NORTHERN LIGHTS COLLEGE
EDUCATION COUNCIL
Meeting to be held March 28, 2018 at 1:15 pm 
Dawson Creek Regional Board Room
Fort St. John Room 2116
Fort Nelson – Dial In
Chetwynd – Dial In


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


1.  Adoption of Agenda								F. Rashid
	

2.  Adoption of Minutes, February 28, 2018					F. Rashid

	

3.  Action List Review								F. Rashid

		
	
Decision

4.	Revised Esthetics and Nail Care Technology Program Guide and	M. Donovan
	Course Outlines ESTH 100 and ESTH 200




		
Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Esthetics and Nail Care Technology and the new Course Outlines 
ESTH 100 and ESTH 200.

5.	Revised Course Outline EDUC 240						D. Wellstead 


		
Motion: THAT the Education Council approves the revised Course Outline EDUC 240 Social Issues in Education.





6.	Admissions and Standards Subcommittee TOR				M. Bedell 

		
Motions: THAT the Education Council approves the revised Terms of Reference for the Admissions and Standards Subcommittee.


Subcommittee Standing Reports

7.	Education Policy Subcommittee						L. Sprinkle

8.	Curriculum Subcommittee							I. Geczy

9.	Admissions and Standards Subcommittee					M. Bedell


Information/Discussion	

10. 2018-19 NLC Budget Presentation						A. Graff

11.	 New and Revised WFTR/CE Course Outlines				T. Donnelly 










[bookmark: _GoBack]
12. FRPC Program Guide, FRPC 200 and FRPC 201 Minor Updates	S. Roe	



	
13. AME Roto Type Training Program Guide Minor Update			A. Holloway

	



Next Meeting – April 25, 2018 

Adjournment						
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Cover Sheet ESTH Mar 2018.pdf
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?

That the council approve the revised program completion guide for Esthetics and Nail Care Technology
and the new course outlines ESTH 100 and ESTH 200

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.

What is the rationale for the request?

Shorten to comply with contact vs. prep hours

Improve student success as it is now 2 courses vrs the previous 9
Model the grading off of current ITA standards

Change start time to September

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

e students or prospective students
Shorter program, therefore less cost to students

present course offerings
Replaces present course offering

associated program completion guides (please list programs the outcome will affect)
none

faculty
correction in contact vs. prep hours

support staff
None

College (facilities, timetabling, etc.)
Sept. start adjustment

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?
Remains eligible for student loan.

Form Revised: February 2008





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

List B.C. Universities

n/a

List B.C. University-Colleges/Institutes

n/a

List Designates (CGA, CMA, etc.)

n/a

Anticipated Transfer Credit

Anticipated Transfer Credit

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

Mark Heartt

Yes X] No [_]

Yes[ | No[ ]

Yes [ ] No []

Yes [ ] No []

Regional Program Staff

Name

Feedback/Concerns Raised

In Support
of Proposal

Registrar

Warren Stokes

Yes [ | No [ ]

VP Academic

Dr. 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 Education Council Secretary (A. Holloway).
8. Do you wish to present your proposal to the Council in person? Yes

Form Revised: February 2008
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If not, who will present it? Michelle Donovan
How much time is needed for the presentation? 15 mins.
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Program Information and Completion Guide for
Esthetics and Nail Care Technology and the new Course Outlines ESTH 100 and ESTH 200.
Prepared by: Michelle Donovan Date: February __ 2018
In consultation with (please list by name): Mark Heartt, Rod Cork
Date received by Education Council Secretary: February 27, 2018

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008 Submission to EdCo Form Page 3
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Guide ESTH Mar 2018.pdf
NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Esthetician and Nail Care Technologist
Credential/Certification: Certificate in Esthetics and Nail Care
Technology
Date Submitted: March 2018
Effective Date: September 2018

Program Contact: Michelle Donovan

Dean: Mark Heartt

Document Author: Michelle Donovan

Program Description: This a 32-week certificate level program covering esthetics and
nail care technology. The esthetic portion includes theory and hands-on training in
facials, body massage, body treatments, aromatherapy, makeup artistry, waxing and
tinting. In the nail technology portion, students will learn the theory and application of
manicures, pedicures and artificial nail enhancement.

