NORTHERN LIGHTS COLLEGE
EDUCATION COUNCIL
Meeting to be held June 24, 2015 at 1:15 pm 
Dawson Creek Regional Board Room
Fort St. John Room 2116
Fort Nelson Room 131

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.  Adoption of Agenda								J. Leclair

2.  Adoption of Minutes, May 27, 2015						J. Leclair

3.  Action List Review					130			J. Leclair



Decision

4. 	Aircraft Maintenance Engineering			145			H. Hobenshield



Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Aircraft Maintenance Engineering - Basic Training.


5.	Carpentry Apprenticeship				200			 S. Janssen 







Motion: THAT the Education Council approves the revision of the Course Outlines CNST 100, CNST 200, CNST 300, CNST 400, and the Program Information and Completion Guide for Carpentry Apprenticeship.


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]6.	Heavy Mechanical Trades – Gap Training		215			R. McAleney



Motion: THAT the Education Council approves the new course outline HDAT 105 Gap Training Heavy Duty Level 1 to Heavy Mechanical Level 2.




7. 	PSYCH 230						230			C. Kaweesi


	
Motion: THAT the Education Council approves the revised Course Outline PSYC 230 Advanced Communication Skills.


8. 	Social Services Worker Diploma and Certificate	245			C. Kaweesi





Motion: That the Education Council approved the revised Program Information and Completion Guides for Social Services Worker Diploma and Certificate in Social Sciences, and the revised Course Outline SSWD 220 Practicum and Seminar.


9. 	WMST 100						300			C. Kaweesi



Motion: That the Education Council approves the revised Course Outline WGST 100 Women and Gender Studies.


10. CCP – Computer Studies				315			D. Batterham	





[bookmark: _GoBack]
Motion: THAT the Education Council approves the revised Program Information and Completion Guide and the revised course outlines; CPST 020, CPST 030, CPST 040 and CPST 050 Computer Studies for the Career and College Preparation Program


11. MGMT Accounting Courses				330			F. Rashid






Motion: THAT the Education Council approves the revised course outlines MGMT 103 Foundations in Financial Accounting Level 1, MGMT 109 Foundations in Financial Accounting Level 2, MGMT 120 Financial Accounting and MGMT 201 Intermediate Financial Accounting I.



Subcommittee Standing Reports

12.	Education Policy Subcommittee						J. Leclair

13.	Curriculum Subcommittee				345			J. Leclair
Information/Discussion	


14.	Certificate in Arts					400			S. Roe

15. Survey Results						415			J. Leclair

16. Education Council Submission Deadlines		430			J. Leclair



17. CCP – Program Review Report			445			S. Roe

18. WFTR 338 Course Outline (OGOP)			500			L. Lovegreen


									
							
	
Next Meeting – *Sept 23, 2015 (*NOTE: there are no meetings held in July or August)



Adjournment							515




PLEASE DIAL INTO THE GLOBAL TELECONFERENCE
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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 approve the updated program completion guide and course outlines for Carpentry. 


 


 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(f) set curriculum content for courses leading to certificates, diplomas or degrees. 


 


 2.  What is the rationale for the request? 
Effective September 2015, as required by the ITA (Industry Training Authority) national harmonization 


project, we have increased the number of instructional hours available for each of the 4 Carpentry 


Levels by one week. No curriculum changes are made.  


 


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


 students or prospective students 


One extra week of instruction per level, increase cost by one week.  


 


 present course offerings 


Increase time available to spend on necessary topics 


 


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


none 


 


 faculty 


Extra week available to cover necessary topics 


 


 support staff 


none 


 


 College (facilities, timetabling, etc.) 


none 


 


 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.) 
There will be no extra cost involved 


  


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


no 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


n/a 


 


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


 


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


 


 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 Rene Tremblay Yes  No  No   


Assoc. Dean Robert McAleney Yes  No   


            Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Warren Stokes Yes  No  


VP Academic Loren Lovegreen 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 


            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 A. Holloway. 
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8. Do you wish to present your proposal to the Council in person? no 


  


If not, who will present it? TBA                                                                                


 


How much time is needed for the presentation?  30 minutes                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
THAT the Education Council approves the revision of the Course Outlines CNST 100, CNST 200, 


CNST 300, CNST 400, and the Program Information and Completion Guide for Carpentry 


Apprenticeship. 


 


Prepared by: Wanda Baker     Date: 27 May 2015 


 


In consultation with (please list by name): Stephen Janssen, Rene Tremblay 


 


Date received by Education Council Secretary:  May 29, 2015 


                                    


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:  Carpentry Apprenticeship  
Credential/Certification:  Certificate in Carpentry Apprenticeship 


Levels 1 - 4 
Date Submitted:  Jun 2015 
Effective Date:  Sep 2015   


  
 


Program Contact:  Rene Tremblay         
 
 
Dean:  Rene Tremblay          
 
 
Document Author:  Rene Tremblay       
 
 
Program Description:  A Carpenter is a person who performs all work in connection 
with the assembly and erection of falsework and forms for concrete, wood and metal 
frame construction, and installs interior and exterior finishing metals for residential, 
commercial, and industrial projects, while conforming to plans and specifications and 
local building codes.  Other trade skills include layout, rigging/signaling, cutting/welding 
and the erection and dismantling of scaffolding. 
 
The learner will receive provincial apprenticeship curriculum pertinent to the 
apprenticeship level in which they are enrolled. Upon successful completion of all four 
levels and appropriate time in the trade, the learner may be eligible to write the ITA Red 
Seal exam in Carpentry   
 
 
Admission Requirements:   
Level 1 
Registered Apprentice with the Industry Training Authority or proof of successful 
completion or related Foundation Trades Training program. 
 
Level 2 
Successful completion of Level 1 Apprenticeship Technical Training or 
successful challenge of the Industry Training Authority Level 1 Placement Exam 
 
Level 3 
Successful completion of Level 2 Apprenticeship Technical Training or 
successful challenge of the Industry Training Authority Level 2 Placement Exam 
 
 







 Program Information and Completion Guide 
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Level 4 
Successful completion of Level 3 Apprenticeship Technical Training or  
successful challenge of the Industry Training Authority Level 3 Placement Exam    
 
 
Length of Program: (weeks and total hours)  
28 weeks 840 hours   
 
 
Program Intake: (start/finish dates) Refer to the Trades Schedule 
 
 
Available Seats:  16 
 
 
Application Deadline:  One week prior to course start date   
 
 
Career Prospects:  Opportunities exist in the local and regional industry for 
Carpenters.  Above average salaries are offered, as well as, excellent working 
environments. 
 
 
Affiliations/Partnerships:  Industry Training Authority 
 
 
Location:  Dawson Creek 
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Personal Protective Equipment - footwear having CSA safety-toe protection and CSA 
safety glasses with clear lenses. 
 
Textbooks 
 
Students are required to sign and adhere to the Trades and Apprenticeship Safety and 
Attendance Policy. 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
No    
  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
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Residency Requirement:  (percentage of courses which must be taken at NLC) 
100% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
CNST 100 (Carpentry Level 1)  (210 hours) 
CNST 200 (Carpentry Level 2)  (210 hours) 
CNST 300 (Carpentry Level 3)  (210 hours) 
CNST 400 (Carpentry Level 4)  (210 hours)         
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NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
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Date Course Outline was Last Reviewed and/or Revised: June 2015 
Effective Date:  January 2016 


Course Code: CNST Number: 100 Number of Credits: 0 


Course Title:  Carpentry Apprenticeship Level 1 


Program: Carpentry Apprenticeship 


 New Course  Existing Course (no revisions or minor changes) 
 


 Revised Course (please indicate the areas revised : Total Instructional Hours and Weeks ) 
 
Academic Level:  First Year  Second 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): 


CNST 100, CNST 100P 
 
 
 
 
  


 


Precluded Courses:  RCON 100 


Calendar Description:  Level 1 Apprenticeship training follows the Level 1 Provincial Apprenticeship curriculum.  It provides an 


introduction to the carpentry trade focusing on work habits, safety, drawings, by-laws and materials.  Hands-on learning will include 
layout, concrete, and framing.  Learners who successfully complete Level 1 may progress to Level 2 Apprenticeship training. 


Date First Offered:  September 2007 


Total Hours: 210 
Total Weeks:  7 


Typical Structure of Instructional Hours:  
 


Breakdown Per Week Duration 


Lecture Hours 19.50 


Seminars/Tutorials 0.00 


Laboratory Hours 0.00 


Field Experience Hours 0.00 


Shop/Teaching Kitchen 10.50 


Other Contact Hours 0.00 


Total 30.00 
 


If Other Contact Hours are specified please list: 
      


 


 
Practicum Hours (If applicable): 
 


Type of Practicum Duration 


On-the-job Experience 0.00 


Formal Work Experience 0.00 


Other 0.00 


Total 0.00 
 


If Other, please list:  
      


This course is offered on-line: YES  NO  
 


If yes, please indicate on-line or tutor interaction hours:       
 
 


 







 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
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Prerequisite Statement (If there are no prerequisites, type NONE): 


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


Student must be a registered BC Apprentice 
 


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


None 
 


Transfer Agreements: 
To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 


 
 
Detailed Course Content, Topics and Sequence Covered:  


FOLLOWS INDUSTRY TRAINING FORMAT 
- Safe Work Practices 
- Documentation and Organization Skills 
- Trade Math 
- Tools and Equipment 
- Survey Instruments 
- Performing Site Layouts 
- Apply Building Science 
- Build Concrete Formwork 
- Frame Residential Housing 
- Final Exam 


 
Learning Outcomes / Course Goals:  


FOLLOWS INDUSTRY TRAINING FORMAT 
Upon successful completion of this course, learners will be able to: 
Safe Work Practices 
- Describe and demonstrate the carpentry trade and the tasks performed by a carpenter 
- Identify and explain legislation that is applicable to the carpentry trade and to construction projects 
- Describe and demonstrate safe work practices, including the use of safety gear and fall protection systems 
Documentation and Organization Skills 
- Interpret drawings and specifications, including the meaning of lines, symbols, and abbreviations used 
- Describe and identify building codes bylaws, the use of municipal permits, and the purpose of inspections 
- Describe wood characteristics including structural composition, species and characteristics, and common defects 
- Describe and identify framing lumber, uses, types, and storage 
- Calculate quantities and costs of framing lumber 
- Identify and describe engineered products, their use, and the their advantages/disadvantages 
- Identify, describe, and select framing fasteners and hardware 
Trade Math  
- Describe and perform basic math concepts and operations 
- Describe and perform the basic calculator functions and operations 
- Describe and perform the metric measurement system (SI) 
- Describe and apply the imperial measurement system 
- Describe and perform calculations involving fractions 
- Convert measurements between metric and imperial systems 
- Working with equations 
- Describe and perform calculations using the Pythagorean Theorem 
- Identify and use formulas dealing with area 
- Identify and use formulas dealing with volume 
- Describe ratio and proportion and its application to solve trade-related calculations 
- Describe mechanical advantage and related calculations for levers, pulleys and gears 
- Describe percentage calculations and their trade related applications 
Tools and Equipment 
- Describe and demonstrate the safe use and maintenance of hand tools used for measuring, layout, cutting, boring, aligning, and 
fastening 
- Describe and demonstrate the safe use and maintenance of portable power tools (including power-actuated tools, chain saws, circular 
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COURSE OUTLINE 
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saws, electric drills and screwdrivers, portable air systems, nailers and staplers, saber saws, and reciprocating saws), table saws, and 
radial air saw 
Survey Instruments 
- Describe and demonstrate the use and maintenance of survey levels 
- Identify legal description on survey plans and describe how to locate the correct property from survey or plot plans 
- Describe the purpose of survey markers 
Site Layouts 
- Describe excavation and grading procedures 
Concrete Formwork 
- Describe and demonstrate the methods for squaring corners 
- Describe the location, installation, and line setting of batter boards 
- Describe and demonstrate the building of footings and wall forms 
Frame Residential Housing 
- Describe types of wood frame construction 
- Describe and build foundations, floors, walls, partitions, gable roofs with ceiling joists, hip roofs, and straight stairs 
- Calculate quantities of framing materials 
Apply Building Science 
- Describe the forces, live and dead loads, which act upon a building 
- Describe the compressive, tensile and lateral forces that act on a building and how these forces are counteracted 
- Describe construction design and principles used to counteract loads and forces 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Typical Evaluation Methods and % of Total Grade:  


(70% overall, achieved from 35% for practical and 65% for theory totals) 
 
Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: 70% 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  36% Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:       % Project:  35% Quizzes/Test:  29% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


 Include number of and the variety and nature of writing assignments:       
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 Specify Other (if applicable):       
 
Typical Proportion of Individual Work and Group Work 
 


% of Individual Work :  100  % of Group Work :      


 
Typical Text(s) and Resource Materials (if you require more space, please contact: A. Holloway): 


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Place of Publication 


 
Published 


Chapter(s) 
Covered 


1.  
Alberta Advanced 
Education 


Level 1 Modules  
Queen's Printer; 
Victoria, BC 


2005 All 


2.  
National Research 
Council 


BC Building Code  Nelson, Canada 2006 All 


3.  Hazard Alert 
Handi Guide to British Columbia 
OH 35 Regulations 


 


Crown 
Publications; 
Victoria, BC 


2006 All 


4.  
Vogt, F., & Nauth, 
M. 


Carpentry, First Canadian Edition  Nelson, Canada 2007 All 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  
Supplies/Materials: 


Appropriate work clothing (minimum 4-6" sleeve, no shorts) 
Leather tool belt  
25’ Imperial and Metric tap measure 
Combination square 
Olfa utility knife with locking blade 
Nail puller 
22 oz. straight claw framing hammer 
Chalk line 
Steel-toed boots with ankle support CSA approved 
Good quality safety glasses CSA approved 
Work gloves 


Keys to Success: 


Attendance, class participation, shop safety, maintaining a 
professional attitude, successful study habits, receiving a minimum 
70% in the program. 
 


 


Course Change Statement: 


      


 
Authoring Instructor Contact Details:   


 


Instructor Name: Stephen Janssen 


Phone: (250) 784-7507 Office #: Carpentry Building, Room 20.12 Campus Location: Dawson Creek 


Fax: (250) 784-7569 Office Hours: Posted E-mail: sjanssen@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:       Date:       


List Credentials / Institutions: Red Seal - Carpentry,  


Red Seal - Joinery 
 


Dean:       Date:       


Education Council Chair:       Date:       


Vice-President of Learning:       Date:       
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COURSE OUTLINE 
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Date Course Outline was Last Reviewed and/or Revised: June 2015 
Effective Date:  January 2016 


Course Code: CNST Number: 200 Number of Credits: 0 


Course Title:  Carpentry Apprenticeship Level 2  


Program: Carpentry Apprenticeship 


 New Course  Existing Course (no revisions or minor changes) 
 


 Revised Course (please indicate the areas revised : Total Instructional Hours and Weeks ) 
 
Academic Level:  First Year  Second 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): 


CNST 200, CNST 200P 
 
 
 
 
  


 


Precluded Courses:  RCON 200 


Calendar Description:  Level 2 Apprenticeship training follows the Level 2 Provincial Apprenticeship curriculum.  The program 


provides further detail to the Level 1 topics and introduces learners to rigging and hoisting.  Learners who successfully complete Level 2 
may progress to Level 3 Apprenticeship training. 


Date First Offered:  September 2007 


Total Hours: 210 
Total Weeks:  7 


Typical Structure of Instructional Hours:  
 


Breakdown Per Week Duration 


Lecture Hours 16.00 


Seminars/Tutorials 0.00 


Laboratory Hours 0.00 


Field Experience Hours 0.00 


Shop/Teaching Kitchen 14.00 


Other Contact Hours 0.00 


Total 30.00 
 


If Other Contact Hours are specified please list: 
      


 


 
Practicum Hours (If applicable): 
 


Type of Practicum Duration 


On-the-job Experience 0.00 


Formal Work Experience 0.00 


Other 0.00 


Total 0.00 
 


If Other, please list:  
      


This course is offered on-line: YES  NO  
 


If yes, please indicate on-line or tutor interaction hours:       
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Prerequisite Statement (If there are no prerequisites, type NONE): 


Level 1 Apprentice training or granted credit by the Industry Training Authority for Level 1 training 
 
Non-Course Prerequisites (List if applicable or type NONE):  


Learner must be a registered Level 1 BC Apprentice 
 


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


None 
 


Transfer Agreements: 
To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 


 
 
Detailed Course Content, Topics and Sequence Covered:  


FOLLOWS INDUSTRY TRAINING FORMAT 
- Safe Work Practices 
- Trade Math Review 
- Documentation and Organization Skills 
- Use Tools and Equipment 
- Survey Instruments 
- Rigging and Hoisting Equipment 
- Perform Site Layout 
- Build Concrete Formwork 
- Final Exam 


 
Learning Outcomes / Course Goals:  


