financial Management 3   


MKTG 2430 Introduction to Marketing 3  MGMT 107 


MIST 2610 Management Information Systems 3  MGMT 217 


ORGB 2810 Organizational Behaviour 3  PSYC 224 


HRMN 2820 Human Resource Management 3  MGMT 204 
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BLAW 2910 Commercial Law 3  MGMT 228 


ECON 3040 Managerial Economics 3   


CMNS 3240 
Advanced Professional 
Communications 


3   


SCMN 3320 Supply Chain Management 3   


IBUS 3510 International Business 3   


MNGT 3710 Business Ethics and Society 3   


MNGT 4780 Strategic Management 3   


Sub-total:  72  30 


    


Specialization (24 - 30 credits)   


BBA students must complete one of the following majors in 
business or economics or a General BBA. All programs are 24 


credits (eight courses) in length except for the accounting major, 
which is 30 credits (10 courses). 


3   


3   


3   


3   


3   


3   


3   


3   


3   


3   


Sub-total: 24   


    


General Electives (6 - 12)   


    3 
     3   


    3   


    3   


  Sub-total: 12 
   Total:  120 30 
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Appendix C 
 


University Mark(s) 
 
 
 


 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


  







 


 


 


 


Reference #: NORT/AA/BBA/5YREG/20172 


18 of 19 


 
Appendix D 


 
College Mark 


 
 
 
 


 


Northern Lights College 
11401 8th Street 
Dawson Creek, BC  V1G 4G2 
 


B.C.’s Energy College 
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ARTICULATION AGREEMENT 
 
 


BETWEEN: 
 


THOMPSON RIVERS UNIVERSITY 
a corporation continued under the Thompson Rivers University Act of British 


Columbia 
Represented by its Open Learning Division 


(“University”) 
 


- and - 
 


NORTHERN LIGHTS COLLEGE, 
a corporation continued under the College Act of British Columbia 


(“College”) 
 
 


A BACKGROUND 
 


A.1 The University is a fully accredited and degree granting public 
 university operating in Kamloops, B.C.  The University offers various 
 programs through its Open Learning Division (“TRU-OL”) that are 
 distinct from campus-based program offerings in terms of admission 
 and graduation requirements.  
 
 
A.2 The University offers its students, and is empowered to grant degrees 


to the graduates of, the Bachelor of Commerce as delivered through 
TRU-OL (the “University Program”).   


 
A.3 The College is a public career training institution operating in Dawson 


Creek, B.C. 
 


A.4 The College offers its students the following programs as set out in 
Schedule A of this Agreement (the “College Programs”): 


 Applied Business Technology (Administrative Assistant) 
program 


 Executive Assistant Diploma 
 
A.5 The College confirms that the College Programs meet all relevant 


National and/or Provincial professional standards.  The College also 
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acknowledges and agrees that the College Programs has current and 
documented approval from Provincial or National regulatory bodies. 


 
 


B OBJECTIVES 
 


The objectives of this articulation agreement (the “Agreement”) include, but 
are not limited to, the: 


 
B.1 Establishment of criteria to determine eligibility of graduates of the 


College Programs to enrol in the University Program;  


B.2 Determination of the amount of transfer credit to be awarded to 
graduates of the College Programs toward the requirements of the 
University Program should they enrol in the University Program; 


B.3 Identification of special negotiated terms, if any, applicable to 
graduates of the College Programs enrolling in the University Program 
concerning specific program requirements, fees or services; 


B.4 Establishment of a basis for use of certain trademarks of the University 
and the College pursuant to this Agreement; and the 


B.5 Establishment of processes to encourage, review and expand, as 
appropriate, this Agreement. 


 
 


C AGREEMENT 
 


C.1  Admission 


The University agrees to accept in the University Program, graduates 
of the College Programs who meet the criteria set out in Schedule B of 
this Agreement.  The College’s students may apply after successfully 
completing the College’s entire program and any related requirements. 