The basic principles of anatomy, physiology, microbiology, chemistry, electrotherapy,
and sanitation procedures to support the applied learning required of the certificate are
integrated throughout the program.

Students will be introduced to the knowledge and skills necessary to run a salon or spa.

Admission Requirements:

Provide British Columbia secondary school transcripts or equivalent indicating
successful completion of Grade 10 level that includes:

* Grade 10 English, OR Career and College Preparation ENGL 030 (Advanced/Grade
10) with C+ or higher;

» Grade 10 Math (Apprenticeship and Workplace Math), OR Career and College
Preparation MATH 030 (Intermediate Developmental Math), MATH 031(Intermediate
Trades Math) or MATH 035 (Intermediate Algebraic Math) with C+ or higher.

» Grade 10 Science, or Science 030, with C+ or higher

OR

Complete the following sections of the Canadian Adult Achievement Test (CAAT):
. Reading Comprehension: 11.0 grade equivalent or higher

. Number Operations: 11.0 grade equivalent or higher

. Problem Solving: 11.0 grade equivalent or higher

Page 1 of 3





Program Information and Completion Guide

. Science: 11.0 grade equivalent or higher

Dual Credit

» Grade 10 level completion that includes Grade 10 English, Grade 10 Math
(Apprenticeship and Workplace Math), Grade 10 Science all with C+ or higher.

Length of Program: (weeks and total hours) 32 weeks, 960 hours

Program Intake: (start/finish dates) Refer to the Trades Intake Schedule

Available Seats: 16

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.

Career Prospects: The esthetics industry offers career opportunities in areas such as,
spa therapy, nail technician, demonstrator, sales representatives, salon proprietor,
makeup artist, esthetician on a cruise ship, medical spa assistant, spa management,
and more. Those that complete this program will be eligible to take the Beauty Council
licensing examination.

Affiliations/Partnerships: School Districts 59, 60 and 81. Program Advisory
Committee.

Location: Northern Lights College, Dawson Creek - South Peace Campus

Additional Requirements/Supplies: (fees, supplies, materials)

Textbooks

Esthetics Kit to be purchased at time of registration - approx. $2500.

All Students will sign and adhere to the Trades and Apprenticeship Safety and
Attendance Rules and Regulatory Practices for Students Policy.

Eligibility for Canada Student Loans: (Yes or No)
Yes

Page 2 of 3
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Program Information and Completion Guide

Required Minimum Grade: (overall and/or minimum within a course)
70%

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)

ESTH 100 780 hours/26 Weeks

ESTH 200 180 hours/6 Weeks

Page 3 of 3
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ESTH 100 Mar 2018.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: September 2018

| Course Code: ESTH Number: 100 Number of Credits: 0

Course Title: Esthetics and Nail Care Technology

Program: Esthetician and Nail Care Technologist

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )

[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
[ Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: An Esthetician is one who beautifies the skin and nails. In this 32 week program you will receive theory
and hands on training in client care, manicures, pedicures, artificial nail enhancements, facials, waxing, tinting, aromatherapy, body
massage, body treatments, and makeup artistry. Also integrated are the basic principles of anatomy, physiology, microbiology,
chemistry, electrotherapy, and sanitation procedures. The Esthetics industry offers a lot of exciting career opportunities is areas such
as Spa therapy, Nail Technician, Demonstrator, Sales Representatives, Salon Proprietor, Makeup Artist, Esthetician on a cruise ship,
Medical Spa Assistant, Spa management and many more.

Students will write the B.C. Beauty Council licensing examinations (theory and practical).

Date First Offered: September 2018

Page 1 of 7
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Total Hours: 780

Total Weeks: 26 Practicum Hours:
Breakdown Hours Per Course | Duration This course is offered by:
Lecture Hours 301.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 479.0 [] video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 780.0

If Other Contact Hours are specified above please list
details:

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
- History of Esthetics and Career Foundations

- General Sciences

- Natural Nail Care

- Nail Enhancements

- Skin Sciences

- Skin Care and Treatments

- Waxing and Tinting

- Aromatherapy, Body Treatments and Massage
- Makeup Theory and Application

- Business and Portfolio Development

Learning Outcomes / Course Goals: Upon completion of this course, learners will have received instruction in the following areas:
- History of Esthetics