FOLLOWS INDUSTRY TRAINING FORMAT 
Upon successful completion of this course, learners will be able to: 
Safe Work Practices 
- Describe safety committees, their role, makeup, duties, and the legal position of its member 
- Describe the role of the Worker’s Compensation Board (WCB) 
- Explain safe excavation shoring and building demolition procedures 
- Identify building codes and bylaws 
Trade Math Review 
Ceiling Framing Calculations 
- Produce the ceiling framing material takeoff for a gable roof 
- Produce the ceiling framing material takeoff for a hip roof 
Exterior and Interior Wall Finish Calculations 
- Calculate interior wall finish materials 
- Calculate cornice and rake finish materials 
- Calculate exterior wall finish materials 
- Assemble a material takeoff for interior and exterior finish materials 
Documentation and Organization Skills 
- Read construction drawings and specifications (architectural and structural) and identify the steps in conflict resolution as it pertains to    
interpreting drawings and specifications 
Tools and Equipment 
- Describe and demonstrate the safe use of concrete drilling, grinding, and finishing tools 
Survey Instruments 
- Describe and demonstrate the use of optical instruments for surveying (optical levels; leveling rods, chains, and tapes; laser and 
electronic levels) 
Rigging and Hoisting Equipment 
- Identify and describe the use of scaffolds and ladders (including their construction, maintenance, and dismantling) 
- Identify and describe WCB OHS regulations regarding scaffolds, ladders, ramps, runways, and stairs 
- Describe the use of fiber robes (natural and synthetic) 
- Describe and demonstrate the tying of knots, bends, and hitches (including their use) 
- Identify safe methods to use, maintain, and store rigging and hoisting equipment 
Site Layout 
- Build batterboards, set lines, and square corners 
Concrete Formwork 
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- Identify, describe, and select fasteners, adhesives, and calking compounds 
- Describe concrete types, materials, additives, and treatments (including their uses) 
- Identify and describe manufactured form products, embedded metals and plastics and concrete treatments and joint sealers 
- Describe and identify materials and hardware used to construct forms 
- Calculate quantities of concrete 
- Describe and demonstrate the safe use of concrete drilling, grinding, and finishing tools 
- Describe and utilize methods of calculating quantities of concrete 
- Describe the purpose of concrete formwork and identify the WCB OHS regulations covering concrete formwork 
- Describe and demonstrate the building of footing and wall forms, including the placement of anchor bolts and reinforcing dowels and 
the calculation of materials 
- Describe and demonstrate methods to build suspended slab forms and slab-on-grade forms 
- Describe and demonstrate the installation of anchor bolts and metals in concrete 
- Describe and demonstrate the building of concrete stair forms (including calculation of materials) 
- Describe methods of placing, finishing, stripping, protecting, and curing concrete 
- Describe concrete defects, explain ways to prevent them, and describe their repair 
- Build specialized formwork (slab tables, gang forms, specialized forms for architectural concrete, pre-cast members) 
Final Exam 
 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Typical Evaluation Methods and % of Total Grade:       
 
Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: 70% 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  36% Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:       % Project:  35% Quizzes/Test:  29% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


 Specify Other (if applicable):       
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Typical Proportion of Individual Work and Group Work 
 


% of Individual Work :  100  % of Group Work :      


 
Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway): 


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Place of Publication 


 
Published 


Chapter(s) 
Covered 


1.  
Alberta Advanced 
Education 


Level 2 Modules   
Queen's Printer; 
Victoria, BC 


2005 All 


2.  
National Research 
Council 


BC Building Code  Nelson, Canada 2006 All 


3.  Hazard Alert 
Handi Guide to British Columbia 
OH Regulations 


 


Crown 
Publication 
Victoria, BC 


2006 All 


4.  
Vogt, F., & Nauth, 
M. 


Carpentry, First Canadian Edition  Nelson, Canada 2007 All 


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/





 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 5 of 6 
Form Revised: November 2006   CNST 200 


SUPPLEMENTARY COMPONENTS AND RESOURCES 
 


This course is offered in other programs: YES   NO   If yes list program(s):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  
Supplies/Materials: 


Appropriate work clothing (minimum sleeve length 4-6", no shorts) 
Leather tool belt  
25’ Imperial and Metric tape measure 
Combination square 
Olfa utility knife with locking blade 
Nail puller 
22 oz. straight claw framing hammer 
Chalk line 
Steel-toed boots with ankle support (CSA approved) 
Good quality safety glasses (CSA approved) 
Work gloves 


Keys to Success: 


Attendance, class participation, shop safety, maintaining a 
professional attitude, successful study habits, receiving a minimum 
70% in the program. 
 


 


Course Change Statement: 


      


 
Authoring Instructor Contact Details:   


 


Instructor Name: Stephen Janssen 


Phone: (250) 784-7507 Office #: Carpentry Building, Room 20.12 Campus Location: Dawson Creek 


Fax: (250) 784-7569 Office Hours: Posted E-mail: sjanssen@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:       Date:       


List Credentials / Institutions: Red Seal - Carpentry, 


Red Seal - Joinery 
 


Dean:       Date:       


Education Council Chair:       Date:       


Vice-President of Learning:       Date:       
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Date Course Outline was Last Reviewed and/or Revised: June 2015 
Effective Date:  January 2016 


Course Code: CNST Number: 300 Number of Credits: 0 


Course Title:  Carpentry Apprenticeship Level 3  


Program: Carpentry Apprenticeship 


 New Course  Existing Course (no revisions or minor changes) 
 


 Revised Course (please indicate the areas revised : Total Instructional Hours and Weeks ) 
 
Academic Level:  First Year  Second 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:  Level 3 Apprenticeship training follows the Level 3 Provincial Apprenticeship curriculum.  The program 


primarily focuses on drawings and specifications, residential housing, and finishing.   Learners who successfully complete Level 3 may 
progress to Level 4 Apprenticeship training. 


Date First Offered:  September 2007 


Total Hours: 210 
Total Weeks:  7 


Typical Structure of Instructional Hours:  
 


Breakdown Per Week Duration 


Lecture Hours 16.00 


Seminars/Tutorials 0.00 


Laboratory Hours 0.00 


Field Experience Hours 0.00 


Shop/Teaching Kitchen 14.00 


Other Contact Hours 0.00 


Total 30.00 
 


If Other Contact Hours are specified please list: 
      


 


 
Practicum Hours (If applicable): 
 


Type of Practicum Duration 


On-the-job Experience 0.00 


Formal Work Experience 0.00 


Other 0.00 


Total 0.00 
 


If Other, please list:  
      


This course is offered on-line: YES  NO  
 


If yes, please indicate on-line or tutor interaction hours:       
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Prerequisite Statement (If there are no prerequisites, type NONE): 


Level 2 Apprentice training or granted credit by the Industry Training Authority for Level 2 training.  
 
Non-Course Prerequisites (List if applicable or type NONE):  


Students must be Level 2 BC Apprentices 
 


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


None 
 


Transfer Agreements: 
To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 


 
 
Detailed Course Content, Topics and Sequence Covered:  


FOLLOWS INDUSTRY TRAINING FORMAT 
- Documentation and Organization 
- Trade Math Review 
- Tools and Equipment 
- Survey Instruments 
- Frame Residential Housing 
- Apply Finishing Materials 
- Apply Building Science 
- Final Exam 


 
Learning Outcomes / Course Goals:  


FOLLOWS INDUSTRY TRAINING FORMAT 
Upon successful completion of this course, learners will be able to: 
Documentation and Organization 
- Interpret drawings and specifications 
- Read construction drawings and specifications 
- Describe schedules 
- Use shop drawings and reflected ceiling plans 
Trade Math Review 
Part A Math 
- Review and perform calculations based on basic math concepts and skills 
- Review and perform calculations for perimeter, centreline perimeter, areas and volumes 
- Review and perform calculations for ratio and proportion, mechanical advantage and percentage 
- Review and perform calculations for spacings 
- Perform calculations pertinent to and in preparation for third period math modules 
- Perform calculations for beam/column reactions 
Part B Math 
- Review and perform calculations based on basic math concepts and skills 
- Review and perform calculations for perimeter, centreline perimeter, areas and volumes 
Part C Math 
- Review and perform calculations for ratio and proportion, mechanical advantage and percentage 
- Review and perform calculations for spacings 
- Review and perform calculations pertinent to and in preparation for third-year math modules 
Tools and Equipment 
- Use and maintain carpentry trade hand tools for finish work (chisels, planes, clamps) 
- Use carpentry portable power tools for finish woodwork 
- Identify router bits 
- Identify and describe the operation, maintenance, and use of portable routers, sanders, mitre saws, power planes, and biscuit joiners 
- Identify the parts of a band saw, drill press, jointer, thickness planer, and sanding machine and state the function of each 
- Describe operations performed with a band saw, drill press, jointer, thickness planer, and sanding machine 
- Identify blades used on a band saw 
- Identify types of drills, boring tools and accessories used with a drill press 
- Describe safety rules for operating a band saw, drill press, jointer, and thickness planer 
- Describe basic maintenance of a band saw, drill press, jointer, thickness planer, and sanding machine 
- Identify the parts of a disc sander and a belt sander and state the function of each 



file:///C:/Documents%20and%20Settings/dfrost/Local%20Settings/Temporary%20Internet%20Files/OLKFA/www.bccat.bc.ca
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Survey Equipment 
- Describe types of transits 
- Identify parts of a transit and state the function of each part 
- Calculate angles and distances between points 
- Describe how to use a transit to measure angles and layout points 
Frame Residential Housing 
- Describe the components of an intersecting roof 
- Describe the calculation of measurements and the layout of roof members 
- Describe ceiling frame and roof framing material calculations 
- Describe roof sheathing and strapping calculations 
- Identify finishing parts of a staircase 
- Describe construction methods and floor framing for 'L' stairs 
- Describe the calculation of measurements for wide or long 'L', narrow 'U', double 'L', and wide 'U' stairs 
- Describe the calculation of measurements for stairs from mid-level to lower level and for straight stairs with landing 
Apply Finishing Materials 
- Describe methods of constructing and installing frames and constructing drops, valances, and special windows 
- Describe energy-efficient floor, wall, and roof framing 
- Identify materials exterior finishing material 
- Describe types of exterior wall coverings and exterior trim and accessories 
- Identify exterior finishing fasteners 
- Identify types of windows and their uses 
- Describe components of windows  
- Describe energy-efficient windows 
- Identify types of exterior and interior doors and special doors 
- Identify non-gypsum interior wall finish material 
- Identify interior wall finishes 
- Describe grades of hardwood finish lumber 
- Identify casing and mouldings 
- Describe safe procedures for handling and storing finish materials 
- Identify cabinet components and materials 
- Identify plastic laminates and adhesives 
- Describe types of panel products 
- Identify cabinet hardware and indicate its use 
- Identify miscellaneous fasteners and hardware and uses for each 
- Identify fixtures and accessories 
- Describe storing hardware and fixtures at the jobsite 
- Identify gypsum board finish material 
- Identify types of drywall panel 
- Identify drywall accessories 
- Identify types of tape and filling compounds 
- Identify air/moisture control products and insulation materials 
- Identify flashing material 
- Describe the installation of doors 
- Identify types of door jambs and describe methods of installing them 
- Describe methods of installing doors 
- Describe the methods of sealing around doors 
- Describe installation procedures for special doors 
- Describe the installation of windows and method of sealing around windows 
- Apply exterior finishes 
- Describe rain screen procedures 
- Describe the application of wood shingles and shakes 
- Describe the application of wood, vinyl, metal, and fibre cement siding 
- Describe the application of stucco and brick veneer 
- Describe the application of soffits and trim 
- Describe the installation of gutters and rainwater leaders 
- Describe the construction methods used for screens, fences, railings, and decks 
- Describe construction and installation of cabinets 
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- Describe the installation of pre-finished cabinets 
- Describe counter tops 
- Describe the cutting of openings for sub-trades 
- Describe the installation of cabinet hardware, application of plastic laminates and specialty items 
- Calculate spacing and quantity of materials for cabinets 
- Describe the installation of non-gypsum wall finishes 
- Describe the layout of paneling 
- Describe the scribing, cutting, and fitting of panels 
- Describe the installation of wainscoting and wall mouldings 
- Describe the calculations of wall covering materials 
Apply Building Sciences 
- Explain heat and sound transfer principals 
- Describe methods of heat and sound transmission 
- Explain air and moisture movement in buildings 
- Explain methods of controlling heat and sound transmission 
- Describe methods of controlling heat flow 
- Describe the installation of insulation materials 
- Describe methods of controlling sound transmission  
- Describe methods of controlling air/moisture flow and explain methods of controlling air and moisture flow 
- Describe the installation of air/moisture control products 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Typical Evaluation Methods and % of Total Grade:       
 
Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: 70% 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  36% Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:       % Project:  35% Quizzes/Test:  29% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


 Specify Other (if applicable):       
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Typical Proportion of Individual Work and Group Work 
 


% of Individual Work :  100  % of Group Work :      


 
Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway): 


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Place of Publication 


 
Published 


Chapter(s) 
Covered 


1.  
Alberta Advanced 
Education 


Level 3 Modules  
Queen's Printer; 
Victoria, BC 


2005 All 


2.  
National Research 
Council 


BC Building Code  Nelson, Canada 2006 All 


3.  
Vogt, F., & Nauth, 
M. 


Carpentry, First Canadian Edition  Nelson, Canada 2007 All 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  
Supplies/Materials: 


Appropriate Clothing (minimum 4-6" sleeve, no shorts) 
Leather tool belt 
25' Imperial and Metric tape measure 
Combination square 
Olfa utility knife with locking blade 
Nail puller 
22 oz. straight claw framing hammer 
Chalk line 
Steel-toed boots with ankle support (CSA approved) 
Good quality safety glasses (CSA approved) 
Work gloves 


Keys to Success: 


Attendance, class participation, shop safety, maintaining a 
professional attitude, successful study habits, receiving a minimum 
70% in the program. 
 


 


Course Change Statement: 


      


 
Authoring Instructor Contact Details:   


 


Instructor Name: Stephen Janssen 


Phone: (250)784-7507 Office #: Carpentry Building, Room 20.12 Campus Location: Dawson Creek 


Fax: 250) 784-7569 Office Hours: Posted E-mail: sjanssen@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:       Date:       


List Credentials / Institutions: Red Seal - Carpentry,  


Red Seal - Joinery 
 


Dean:       Date:       


Education Council Chair:       Date:       


Vice-President of Learning:       Date:       
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Date Course Outline was Last Reviewed and/or Revised: June 2015 
Effective Date:  January 2016 


Course Code: CNST Number: 400 Number of Credits: 0 


Course Title:  Carpentry Apprenticeship Level 4 


Program: Carpentry Apprenticeship 


 New Course  Existing Course (no revisions or minor changes) 
 


 Revised Course (please indicate the areas revised : Total Instructional Hours and Weeks ) 
 
Academic Level:  First Year  Second 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:  Level 4 Apprenticeship training follows the Level 4 Provincial Apprenticeship curriculum 


Learners who successfully complete Level 4 may progress to Interprovincial Red Seal 


Date First Offered:  September 2007 


Total Hours: 210 
Total Weeks:  7 


Typical Structure of Instructional Hours:  
 


Breakdown Per Week Duration 


Lecture Hours 21.00 


Seminars/Tutorials 0.00 


Laboratory Hours 0.00 


Field Experience Hours 0.00 


Shop/Teaching Kitchen 9.00 


Other Contact Hours 0.00 


Total 30.00 
 


If Other Contact Hours are specified please list: 
      


 


 
Practicum Hours (If applicable): 
 


Type of Practicum Duration 


On-the-job Experience 0.00 


Formal Work Experience 0.00 


Other 0.00 


Total 0.00 
 


If Other, please list:  
      


This course is offered on-line: YES  NO  
 


If yes, please indicate on-line or tutor interaction hours:       
 
 


 


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


Successful completion of Level 3 Apprenticeship training or have received credit for Level 3 through the Industry Training Authority. 
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Non-Course Prerequisites (List if applicable or type NONE):  


Learners must be Level 3 BC Apprentices 
 


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


NONE 
 


Transfer Agreements: 
To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 


 
 
Detailed Course Content, Topics and Sequence Covered:  


FOLLOWS INDUSTRY TRAINING FORMAT 
- Documentation and Organization 
- Trade Math Review 
- Survey Instruments 
- Perform Site Layout 
- Build Concrete Formwork  
- Frame Residential Housing 
- Special Construction Features 
- Apply Finishing Materials 
- Final Exam 


 
Learning Outcomes / Course Goals:  


FOLLOWS INDUSTRY TRAINING FORMAT 
Upon successful completion of this course, learners will meet the requirements set out through the Industry Training Authority to 
advance to the next level of Apprenticeship training and will be able to: 
Documentation and Organization 
- Use architectural and structural drawings 
- Use contract documents and specifications 
- Describe schedules 
- Use shop drawings and reflected ceiling plans 
- Identify the steps in conflict resolution 
Trade Math Review 
Part A 
- Review and perform calculation based on basic math concepts and skills 
- Review and perform calculation for perimeter, centreline perimeter, areas and volumes 
- Review and perform calculation for ratio and proportion, mechanical advantage and percentage 
- Review and perform calculation for spacings 
- Perform calculations pertinent to and in preparation for fourth period math modules 
- Perform calculation for beam/column reactions 
Part B 
- Review calculations based on basic math concepts and skills 
- Review calculations for perimeter, centreline perimeter, areas and volumes 
Part C 
- Review calculations for ratio and proportion, mechanical advantage and percentage 
- Review calculations for spacings 
- Review calculations pertinent to and in preparation for fourth period math modules 
- Perform calculations for beam/column reactions 
Interior Finish Calculations 
- Describe calculations using set spacings 
- Perform calculations related to floor, ceiling and wall finishes 
- Calculate lineal lengths of mouldings and trim 
- Calculate material quantities for cabinets, countertops and hardware 
- Produce cutting lists for storage units, built-in cabinets and storage room shelving 
- Describe a material takeoff list for interior finish components 
Roof Calculations 
- Describe material quantities using slope gain factors and comparison of triangles 
- Calculate line lengths of rafters for equal slope gable, hip and intersecting roofs 
- Calculate line lengths of rafters for unequal slope gable, hip and intersecting roofs 