 
C.2 Changes to the College Programs 


The College agrees to provide the University with at least sixty (60) 
days’ notice of any substantive changes planned to the admission 
standards, graduation requirements, curriculum or course offerings 
within the College Programs, or any planned changes to the length in 
weeks, hours of instruction or overall duration of the College Programs. 
A substantive change is any change in curriculum that could alter the 
learning outcomes, admission requirements or graduation 
requirements of the College Programs. Depending on the nature of the 
curriculum change to the College Programs a re-evaluation of the 
course(s) with associated changes in credits awarded may occur. 
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C.3 Changes to the University Program 


The University agrees to provide the College with at least sixty (60) 
days’ notice of any changes planned to the current admission 
standards or graduation requirements of the University Program that 
may affect the eligibility of College Program graduates. 


 
C.4 Mutual grant of rights 


Each party grants to the other party a non-exclusive, non-transferable, 
revocable, royalty-free license during the term of the Agreement to use 
the trademark of the other party as shown in Appendices C and D for 
promotional purposes relevant to this Agreement provided that such 
use does not 1) contravene the other party’s policy or practice as to 
proper use of its mark, or 2) in the opinion of the other party, damage 
its reputation or goodwill. 


 
C.5 Promotion by the College 


The College agrees to:  


 Make information about this Agreement available to current 
students and to graduates of the College’s Programs. 


 Promote the opportunity, for the College’s students and 
graduates to participate in the University Program, in relevant 
school marketing materials, including online media and 
websites, and  


 Provide appropriate opportunities for representatives of the 
University to visit appropriate forums at the College to 
disseminate information about the University Program.  


 
C.6 Preparation of promotional material by the University 


The University agrees to prepare and offer to the College for comment 
any promotional material relevant to participation in this Agreement. 


 
C.7 Evaluation 


The College and the University shall conduct an evaluation of the 
operation of this Agreement on the first and each subsequent 
anniversary of the signing of the Agreement.  Where possible this 
evaluation will consist of both parties examining:  


 The number of qualified College students admitted into the 
University Program during the prior year;  


 Approved or proposed changes to courses in either the 
University Program or the College Programs; 
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 Admission procedures, program planning, time lines and special 
requirements;  


 Placement tests, fees and certification for College Programs; 
and/or 


 Recommendation for types and times of promotion efforts. 
 
C.8 Contact 


Each of the College and the University will designate a representative 
at its respective campus to be responsible for inter-institutional 
administrative implementation of this Agreement and compliance with 
this Agreement. 
 
 


D TERM AND TERMINATION 
 


D.1 This Agreement will become effective on the date of signing and shall 
have an initial term of five (5) years.  The term shall be extended on a 
year by year basis unless either party notifies the other in writing at 
least three (3) months' before the end of the then-current term of its 
desire to terminate the agreement.   Either party can terminate this 
agreement for any reason at any time upon giving three (3) months 
prior written notice to the other party. 


 
D.2 In the event of the termination of this Agreement under Section D.1, 


both parties acknowledge and agree that, subject to Section C.1 
above, all students enrolled in the College Program as at the date of 
the written notice of such termination shall be entitled to the benefit of 
this Agreement despite its termination upon their graduation from the 
College Programs so as to ensure the fulfillment of the reasonable 
expectations of such students. 


 
 


E GENERAL 
 


E.1 For the purposes of this Agreement, any notice or other 
communication between the parties may be delivered by courier, mail, 
facsimile or electronic mail to the respective addresses of the parties 
set out below: 


 
Thompson Rivers University 
Department of Strategic Partnerships 
B.C. Centre for Open Learning, 4th Floor 
900 McGill Road 
Kamloops, B.C.  V2C 0C8 
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Attention: Coordinator, External Agreements 
 
Northern Lights College 
Box 1000 
9820 – 120 Avenue 
Fort St. John, B.C. V1J 6K1 
Attention:  Dean, Academic and Vocational Programs 
 


E.2 This Agreement shall be construed in accordance with the laws of the 
Province of British Columbia and any legal proceedings with respect to 
this Agreement will be brought forward in Kamloops, B.C. 