- Standards of Practice

- Professional Image and Self Care

- Communication

- Customer Service

- Client consultations

- Bacteria and other Infectious Agents

- Infection Control

- Chemistry Applications for skin and nail products
- General Anatomy

- Nail Structure and Growth

- Nail Diseases and Disorders

- Basics of Electricity and Electrical Safety

- Basics of Nutrition

- Manicuring

Page 2 of 7
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NORTHERN LIGHTS COLLEGE

COURSE OUTLINE

- Pedicuring

- Nalil tips

- Nail forms

- Acrylic nails

- Gel nails

- Electric nail files

- Nail Art

- Physiology and histology of the skin
- Skin disorders

- Skin types and analysis

- Skin care products

- The treatment room

- Facial Massage

- Facial treatments

- Facial machines

- Morphology of the hair

- Hair removal with soft and hard wax
- Lash and brow tinting

- Lash perming

-Aromatherapy

- Swedish Massage

- Hot Stone Massage

- Body treatments and wraps

- Ear piercing

- Makeup Atrtistry

- Contraindications for all treatments
- Preparing for employment

- Resume and Portfolio development
- Career planning

- The Esthetics and Nail Care Business
- Selling products and services

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:

NORTHEEN
LIGHTS
COLLEGE

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [X] Pass/Fail: [] Other:
Specify Passing Grade: 70 %

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: 20% | Project: % Quizzes/Test: 25%
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: 30 % Total Must Equal At Least

100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0

Page 4 of 7
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NORTHERN LIGHTS COLLEGE ~
COURSE OUTLINE NORTHERN

LIGE
COLLEGE

Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway):
Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
Milady standard Esthetics Cengage
1 " .
i Joel Gerson Fundamentals, Edition 11 X Learning 2013 Al
Alisha Rimando Miladys Standard Nalil Cengage
2. .
X Botero Technology M Learning 2015 Al
- The Complete Spa Book for Cengage
3. . .
i Steve Capellini Massage Therapists X Learning 2010 Al
4 U O
5 O O
6 U O
7 N [l
8 U O
9 O O
0. [] 0
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

Page 5 of 7
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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)
All Students will sign and adhere to the Trades and Apprenticeship Safety and Attendance Rules and Regulatory Practices for
Students Policy

Supplies/Materials: Keys to Success:

Student kit

Course Change Statement:

Instructor Contact Details:

Instructor Name: Michelle Donovan

Phone: 250-782-5251 ext. 1342 Office #: Campus Location: Dawson Creek

Fax: Office Hours: E-mail: mgraham@nlc.bc.ca

Page 6 of 7
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Authorization Signatures Date Required for All Signatures

Instructor: Date:

List Credentials / Institutions: Certificate in Esthetics and
Nail Care Technology , and Provincial Instructor Diploma

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:

Page 7 of 7
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ESTH 200 Mar 2018.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: September 2018

| Course Code: ESTH Number: 200 Number of Credits: 0

Course Title: Business Practicum - Spa Operations

Program: Esthetician and Nail Care Technologist

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: Students will operate a fully functional Spa two days a week. The Spa is open to the public and allows
students to gain practical experience in all areas of Spa work. Students will get hands-on work experience as an Esthetician, Nail
Technician and Receptionist with the supervision of the instructor.

| Date First Offered: September 2018

Total Hours: 180

Total Weeks: 6 Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 3.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 177.0 [] video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 180.0

If Other Contact Hours are specified above please list
details:

Page 1 of 6
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Prerequisite Statement (If there are no prerequisites, type NONE):
Students must be enrolled in ESTH 100.

Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
Learners will practice and master:
- Reception

- Client consultations

- Manicures

- Pedicures

- Nail enhancements

- Hair removal

- Tinting

- Makeup applications

- Massage

- Body treatments

- Facial treatments

- Aromatherapy

- General spa operations

- Retailing

- Scheduling

- Infection control

- Communication skills

- Safe work procedures

Learning Outcomes / Course Goals: Upon completion of this course learners will:
- Demonstrate team work

- Demonstrate infection control

- Demonstrate reception skills

- Demonstrate client consultations

- Demonstrate professional client care

- Demonstrate job requirements of an Esthetician and Nail Technician

- Demonstrate retail skills

- Demonstrate all esthetics and nail care treatments to professional standards

Please list specifics for any of the following:

Knowledge: Skills:
Attitudes: Technologies:

Page 2 of 6
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: 50% | Project: % Quizzes/Test: %
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

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

100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0

Page 3 of 6
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NORTHERN LIGHTS COLLEGE ~
COURSE OUTLINE NORTHERN

LIGE
COLLEGE

Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway):
Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
Miladys Standard Fundamentals Cengage
1 . .
X Joel Gerson Esthetics X Learning 2013 All
Alisha Rimando Miladys Standard Nail Cengage
2. .
X Botero Technology M Learning 2015 Al
- The Complete Spa Book for Cengage
3. . .
i Steve Capellini Massage Therapists X Learning 2010 Al
4 U O
5 O O
6 U O
7 N [l
8 U O
9 O O
0. [] 0
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

Page 4 of 6
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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)
All Students will sign and adhere to the Trades and Apprenticeship Safety and Attendance Rules and Regulatory Practices for
Students Policy.

Supplies/Materials: Keys to Success:

Student Kit

Course Change Statement:

Instructor Contact Details:

Instructor Name: Michelle Donovan
Phone: 250-782-5251 ext. 1342 Office #: Campus Location: Dawon Creek

Fax: Office Hours: E-mail: Mgraham@nlc.bc.ca

Page 5 of 6
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Authorization Signatures Date Required for All Signatures

Instructor: Date:

List Credentials / Institutions: Certificate in Esthetics and
Nail Care Technology , and Provincial Instructor Diploma

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:

Page 6 of 6
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Cover Sheet for EDUC 240 Mar 2018.pdf
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?
Major revisions to EDUC 240 course outline

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.)?

2F - Major Revisions — course description, assignments, breakdown of grades, learning outcomes,
course contents.

2. What is the rationale for the request?
The current outline appears to have been written to a specific textbook or set of readings that | no
longer have access to. In addition, it has not been revised since 2011, and the contemporary social
conversations in education have evolved quite significantly.

The changes | have made to the course outline seek to:

(@) Adapt EDUC 240 to an online environment, since that is how | will be delivering it in
intersession.

(b) Widen the scope of the course outline. This is for two purposes. First, because the current outline
is limiting to an extent that | really cannot teach exactly what is presented there. In addition, it is out of
date and many topics have significantly evolved. Secondly, a more open set of topics and learning
objectives will allow future instructors to have more flexibility in determining the range of topics
covered according to the contemporary issues of the day.

(¢) Bring our EDUC 240 into closer alignment with SFU’s Education 240. As you can see, EDUC
240 at SFU has a much more open description. I’ve reviewed the last few iterations of the course, and
while there is considerable variation, there seems to be emphasis on inequalities in education relating to
race/ethnicity, class, gender and disabilities. | have attached a copy of the most up to date (Spring 2018)
outline of SFU's EDUC 240 for your reference. | would like to closely match our course given the
AHCOTE relationship with SFU.

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

e students or prospective students
More up to date content that is customized for the delivery form (online), and that matches more closely
with what other institutions are offering for comparable courses.

present course offerings
None

associated program completion guides (please list programs the outcome will affect)
None

faculty
None

support staff
None
Form Revised: February 2008





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

5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.)
List B.C. Universities Anticipated Transfer Credit
No changes to current transfer

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

In Support
of Proposal

Dean Steve Roe Yes[ | No[ ]
No O

Associate Dean | Lisa Verbisky Yes[ INo[]
Yes [ ] No []
Yes [ ] No []

Name Feedback/Concerns Raised

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.)

In Support
of Proposal
Yes [ ] No []
Yes [ | No [ ]
Yes [ | No [ ]

Name Feedback/Concerns Raised

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

Form Revised: February 2008 Submission to EdCo Form Page 2
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institutions and/or professional bodies, etc.)

Name

Feedback/Concerns Raised

In Support
of Proposal

Yes [ | No[]

Yes [ ] No []

Yes [ ] No []

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

This would include and not limited to an electronic version of the Submission Cover Sheet and
Course Outline to be sent to Education Council Secretary (A. Holloway).

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

How much time is needed for the presentation?