file:///C:/Documents%20and%20Settings/ajohnsen/Local%20Settings/Temporary%20Internet%20Files/www.bccat.bc.ca
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Interior Finish Calculations 
- Describe calculations using set spacings 
- Perform calculations related to floor, ceiling and wall finishes 
- Calculate lineal lengths of mouldings and trim 
- Calculate material quantities for cabinets, countertops and hardware 
- Produce cutting lists for storage units, built-in cabinets and storage room shelving 
- Describe a material takeoff list for interior finish components 
Survey Instruments 
- Identify parts of a theodolite and state the function of each 
- Calculate arc and chord lengths for segments of a circle 
- Describe how to set up and operate theodolites to take readings and locate points 
- Identify an electronic distance meter and describe its use 
- Identify electronic theodolites and describe their use 
- Identify and describe the use of a total station instrument 
Perform Site Layout 
- Describe methods of constructing hoardings 
- Identify services to a building site 
- Describe minimum building elevations, municipal requirements for sewer services and flood control 
- Identify bearings capacities of soils 
- Identify items to be complete before excavation 
- Describe preparation for footings and slabs for various soil types and conditions 
- Describe methods of laying drain tile, flexible pipe, and drain fields 
- Describe drain rock and placement requirements for perimeter drainage and drain fields 
- Describe sumps, catch basins, and septic tanks 
- Describe backfill requirements, procedures, and methods of compaction 
Build Concrete Formwork 
- Describe methods of calculating the volume of concrete in residential foundations, concrete frame buildings, concrete silos, concrete 
stairs, concrete battered walls and miscellaneous shapes 
- Describe handling and placing concrete 
- Describe methods for finishing concrete 
- Describe methods of curing concrete 
- Describe safe methods of stripping concrete formwork 
- Describe methods of working with concrete in various weather conditions 
- Describe concrete defects and explain ways to prevent them 
- Describe the repair of concrete defects 
- Describe the use of structural grouting 
- State the purpose of pre-stressed concrete members 
- Describe methods of pre-tensioning pre-stressed concrete members 
- Describe pre-cast construction techniques 
Frame Residential Housing 
- Identify finishing parts of a staircase 
- Describe the calculation of measurements for stairs with landings 
- Describe construction methods of finished stairs 
- Describe the construction of winder stairs 
- Describe the construction of circular stairs 
- Describe construction methods and calculation of line lengths for unequal slope intersecting roofs 
- Describe methods of laying out roof framing members for an unequal slope roof 
- Define terms related to special roof features 
- Describe construction methods for shed and gable dormers 
- Describe construction methods for installing ventilators, air conditioners, skylights, and roof accesses 
- Describe construction methods for gambrel and octagon roofs 
Special Construction Features 
- Describe security installations required by the Building Code 
- Identify fire safety systems required by the Building Code 
- Identify the use of preservative-treated wood materials and the safe methods of handling them 
- Identify parts of permanent-wood foundations (PWF) and describe methods of constructing them 
- Identify heavy-timber construction and state its use 
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- State the use of glue-laminated construction 
- Identify connectors used in heavy timber construction 
- Identify heavy timber hardware and indicate its use 
- Describe the tools used in heavy-timber construction 
- Describe heavy-timber connections 
- Identify types and uses of piles 
- Identify methods of shoring and underpinning 
Apply Finishing Materials 
- Prepare roof surfaces for roofing 
- Install roof flashing and roofing accessories 
- Describe the application of roofing materials 
- Identify floor finishing materials 
- Describe sub-floor preparation 
- Describe the installation of sleepers 
- Describe layout procedures for floors 
- Describe installation of wood flooring 
- Describe the installation of vinyl and rubber base 
- Describe the calculation of flooring materials 
- Describe the installation of drywall board 
- Describe taping and finishing drywall 
- Describe the installation of steel studs 
- Describe the installation of moveable partitions 
- Describe the application of ceiling tiles to various surfaces 
- Describe the installation procedures for suspended ceilings 
- Describe the construction of drop ceilings 
- Describe the calculation of ceiling material 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Typical Evaluation Methods and % of Total Grade:       
 
Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: 70% 
 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  36% Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:       % Project:  35% Quizzes/Test:  29% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 
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Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :      


 
Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway): 


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Place of Publication 


 
Published 


Chapter(s) 
Covered 


1.  
Alberta Advanced 
Education 


Level 4 Modules  
Queen's Printer; 


Victoria, BC 
2007 All 


2.  
National Research 
Council 


BC Building Code  Nelson, Canada 2006 All 


3.  
Vogt, F., & Nauth, 
M. 


Carpentry, First Canadian Edition  Nelson, Canada 2007 All 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  
Supplies/Materials: 


Appropriate work clothing (minimum 4-6" sleeve, no shorts) 
Leather tool belt 
25' Imperial and Metric tape measure 
Combination square 
Olfa utility knife with locking blade 
Nail puller 
22 oz. straight claw framing hammer 
Chalk line 
Steel-toed boots with ankle support (CSA approved) 
Good quality safety glasses (CSA approved) 
Work gloves 
 


Keys to Success: 


Attendance, class participation, maintaining a professional attitude, 
successful study habits, receiving a minimum 70% in the program. 
 


 


Course Change Statement: 


      


 
Authoring Instructor Contact Details:   


 


Instructor Name: Stephen Janssen 


Phone: (250) 784-7507 Office #: Carpentry Building, Room 20.12 Campus Location: Dawson Creek 


Fax: (250) 784-7569 Office Hours: Posted E-mail: sjanssen@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:       Date:       


List Credentials / Institutions: Red Seal - Carpentry, 


Red Seal - Joinery 
 


Dean:       Date:       


Education Council Chair:       Date:       


Vice-President of Learning:       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? 
To approve 2 week "Gap Training" for apprentices to move between Old Heavy Duty Level 1 program 


to the new Heavy Mechanical Level 2 program, as per ITA's request.  


 


 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 (f) set curriculum content for courses leading to certificates, diplomas or degrees 


 


 2.  What is the rationale for the request? 
The Industry Training Authority is phasing out Heavy Duty and merging it into Heavy Mechanical 


along with Truck and Transport Mechanic, Diesel Engine Mechanic and Transport Trailer Technician.  


This "Gap Training" will bridge Apprentices who have started out in Heavy Duty Level 1 to be able to 


continue with Heavy Mechanical Level 2.  


 


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


 students or prospective students 


Students will be able to continue their Apprenticeship. 


 


 present course offerings 


None 


 


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


None 


 


 faculty 


None 


 


 support staff 


None 


 


 College (facilities, timetabling, etc.) 


None 


 


 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.) 
None 


  


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


No 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


N/A 


 


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


 


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


 


 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 Rene Tremblay Yes  No  No   


Associate Dean Robert McAleney Yes  No   


Instructor Ed Ditner Yes  No  


Instructor Doug Haycock Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Warren Stokes Yes  No  


VP Academic Loren Lovegreen 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 


            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 A. Holloway. 
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8. Do you wish to present your proposal to the Council in person? No 


  


If not, who will present it? Robert McAleney                                                                                


 


How much time is needed for the presentation?  20 minutes                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
THAT the Education Council approves the new course outline HDAT 105 Gap Training Heavy Duty 


Level 1 to Heavy Mechanical Level 2. 


 


Prepared by: Ellen Thompson     Date: May 27, 2015 


 


In consultation with (please list by name): Rene Tremblay 


 


Date received by Education Council Secretary:  May 28, 2015 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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COURSE OUTLINE 
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  July 2015 


Course Code: HDAT Number: 105 Number of Credits: 0  


Course Title:  Gap Training Heavy Duty Level 1 to Heavy Mechanical Level 2 


Program: Heavy Mechanical Trades 


 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 is to bridge the gap between the old Heavy Duty and Commercial Transport Level 1 to the 


new Heavy Mechanical Level 2. 
 
Truck and Transport Mechanics diagnose, repair and service highway buses and trucks. They work for commercial transport vehicle 
dealers, garages and service stations. A Commercial Transport Vehicle Mechanic is designated as a Truck and Transport Mechanic 
under the Interprovincial Red Seal program. These mechanics work on the mechanical, electrical and electronic components of 
vehicles. This includes the fuel, brake, steering and suspension, transmission, emission control and exhaust, and cooling and climate 
control systems. Some mechanics specialize in one or more of these systems. 
 
Heavy Duty Equipment Technicians overhaul, repair and service equipment such as graders, loaders, shovels, tractors, trucks, forklifts, 
drills, and wheeled and tracked vehicles. Working from manufacturers' specifications, they identify and repair problems in structural, 
mechanical, or hydraulic systems.  Heavy Duty Equipment Technicians work on industrial and construction vehicles, such as mining 
trucks and bulldozers; on heavy equipment used in construction, forestry, materials handling, landscaping, and land clearing; as well as 


on buses and large trucks.      


Date First Offered:  July 2015 
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Total Hours: 60 
Total Weeks:  2 
 


Breakdown Hours Per Course Duration 


Lecture Hours 48.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 12.0 


Other Contact Hours 0.0 


Total 60.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 


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


Heavy Duty level 1 or Commercial Transport Level 1 


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:  


Electrical: Describe Electricity, Use Electrical Testing Instruments, Service and Diagnose Batteries, Service Charging Systems, Service 
Starting Systems, Service Electrical Circuits.  
Heating, Ventilation and Air Conditioning: Describe Heating and Air Conditioning Fundamentals, Diagnose and Repair Heating and Air 
Conditioning Systems. 
 


 
Learning Outcomes / Course Goals:  


Upon completion of this course students will be eligible to enter Heavy Mechanical Level 2. 
They will be able to describe Electricity, Use Electrical Testing Instruments, Service and Diagnose Batteries, Service Charging Systems, 
Service Starting Systems, and Service Electrical Circuits.  
Describe Heating and Air Conditioning Fundamentals, Diagnose and Repair Heating and Air Conditioning Systems. 
 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: 70 



file://Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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Typical Activities and Weighting (in %) 


 


Final Exam:       % Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:  20% Project:       % Quizzes/Test:  80% 


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):       


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :      
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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.  Province of Alberta 
Battery Fundamentals and 
Service 


 Queen's Printer N/A All 


2.  Province of Alberta  Electrical Circuits  Queen's Printer N/A All 


3.  Province of Alberta Electrical Theory  Queen's Printer N/A All 


4.  Province of Alberta Magnetism  Queen's Printer N/A All 


5.  Province of Alberta Test Equipment  Queen's Printer N/A All 


6.  Province of Alberta Air Conditioning Fundamentals  Queen's Printer N/A All 


7.  Province of Alberta 
Air Conditioning Testing and 
Service Part A 


 Queen's Printer N/A All 


8.  Province of Alberta 
Air Conditioning Testing and 
Service Part B  


 Queen's Printer N/A All 


9.  Province of Alberta HVAC Control Systems  Queen's Printer N/A All 


10.  Province of Alberta 
Charging System and Control 
Circuit Fundamentals 


 Queen's Printer N/A All 


11.  Province of Alberta 
Charging System Testing and 
Service 


 Queen's Printer N/A All 


12.  Province of Alberta Cranking System Control Circuits  Queen's Printer N/A All 


13.  Province of Alberta 
Cranking System Fundamentals 
and Motor Drives 


 Queen's Printer N/A All 


14.  Province of Alberta 
Cranking System Testing and 
Service 


 Queen's Printer N/A All 


15.  NLC Labs                    
 


 


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):       


 


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) 


Trades and Apprenticeship and Safety and Attendance Policy 
 


  


Supplies/Materials: 


CSA approved footwear and safety glasses 


Keys to Success: 


Attendance, class participation, maintaining a professional attitude 
and successful study habits. 
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Ed Ditner / Doug Haycock 


Phone: 250-785-6981 Office #: Ext 2015/2076 Campus Location: FSJ 


Fax:       Office Hours:       E-mail: editner@nlc.bc.ca / dhaycock@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: Ed Ditner - Interprovincial Red 


Seal in Heavy Duty Equipment Mechanic 
Doug Haycock - Interprovincial Red Seal in Commercial 
Transport Mechanic  


 


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? 
To consider revisions to the learning outcomes, course content, grading weight, calendar description, 


and course title for PSYC 230 Advance Communications Skills. 


 


 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? 
PSYC 230 was approved as part of the completion guide for the Post Degree Diploma-specialization in 


Health Administration (PDD HADM). This course was last offered in 2005.  It has been updated to 


reflect current communication theory and practices in the Human Services sector to better meet the 


needs of students in the PDD HADM and other students interested in taking this course as an elective.  


 


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


 students or prospective students 


The existing PSYC 230 course receives largely unassigned or no transfer as per the BC Transfer 


Guide.  Apart from better preparing students with updated content for application in their field, it is 


anticipated that addition of current and more theoretical content will improve transfer for this 


course. 


 


 present course offerings 


none 


 


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


PDD HADM 


 


 faculty 


none 


 


 support staff 


none 


 


 College (facilities, timetabling, etc.) 


none 


 


 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.) 
nil 


  


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


no 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


As per the BC Transfer Guide, but anticipate securing assigned credit as a PSYC course and possibly 


receive credit at UBC, UBCO, and UVIC where currently no credit is assigned. 


 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 
Anticipate securing assigned credit as a PSYC or Human Services course at colleges and institutes 


where Human Service type programs are offered. 


 


 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       Yes  No  No   


Lisa Verbisky        Yes  No   


            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 


            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 
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Course Outline to be sent to 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?  10                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
That the Education Council approves the revised Course Outline PSYC 230 Advanced Communication 


Skills. 


 


Prepared by: Connie Kaweesi     Date: May 26, 2015 


 


In consultation with (please list by name): Lisa Verbisky 


 


Date received by Education Council Secretary:  May 29, 2015 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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Date Course Outline was Last Reviewed and/or Revised: June 2015 
Effective Date:  Sept 2015 


Course Code: PSYC Number: 230 Number of Credits: 3 


Course Title:  Advanced Communication Skills 


Program: University Transfer 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised: learning outcomes, content, grading 


weight, calendar description, course title) 
 
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:  Students develop advanced communication skills particularly relevant to the Human Services 
sectors through the study of current communication theories and models, in relation to individual, group, and community 


relationships. Students will gain an understanding of Carkhuff and Cognitive Therapy models of counselling. 


Date First Offered:  September 2015 
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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  
 


 


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


PSYC 220 or consent of the instructor 


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:  


- Professional Values and Ethical Practice 
- Making the Most of Supervision 
- The Practitioner's Use of Self in the Professional Relationship 
- Risk Assessment: Working Within a Legal Framework 
- Effective Communication: Integrating Micro skills and Theory 
- Conducting Assessment: Some General Guidelines 
- Advocacy in Practice 
- Understanding and Managing Conflict 
- Introduction to Working with Groups 
- Intervention Strategies for Working with Groups 
- Working Effectively in Teams 
- The Skills of Confrontation 


 
Learning Outcomes / Course Goals:  


- Describe effective communication skills and strategies 
- Demonstrate the effective use of a variety of communication skills in a classroom setting  
- Conduct interviews using a broad range of communication skills 
- Demonstrate the ability to work effectively in a team setting 
- To apply counselling theory to a counselling relationship 
- Illustrate personal readiness for practice identifying conflict resolution and assertiveness skills 
 


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 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  20% Assignments:  45% Portfolio:       % Practicum:       % 


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


Field Experience:      % Participation:  15% 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): 3 to 4 


 Specify nature of participation (if applicable): participation in classroom role plays 


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


 Specify Other (if applicable):       
 
Typical Proportion of Individual Work and Group Work 


% of Individual Work :  85  % of Group Work :  15 
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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.  


Agi O'Hara, Zita 
Weber and Kathy 
Levine 


Skills for Human Services 
Practice: Working With 
Individuals, Groups, and 
Communities 


 
Oxford University 
Press 


2010       


2.                                 


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):       


 


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: TBA 


Phone:       Office #:       Campus Location:       


Fax:       Office Hours:       E-mail:       


 


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? 
1. For the Social Services Worker Diploma (SSWD) program completion guide, to consider a change to 


the open elective courses from two UNAS courses (6 credits) in any area at the 100- or 200- level to two 


elective courses (6 credits) in any area at the baccalaureate level. 


2.  To consider the addition of a minimum 2.33 GPA to the current course pre-requisites for SSWD 220: 


Practicum and Seminar course. 


3. To update the SSWD program completion guide to reflect the renaming of  WMST 100 to WGST 


100. 


4. To update the Social Sciences Certificate program completion guide to reflect the renaming of 


WMST 100 to WGST 100. 


 


 


 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(f)  set curriculum content for courses leading to certificates, diplomas or degrees 


 


 2.  What is the rationale for the request? 
1. BCCAT has recently changed the BC Transfer System with all institutions listed as sending and 


receiving. This has increased articulation requests from university to colleges in the last year. The 


Social Service Sector has agreed that all courses will be transferred from institution to institution via 


the BCCAT Transfer system. This sector no longer has a course transfer matrix to articulate course 


transfers. 


2.  Although it is implied by the need to maintain a minimum program GPA of 2.33, including this 


minimum GPA as a pre-requisite in the SSWD 220 practicum course outline ensures students who are 


not in good standing are not able to enter a practicum without the necessary skills and knowledge.   


 


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


 students or prospective students 


1. Students will be able to transfer upper division elective courses from universities to meet the 


program completion requirements, or use NLC course offerings at the 300- and 400-level to meet 


the program elective requirements. 


2. Although the minimum GPA requirement might prevent students from completing the practicum 


course, they are already unable to graduate from SSWD with a GPA below 2.33, so this change is 


negligible in practice. 


 


 present course offerings 


none 


 


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


Certificate in Social Sciences 


 


 faculty 


none 


 


 support staff 
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none 


 


 College (facilities, timetabling, etc.) 


none 


 


 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.) 
nil 


  


 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 
 


      


 


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


 


 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       Yes  No  No   


Connie Kaweesi        Yes  No   


            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 


            Yes  No  


            Yes  No  


            Yes  No  


  


External (e.g. Advisory Committee members, other prospective employers, articulation groups, other 
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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 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?  20                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
That the Education Council approved the revised Program Information and Completion Guides for 


Social Services Worker Diploma and Certificate in Social Sciences, and the revised Course Outline 


SSWD 220 Practicum and Seminar. 


 


Prepared by: Connie Kaweesi     Date: May 26, 2015 


 


In consultation with (please list by name):       


 


Date received by Education Council Secretary:  May 29, 2015 


                                    


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:  University Arts and Sciences  
Credential/Certification:  Certificate in Social Sciences 


Date Submitted:  June 2015   
Effective Date:  September 2015   


 
 


Program Contact:  Lisa Verbisky         
 
 
Dean:  Steve Roe            
 
 
Document Author:  Lisa Verbisky       
 
 
Program Description:  The University Arts and Sciences program at Northern Lights 
College serves individuals and communities by providing university-level learning 
opportunities that reflect the intellectual and creative modes of inquiry practiced in the 
arts and sciences.  A wide variety of first- and second-year courses enable learners to 
pursue numerous credential and career options, and to engage in personal enrichment.     
 
A Social Sciences Certificate is awarded to students who complete 30 credits of first 
and second-year planned courses in the area of Social Sciences. The certificate is 
intended to prepare students for continued studies at the bachelor’s level at university or 
university-college transferring institutions.     
 