 
E.3 Neither party to this Agreement shall be liable to the other party for any 


failure or delay in performance caused by circumstances beyond its 
control including, but not limited to, acts of God, fire or flood, labour 
difficulties, unusually severe weather or governmental action.  If the 
University ceases offering the University Program, it will have no 
obligation to accept College students into the University Program 
unless and until it starts offering the University Program again.   


 
E.6 This Agreement constitutes the entire agreement of the parties with 


respect to the subject matter set out herein and may only be amended 
in writing signed by the parties. 


 
 
 
DATED the ____ day of March, 2017 
 
 
 
THOMPSON RIVERS UNIVERSITY NORTHERN LIGHTS COLLEGE 
 
 
 
 
Per:   Per:    
 Dr. Christine Bovis-Cnossen                 Dr. Loren Lovegreen  
 Provost & Vice-President Academic     Vice President Academics and 


Research  
 Duly authorised signatory  Duly authorised signatory 
 


 
Date: ___________________________         Date: _________________________ 
                            (Day / Month / Year)                                                      (Day / Month / Year) 
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Schedule A 


 
Articulation Agreement between Thompson Rivers University and Northern 


Lights College 
 
 
College Programs:  


 Applied Business Technology (Administrative Assistant) program 


 Executive Assistant Diploma 
 
 
College Program Requirements:  
 


Applied Business Technology (Administrative Stream) program (2016/17): 18 
courses; 54 college credits 
 


Course Number Name Credits 


Core Courses 


ABTC 111 Accounting I 3 


ABTC 112  Keyboarding I 1 


ABTC 114 Human Relations and Job Search Skills 3 


ABTC 119 Computers and Groupware 3 


ABTC 120 Business Math and Calculations 2 


ABTC 121 Electronic Spreadsheet I 2 


ABTC 133 Word Processing I 4 


ABTC 154 Administrative Procedures and Records Management 3 


ABTC 165 Business English 6 


Subtotal: 27 


Administrative Stream 


ABTC 151 Accounting 2 4 


ABTC 153 Word Processing II 4 


ABTC 161 Electronic Spreadsheet II 3 


ABCT 173  Keyboarding II 2 


ABCT 182 Automated Accounting 5 


ABCT 192 Practicum 2 


ABCT 193 Desktop Publishing 2 


ABCT 194 Presentation Software 1 


ABCT 195 Business Communications 4 


  Subtotal: 27 
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Total:  54 


Executive Assistant Diploma (2016/17): 10 courses; 31 college credits 
 


Course Number Name Credits 


Core Courses 


ENGL 100 Academic Writing 3 


ENGL 110 Introduction to Workplace Communications 3 


MGMT 104 Fundamentals of Management 3 


MGMT 107 Introduction to Marketing 3 


MGMT 120 Financial Accounting 3 


MGMT 204 Human Resource Management 3 


MGMT 217 Business Systems Analysis and Design 3 


MGMT 221 Managerial Accounting 3 


MGMT 228 Business Law 3 


PSYC 224 Organizational Behaviour 3 


Total: 31 
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Schedule B 
 


Articulation Agreement between Thompson Rivers University and Northern 
Lights College 


 
 
University Program: Bachelor of Commerce 
    
 
University Program Requirements: 
 
Program requirements are subject to change.  The current program requirements 
are set out below.  
 
Bachelor of Commerce 


 
120 credits total, including 45 upper-level credits, with a GPA of 2.00 (a grade of C) 
or higher in all general education and core knowledge courses.  A GPA of 2.33 (a 
grade of C+) or higher is required in all concentration courses. 
 