7.
proposed request?
Yes
8.
If not, who will present it?
9. Additional comments:

10. Suggested wording for motion:

THAT the Education Council approves the revised Course Outline EDUC 240 Social Issues in

Education.

Prepared by: Darryn Wellstead

In consultation with (please list by name):

Date: March 5, 2018

Date received by Education Council Secretary: March 5, 2018

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008

Submission to EdCo Form Page 3

Y:\090422 Education Council\EdCo Submissions\2018\EDUC\Cover Sheet for EDUC 240 Mar 2018.docx
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EDUC 240 March 2018.pdf
NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: May 2018

NORTHEEN
LIGHTS
COLLEGE

| Course Code: EDUC Number: 240 Number of Credits: 3

Course Title: Social Issues in Education

Program: University Arts and Sciences

] New Course

[] Existing Course (no revisions)

[[] Existing Course (minor revisions) (please indicate the areas revised )

X Revised Course (please indicate the areas revised : Calendar Description, Course
Offering, Course Content, Learning Outcomes, Weighting )

Academic Level: []First Year [X 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 introduces students to a number of contemporary social issues in the field of education. In
addition to reviewing the general social functions of schools, we will also focus on selected themes and issues, including:
race/ethnicity, gender; class, and (dis)ability. Other topics may be explored depending on student interest and on legal and political

developments at the time of delivery.

| Date First Offered: January 2012

Total Hours: 45

Total Weeks: 8 Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 45.0 X| Face-to-Face
Seminars/Tutorials 0.0 X Online
Laboratory Hours 0.0 X video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 45.0

If Other Contact Hours are specified above please list
details:

Form Revised: May 2014

Page 1 of 6
EDUC 240





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
- Education in Canada

- Processes and social functions of schooling

- Culture and socialization

- Power and inequality

- Prejudice and discrimination

- Race/Ethnicity

- Sex/Gender

- Ability & Disability

Learning Outcomes / Course Goals: By the end of this course, students will be able to:

- Describe important historical, social, economic and political factors that have influenced educational structure, policy and processes
in Canada

- Explain how schools both reflect and reproduce culture through socialization and social reproduction

- Explain how educational policies and practices produce differential impacts according to class, race, gender, and ability

- Apply critical thinking skills to explore and evaluate contemporary issues and controversies in education

Please list specifics for any of the following:

Knowledge: Skills:
Attitudes: Technologies:

Page 2 of 6
Form Revised: May 2014 EDUC 240
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

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

Typical Activities and Weighting (in %)

Final Exam: 25% | Assignments: % | Portfolio: 10% Practicum: %
Midterm Exam: 25% | Lab Work: % | Project: 20% Quizzes/Test: %
Field Participation: 20% Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable): Portfolio: 2-4 critical reading reflections
e  Specify nature of participation (if applicable): Participation on weekly discussion forums.

¢ Include number of and the variety and nature of writing assignments: 2-4 critical reading reflections encourage students to
synthesize the key points of readings and apply critical thinking skills.

o Specify Other (if applicable): Term project (may be: research paper, video, artistic work and commentary, etc.)

Typical Proportion of Individual Work and Group Work

% of Individual Work : 90 % of Group Work : 10

Page 3 of 6
Form Revised: May 2014 EDUC 240





NORTHERN LIGHTS COLLEGE

COURSE OUTLINE

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

NORTHEEN
LIGHTS
COLLEGE

Current Year Chapter(s)
Required ﬁ]lljttlr;(l)sr Surname, Title Edition Publisher Published Covered
Davis. S. and The Schqoled Society:.An
1 X Gupp;/, N Introdu_ctlon to the_ Sociology of X  Oxford 2018
Education (Tentative)
2. X gﬁ:r?;gl’oﬁ)é?nd Is Everyone Really Equal? X Eiﬁgggrgress 2017
3 U O
s O O
5 O Ll
6 O O
7 U O
8 O O
9 O Ll
10. N Ol

Course Outline Contact Person: Audra Holloway

Other Pertinent Information Relevant to Transfer:

Form Revised: May 2014

For more information on BC Transfer System Instructor qualification standards, go to www.bccat.bc.ca

Page 4 of 6
EDUC 240
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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)
Described in syllabus.

Supplies/Materials: Keys to Success:

Access to a computer and the internet. Textbooks required.