 
Admission Requirements:   
To apply to the University Arts and Sciences program or to register for individual 
courses within the program: 
  
* Prospective learners need to complete a College “Application for Admission” form. 
Admission forms can be obtained in person from NLC Student Services or downloaded 
in PDF format from nlc.bc.ca/pdfs/application.pdf.  A one-time application fee is 
required. 
  
* Where available, secondary school and/or post-secondary transcripts should be 
provided to indicate that prerequisites for specific courses have been met.  
  
* Applicants who do not have at least a “B” in English 12 (or equivalent) or at least a “C” 
in a university-level English course must complete the NLC Writing Assessment before 
registering in English courses. Feedback on the Writing Assessment is provided to help 
students make informed decisions about course selection. 







 Program Information and Completion Guide 


Page 2 of 3 


Form Revised: January 2006 


  
* Applicants who do not have secondary school and/or post-secondary transcripts that 
provide documentation of prerequisites should speak with an NLC Recruiter. In these 
situations, entry-level skills will be evaluated as required through the Writing 
Assessment, the Calculus Readiness Assessment, or other assessments.   
  
 
Please note that where students are registering in University Arts and Sciences courses 
to satisfy requirements in another program, additional registration criteria may apply.    
 
 
Length of Program: (weeks and total hours) The Social Sciences Certificate involves 
450 hours of class time and may be completed on a part-time or full-time basis.  Where 
learners are attending full time, the credential may be completed in 30 weeks.        
 
 
Program Intake: (start/finish dates)  
Start: September, January, May 
Finish: December, April, June 
 
 
Available Seats:  35 per course 
 
 
Application Deadline:  One week prior to the start of University Arts and Sciences 
courses   
 
 
Career Prospects:  By taking a planned combination of Northern Lights College 
courses, students may complete a full year of university courses and then transfer to a 
number of degree programs in the Social Sciences offered at universities and 
university-colleges.   
 
 
Affiliations/Partnerships:  Transfer arrangements exist with universities and 
university-colleges throughout BC (see BC Transfer Guide www.bctransferguide.ca).  
Course transfer beyond BC is determined on a case-by-case basis (students should 
speak with a recruiter).      
 
 
Location:  Dawson Creek, Fort St. John, Chetwynd, and Fort Nelson, where resources 
and interest permit.   
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
NIL 
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Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
A cumulative grade point average of 2.00 ("C") or better must be obtained from all 
courses applied toward the Social Sciences Certificate.        
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
Approximately 25%; at least 9 credits (3 courses) must be taken at NLC.   
 
 
Required Courses:  (list courses required to complete credential) 
ENGL 100 Academic Writing 
   OR ENGL 110 Introduction to Workplace Communication 
PSYC 101 Introduction to Psychology I 
PSYC 102 Introduction to Psychology II 
SOCI 101 Introduction to Sociology I 
   OR ANTH 101 Cultural and Social Anthropology I 
WGST 100 Women and Gender Studies 
   OR FNST 100 Aboriginal Peoples of Canada 
Plus a second English course:  ENGL 100, 105, 110, 111, or 112  
Plus four additional electives from first- or second-year arts or science 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Social Service Worker Diploma  
Credential/Certification:  Social Service Worker Diploma 


Date Submitted:  June 2015 
Effective Date:  September 2015   


  
 


Program Contact:  Connie Kaweesi         
 
 
Dean:  Steve Roe          
 
 
Document Author:  Connie Kaweesi, Lisa Verbisky       
 
 
Program Description:   
 The Social Service Worker Diploma (SSWD) program provides opportunities for 
students to acquire the necessary knowledge, skills, and qualifications to enable them 
to work in the human services worker field. This program involves two years of full-time 
study, with a combination of practice, theory, and academic course requirements. The 
program may also be taken on a part-time basis.    
 
 
Admission Requirements:   
 British Columbia secondary school transcripts or equivalent, or post-secondary 
transcripts. 
-For students who wish to enroll in 100-level English courses, transcripts should indicate 
successful completion of:  
-Grade 12 English, or English Literature 12, or English 12 First Peoples, or Career and 
College Preparation ENGL050 (Provincial/Grade 12), or ENGL099: Foundational 
Writing, with a B or higher;  
OR  
Any university-level English course with a C or higher.  
Students who do not meet one of the above English requirements must write the 
Northern Lights College (NLC) Writing Assessment before registering in 100-level 
English courses. Performance on the Writing Assessment is used to make 
recommendations about appropriate course placement.-Transcripts should also indicate 
that prerequisites for other individual courses have been met. This primarily applies to 
required or elective University Arts and Sciences courses.  
Post-Admission Requirements:  
After being accepted into the program but before classes begin, students will be 
required to:  
Attend a program-specific orientation session.  
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-Using the specified Consent Form, request a Ministry of Justice Schedule B Criminal 
Record Check (CRC). A Schedule B CRC is not a program admission requirement, but 
NLC must receive Schedule B CRC results before SSWD students begin attending 
classes in the first semester of the program. Information about the Schedule B CRC 
process will be presented at the pre-semester program orientations. Because requests 
for Schedule B CRCs may take up to six weeks, students are strongly encouraged to 
attend to this post-admission requirement as soon as possible. Please note that 
convictions for certain offenses may disqualify students from participating in course 
practica with vulnerable persons. Further, students are obligated to report any Schedule 
B criminal convictions that occur after they authorize a CRC but are still enrolled in the 
Social Service Worker Diploma program. Failure to do so may result in immediate 
dismissal from the program.      
 
 
Length of Program: (weeks and total hours) 60 weeks (four terms) of full-time study 
comprising 1055 hours. Note that while part-time study is an option, all coursework must 
be completed within six years of enrollment in first-semester SSWD courses.    
 
 
Program Intake: (start/finish dates) Depending on capacity, program intakes may occur 
at the beginning of each academic semester, in September, January, or May.  
 
 
Available Seats:  25 in Fort St. John and 25 in Dawson Creek (see program "Location" 
below).  
 
 
 
Application Deadline:  Applications are accepted on an ongoing basis.    
 
 
Career Prospects:  The Social Service Worker Diploma program prepares students to 
work as paraprofessionals in a variety of social service and health agencies. Typical 
jobs include financial assistance worker, youth probation officer, residential service 
worker, social work assistant, mental health worker, family support worker, supported 
employment, community living worker, transition houses, women's programs, Aboriginal 
support worker and family violence worker.  
 
 
Affiliations/Partnerships:  The SSWD Diploma at NLC is recognized for two-year 
transfer credit into UNBC’s Bachelor of Social Work Program. The SSWD Diploma is 
also recognized for two-year block transfer into Royal Roads’ Bachelor of Arts in 
Professional Communication.  Graduates of the Social Service Worker Diploma 
Program will be eligible for direct admission into the JIBC's Advanced Certificate in 
Community Care Licensing Program. For individual, course-by-course transfer to 
various institutions, students are advised to consult the BC Transfer Guide.  
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Location:  Dawson Creek, Fort St. John  
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Attendance: For each of the required SSWD and SOWK courses, absences should not 
exceed 20% of contact time (i.e., 9 hours). In order to resolve absenteeism which 
exceeds 20% per course, students will be referred to the Program Dean for 
consideration of academic interventions and program decisions.  
The college recognizes that unexpected events may interfere with attendance. 
Therefore, the college will make reasonable attempts to be flexible when students are 
faced with family/medical emergencies. In case of illness or other unavoidable causes 
of absence, a student must communicate with his/her instructor as soon as possible, 
indicating the reason for absence. However, any accommodation made in consideration 
of personal circumstances must not diminish the integrity of the program. 
Documentation for justified absenteeism may be required.  
For health conditions which are established and likely to be ongoing, early and timely 
communication about needed accommodations is strongly encouraged. Students with 
disabilities which may impact on attendance are responsible for providing appropriate 
supportive documentation to Access Services in advance of the program start date. 
Assistance will be provided regarding documentation requirements. Accommodations 
apply to the period following disclosure of disability related needs. Reasonable 
accommodations will be considered in a plan developed with the Dean or designate, 
instructor, and Access Services. Reasonable accommodations are those that do not 
cause undue hardship, such as but not limited to interference with program integrity or 
operations.  
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
A minimum cumulative grade point average of 2.33 ("C+") per term must be obtained 
from all courses applied to the Diploma.  Students must maintain a 2.33 ("C+") GPA 
overall to register for the SSWD 220 practicum course. A minimum course grade of "D" 
must be attained for any course applied toward the Diploma. A 'P' (Pass) must be 
achieved in SSWD 220 practicum course. Participation in on-going student evaluation is 
required.  
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
Fifty per cent of coursework in the Social Service Worker Diploma program must be 
completed at Northern Lights College. Students must complete a second-year 
practicum at Northern Lights College.  
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Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
Core Courses:  
ENGL 100 Academic Writing (3 credits/45 hours)  
FNST 100 Aboriginal Peoples of Canada (3 credits/45 hours)  
OR  
ANTH 203 Contemporary Canadian Native Peoples (3 credits/45 hours)  
PSYC 101 Introduction to Psychology I (3 credits/45 hours)  
PSYC 102 Introduction to Psychology II (3 credits/45 hours)  
PSYC 211 Developmental Psychology (3 credits/45 hours)  
PSYC 220 Interpersonal Communications (3 credits/45 hours)  
PSYC 235 Structure and Dynamics of the Family (3 credits/45 hours)  
OR  
SOCI 204 The Family in Canada (3 credits/45 hours)  
SOWK 200 Introduction to Social Work Practice (3 credits/45 hours)  
SOWK 201 Introduction to Social Welfare (3 credits/45 hours)  
SSWD 110 Introduction to Human Services Work (3 credits/45 hours)  
SSWD 120 Ethics and Practice (3 credits/45 hours)  
SSWD 210 Methods of Intervention and Practice Areas (3 credits/45 hours)  
SSWD 220 Practicum and Seminar (3 credits/200 hours total:180 practicum; 20 
seminar)  
WGST 100 Women and Gender Studies (3 credits/45 hours)  
TWO of the following program-specific electives:  
ANTH 101 Cultural and Social Anthropology I (3 credits/45 hours)  
ANTH 102 Cultural and Social Anthropology II (3 credits/45 hours)  
CRIM 101 Introduction to Criminology (3 credits/45 hours)  
CRIM 103 Psychological Explanations of Criminal and Deviant Behaviour (3 credits/45 
hours)  
CRIM 131 Introduction to the Criminal Justice System (3 credits/45 hours)  
CRIM 135 Introduction to Canadian Law and Legal Institutions (3 credits/45 hours)  
SOCI 101 Introduction to Sociology I (3 credits/45 hours)  
SOCI 102 Introduction to Sociology II (3 credits/45 hours)  
ONE of the following program-specific electives:  
ENGL 105 Nonfictional Prose (3 credits/45 hours)  
ENGL 110 Introduction to Workplace Communications (3 credits/45 hours)  
ENGL 111 Poetry and Drama (3 credits/45 hours)  
ENGL 112 Prose Fiction (3 credits/45 hours) 
ONE of the following program-specific electives:  
HIST 104 Canada, Post-Confederation (3 credits/45 hours)  
POLI 101 The Government of Canada (3 credits/45 hours)  
TWO open electives:  
Students must choose two additional elective courses (6 credits) in any area at the 
baccalaureate level.  
Notes:  
- Students should consider post-diploma plans when choosing program-specific and 
open electives. In particular, students moving on to degree programs are advised to 
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consult with receiving institutions to ensure they have the required courses for Bachelor 
of Social Work (BSW) programs.  
- Academic credits taken at Northern Lights College can also be used toward an 
Associate of Arts Degree or Pre-Professional Certificate and Diploma programs.    
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Date Course Outline was Last Reviewed and/or Revised: June 2015 


Effective Date: January 2015 


Course Code: SSWD  Number: 220 Number of Credits: 3 


Course Title:  Practicum and Seminar 


Program: Social Service Worker Diploma  


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


 
Academic Level:  First Year  Second 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:  Students will demonstrate human service worker competency in knowledge, skills and values through the 


integration of seminar concepts in a practicum setting. During the practicum placement students will develop and apply their skills as 
helping professionals by directly engaging in supervised practice work. Individualized learning goals and objectives will be developed to 
suit the students’ personal interests and learning needs.  
 


Date First Offered:  September 2004 


Total Hours: 200 
Total Weeks:  15 


Typical Structure of Instructional Hours:  
 


Breakdown Per Course Duration 


Lecture Hours 0.00 


Seminars/Tutorials 20.00 


Laboratory Hours 0.00 


Field Experience Hours 0.00 


Shop/Teaching Kitchen 0.00 


Other Contact Hours 0.00 


Total 20.00 
 


If Other Contact Hours are specified please list: 
      


 


 
Practicum Hours (If applicable): 
 


Type of Practicum Duration 


On-the-job Experience 180.00 


Formal Work Experience 0.00 


Other 0.00 


Total 180.00 
 


If Other, please list:  
      


This course is offered on-line: YES  NO  
 


If yes, please indicate on-line or tutor interaction hours:       
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COURSE OUTLINE 
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Prerequisite Statement (If there are no prerequisites, type NONE): 


SSWD 110 Introduction to Human Service Work, SSWD 120 Ethics and Practice, SSWD 210 Methods of Intervention and Practice  
Areas.  In addition, students must have an overall GPA of 2.33, or permission of the instructor.  
 
Non-Course Prerequisites (List if applicable or type NONE):  


None 
 


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


None 
 


Transfer Agreements: 
To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 


 
 
Detailed Course Content, Topics and Sequence Covered:  


- Overview of practicum expectations  
- Reflective journal writing  
- Student practicum readiness  
- Orientation to agency, mandate, programs and team member roles  
- Discussion of student roles in a practicum setting  
- Confidentiality and personal boundaries 
- Assess personal learning goals & evaluation  
- File documentation  
- Safety 
- Ethical practice  
- Client assessment  
- Review student challenges in the helper role 
- Self-care in a helping profession 
- Issues of supervision in practicum  
- Termination  


 
Learning Outcomes / Course Goals:  


Upon successful competition of this course students will be able to achieve competency in the following areas:  
- Describe the role of each team member in the practicum agency 
- Explain the student role and specific duties in the practicum placement  
- Recognize personal feelings about initial client contact at the placement  
- Illustrate a therapeutic use of self in a helping relationship 
- Demonstrate effective communication and conflict resolution skills  
- Evaluate and assess their progress towards obtaining personal learning goals  
- Demonstrate effective work habits and responsible behavior towards clients, peers and the community 
- Demonstrate an ability to constructively analyze their own practice 
- Apply the British Columbia Social Work Code of Ethics in a practice setting  
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Typical Evaluation Methods and % of Total Grade:       
 
Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: Pass 



file:///C:/Documents%20and%20Settings/jseidl/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/AN6UVYGP/www.bccat.bc.ca
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Typical Activities and Weighting (in %) 


 


Final Exam:       % Assignments:       % Portfolio:       % Practicum:  100% 


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :  0 


 
Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway): 


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Place of Publication 


 
Published 


Chapter(s) 
Covered 


1.  Danowksi, W. 
In the Field A guide for Social 
Work Practicum 


 
Pearson 
Education 


2012 All 


2.                                 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Authoring Instructor Contact Details:   


 


Instructor Name: Connie Kaweesi MSW, RCSW 


Phone: 250-785-6981 Loc. 2035 Office #: 112 Campus Location: Fort St. John  


Fax: 250-785-1294 Office Hours: Tuesdays 9:00 - 10:00 & Wednesday 9:00-10:00 E-mail: ckaweesi@nlc.bc.ca  
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:       


List Credentials / Institutions: MSW (UNBC); BSW(UVIC);  


BA (BU); ID (VCC) 
 


Dean:       Date:       


Education Council Chair:       Date:       


Vice-President of Learning:       Date:       


Date Course Outline was Last Revised:        
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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 that the course code Women's Studies (WMST) be changed to Women and Gender Studies 


(WGST).  


 


 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(f)  set curriculum content for courses leading to certificates, diplomas or degrees. 


 


 2.  What is the rationale for the request? 
Post-secondary institutions in British Columbia have various course codes in this program area. At the 


WMST articulation meeting in 2013 and 2014, many institutions have added or changed to gender 


studies as the course code.  SFU and UBC are examples of institutions that have changed from a 


Women Studies to a code relating to Gender Studies.  Gender studies is a more inclusive term that 


would allow varied courses offered at Northern Light College to come under this code. For example, in 


the past NLC offered a Human Sexuality course that could come under this code.  


 


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


 students or prospective students 


Alignment with provincial changes in course codes. 


 


 present course offerings 


Change of WMST 100 to WGST, the only gender studies course currently offered at NLC  


 


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


Social Science Certificate 


Social Service Worker Diploma Program 


 


 faculty 


none 


 


 support staff 


none 


 


 College (facilities, timetabling, etc.) 


none 


 


 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.) 
none 


  


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


no 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


As per the current course transfer for WMST 100 on the BC Transfer Guide as no learning outcomes 


have changed. 


 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 
As per the current course transfer for WMST 100 on the BC Transfer Guide as no learning outcomes 


have changed. 


 


 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       Yes  No  No   


Connie Kaweesi        Yes  No   


        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 


Heather Harper       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 
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Course Outline to be sent to 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?  10 minutes                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
That the Education Council approves the revised Course Outline WGST 100 Women and Gender 


Studies. 


 


Prepared by: Connie Kaweesi     Date: May 26, 2015  


 


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


 


Date received by Education Council Secretary:  May 29, 2015 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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Date Course Outline was Last Revised and/or Revised: June 2015 
 
Effective Date: Sept 2015 


Course Code: WGST  Number: 100 Number of Credits: 3 


Course Title:  Women and Gender Studies 


Program: University Arts and Sciences 


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


 
Academic Level:  First Year  Second 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): 


WMST 100 
 
 
 
 
  


 


Precluded Courses:  None 


Calendar Description:  This survey course will introduce students to Women's Studies as an interdisciplinary field. A wide range of 


issues, some of which are controversial, will be explored from historical, political, and societal perspectives and through a variety of 
media.  