General Education Requirements (18 credits) 
 


 3 credits in English 


 3 credits in Natural Sciences 


 6 credits in Humanities or Social Sciences 


 6 credits in Arts and Sciences 
 
Core Knowledge Requirements (54 credits) 
 


 One of MATH 1071, Fundamentals of Mathematics for Business and 
Economics (3), MATH 1091, Business Mathematics (3) or MATH 1101, Finite 
Mathematics (3) 


 STAT 1201, Introduction to Probability and Statistics (3) 


 MNGT 1211, Management Principles and Practices (3) 


 ACCT 1221, Accounting II (3) or ACCT 2211, Introduction to Financial 
Accounting (3) 


 ECON 1901, Principles of Microeconomics (3) 


 ECON 1951, Principles of Macroeconomics (3) 


 FNCE 2121, Financial Management (3) 


 ACCT 2251, Management Accounting (3) 


 MKTG 2431, Marketing (3) 


 MIST 2611, Management Information Systems (3) 


 ORGB 2811, Organizational Behaviour (3) 
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 One of HRMN 2821, Human Resource Management (3), HRMN 3841, 
Employee and Labour Relations (3) or BBUS 3661, Strategic Human 
Resource Management (3) 


 BLAW 2911, Commercial Law (3) 


 MNGT 3711, Business Ethics and Society (3) 


 MNGT 4711, Decision Analysis (3) or ACCT 4251, Advanced Management 
Accounting (3) 


 MNGT 4781, Strategic Management (3) 
 
Two from the following: 


 CMNS 1291, Introduction to Professional Writing (3) 


 CMNS 1811, Business, Professional, and Academic Composition (3) 


 CMNS 3241, Advanced Professional Communication (3) 
 
Concentration Requirements (15 credits) 
 
Concentrations are available in: 
 


 Accounting 


 Finance 


 General Management 


 Human Resource Management 


 Leadership 


 Marketing 


 Public Sector Management 


 Technology 
 
Elective Requirements (33 credits) 
 
Academic and/or applied credits to bring the total number of credits to 120 
 
 
Note: 
 
Academic elective credits.  The number of elective credits required depends on 
the number of credits awarded for the College Program.   
 
Exemptions without credit may be granted for appropriate courses taken within the 
College Programs (excluding courses needed to fulfill the residency requirements).  
This may increase the number of elective credits required for program completion. 
 
University Program students are responsible for consulting with their University 
program advisor to ensure courses selected are appropriate for their program of 
study or to meet future educational goals.  Students require a Letter of Permission to 
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register in a course at any other post-secondary institution to complete the 
credential.  Students who proceed without approval may find that a course does not 
meet requirements and may be subject to credit assessment fees. 
 
University Admission Requirements: 
 
Admission requirements are subject to change.  Students applying for admission to 
the University Program are required to submit the University application for 
admission form and applicable application fee. Students are subject to all TRU-OL 
admission policies including the requirement to provide original documentation 
showing their full post- secondary academic history along with graduation with a 
relevant certificate and/or diploma from a recognized program and institution.  
 
Before graduates of a College Program can claim the credits shown in this Schedule 
and detailed in Appendices A-B, the College’s administrative office must first directly 
submit a sealed transcript to the University’s Admissions Office confirming the 
graduates’ successful completion of the relevant College Program.   
 
 
Fees:  
 
College graduates entering the University Program are subject to standard fees as 
outlined in University policy and Calendar, unless otherwise stated in this 
Agreement. 
 
 
Credit Transfer:  
 
The College Programs articulate with the following credits into the University 
Program: 
 


Applied Business Technology (Administrative Stream) program is 
granted a maximum of 15 transfer credits into the Bachelor of 
Commerce as detailed in Appendix A.  
 