Date First Offered:  January 2002 


Total Hours: 45 
Total Weeks:  15 


Typical Structure of Instructional Hours:  
 


Breakdown Per Course Duration 


Lecture Hours 45.00 


Seminars/Tutorials 0.00 


Laboratory Hours 0.00 


Field Experience Hours 0.00 


Shop/Teaching Kitchen 0.00 


Other Contact Hours 0.00 


Total 45.00 
 


If Other Contact Hours are specified please list: 
      


 


 
Practicum Hours (If applicable): 
 


Type of Practicum Duration 


On-the-job Experience 0.00 


Formal Work Experience 0.00 


Other 0.00 


Total 0.00 
 


If Other, please list:  
      


This course is offered on-line: YES  NO  
 


If yes, please indicate on-line or tutor interaction hours:       
 
 


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


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


None 
 


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


None 
 


Transfer Agreements: 
To find out how this course transfers, visit the BCCAT Transfer Guide at www.bccat.bc.ca 
 
Detailed Course Content, Topics and Sequence Covered:  


Women’s Studies 100 offers a progressive examination of the position of women in Canadian society.  The course will introduce 
students to Women’s Studies as an interdisciplinary field in which issues are explored from historical, political and sociological 
perspectives.  We will begin by considering western feminist ideas and action from the Enlightenment to the second wave as the 
foundation for modern feminist issues.  We will then examine themes of contemporary importance to Canadian women, including 
sexuality and the body, paid and unpaid labour, race and class, violence towards women, globalization, and women and culture.  
Throughout the term we will also consider application to these themes by the major theoretical schools of feminist thought, including 
liberal, socialist, Marxist, radical, global and post-modern feminisms.   
 
Block One: History of Liberal Feminism  
- The Enlightenment 
- Meritocracy and equal opportunity  
- The marriage debate 
- Legal position of women under coverture  
- Inheritance laws 
- Formal education of women   
 
Readings: Astell, Mary, “from Some Reflections Upon Marriage”   
                 Wollstonecraft, Mary, “from A Vindication of the Rights of Women" 
                “Liberal Feminism,” from Feminist Issues, Ch 1 
Block Two: Modern Liberal Feminism 
- Woman’s suffrage 
- The Person’s Case (1929) 
- The Royal Commission on the Status of Women (1970) 
- Advances and limitations of liberal feminism   
 
Block Three: Gender and the Family, Socialist and Marxist Feminism 
- Capitalist economic systems 
- Unpaid labour 
- Co-providers to wage-earners 
- Colonized structures of labour 
- Division of labour and double load 
- Same-sex families 
- Heteronormativity 
- Discourse of romance and intimacy 
- Poverty and the family 
- Lone-parent families (social threat and social problem discourses)  
Readings: "Mothers' Maintenance of Families Through Market and Family Care Relations," from Feminist Issues,  Ch 9 
                 Douglas, Susan and Meredith Michaels, “The Mommy Wars: How the Media Turned Motherhood Into a Catfight”  
                 Holcomb, Betty, “Friendly for Whose Family?”  
 
Block Four: Education and Work 
- Part-time employment 
- The wage gap  
- Parental leave 
- Labour force segregation and pay differentials 
- “Pink-collar ghetto”  
- Polarization of jobs 
- Shift to a service economy 
- Working poor 
- Neo-liberalism and family policy 



file://Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Course%20Outlines/Course%20Outlines%202010/Academic/2010FA%20(Fall-September%202010)/www.bccat.bc.ca





 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 3 of 6 
Form Revised: November 2006   WGST  100 


Readings: Burke, Martha, “Power Plays: Six Ways the Male Corporate Elite Keeps Women Out”  
                Video: Wage Slaves: Not Getting By in America 
 
Block Five: Global Feminism and Globalization 
- Global activism and NGOs 
- Fundamentalism and capitalism 
- Global feminisms  
Readings: "Feminist Theorizing on Race and Racism, from Feminist Issues, Ch 4 
                 Kamala, Kempadoo, “Globalizing Sex Workers’ Rights.” 
 
Block Six: Third-Wave and Post-Modern Feminism 
- Post-feminist movement  
- Poststructuralism and postmodernism 
- Young feminism 
- Rethinking gender and the body 
- Transgender politics  
Readings: “An Introduction to Feminist Poststructural Theorizing,” from Feminist Issues, Ch 2   
                 “Third-Wave Feminisms,” from Feminist Issues, Ch 3 
                "Strange Sisters in No Man's Land: Still THinking Sex Twenty-Six Years Later," from Feminist Issues, Ch. 5 
                 Steenbergen, Candis, “Feminism and Young Women: Alive and Well and Still Kicking.”  
 
Block Seven: Beauty and Aging 
- Politics of appearance 
- Status of aging women, beauty as youth 
- Eating disorders 
- Pornography 
- Fashion industry and cosmetic surgery 
- Double standards in biomedical research 
Readings: “Exacting Beauty: Exploring Women's Body Projects and Problems of the 21


st
 Century, from Feminist Issues, Ch 5 


                 "From 'Little Lady' to 'Little Old Lady': Women and Aging,"  from Feminist Issues, Ch 8 
 
Block Eight: Violence against Women 
- Sexual and physical abuse 
- Spousal and child abuse 
- Femicide 
- Sexual harassment 
Readings: “Violence against Women,” from Feminist Issues, Ch 7  


 
Learning Outcomes / Course Goals:  


WMST 100 should help students attain the necessary skills to read and to write about gender issues in an academic manner and to 
pique interest in women’s history and the politics of gender in today’s society.  In particular they should be able to do the following: 
- Explain the significance of Enlightenment feminism and the progress of liberal feminism to the twenty-first century  
- Trace the development of first-wave feminism in the nineteenth and twentieth centuries in Canada, including the woman’s suffrage 
movement    
- Describe the historical struggles of women, including second-wave activism, in the areas of property rights, education, and workplace 
legislation  
- Explain the relations between gender, race, disability and class in Canadian society 
- Apply the theories of the major theoretical schools of feminist thought to social issues, including the politics of women’s sexuality, the 
workplace (both paid and unpaid), motherhood, violence against women, women and aging, gender socialization, and globalization 
- Delineate the debate between social determinists and genetic determinists as it applies to gender identity (nature vs. nurture debate).   
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Typical Evaluation Methods and % of Total Grade:       
 
 
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:  80% Portfolio:       % Practicum:       % 


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 2  


 Specify nature of participation (if applicable): Article Review 20% Dropbox Postings: 60% 


 Include number of and the variety and nature of writing assignments: Article review and Drop Box Assignments  


 Specify Other (if applicable):       
 
Typical Proportion of Individual Work and Group Work 


% of Individual Work :  100  % of Group Work :      


Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway): 
  


Required 
 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Place of Publication 


 
Published 


Chapter(s) 
Covered 


1.  Mandell, N., ed. 
Feminist Issues: Race, Class, 
and Sexuality 5th Ed 


 


Toronto: 
Pearson 
Education  


2010 9 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


Course Outline Contact Person:  Audra Holloway  
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Other Pertinent Information Relevant to Transfer:       
 
For more information on BC Transfer System Instructor qualification standards,  go to www.bccat.bc.ca 


SUPPLEMENTARY COMPONENTS AND RESOURCES 
 


This course is offered in other programs: YES   NO   


If yes list program(s): Academic, Associate of Arts Diploma 


- Fine Arts, Associate of Arts Degree, Associate of Arts - 
Criminology Specialization, Elementary Education, Academic 
Humanities, Academic Social Sciences      


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Authoring Instructor Contact Details:   


 


Instructor Name: Zahra Montazer 


Phone: 250-782-5251  Office #: 1283 Campus Location: Dawson Creek  


Fax: 250-782-6069  Office Hours: Prior and after class  E-mail: montazer@nlc.bc.ca 


 
 
 
 
 
 
 
 
 
 
 
 
 


 



http://www.bccat.bc.ca/
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Authorization Signatures Date Required for All Signatures 


Instructor:       Date:       


List Credentials / Institutions: BA: Comparative Study of 


Culture, MA: Development and Social Welfare, MA: Social 
Anthropology, PhD: Sociology of Education 


 


Dean:       Date:       


Education Council Chair:       Date:       


Vice-President of Learning:       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? 
Updating CCP Computer Studies programs to realign with Provincial Articulation Guide 


 


 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(f )set curriculum content for courses leading to certificates, diplomas or degrees 


 


 2.  What is the rationale for the request? 
These courses haven't been updated for some time and we need to respond to the many changes in ICT 


that require new learning, such as web browsing, computer safety, social networking and new skills. 


 


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


 students or prospective students 


none 


 


 present course offerings 


none 


 


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


none 


 


 faculty 


none 


 


 support staff 


none 


 


 College (facilities, timetabling, etc.) 


none 


 


 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.) 
none 


  


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


no 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


      


 


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


 


 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       Yes  No  No   


Cheryl 


Kachmarski 


      Yes  No   


Holly Keutzer       Yes  No  


Val Keeler       Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar       Yes  No  


VP Academic       Yes  No  


Steve Roe       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 


David Batterham       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 


CPST 


Articulation 


Committee 


None Yes  No  


            Yes  No  


            Yes  No  


  


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


proposed request?   


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


Course Outline to be sent to A. Holloway. 


 


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


  


If not, who will present it? David Batterham                                                                                


 


How much time is needed for the presentation?  10 min max                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
THAT the Education Council approves the revised Program Information and Completion Guide  


and the revised course outlines; CPST 020, CPST 030, CPST 040 and CPST 050 Computer Studies for 


the Career and College Preparation Program  


 


Prepared by: David Batterham     Date: March 13, 2015 


 


In consultation with (please list by name):       


 


Date received by Education Council Secretary:  May 19, 2015 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  Sept 2015 


Course Code: CPST Number: 020 Number of Credits: 0 


Course Title:  Fundamental Computer Studies 


Program: Career and College Prep 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised : Content Options, Resources, Calendar 


Description and Evaluation ) 
 
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): 


CPST 020 
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  This course is designed to build confidence with basic computer operations. It will introduce students to 


basic knowledge about computers and build their skills in the following areas: operating systems, ergonomics, word processing, the 
Internet, email, and computer maintenance. Students can choose from several options: keyboarding, digital photos, security, social 
networking, file management, and E-Commerce. 


Date First Offered:  2014 


Total Hours: 60 
Total Weeks:  10 
 


Breakdown Hours Per Course Duration 


Lecture Hours 15.0 


Seminars/Tutorials 0.0 


Laboratory Hours 45.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 60.0 
 


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): 


None 


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:  


CORE   
A. Computer Systems  
- Basic parts of a computer system 
- Properly start and shut down a computer system 
- Start and close a program 
- Common uses of computers in society 
- Mouse/pointing device/touchscreen 
- Operate a printer (power on, put on line/off line and load paper)  
B.  Word Processing 
- Create a new document 
- Edit, save, print, retrieve documents 
- Spell checker and thesaurus    
C.  Electronic Communication 
- Internet 
- Favourites/bookmark bar 
- Online forms 
- Searches 
- Send and receive email including attachments    
  
OPTIONS 
A. Ergonomics       
- Identify workspace ergonomics conditions 
B. Keyboarding 
- Touch typing techniques and procedures for letters  
- Increasing speed to a minimum of 10 adjusted wpm 
C. Basic maintenance issues 
- Software updates and patches 
- Deleting browser cache and history files 
- Defragmenting hard drives 
- Backing up important files 
D. Internet 
- Security issues 
- Consequences of disclosing personal information on-line 
- Accuracy, relevance, appropriateness, and bias  
- On-line forms 
E. Social Networking 
- Benefits and dangers 
- Social networking technology 
F. E-commerce 
- Advantages and disadvantages 
- Steps involved in making an on-line purchase  
- Questions to ask before making an on-line purchase 
- Security indicators for on-line payment 
- Online banking options 
- Websites to plan a trip 
G. On-line services 
- Library websites to search for, request, and renew books and other resources 
H. File Management 



file://Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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- Folders and files to organize images 
- Differences between file types and sizes 
- File backups 
I. Digital Photography  
- Transferring and organizing pictures 
- Manipulating and improving basic digital images 
- Photos on a photo sharing site 
- Sending images via Email 
 


 
Learning Outcomes / Course Goals:   


A. Computer Systems 
- List the basic parts of a computer system (system unit, monitor, keyboard, mouse, USB drive, hard disk drive and printer) 
- Demonstrate the ability to properly start and shut down a computer system 
- Navigate an operating system (Windows 7 and/or 8) 
- Demonstrate the ability to start and close a program 
- Describe some common uses of computers in society 
- Use a mouse/pointing device/touchscreen (where applicable) 
- Print a document 
- Clean a monitor/keyboard 
B.  Word Processing  
- Create a new word processing document 
- Edit a document 
- Save a document to a storage drive 
- Print a document 
 -Retrieve a document 
- Use tools such as a spell checker or thesaurus   
C.  Electronic Communication 
- Use and navigate the Internet, including favourites/bookmark bar, Online forms, Searches 
- Send and receive email including attachments   
  
OPTIONAL Skills   
A.  Workspace  
- Identify workspace ergonomics conditions 
B.  Identify basic maintenance issues (5%) 
- Software updates and patches 
- Deleting browser cache and history files 
- Defragmenting hard drives 
- Backing up important files 
C.  Keyboarding  
- Use correct touch typing techniques and procedures for letters but not for top row numbers/symbols 
- Achieve an adjusted typing speed of 10 wpm 
D.  Internet 
- Examine the Internet from a security perspective 
- Identify the potential consequences of disclosing personal information on-line 
- Evaluate the accuracy, relevance, appropriateness, and bias on electronic information sources such as You Tube 
- Fill in on-line forms 
E.  Social Networking  
- Identify and discuss the benefits and dangers of social networking (chat rooms, instant messaging, Twitter, Facebook) 
- Increase knowledge and real-word technical skills by using social networking technology 
F.  E-commerce 
- Explain advantages and disadvantages of selling and buying on the Internet 
- List steps involved in making an on-line purchase (print and save proof of transactions; archive and print emails) 
- Create a checklist of questions to ask before making an on-line purchase 
- List security indicators for on-line credit cards, PayPal and other online payment forms 
- Investigate online banking options 
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- Navigate websites to plan a trip: book a  flight, hotel and/or car rental 
G.  On-line services  
- Use library websites to search for, request, and renew books and other resources 
H.  File Management  
- Create and name folders and files to organize images 
- Describe the difference between file types and sizes 
- Perform file backups 
I.  Digital Photography 
- Transfer and organize pictures from a digital camera to the computer 
- Manipulate and improve basic digital images 
- Build and manage photos on a photo sharing site 
- Send images via Email 
J.  Communication 
- Describe online synchronous communication (such as Skype or Google+ Hangouts) 
 
 


Please list specifics for any of the following: 
 


Knowledge: Basic parts of a computer, features of 
operating systems, common applications, 
browser basics, search engines and email 


Skills: Keyboarding (10wpm), manage files and 
folders, use a pointing device, basic word 
processing,  basic Internet 
browsing/searching, send and receive 
emails and basic maintenance 


Attitudes:  Appreciate importance of computer safety, 
maintenance, ergonomics, and etiquette and 
build confidence in working with new 
technology while becoming more self-
directed 


 


Technologies: Microsoft Word 2013, Windows 7, web 
browsers and search engines 


 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: D 
 
Typical Activities and Weighting (in %) 


 


Final Exam:       % Assignments:  80% Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:       % Project:       % Quizzes/Test:  10% 


Field Experience:      % Participation:  10% Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 15 to 20 


 Specify nature of participation (if applicable):  
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 Attendance Rate (percentage class time attended/available) and Work Habits which include the following: 


 - Treat equipment with respect 


 - Work independently 


 - Ask questions when help is needed 


 - Follow guidelines for lab use 


 - Help others when appropriate 


 - Bring materials to class: workbooks/notebook/USB drive 


 - Practice online netiquette 


 - Contact instructor when absent 


 - Be respectful of others working in the lab - help to create a positive learning environment 


 - Keep on task and use time well. 


 Include number of and the variety and nature of writing assignments: n/a 


 Specify Other (if applicable):       
 
Typical Proportion of Individual Work and Group Work 
 


% of Individual Work :  100  % of Group Work :      
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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.  Murphy, J. 
Welcome to Microsoft Office 
2013 


 
Labyrinth 
Learning 


2014 
Lessons 
1-3 


2.  
Goodwill Community 
Foundation 


www.GCFlearnfree.org  
GCF Global 
Learning 


2014 varies 


3.  Stolins et al 
Welcome to the World of 
Computers, 5th edition 


 
Labyrinth 
Learning 


2014 varies 


4.  Vanhuss et al College Keyboarding 19
th
 Ed  Nelson 2014 varies 


5.  Parsons and Oja Practical PC, 7th Edition  Cengage 2014 varies 


6.  WorksafeBC.com 
How to Make Your Computer 
Workstation Fit You 


 


Workers 
Compensation 
Board of BC 


2014 all 


7.  
Columbia Basin 
Alliance for Literacy 


Working With Photos  
Creative 
Commons  


2012 all 


8.  typingweb.com 
TypingWeb Keyboarding 
Program 


 
FTW 
Innovations, Inc. 


2014 letters 


9.  Varies www.support.microsoft.com  
Microsoft 
Canada 


2014 varies 


10.  Latremouille 
My Parent's Computer Guide: 
Beyond the Basics 


 
KLMK 
Enterprises  


2010 varies 
 


 


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):       


 


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: 


4 GB flash drive 


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Cheryl Kachmarski 


Phone: 2029 Office #: 121 Campus Location: FSJ 


Fax:       Office Hours:       E-mail: ckachmar@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: B.Ed/U of S; M.Ed./UVic.  


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  Sept 2015 


Course Code: CPST Number: 030 Number of Credits: 0 


Course Title:  Intermediate Computer Studies 


Program: Career and College Prep 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised : Calendar Description, Course Content, 


Weighting, Participation, and Resources  ) 
 
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:  Intermediate level Computer Studies provides students with additional skills and knowledge about computer 


systems, keyboarding, operating systems, word processing, and electronic communications including email and social networking in 
personal, work, and educational environments. Options include spreadsheets, databases, internet, graphics, presentations, online 
learning, ergonomics, and software maintenance . 