Executive Assistant Diploma program is granted a maximum of 30 
transfer credits into the Bachelor of Commerce as detailed in Appendix 
B.  
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Appendix A 
 
 
University Program:  Bachelor of Commerce  
 
College Program:  Applied Business Technology (Administrative Stream) 


program 
 
Block Transfer:  Up to 15 credits (Lower-level) 
 
Minimum Credit Requirements Remaining:  105 credits  


(60 Lower-level; 45 Upper-level) 
 
 


Course # Course Name Credits 
College 
Course 


Equivalency 


General Education (18 credits)   


English 3   


Natural Science 3   


Social Science/Humanities 6   


Arts & Science 6   


Sub-total: 18  0 


Core Knowledge (54 credits)   


MATH 1071, MATH 1091 
or MATH 1101 


Fundamentals of Mathematics, 
Business Mathematics, or Finite 
Mathematics 


3   


STAT 1201 Intro. to Probability and Statistics 3   


MNGT 1211 
Management Principles and 
Practices 


3   


ACCT 1221 or ACCT 
2211     


Accounting II or Intro. to Financial 
Accounting 


3   


ECON 1901 Principles of Microeconomics 3   


ECON 1951 Principles of Macroeconomics 3   


FNCE 2121 Financial Management 3   


ACCT 2251 Management Accounting 3   


MKTG 2431 Marketing 3   


MIST 2611 Management Information Systems 3   


ORGB 2811 Organizational Behaviour I 3   


HRMN 2821, HRMN 
3841, or BBUS 3661 


Human Resource Management, 
Employee and Labour Relations, or 
Strategic HR Management 


3   


BLAW 2911 Commercial Law 3   
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MNGT 3711 Business Ethics & Society 3   


MNGT 4711 or ACCT 
4251 


Decision Analysis or Advanced 
Management Accounting 


3   


MNGT 4781 Strategic Management 3   


Two of the following:    


CMNS 1291 Intro. To Professional Writing 3   


CMNS 1811 
Business, Professional , and 
Academic Composition 


3   


CMNS 3241 
Advanced Professional 
Communication 


3   


Plus two from the following:   


BBUS 3631 Open Communication 3   


ENGL 1061 Written Communication 3   


ENGL 1071 Business Communication 3   


  Sub-total:  54  0 


        


Concentration (15 credits)   


Approved 3000- and/or 4000-level courses with a minimum of 6 
credits at the 4000-level 


3   


3   


3   


3   


3   


  Sub-total: 15  0 


        


Electives (normally 33 credits)   


Sufficient academic and/or applied credits to bring the total 
number of credits to 120, with 45 of the 120 credits at the 


upper (3000 and/or 4000) level. 


3 


College 
Program 


3 


3 


3 


3 


3   


3   


3   


3   


3   


3   


  Sub-total: 33 15  


  Total:  120 15 
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Appendix B 
 
 
University Program:  Bachelor of Commerce  
 
College Program:  Executive Assistant Diploma 
 
Block Transfer:  Up to 30 credits (Lower-level) 
 
Minimum Credit Requirements Remaining:  90 credits  


(45 Lower-level; 45 Upper-level) 
 
 


Course # Course Name Credits 
College 
Course 


Equivalency 


General Education (18 credits)   


English 3   


Natural Science 3   


Social Science/Humanities 6   


Arts & Science 6   


Sub-total: 18  0 


Core Knowledge (54 credits)   


MATH 1071, MATH 1091 
or MATH 1101 


Fundamentals of Mathematics, 
Business Mathematics, or Finite 
Mathematics 


3   


STAT 1201 Intro. to Probability and Statistics 3   


MNGT 1211 
Management Principles and 
Practices 


3 MGMT 104  


ACCT 1221 or ACCT 
2211     


Accounting II or Intro. to Financial 
Accounting 


3 MGMT 120  


ECON 1901 Principles of Microeconomics 3   


ECON 1951 Principles of Macroeconomics 3   


FNCE 2121 Financial Management 3   


ACCT 2251 Management Accounting 3  MGMT 221 


MKTG 2431 Marketing 3 MGMT 107  


MIST 2611 Management Information Systems 3 MGMT 217 


ORGB 2811 Organizational Behaviour I 3  PSYC 224 


HRMN 2821, HRMN 
3841, or BBUS 3661 


Human Resource Management, 
Employee and Labour Relations, or 
Strategic HR Management 