Date First Offered:  November 2014 


Total Hours: 120 
Total Weeks:  20 
 


Breakdown Hours Per Course Duration 


Lecture Hours 30.0 


Seminars/Tutorials 0.0 


Laboratory Hours 90.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 120.0 
 


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): 


NONE 


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:       


A:  Keyboarding 
B:  Introduction to Computers 
C:  Operating System 
D:  Word Processing 
E:  Electronic Communications 
F:  Options 
 


 
Learning Outcomes / Course Goals:  


Core Skills 
Students will be able to demonstrate the following knowledge and skills:  
A. Keyboarding  
- Use correct touch typing techniques and procedures  
- Achieve an adjusted typing speed of 20 wpm  
B. Introduction to Computers  
- List the basic parts of a computer system (system unit, monitor, keyboard, mouse, USB drive, hard disk drive and printer)  
- Demonstrate the ability to properly start and shut down a computer system  
- Demonstrate the ability to launch and terminate an application program  
- Develop an appreciation of the evolution of computer technology and the range of applications in society  
- Describe commonly used computer terminology and acronyms  
- Describe the difference between hardware and software  
- Demonstrate the use of the features of a mouse including left click, right click and scroll  
- Demonstrate the ability to operate a printer (power on, put on line/off line and load paper)  
C. Operating System  
- Describe the basic operations of an Operating System (launching applications programs and managing system resources)  
- Demonstrate the ability to correctly name and locate files and folders  
- Demonstrate the ability to perform basic file operations using the operating system (copy, move, erase and rename) 
D. Word Processing  
- Create a new word processing document  
- Edit a document, including cutting and pasting text  
- Print a document  
- Save a document to a specified location  
- Retrieve a document from a specified location  
- Use tools such as a spell checker or thesaurus  
- Format a page using basic page layout properties (margins, justification, boldfacing and line spacing)  
- Demonstrate the ability to use help features and tutorials  
- Create headers, footers and page numbering  
- Manipulate margins  
- Create tables, columns, page and section breaks  
E. Electronic Communications  
- Browse and search the Internet  
- Send and receive email with file attachments  
F. Options  
- Importing information from other sources such as graphs, graphics, spreadsheets, databases and the Internet 
- Perform basic spreadsheet and database operations 
- Prepare and deliver a presentation using a computer 
- Demonstrate the ability to participate in an online course 
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- Identify workspace ergonomics conditions 
- Identify software maintenance issues (software updates and patches, deleting browser cache and history files, defragmenting hard 
drives, backing up important files, etc.) 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


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:       % Assignments:  35% Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:  30% Project:  15% Quizzes/Test:  10% 


Field Experience:      % Participation:  10% Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): varies 


 Specify nature of participation (if applicable): Attendance Rate (percentage class time attended/available) and Work Habits 
which include the following: 


 - Ability to download and read worksheets 


 - Able to follow instructions on worksheets 


 - Organize work 


 - Use time wisely 


 - Work independently 


 - Ask questions when you need help 


 - Participate in discussions 


 - Help others when you can 


 - Practice online etiquette 


 - Contact instructor when you are away 


 - Have cell phone on courtesy mode and take calls outside of class 


 - Be respectful of others working in the lab  
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 - Help to create a positive learning environment  


 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 :  100  % of Group Work :      
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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.  


Stolins, R;  Marchall 
III, G. P.; Marchall-
Cambell, D; & Murphy, 
J. 


Welcome to the World of 
Computers 3


rd
 Ed. 


 


Labyrinth 
Learning 
Grassroots 
Press 


            


2.  
Goodwill Community 
Foundation 


www.GCFlearnfree.org  
GCF Global 
Learning 


2014 varies 


3.  typingweb.com 
TypingWeb Keyboading 
Program 


 
FTW 
Innovations, Inc 


2014 letters 


4.  www.SimonSezIT.com 
Microsoft Office and Windows 7 
dvd 


 SimonSez IT 2014 varies 


5.  varies by campus handouts and links                    


6.  Murphy, J. Microsoft Office 2013  
Grassroots 
Press 


2013 varies 


7.  Parsons & Oja Oractucak OC 7
th
 Ed.  


CENGAGE 
Learning 


            


8.  Seguin Computer Concepts & MO 2013  Paradigm Pub 2014 varies 


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):       


 


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: 


memory stick 


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Holly Keutzer 


Phone: 250-788-2248  Office #: 4319 Campus Location: Chetwynd 


Fax: 250-788-9706 Office Hours: 8 am -3:30 pm E-mail: hkeutzer@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: MA Royal Roads University  


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  Sept 2015 


Course Code: CPST Number: 040 Number of Credits: 0 


Course Title:  Advanced Computer Studies 


Program: Career and College Prep 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised : Hours, Calendar Description, Course 


Content, Evaluation, Resources ) 
 
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): 


CPST 040 
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Advanced level Computer Studies is designed for students with intermediate level computer skills and 


explores  more advanced computer applications. Topics include computers in society, history and current trends, accessibility, ethical 
issues, system and file management, advanced word processing, the Internet, and spreadsheets. Options include database 
applications, keyboarding, presentation software, and ergonomics. 


Date First Offered:  2014 


Total Hours: 120 
Total Weeks:  20 
 


Breakdown Hours Per Course Duration 


Lecture Hours 30.0 


Seminars/Tutorials 0.0 


Laboratory Hours 90.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 120.0 
 


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): 


CPST 030 or permission of instructor 


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: CORE 


1. Hardware 
A.  Computer System Overview    
- Identify, name and describe basic components of a computer system:  
- System unit 
- Memory and secondary storage devices 
- Input and output devices    
B.  System Unit Components    
- Identify, name and describe , basic components of a computer system unit: 
- Motherboard 
- Expansion slots and buses 
- Central Processing Unit (CPU) 
- Memory (RAM) 
- Peripheral connections (parallel, serial, SCSI, USB, firewire, HDMI)    
C.  Memory and Secondary Storage    
- Identify, name and describe Secondary Storage Devices, including: hard disks (fixed and removable); USB devices (e.g. flash drives 
and USB hard drives); Memory cards (e.g. SD, SC); Online storage (e.g. Cloud storage) Optical and magneto-optical storage devices 
(e.g. CD-ROM, DVD)   
- Recognize and use capacity descriptors (KB, MB, GB, TB) 
- Distinguish between and describe the function of RAM, ROM and BIOS.    
D.  Input and Output     
- Identify, name, describe, and distinguish among input and output devices (and associated software):  
- Keyboard, pointing devices, scanners 
- Video adapters and displays (CRT, LCD, touch screen) 
- Printers (various types) 
- Voice 
- Describe how various input and output devices can be used to assist people with disabilities 
- Digital camera   
2.  Operating a Computer 
- Distinguish between System Software, Utility Software and Application Software and describe the purpose of an operating system 
- Differentiate among various commonly used operating systems 
- Employ operating system(s) to perform basic operations of disk and file management. 
- Assign meaningful file and folder names 
- Employ wildcard characters in file management 
- Organize files on storage devices and designate drives, folders and files 
- Perform management functions to locate, list, display properties of, copy, rename, move, (un)delete folders and files 
- Describe disc formatting (sectors, tracks, index) and defragment a disc 
- Recognize a variety of common program and data file types and their associated extension 
- Describe the problem of computer viruses and spyware, and methods to detect and remove them 
- Demonstrate care, maintenance, and protection of computer equipment 
- Demonstrate the ability to back up data to a CD or other media 
3.  Computers in Society 
- Identify the effect of computers on their everyday lives (e.g. databases-subscription lists, ATMs, the Internet, computer record 
systems, income tax) 
- Give examples of how computers are affecting career opportunities 
- Trace the history of computer technology and identify current trends 
- State the purchasing considerations from the perspective of an informed consumer (e.g. warranty, service, licensing, needs 
assessment, market trends) 
- Provide examples of ethical issues involving computers in society, such as protection of privacy, social networking sites, identity theft, 
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phishing sites, spam and copyright    
4. Word Processing 
- Create a word processing document and save it to a specified location and directory 
- Select any amount of text and format the character attributes 
- Format the indentation, the alignment, and the spacing of lines and paragraphs 
- Identify non-printing characters (space, tab, new line, new paragraph) as displayed on the screen 
- Move, copy, and delete text 
- Insert a page break and section break into a document 
- Insert, format and manipulate a table 
- Use bulleted and numbered lists 
- Use footnotes/endnotes 
- Apply lines, shading and colour to a document 
- Use the find and the replace functions 
- Use the spell checker/thesaurus 
- Insert a graphic into a document 
- Set page margins 
- Use headers and footers (including page numbering, filename, and date codes) with multiple sections 
- Preview and print a document 
- Recognize different document output devices (printers and faxes) 
- Recognize that different file formats originating from different word processors and versions may be incompatible, requiring file 
conversion routines 
- Save as  a web document 
5.  Spreadsheets  
- Perform basic spreadsheet operations: 
- Enter and format data (numbers, text, data series) 
- Create simple formulas (using basic operators and functions) 
- Copy or move data and/or formulas, utilizing absolute and relative cell addresses and ranges 
- Change cell characteristics (column widths, alignments, fonts, etc.) 
- Control page layout such as orientation, scaling, grid lines 
- Use a spreadsheet to predict outcomes based on specific parameters (e.g. mortgages, investments, financial forecasting and 
planning) 
- Create several kinds of charts based on spreadsheet data 
- Save as a web document 
6.  Internet 
- Describe the basic structure and functioning of the Internet and define current terminology such as URL, ISP, WWW 
- Describe the implementation of online commerce, including ATM cards, online banking, online shopping and online auctions 
- Describe the various options for computer connectivity (e.g. cable modems, ISDN, XDSL, routers, wireless, 3G, 4G(LTE) 
- Send and receive Email (including attachments) using proper etiquette 
- Use a web browser to access and navigate through a web site 
- Use search engines to locate and bookmark information 
- Save text and graphical information from a web site 
- Describe how business is conducted on the Internet, including security issues 
- Recognize security problems associated with Internet use (e.g. spyware, viruses, spam, firewall) 
- Describe how the internet was developed and how it functions   
7. Options  
A.  Databases 
- Describe the structure of a database: tables, records, fields, primary keys and foreign keys 
- Perform simple database procedures: 
   - Design a form 
   - Enter, edit and format data 
   - Examine, manipulate records in different views 
   - Delete and insert records 
   - Sort records in different ways 
   - Design database tables and fields 
   - Design, create, and print a report consisting of selected fields 
- Search and query a database for information based on specified parameters  
B.  Computer Programming   
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- Create simple programs in a given programming language such as BASIC or Visual Basic  
- Describe the purpose of compilers and/or interpreters  
- Create and make use of computer designs or algorithms  
- Write basic input, processing and output instructions  
C.  Keyboarding    
- Significantly increase their typing speed to 30 adjusted wpm 
- Demonstrate proper keyboarding techniques    
D.   Presentation Software   
- Create, manipulate and deliver a 10-slide presentation 
- Work with design themes and slide layouts 
- Add clip art, animations, and transitions 
E.   Graphics Applications    It is expected that learners will be able to: 
- Create and manipulate a graphic image (e.g. Paintbrush, Draw) 
- Differentiate between various bit-mapped and vector-based graphic file formats (e.g. BMP, JPG, and WMG) 
F.   Ergonomics 
- Identify workspace ergonomics conditions 


 
Learning Outcomes / Course Goals: Outcomes presented in content area 
 
 


Please list specifics for any of the following: 
 


Knowledge: Basic parts of a computer, system unit 
components and memory storage, input and 
output devices, operating systems, common 
applications, browsers and search engines, 
email management, history of computing 
technology and Internet, malware and 
security, home networks and connectivity  


Skills: Keyboarding (30wpm), managing files and 
folders, advanced word processing, 
advanced Internet browsing/searching, 
and evaluating information on the Internet, 
managing emails, advanced system 
maintenance and spreadsheet operations, 
and create portfolio to demonstrate skills  


Attitudes:  Recognize importance of computer safety, 
maintenance, ergonomics, etiquette, and 
ethics; build confidence in working with new 
technology and troubleshooting problems, 
and becoming more self-directed 


 


Technologies: Microsoft Office 2013 including Word, 
Excel, and Access, Windows 7, web 
browsers and search engines, hardware 
and connectivity options,  Google Docs 
and  mobile devices 


 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: D 
 
Typical Activities and Weighting (in %) 


 


Final Exam:       % Assignments:  40% Portfolio:  20% Practicum:       % 


Midterm Exam:       % Lab Work:  10% Project:  10% Quizzes/Test:  10% 


Field Experience:      % Participation:  10% Employer Evaluation:        


% 


Log Book:        % 
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Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 15 to 20 


 Specify nature of participation (if applicable): Attendance Rate (percentage class time attended/available) and Work Habits 
which include the following: 


 - Treat equipment with respect 


 - Work independently 


 - Ask questions when help is needed 


 - Follow guidelines for lab use 


 - Help others when appropriate 


 - Bring materials to class: workbooks/notebook/USB drive 


 - Practice online netiquette 


 - Contact instructor when absent 


 - Be respectful of others working in the lab - help to create a positive learning environment 


 - Keep on task and use time well. 


 Include number of and the variety and nature of writing assignments: n/a 


 Specify Other (if applicable):       
 
Typical Proportion of Individual Work and Group Work 
 


% of Individual Work :  100  % of Group Work :      
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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.  
Vermaat, Sebok, & 
Freund. 


Discovering Computers: 
Technology in a World of 
Comuters, Mobile Devices, and 
the Internet 


 
Cengage 
Learning 


2014 1-5 


2.  
Goodwill Community 
Foundation 


www.GCFlearnfree.org  
GCF Global 
Learning 


2014 varies 


3.  Winters 
Microsoft Access 2013: 
Introductory Skills 


 
Labyrinth 
Learning 


2014 varies 


4.  Vanhuss et al College Keyboarding 19
th
 Ed  Nelson 2014 varies 


5.  Parsons and Oja Practical PC, 7th Edition  Cengage 2014 varies 


6.  WorksafeBC.com 
How to Make Your Computer 
Workstation Fit You 


 


Workers 
Compensation 
Board of BC 


2014 all 


7.  Weinstein 
Microsoft Excel 2013: 
Introductory Skills 


 
Labyrinth 
Learning 


2014 varies 


8.  typingweb.com 
TypingWeb Keyboarding 
Program 


 
FTW 
Innovations, Inc. 


2014 letters 


9.  Varies www.support.microsoft.com  
Microsoft 
Canada 


2014 varies 


10.  Varies 
Computer Concepts and 
Microsoft Office 2013 


 
Paradigm 
Publishing 


2013 varies 
 


 


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/





 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 7 of 8 
Form Revised: January 2013   CPST 040 


SUPPLEMENTARY COMPONENTS AND RESOURCES 
 


This course is offered in other programs: YES   NO   If yes list program(s):       


 


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: 


4 GB flash drive 


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Cheryl Kachmarski 


Phone: 2029 Office #: 121 Campus Location: FSJ 


Fax:       Office Hours:       E-mail: ckachmar@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: B.Ed/U of S; M.Ed./UVic.  


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  Sept 2015 


Course Code: CPST Number: 050 Number of Credits: 0  


Course Title:  Provincial Computer Studies:  Applications 


Program: Career and College Preparation 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised :Number of Weeks, Learning Outcome 


Options, Calendar Description, and Weighting Scale ) 
 
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:  Using a project focus, students learn computer applications and skills to effectively solve problems in 


academic, work, and personal situations. Instruction includes a minimum of two of the following topics: information technology, 
publishing/presentation, advanced spreadsheets, database management, networking, programming, graphics, online technologies, and 
web publishing. 


Date First Offered:        


Total Hours: 120 
Total Weeks:  20 
 


Breakdown Hours Per Course Duration 


Lecture Hours 40.0 


Seminars/Tutorials 0.0 


Laboratory Hours 80.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 120.0 
 


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): 


CPST 040 or permission of the instructor 


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:  


This computer studies course will cover a minimum of two of the following: 
1.  Current Technology 
2.  Publishing 
3.  Advanced Spreadsheets 
4.  Database Management 
5.  Networking 
6.  Graphics 
7.  Online Technologies 
8.  Digital Art and Graphics 
As far as possible, this course will be a hands-on, practical application course with a useable product at the end of the project.  A project 
may be done for non-profit groups (newsletters, presentations, web pages, etc.), to help instructors prepare course materials, or (as a 
last resort) as part of a simulation. 
 


 
Learning Outcomes / Course Goals:   


OPTIONS 
Because of the wide and ever expanding nature of computing applications, it is both impossible and undesirable to include all outcomes 
in a single course.  A computing studies course at the provincial level will consist of a minimum of two from the following categories. 
It is expected that the learner will be able to: 
1. Current Technologies  
- Search all facets of the web efficiently (text, images, videos) for material relevant to a specific inquiry.  
- Analyze websites critically for value, accuracy, potential malware, and bias.  
- Critically evaluate "crowd sourcing" sites as research tools, e.g. opinions on consumer products, travel, health issues, and political 
issues. 
- Identify privacy & security issues related to social networking and an online presence.  
- Effectively communicate with email utilizing: address books, distribution lists, cc: and bcc: fields, attachments, effective subject lines, 
spam control  
- Identify email examples of phishing and other online fraudulent activity.  
- Use folder (directory) management techniques for computer files, email, etc.  
- Compare and contrast a variety of techniques, hardware and software that can be used to back-up computer data.  
- Describe the importance of operating system and driver patches, and the processes by which these patches are downloaded and 
installed.  
- Describe anti-virus and anti-malware software, virus & malware risks, scheduled scans and automatic updates.  
2. Publishing  
- Organize and present a variety of text, graphic and other data following appropriate design and layout procedures  
- Demonstrate the use of templates, “wizards” and other productivity tools  
- Merge documents and integrate tables, charts and graphics  
- Know the various file formats used for text, graphics and publication files  
- Demonstrate the ability to change file formats where possible  
- Create, modify and manipulate digital graphic images (e.g. scan, draw, paint)  
- Retrieve a graphic/animation/sound file through using either CD-ROM or the Internet  
- Apply, where appropriate, correct typographic principles involving font selection, point size, justification, kerning, bullets, headers and 
footers  
- Generate cross references, footnotes, indexes and tables of contents where appropriate  
3. Advanced Spreadsheets  
- Enter, format and edit data  
- Use and write formulas  
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- Create and modify charts  
- Create reports  
- Manage and analyze data  
- Create macros or use a programming language to customize a spreadsheet  
- Design a spreadsheet to analyze, interpret and project outcomes in an applied situation  
4. Database Management  
- Design and create flat file and relational databases  
- Maintain and modify the structure of existing databases  
- Correctly formulate queries  
- Create and edit forms  
- Create and edit reports  
- Be aware of various social and ethical issues involving databases  
5. Networking  
- State advantages and disadvantages of using networks  
- Describe different network configurations (printer network, LAN, WAN, etc.)  
- Describe and diagram different network topologies (point-to-point, star, bus, etc.)  
- Describe the advantages and disadvantages of different network data transmission media (twisted pair, coaxial cable, optical fibre, and 
wireless)  
- List and describe common network operating systems and network protocols  
- Describe various server models, including file servers and client/server systems  
- List Internet/intranet similarities and differences  
- Describe management issues, including traffic analysis and security  
6. Graphics  
- Acquire images using a scanner  
- Operate a digital camera and/or camcorder  
- Describe important specifications of a digital camera, including megapixels, optical zoom and digital zoom -transfer digital pictures to a 
computer  
- Demonstrate understanding of the resolution of a digital image  
- Demonstrate understanding of aspect ratio  
- Identify various graphic file formats and perform conversions from one type to another  
- Crop a digital picture  
- Resize a digital image  
- Rotate a digital image  
- Convert a colour to a grey scale image  
- Adjust brightness and contrast of a digital photograph  
- Apply a variety of filter effects to a digital photograph  
7. Online Technologies  
- Develop an online electronic portfolio which contains projects that demonstrate the learner’s proficiency with computer software.  
- Describe the concept of cloud computing, and utilize cloud-based applications such as: word processing, spreadsheets, online 
collaboration, photo-editing, online storage.  
- Utilize electronic means for time and calendar management, task (to do) lists, user ID management, notes and bookmark (favourite) 
synchronization.  
- Create and publish a blog, which includes text, pictures, and hyperlinks.  
- Add and update an entry on a wiki.  
- Create and publish an online video (podcast).  
- Describe software that can be used to remotely access another computer.  
- Describe the process for setting up a home wireless network, configuring encryption, and having computers connect to the network. -
Connect to wireless networks in other locations.  
- Describe the benefits of Bluetooth technology, examples of Bluetooth devices, and Bluetooth setup procedures.  
- Compare and contrast various mobile computing technologies  
8.  Digital Art and Graphics  
- Create basic digital shapes  
- Describe the difference between bitmap and vector images  
- Select, move and align objects  
- Transform objects, including rotation, scaling and reflecting  
- Create and format graphic text  
- Position text on a path  
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- Create colours and gradients  
- Apply colours and gradients to text and other digital objects  
- Draw straight and curved lines  
- Trace a scanned object or digital photograph  
- Create and manipulate layers  
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


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:       % Assignments:  30% Portfolio:       % Practicum:       % 


Midterm Exam:       % Lab Work:  30% Project:  30% Quizzes/Test:       % 


Field Experience:      % Participation:  10% Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable): Attendance and Work Habits to include, but not limited to the following: 


 - Ability to download and read worksheets 


 - Able to follow instructions on worksheets 


 - Organize work 


 - Use time wisely 


 - Work independently 


 - Ask questions when you need help 


 - Participate in discussions 


 - Help others when you can 


 - Practice online etiquette 


 - Contact instructor when you are away 


 - Have cell phone on courtesy mode and take calls outside of class 


 - Be respectful of others working in the lab - help to create a positive learning environment  
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  


 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 :  100  % of Group Work :      
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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.  
Goodwill Community 
Foundation 


www.GCFlearnfree.org  
GCF Global 
Learning 


2014 varies 


2.  typingweb.com 
TypingWeb Keyboarding 
Program 


 
FTW 
Innovations, Inc. 


2014 varies 


3.  varies by campus handouts and links                    


4.  S. Gardonio Excel 2013  
Logitell 
Publishing Inc. 


2014 all 


5.  Murphy, J. Microsoft Office 2013  
Grassroots 
Press 


2013 varies 


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):       


 


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) 


Please note that textbooks and resources may vary by campus and/or to meet the needs of individual learners.  Please contact the 
bookstore at the campus of attendance for a list of required books. 
 


  


Supplies/Materials: 


Memory stick 


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Holly Keutzer 


Phone: 250-788-2248 Office #: 4319 Campus Location: Chetwynd 


Fax: 250-788-9706 Office Hours: Posted E-mail: hkeutzer@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: MA Royal Roads University  


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? 
To approve a few changes related to Accounting courses (MGMT 103. MGMT 109, MGMT 120 & 


MGMT 201).  


Details are as follows, and course outlines including proposed changes are also being forwarded:    


 


MGMT 103: Changed learning outcomes and course sequencing as follows: 


· Added payroll to both sections (from MGMT 109) 


· Removed long lived assets from both sections (to MGMT 109) 


· Rationale: All colleges present at articulation have made the change to coincide with multiple textbook 


changes 


 


MGMT 109: Changed learning outcomes and course sequencing as follows: 


· Removed payroll from both sections (moved to MGMT 103) 


· Added long lived assets to both sections (from MGMT 103) 


· Rationale: All colleges present at articulation have made the change to coincide with multiple textbook 


changes 


 


· Rationale: MGMT 103 and MGMT 109 combined prepare students with in depth knowledge of 


accounting principles, theory and application. Students taking the accounting path from the MGMT 120 


stream must show a strong grasp of the learning outcomes (which are learned in much more depth in 


MGMT 103 and MGMT 109) in order to have the foundations necessary to enter into the intermediate 


financial accounting course. 


 


MGMT 120: Changed learning outcomes and course sequencing as follows: 


· Consolidation of learning outcomes to more succinct, general statements (matching those of TRU’s 


financial accounting course) 


· Consolidation of course sequencing to more succinct, general statements. 


 


 MGMT 201: Changed prerequisite requirements: 


· From “Management 120 Financial Accounting”. 


· To “…or Management 120 Financial Accounting with a minimum B+ grade.”  


 


 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 ) and 2(f ) mainly 


 


 2.  What is the rationale for the request? 
Explained in (1) earlier, course by course 


 


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


 students or prospective students 


It will make their courses more up to date and transferable, as these changes are being made 


keeping in view the course outlines of TRU and Okanagan College, and as per articulation meetings 


 


 present course offerings 
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It will make learning outcomes more effective, and sequence of course contents more logical 


 


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


Business Management programs including Business Management Certificate, Diploma, and Post 


Degree Diploma as accounting courses are offered in these programs  


 


 faculty 


Minor changes in course delivery for faculty, as per the course outline 


 


 support staff 


Not applicable 


 


 College (facilities, timetabling, etc.) 


Not applicable 


 


 Library (new material and/or copyright issues) 


Not applicable 


 


 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.) 
No additional costs 


  


 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 
 


Above mentioned courses (MGMT 103. MGMT 109, MGMT 201 & MGMT 120) are transferable to 


universities, often on a case by case basis (unless we have a block transfer agreement) and the status is 


likely to remain the same  


 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 
Above mentioned courses (MGMT 103. MGMT 109, MGMT 201 & MGMT 120) are transferable to 


colleges, often on a case by case basis (unless we have a block transfer agreement) and the status is 


likely to remain the same 


 


 List Designates (CGA, CMA, etc.)  Anticipated Transfer Credit 
Above mentioned courses (MGMT 103. MGMT 109, MGMT 201 & MGMT 120) are being 


considered for transfer often on a case by case basis by accounting bodies,  and the status is likely to 


remain the same 


 


 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       Yes  No  No   


Chair       Yes  No   


            Yes  No  


            Yes  No  
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 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 


Faisal Rashid Fine with the changes, as they are likely to add value to our 


courses 


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?   


Program Leader for Business Program and Chair of Academic Programs has been consulted. Then, as 


per the process, proposed request is also being forwarded to Dean of Academic Programs, 


Registrar, and VP Academic Affairs 


 


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


Course Outline to be sent to A. Holloway. 


8. Do you wish to present your proposal to the Council in person? My colleague (also member of 


Education Council has been requested to present) 


  


If not, who will present it? Faisal Rashid                                                                                


How much time is needed for the presentation?  Around 10-15 minutes                                                       


 


9. Additional comments: 


      


10. Suggested wording for motion:  
THAT the Education Council approves the revised course outlines MGMT 103 Foundations in 


Financial Accounting Level 1, MGMT 109 Foundations in Financial Accounting Level 2, MGMT 120 


Financial Accounting and MGMT 201 Intermediate Financial Accounting I. 


 


Prepared by: Mario Tenisci      Date: May 21, 2015 


 


In consultation with (please list by name): Faisal Rashid and Lisa Verbisky 


 


Date received by Education Council Secretary:  May 25
th
 2015. 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  September 2015 


Course Code: MGMT Number: 103 Number of Credits: 3 


Course Title:  Foundations in Financial Accounting Level 1 


Program: Business Management 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised :Detailed Course Content & Learning 


Outcomes ) 
 
Academic Level:  First Year  Second 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:  A foundation course in accounting designed to enable students to understand the fundamental accounting 


reports of business with a focus on the recording and reporting of assets.  The course introduces students to the application of double 
entry accounting for proprietorships and prepares them to complete all stages of the accounting cycle.         


Date First Offered:  September 2006 


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): 


None, however prior exposure to bookkeeping is strongly recommended 


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:       


- Orientation and Accounting in Business 
- Analyzing and Recording Transactions 
- Adjusting Accounts for Financial Statements & Appendix 3A:  Correcting Errors 
- Completing the Accounting Cycle and Classifying Accounts 
- Accounting for Merchandising Activities 
- Merchandise Inventory and Cost of Sales 
- Accounting Information Systems 
- Internal Control and Cash 
- Receivables 
- Payroll 
- Review 
- Final Cumulative Exam 


 
Learning Outcomes / Course Goals:  


The student should be able to apply basic accounting concepts to identify, analyze, record and report financial transactions according to 
generally accepted accounting principles.  Student should be able to: 
- Complete all stages of the accounting cycle 
- Account for merchandising activities 
- Effectively use special journals 
- Maintain and reconcile subsidiary ledgers 
- Explain basic internal control principles 
- Record petty cash transactions 
- Accurately prepare a bank reconciliation 
- Apply inventory valuation methods 
- Account for property, plant and equipment at acquisition and disposal 
- Calculate and record the amortization of property, plant and equipment 
- Account for receivables according to GAAP 
- Record short-term notes receivable 
- Determine and record withholdings from employee wages using CRA tables 
- Account for payment of payroll withholdings 
- Calculate and account for employer payroll costs 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: D (50%) 
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Typical Activities and Weighting (in %) 


 


Final Exam:  50% Assignments:  10% Portfolio:       % Practicum:       % 


Midterm Exam:  40% Lab Work:       % Project:       % Quizzes/Test:       % 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 5 in Excel format 


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :  0 
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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.  
Larson, K., Jensen 
T. 


Fundamental Accounting 
Principles, 14


th
 Canadian Edition, 


Volume 1 


 
McGraw-Hill 
Ryerson 


2013 
1-9 & 
Appendix 
I 


2.                                 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


Read the assigned chapter sections, as specified by the learning 
objectives to be covered, prior to each lecture.  Attendance is 
critical.  Complete practice exercises, solutions are provided on 
instructor web site.  Submit assignments on time.  Take advantage 
of instructor office hours for additional assistance.  Use the on-line 
learning centre at www.mcgrawhill.ca/college/larson to review 
materials and prepare for exams. 
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Mario Tenisci 


Phone: 250 785-6981 Ext 2050 Office #: 111 Campus Location: Fort St. John 


Fax: 250 785-1294 Office Hours: As posted E-mail: mtenisci@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions:       


MBA (Distinction) University of Liverpool 
BEd. University of British Columbia 
B.Comm. University of Victoria 


 


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Learning:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  Sep 2015 


Course Code: MGMT Number: 109 Number of Credits: 3 


Course Title:  Foundations in Financial Accounting Level 2 


Program: Business Management 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised :Detailed Course Content & Learning 


Outcomes ) 
 
Academic Level:  First Year  Second 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:       


A continuation of Management 103 with a focus on the reporting and recording of liabilities.  This course introduces students to 
accounting practices for partnerships and corporations       


Date First Offered:  January 2007 


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 103 Foundations in Financial Accounting I 


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:  


- Property, Plant & Equipment 
- Current Liabilities  
- Partnerships 
- Organization and Operation of Corporations 
- Corporate Reporting: Income, Earnings Per Share and Retained Earnings 
- Midterm Exam 
- Bonds and Long-Term Notes Payable 
- Accounting for Debt and Share Investments 
- Reporting and Analyzing Cash Flows 
- Analyzing Financial Statements 
- Final Cumulative Exam 


 
Learning Outcomes / Course Goals:  


The student should be able to apply basic accounting concepts to identify, analyze, record and report financial transactions according to 
generally accepted accounting principles.  Student should be able to: 
- Account for property, plant and equipment at acquisition and disposal 
- Calculate and record the amortization of property, plant and equipment 
- Identify and account for current liabilities 
- Complete entries for a partnership 
- Describe the components of corporate financial statements 
- Account for corporate shares 
- Record cash dividends 
- Prepare closing entries for a corporation 
- Complete a comprehensive corporate income statement 
- Account for share dividends, share splits and the retirement of shares 
- Calculate earnings per share 
- Prepare a statement of retained earnings 
- Explain the guidelines for the treatment of accounting changes 
- Account for bonds and long-term notes payable 
- Identify and account for temporary investments, long-term debt investments and share investments  
- Record foreign exchange transactions 
- Prepare a cash flow statement applying the direct and indirect methods 
- Analyze financial statements using horizontal analysis, vertical analysis and ratio analysis methods 
 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


 Check whichever applies to this course:  
 



http://owa.nlc.bc.ca/exchange/Patrick.Michiel/Inbox/RE:%20Winter%202010%20Course%20Outlines%20Mgmt%20109,%20225%20and%20261.EML/CourseOutlineForm%20(6)%20June%2025,%202008.doc/C58EA28C-18C0-4a97-9AF2-036E93DDAFB3/www.bccat.bc.ca
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 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: D (50%) 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  50% Assignments:  10% Portfolio:       % Practicum:       % 


Midterm Exam:  40% Lab Work:       % Project:       % Quizzes/Test:       % 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 5 in Excel format 


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :  0 
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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.  
Larson, K., Jensen 
T. 


Fundamental Accounting 
Principles, 14


th
 Canadian Edition, 


Volume II 


 
McGraw-Hill 
Ryerson 


2013 10 - 18 


2.                                 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  


Supplies/Materials: 


Access to Microsoft Excel 


Keys to Success: 


Read the assigned chapter sections, as specified by the learning 
objectives to be covered, prior to each lecture.  Attendance is 
critical.  Complete practice exercises, solutions are provided on 
instructor web site.  Submit assignments on time.  Take advantage 
of instructor office hours for additional assistance.  Use the on-line 
learning centre at www.mcgrawhill.ca/college/larson to review 
materials and prepare for exams. 
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Mario Tenisci 


Phone: 250 785-6981 Ext. 2050 Office #: 111 Campus Location: Fort St. John 


Fax: 250 785-1294 Office Hours: As posted E-mail: mtenisci@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions:  


MBA (Distinction) University of Liverpool 
BEd. University of British Columbia 
B.Comm. University of Victoria 


 


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Learning:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  September 2015 


Course Code: MGMT Number: 120 Number of Credits: 3  


Course Title:  Financial Accounting 


Program: Business Management 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised : Learning Outcomes and Course 


Content ) 
 
Academic Level:  First Year  Second 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:  A first level course in accounting designed to provide skill and knowledge to students enabling them to 


undeRstand the fundamental accounting reports of business. The course introduces accounting theory and its applications to 
proprietorships and corporate entities. All of the statements recommended by the Canadian Institute of Chartered Accountants are 
discussed.  


Date First Offered:  September 1993 


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): 


None, but prior exposure to bookkeeping is strongly recommended.  


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:  


- Business environment and accounting, financial statements 
- Accounting cycle (analyze, record, post) 
- Accounting cycle (trial balance, adjust, close) 
- Ethics, internal control and bank reconciliations 
- Merchandising business 
- Midterm exam 
- Inventory valuation 
- Accrual accounting: Sales and receivables 
- Long lived assets, tangible and intangible 
- Accrual accounting: liabilities and long term debt including bonds 
- Corporate accounting: share capital, dividends and retained earnings 
- The cash flow statement: direct and indirect 
- Financial statement analysis: horizontal, vertical and ratio analysis 
- Cumulative final exam 
 


 
Learning Outcomes / Course Goals:  


 
The student should be able to apply basic accounting concepts to identify, analyze, record and report financial transactions according to 
generally accepted accounting principles.  Student should be able to: 
- Describe the system of accounting standards and principles. 
- Demonstrate the accrual method of accounting and the accounting cycle. 
- Prepare a balance sheet, income statement, statement of changes in equity, and a statement of cash flows using both the indirect and 
direct method. 
- Identify the objectives and procedures of internal control. 
- Account for short term investments and receivables, including bad debts. 
- Account for the purchase, depreciation, and derecognition of tangible and intangible long-term assets. 
- Account for bonds issued at par, a discount, or a premium by the effective interest method, including interest payments for full and 
partial periods. 
- Journalize shareholder's equity transactions for share issue, repurchase, and both cash and stock dividends. 
- Analyze financial statements, utilizing horizontal and vertical analysis and ratio analysis. 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: D (50%) 
 



file://Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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Typical Activities and Weighting (in %) 


 


Final Exam:  50% Assignments:  10% Portfolio:       % Practicum:       % 


Midterm Exam:  40% Lab Work:       % Project:       % Quizzes/Test:       % 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 5 


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :  0 
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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.  Waybright, J. et al 
Financial Accounting, Canadian 
Edition 


 Pearson 2013 1 - 12 


2.                                 