3 MGMT 204  


BLAW 2911 Commercial Law 3 MGMT 228  
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MNGT 3711 Business Ethics & Society 3   


MNGT 4711 or ACCT 
4251 


Decision Analysis or Advanced 
Management Accounting 


3   


MNGT 4781 Strategic Management 3   


Two of the following:    


CMNS 1291 Intro. To Professional Writing 3   


CMNS 1811 
Business, Professional , and 
Academic Composition 


3   


CMNS 3241 
Advanced Professional 
Communication 


3   


Plus two from the following:   


BBUS 3631 Open Communication 3 


 ENGL 1061 Written Communication 3 ENGL 100  


ENGL 1071 Business Communication 3  ENGL 110  


  Sub-total:  54 30 


        


Concentration (15 credits)   


Approved 3000- and/or 4000-level courses with a minimum of 6 
credits at the 4000-level 


3   


3   


3   


3   


3   


  Sub-total: 15  0 


        


Electives (normally 33 credits)   


Sufficient academic and/or applied credits to bring the total 
number of credits to 120, with 45 of the 120 credits at the 


upper (3000 and/or 4000) level. 


3  
3  
3  
3  
3  
3   


3   


3   


3   


3   


3   


  Sub-total: 33 0 


  Total:  120 30 
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Appendix C 
 


University Mark(s) 
 
 


 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 


 


 


 


Reference #: NORT/AA/BCO/5YREG/20171 


16 of 16 


Appendix D 
 


College Mark 
 
 
 
 


 
 
 Northern Lights College 


11401 8th Street 
Dawson Creek, BC  V1G 4G2 
 


B.C.’s Energy College 






image1.emf
Draft Minutes March  22 2017 final.pdf


Draft Minutes March 22 2017 final.pdf


 


 


 
NORTHERN LIGHTS COLLEGE  


EDUCATION COUNCIL  
Meeting of March 22, 2017  


Dawson Creek Regional Board Room 
Fort St John Room 202 


Fort Nelson Dial In 
Chetwynd Dial In 


 
Participants:   
Faisal Rashid (Faculty – Academic) *Chair 


Megan Bedell (Faculty – Non-Instructional) *Vice-Chair 


Andy Amboe (Faculty – Vocational) 


Arshdeep Singh (Student) 
Joel Singh David Singh Christunesam (Student) 


Addie Dawe (Faculty – CCP) 
Tracy Donnelly (Administration) 


Tanya Jones (Support Staff) 


Holly Keutzer (Faculty – CCP) 
Loren Lovegreen (Administration) 


Shallen Middleton (Student) 
Cindy Page (Faculty – Academic) 
Milanpreet Singh (Student) 
Lana Sprinkle (Faculty – Vocational) 
Alison Starr (Faculty – Vocational)  


Audra Holloway (Recording)  
    


Absent:  Sharon Miller  Warren Stokes Bryn Kulmatycki   


     Istvan Geczy  Steve Roe   Josie Jiang 
        
Guest(s):  Robert McAleney 
      Bud Bowell    
     
 


Acknowledgement 
It is a privilege to honor the many nations participating in our college community and to thank you for 


sharing your traditional lands with us.  


 
 
1.  Adoption of Agenda 


 
Addition of Information/Discussion Item: #10 ‘Possibility of Additional Accounting 
Courses’ 


 Agenda adopted as amended.     
      
2.  Adoption of Minutes, February 22, 2017 
 


17.03.01 M/S –SINGH/BEDELL 
 


 THAT the minutes of February 22, 2017 be adopted as circulated. 
 CARRIED 
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3.  Action List  
 


Education Council Process Flowchart – Nothing to report at this time  
 


New Course Outline Form – A. Holloway explained that the word version of the form is 
in progress. 
 
Pre-requisite Statements – Nothing to report at this time. 
 
Governance Subcommittee – Group scheduled to meet April 12th 2017. 


 
 
Decision Item(s) 
 
4. Revised Program Guide for Wind Turbine Maintenance Technician  and Course 


Outlines WTMT 102 and WTMT 150.      
R. McAleney explained that all post admission safety course requirements were 
removed from the program guide.  He added that all non-course prerequisites were 
removed from WTMT 102 and that a new course (WTMT 150) was added to the 
program to allow for industry specific safety training that were in line with the WTMT 
program.  He further explained that with the new course there will be increased 
compatibility between the graduates and industry career opportunities. 
H. Keutzer noted that that the motion incorrectly listed WTMT 102 as WTMT 120.  
Motion corrected. 
M. Bedell asked R. McAleney if the CAAT score for Number Operations and 
Problem solving should be12.0 (not 11.0).  R. McAleney concurred and Education 
Council decision to change it to 12.0. 
M. Bedell noted that there was a second paragraph listed under ‘Application 
Deadline’ that would normally not be included in Program Guides.  Education 
Council decision to remove the second paragraph. 
L. Lovegreen would like to remove the bracketed information under ‘Length of 
Program’ (“2 five month terms…”).  Education Council decision to remove the 
bracketed information. 


 
17.03.02 M/S –LOVEGREEN/JONES 
 
THAT the Education Council approves of the revised Program Information and Completion 


Guide for Wind Turbine Maintenance Technician, the new Course Outline WTMT 150 and 


revised Course Outline WTMT 102. 


 CARRIED 
 
Subcommittee Standing Reports 
 
5. Education Policy Subcommittee – F. Rashid reported that the subcommittee had 


a new member join - Lisa Verbisky.  
L. Sprinkle explained the team continues to work on the Academic Monitoring policy. 
She added that work on the Honesty Policy started as well. 


 F. Rashid asked the subcommittee to review the NLC A3.07 Social Media policy, 
and consider having a new Social Media Policy (Academic). 
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6.  Curriculum Subcommittee – A. Holloway reported that the group met on March 


2nd to review the meeting submission/documents.   
 
7.  Admissions and Standards Subcommittee – F. Rashid reported that M. Bedell is 


actively working on the TOR.  She will present at the next meeting. 
  
 
Information/Discussion 
 
8.  College Board presentation regarding NLC Mission Statement.   


B. Powell presented the letter from the College Board president J. Kurjata.  He 
explained that the board changed from the previous statement of a statement with 
three bullet points into one compact statement. 
He added that the Board had strategy sessions and extensive review in relation to 
the creation of the new statement. 


 
 17.03.03 M/S –LOVEGREEN/JONES 
 


THAT the Education Council supports the new NLC Mission Statement presented by the 


Board of Governors. 


CARRIED 
A. Amboe joined the meeting. 
 
9. WFTR 300 Outline  


T. Donnelly explained that the new WFTR 300 course constitutes basic training for 
an oil and gas ‘roughneck’.  She added that the course was needed in the 
community. 
B. Powell commended T. Donnelly adding that there have been many accidents in 
the industry due to the lack of training for this group of workers. 
C. Page mentioned that the breakdown and total hours did not add up.  Error fixed. 


 
10. Possibility of Additional Accounting Courses at NLC 


M. Singh brought forward a request to Education Council regarding the possibility of 
NLC offering a SAGE and/or Simply Accounting course.   
A. Starr explained that there is an ABT course that can be offered as a WFTR 
course. 
F. Rashid added that this information will be forwarded to S. Roe, Lisa Verbisky and 
T. Donnelly. 


 
 
Adjournment –157 p.m.  
 
Next Meeting – April 26, 2017 
  
 


These notes are not officially approved 
until initialed by the Chairperson.  They  


could be subject to amendment. 
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