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


Assignments are mandatory and must be handed in on the specified due date. Work handed in late may lose marks for each day delayed.  
Exceptions may be made for documented medical reasons or extenuating circumstances. Cheating and plagiarism policy as outlined in 
the current College Calendar will be enforced. 
Classroom Etiquette: To foster a positive learning environment for yourself and your fellow students please avoid the following: 
- Absences:  Classes missed will have a significant negative effect on your overall performance in this course.  Please remember that you 
are responsible to collect any classroom handouts that you missed due to your absence.  
- Distractions: late arrival to class, talking during lecture or while other students are talking, operation of a cell phone during class time 
 


  


Supplies/Materials: 


      


Keys to Success: 


Please read the relevant chapter sections and complete 
assignments as per deadlines. Also, attendance and class 
participation are critical. Take advantage of instructor office hours for 
additional assistance. 
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Mario Tenisci 


Phone: 250 785-6981 ext 2050 Office #: 111 Campus Location: Fort St John 


Fax: 250 785-1294 Office Hours: posted E-mail: mtenisci@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions:  


MBA (Distinction) University of Liverpool 
BEd. University of British Columbia 
B.Comm. University of Victoria 


 


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  September 2015 


Course Code: MGMT Number: 201 Number of Credits: 3 


Course Title:  Intermediate Financial Accounting I 


Program: Business Management 


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


 
Academic Level:  First Year  Second 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:  An intermediate level accounting course which focuses on the complex accounting issues related to the 


recording and reporting of assets in accordance with Canadian Accounting Standards for Private Enterprises and International Financial 
Reporting Standard for Publicly Accountable Enterprises.  Students study the preparation of detailed financial statements for a 
corporate business organization.  


Date First Offered:  September 2006 


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): 


Management 103 Foundations of Financial Accounting Level 1 and Management 109 Foundations of Financial Accounting Level 2, or 
Management 120 Financial Accounting with a minimum B+ grade. 


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:  


- The Canadian Financial Reporting Environment 
- Conceptual Framework Underlying Financial Reporting 
- Fair Value Measurements 
- The Accounting Information System 
- Using Reversing Entries 
- Reporting Financial Performance 
- Financial Position and Cash Flows 
- Ratio Analysis-A-Reference 
- Revenue Recognition 
- Cash and Receivables 
- Cash Controls 
- Inventory 
- The Retail Inventory Method of Estimating Inventory Costs 
- Accounting Guidance for Specific Inventory 
- Investments 
- Pre 2011 Canadian GAAP for Investments 
- Property, Plant, and Equipment:Accounting Model Basics 
- Depreciation, Impairment, and Disposition 
- Intangible Assets and Goodwill 
 


 
Learning Outcomes / Course Goals:  


Upon successful completion of this courses, students will be able to : 
- Describe and apply generally accepted accounting principles 
- Complete all steps in the accounting cycle 
- Prepare financial statements 
- Apply revenue recognition concepts related to long-term contracts 
- Record and report accounts receivable and notes receivable 
- Apply inventory classification and measurement methods 
- Account for investments 
- Record acquisition and subsequent costs for property, plant and equipment and natural resources 
- Record depreciation, impairment and disposal of property, plant and equipment 
- Account for Goodwill and intangible assets 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  



file:///C:/Documents%20and%20Settings/jseidl/Local%20Settings/temp/Temporary%20Internet%20Files/Content.IE5/J30QZVKK/www.bccat.bc.ca
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 Specify Passing Grade: D (50%) 
 
Typical Activities and Weighting (in %) 


 


Final Exam:  50% Assignments:  10% Portfolio:       % Practicum:       % 


Midterm Exam:  40% Lab Work:       % Project:       % Quizzes/Test:       % 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable): 5 


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :  0 
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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.  Kieso D., et al 


Intermediate Accounting, 10
th
 


Canadian Edition, Volume I with 
Accompanying Wiley Plus 
account for assignment 
completion 


 


John Wiley & 
Sons Canada 
Ltd. 


2013 1-12 


2.  Kieso D.,et al 
Study Guide to Accompany 
Intermediate Accounting, 10


th
 


Canadian Edition, Volume I 


 


John Wiley & 
Sons Canada 
Ltd. 


2013 1-12 


3.  CICA 
CICA Handbook - electronic 
version available through library 


                   


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):       


 


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


 
Audit Policy: 
 


College URL to follow 


  
Course Evaluation Policies: 
 


College URL to follow 


Appeal Process: 
 


College URL to follow 


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


      
 


  


Supplies/Materials: 


      
 


Keys to Success: 


READ the assigned chapter sections and CICA Handbook Sections 
prior to each lecture as specified by the learning objectives/content 
outline in the syllabus or Week by Week Schedule posted on D2L . 
The CICA Handbook is available through the NLC Library database 
and is an on-line version accessible with a valid NLC library 
card/student code offsite or at the FSJ Library.  ATTENDANCE is 
critical.  STAY CURRENT. Submit assignments on time.   Take 
advantage of instructor office hours for additional assistance as 
needed. Complete additional practice exercises for personal 
problem areas. Solutions to additional practice exercises will be 
posted on D2L.         
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Mario Tenisci 


Phone: 250-789-6581, ext 2050 Office #: 111 Campus Location: Fort St. John 


Fax: 250 785-1294 Office Hours: As posted E-mail: mtenisci@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions:  


MBA (Distinction) University of Liverpool 
BEd. University of British Columbia 
B.Comm. University of Victoria 


 


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Learning:  Date:  
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2015 EDUCATION COUNCIL SCHEDULE OF MEETINGS 


 


 


DATE 


WFTR/Trades 


DEADLINE FOR 


SUBMISSIONS 


Academic 


DEADLINE FOR 


SUBMISSIONS 


January 28 December 31 N/A 


February 25 January 28 N/A 


March 25 February 25 N/A 


April 22 March 25 N/A 


May 27 April 29 N/A 


June 24 May 27 N/A 


No July or August meetings  N/A 


September 23 August 26 N/A 


October 28 September 30 September 16 


November 25 October 28 October 14 


No December meeting  
 


 
Global Teleconference Access Number 1-866-305-1454  


Access Code – 9787119 
All EdCo Meetings are held at 1:15pm in:  


Dawson Creek in the Regional Board Room  
Fort St. John Members Room 2116 


Fort Nelson Room 131 
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Date Course Outline was Last Reviewed and/or Revised:June 2015 
Effective Date:  September 2008 


Course Code: WFTR Number: 338 Number of Credits: 0 


Course Title:  Hydrocarbon Vapor Pressure 


Program: Workforce Training 


 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 is designed to prepare students to effectively deal with uncontrolled vapour plumes that may 


originate from a variety of sources and processes (oil and gas well drilling and workovers; pipelines; production and/or storage facilities). 
Emergency ignition procedures are also an integral part of all emergency response plans developed for drilling, servicing and producing 
oil and gas wells that contain hydrogen sulphide (H2S).  


Date First Offered:  September 2008 


Total Hours: 7 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 1.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 7.0 
 


If Other Contact Hours are specified above please list 


details: The theory portion will be followed by hands-
on “live-fire” ignition training in which participants will 
ignite propane vapour plumes. 


 


 
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): 


None 


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:  


The course objectives are as follows 
- Define “uncontrollable flow” as it relates to the Oil & Gas industry  
- Determine the criteria involved in the decision to ignite an uncontrollable flow  
- Determine the specific properties of produced hydrocarbon fuels as they relate to fire chemistry  
- Determine the use of an Emergency Ignition Kit and the application of each component  
- Demonstrate the use of an Emergency Ignition Kit and the procedures of igniting a gas plume 
 


 


Learning Outcomes / Course Goals: A certificate is issued to each candidate upon successful completion of a written examination 


(70%) and the practical component will be a pass/fail evaluation. 
 


Please list specifics for any of the following: 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: 70% 
 
Typical Activities and Weighting (in %) 


Final Exam:  50% Assignments:       % Portfolio:       % Practicum:       % 


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


Field Experience:      % Participation:       % Employer Evaluation:  


     % 
Log Book:        % 


Other:       % Practical Assessment: 50 %  Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


 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 :  100  % of Group Work :      



file://Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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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.                                 


2.                                 


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):       


 


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? 
To approve the updated program completion guide for Aircraft Maintenance Engineering - Basic 


Training 


 


 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(f) set curriculum content for courses leading to certificates, diplomas or degrees.      


 


 2.  What is the rationale for the request? 
To improve the language and include more information on Admission Requirements to better reflect 


the options available for entry. Also to remove the physics requirement since the required level of 


physics is taught in the AME program. 


 


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


 students or prospective students 


Removal of physics prerequisite since required portions are taught in the AME program, and 


clarification of qualifying admission requirements . 


 


 present course offerings 


None 


 


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


None 


 


 faculty 


None 


 


 support staff 


Clearer understanding of qualifications in order to respond to enquiries and process applications. 


 


 College (facilities, timetabling, etc.) 


None 


 


 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.) 
None 


  


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


No 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


n/a 


 


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


 


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


 


 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       Yes  No  No   


Rene Tremblay Dean Yes  No   


Robert McAleney Associate Dean Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Warren Stokes Yes  No  


VP Academic Loren Lovergreen 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 


            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 A. Holloway. 
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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?  30 minutes                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
THAT the Education Council approve the revised Program Information and Completion Guide for 


Aircraft Maintenance Engineering - Basic Training. 


 


Prepared by: Hal Hobenshield     Date: May 28, 2015 


 


In consultation with (please list by name): Wanda Baker 


 


Date received by Education Council Secretary:  May 29, 2015 


                                    


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:  Aircraft Maintenance Engineering - Basic Training  
Credential/Certification:  Diploma in Aircraft Maintenance Engineering- 


Basic Training 
Date Submitted:  June 2015 
Effective Date:  Sept 2015   


  
 


Program Contact:  Hal Hobenshield, Aviation Program Chair         
 
 
Dean:  Rene Tremblay, Trades and Apprenticeship          
 
 
Document Author:  Hal Hobenshield, Aviation Program Chair       
 
 
Program Description:  This program is for the individual seeking to attain a Canadian 
Aircraft Maintenance Engineer (AME) license, category M1 or M2. Federal law requires 
aircraft to be certified before flight at regular intervals and after maintenance. An Aircraft 
Maintenance Engineer is the person who accepts the responsibility for the work they are 
certifying. An AME must have thorough knowledge of the maintenance and repair 
requirements for each aircraft they certify. Refer to the Transport Canada website 
http://www.tc.gc.ca/civilaviation/maintenance for detailed license information. There are 
three components required prior to an application for license: training, experience, and 
successful completion of the Canadian Aviation Regulation exam near the end of the 
experience component. A diploma from this 15 month program covers the training 
component and 18 months (1.5 years) of the 48 month (4 year) experience component 
which are both required to obtain an AME license. Approximately 45% of this program is 
theory with the remaining 55% the practical application of that theory.    
 
 
Admission Requirements:   
Provide British Columbia secondary school transcripts or equivalent (Alberta/NWT 
equivalent course numbers in brackets) indicating successful completion in of: 
• Communications 11(Alberta ELA 20-2), English 11 (Alberta ELA 20-1), ENGL 
           040 =  67% (C+), or  
• Communications 12 (Alberta ELA 30-2), English 12 (Alberta ELA 30-1), ENGL 
           050 = 60% (C);   
• Applications of Mathematics 11 (Alberta Applied Math 20), or 
• Apprenticeship and Workplace Mathematics 11 (Alberta Math 20-3) , or  
• Foundations of Mathematics 11 (Alberta Math 20-2), or  
• Principles of Mathematics 11 (Alberta Pure Math 20) to a 67%, or  
• Pre-Calculus Mathematics 11, MATH 40 (Alberta Math 30-1) to a 60%, or higher. 
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OR, complete the following sections of the Canadian Adult Achievement Test (CAAT): 
 
• Reading Comprehension: 12.0 grade equivalent or higher 
• Number Operations: 11.0 grade equivalent or higher 
• Problem Solving: 11.0 grade equivalent or higher 
• Mechanical Reasoning: 51/70 (6th Stanine) or higher. 
 
Dual Credit (BC's ACE IT program) 
• Grade 11 level completion that includes Grade 11 English, Grade 11 Math, and a 
Grade 11 core science (preferably physics) equivalent, all with 67 per cent (C+) or 
higher. One Grade 10 level shop class is also recommended. 
 
For International Education Requirements (English as a Second Language) please 
contact the International Education Department at Northern Lights College for details.  
 
Work experience and transcripts of grades from subjects other than those listed above 
will also be considered for admission support.  
 
Applicants are advised of the following physical components of the training and are 
advised to question any matters of concern during application:  
- apply good study habits due to the 45% theory aspect of the training  
- possess the ability to manipulate small mechanical parts  
- have good vision (note: colour blindness is not a concern, although it does present 
challenges)  
- have no serious allergies to petroleum products  
- maintain balance while climbing tall ladders and work stands  
- be capable of standing on a concrete floor for long periods of time.    
 
 
Length of Program: (weeks and total hours)  
63 weeks (1820 hours) 
Training occurs over a 17-month period due to summer closure of the Aerospace 
Centre during July and August.   
 
 
Program Intake: (start/finish dates)  
Please refer to the Trades and Apprenticeship, Apprenticeship Intake Schedule on our 
website. 
 
 
Available Seats:  17 
 
 
Application Deadline:  All completed applications must be received one month prior to 
start of the program.  Completed applications received after this date will be reviewed 
based on seat availability. 
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Career Prospects:  Excellent: The industry and government demographic studies 
carried out five years ago have proven true and Industry is experiencing a large short 
fall in apprentices and engineers. 
 
 
Affiliations/Partnerships:   
Partnership Training - Okanagan College Vernon Campus  
- Aerospace Training in Aircraft Maintenance Engineering Northern Lights College 
theory and practical curriculum is delivered under Transport Canada approval in 
Vernon, BC. Students accomplish 12 months (49 weeks) of training in Vernon, and then 
move to Dawson Creek to complete the final 3 months (14 weeks) of practical 
curriculum sharing the extensive compliment of aircraft available in the Dawson Creek 
Aerospace Centre at Northern Lights College 
 
Bachelor of Technology, Open University and BCIT Northern Lights College, in 
collaboration with the Open University and British Columbia Institute of Technology, 
offers a Bachelor of Technology (Technology Management) Degree. This course of 
study is intended for graduates of Northern Lights College's Aircraft Maintenance 
Engineering program who have gained their AME license. For further information 
contact the Aviation Program Chair.  
 
Bachelor of Science, University of North Dakota In 1994 the University of North Dakota 
and Northern Lights College signed an Affiliation Agreement. This agreement enables 
students who graduate with an Aircraft Maintenance Engineering Diploma from 
Northern Lights College to transfer directly to the University of North Dakota for entry 
into its Bachelor of Science Degree program in Airway Science: Aviation Maintenance 
Management Degree. For further information contact the Aviation Program Chair, Andy 
Cole.  
 
 
Location:  Northern Lights College Dawson Creek Campus and Okanagan College 
Vernon Campus 
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Two pairs of full-sleeved coveralls, footwear having CSA safety-toe protection with soft 
soles for climbing on aircraft, and CSA Safety glasses with clear lenses.  
 
Students are required to bring their own laptop capable of accessing the NLC wireless 
network.  
 
Textbooks.  
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For Student Residence Fees on campus in Dawson Creek see website information at 
http://www.nlc.bc.ca/Admissions/StudentResidences/DawsonCreekCampus.aspx 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
70% minimum course grade. 
 
Attendance Requirement: 90 hours absenteeism over entire course and 30 hours per 
semester.  
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
100% at an approved Northern Lights College Training Facility:  
-Dawson Creek, BC  
-Okanagan College, Vernon BC: refer to affiliations/partnerships explanation 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
 
Theory 
 
AMET100 Course Introduction  
AMET101 Theory of Flight 
AMET102 Blueprints and parts 
AMET103 Aircraft electricity  
AMET104 Non-Destructive Inspection 
AMET105 Tools for Aircraft Maintenance Engineering 
AMET106 Materials and Structures 
AMET107 Hydraulics 
AMET108 Regulations and Publications  
AMET109 Reciprocating Engines 
AMET110 Reciprocating Engine Components 
AMET111 Turbine Engines 
AMET112 Engine Auxiliary Systems 
AMET113 Propellers 
AMET114 Aircraft Handling and Inspections 
AMET115 Aircraft Controls and Rigging 
AMET116 Fuel and Environmental Systems 
AMET117 Landing Gear and Dynamic Drive Trains 
AMET118 Navigation and Communications 
AMET119 Aircraft Auxiliary Systems 
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AMET120 Troubleshooting and Human Factors in Aircraft Maintenance and 
Management 
 
Practical 
 
AMEP100 Human Factors in AME Training 
AMEP101 Practical use of Hand and Machine Tools 
AMEP102 Rivet Installation 
AMEP103 Aluminum Forming, Assembly, and repair  
AMEP104 Structural Repair 
AMEP105 Shop Cleanup 
AMEP106A Electrical Components  
AMEP106B Electrical Installation 
AMEP107 Engine Maintenance 
AMEP108 Engine Components 
AMEP109 Safety and Hydraulics 
AMEP110 Control Rigging 
AMEP111 Scheduled Inspection 
AMEP112 Weight and Balance 
AMEP113 Engine Installation and Testing 
AMEP114 Rotor Systems 
AMEP115 Hangar Support Facilities 
AMEP116 Approved Maintenance Organization  
AMEP117 Airframe Auxiliary Systems 
AMEP118 Landing Gear 
AMEP120 Trouble Shooting and Repair  
 
Final Exams 
 
AMEF101 Fixed Wing Airframe Final Exam 
AMEF102 Rotary Wing Airframe Final Exam 
AMEF103 Piston Engine Final Exam 
AMEF104 Turbine Engine Final Exam 
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