Course Change Statement:

Instructor Contact Details:

Instructor Name: Darryn Wellstead
Phone: 250-785-6981 ext. 2035 Office #: 107 Campus Location: FSJ

Fax: Office Hours: Posted or by appointment  E-mail: dwellstead@nlc.bc.ca

Page 5 of 6
Form Revised: May 2014 EDUC 240





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Authorization Signatures Date Required for All Signatures

Instructor: Date:

List Credentials / Institutions: Darryn Wellstead, PhD
Candidate Sociology (Ottawa), MA (Ottawa), BA (SFU)

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:

Page 6 of 6
Form Revised: May 2014 EDUC 240
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Terms of Reference - Admissions and Standards Subcommittee Mar 2018.pdf
NORTHERN LIGHTS COLLEGE

NORTHERN
LIGHTS
COLLEGE

EDUCATION COUNCIL Policy Number:
ADMISSIONS AND STANDARDS SUBCOMMITTEE Category: Education
Terms of Reference Effective Date: November 2017

Approval Process: Educational Policies
Approval Date: November 2017
Date Last Reviewed: November 2017

PURPOSE

To Initiate:
A subcommittee of the Education Council that is responsible for initiating review of college-wide policies
and language relating to institutional admission. Such review will be conducted in consultation with
Deans/Associate Deans and may result in recommendations to Education Council. College-wide policies
and language relating to institutional admission may include but are not limited to:

e Exploration of terms and conditions for admission of Indigenous students.

e Inclusive and appropriate language regarding gender, race, ethnicity, and age.

e  Minimum college-wide academic admission requirements.

e Standardized terminology regarding letter grades and percentage requirements for admission.

e Application and admission deadlines.

e International, domestic, and dual credit admission rules and regulations.

e Transfer-credit rules and regulations.

e Prior Learning Assessment rules and regulations.

To Receive:
Additionally, the subcommittee will receive and review changes to program-specific admission
requirements proposed by Deans/Associate Deans and make recommendations for approval to the
Education Council. Changes to program-specific admission requirements may include but are not limited
to:

e Credential-based program admission requirements and standards.

e Selection of and requirements for all assessments, standardized tests, etc.

e Interviews and any additional admission requirements for specific programs.
e Content and requirements associated with Prior Learning Assessment.

e Requirements established by provincial regulatory bodies.

e Requirements related to special partnerships and sponsored intakes.

The purpose of the Admissions and Standards Sub-committee as described above is in accordance with
the Colleges and Institutes Act (amended 1996), which states that an Education Council must advise the
board, and the board must seek advice from the education council, on the development of educational

policy for matters such as qualifications for admission policies (23.1.m).





ADMISSIONS AND STANDARDS SUBCOMMITTEE - Terms of Reference Page 2 of 3

MEMBERSHIP

One Admissions Officer

One member from any of the following: Recruiter, Aboriginal Advisor or Access Services
One member from International Education

Two to four faculty representatives

Two Deans and/or Associate Deans

One student

One to two staff members

Registrar/representative from Registrar’s Office

At least one of the above members must also be a member of Education Council

(See NLC Education Council Bylaws: “The Council shall annually, following elections, establish
membership on the standing committees.” See also, Education Council Bylaws, 6 and 6.1)

Quorum
A meeting of the committee may proceed when at least one-half of the members are in attendance.
Meetings may be face-to-face, by teleconference, or by video-conference.

Chair

The chairperson will be elected annually by the members of the committee.

DUTIES

Provide a forum for general discussion of admission trends and practices.

Ensure a minimum standard for admission to College programs and courses is established,
taking into account the time and resources for both the student and College to meet their
obligations.

In consultation with Deans/Associate Deans/Registrar, establish and/or review admission
deadlines and processes for international, domestic, and dual credit students.

PROCEDURE

The committee will meet once a month (or as needed) and the agenda will be determined by the Chair.

Minutes of the previous meeting, agenda, and documents will be distributed to the members at

least five days before the meeting.

Submissions for consideration must be sent to the Chair at least three weeks before the meeting

date.

Documents for consideration must be presented as follows:

a. Ifachange to an existing requirement is being proposed, the submission must highlight the
changes only and it must describe the impact/consequences the new criteria will have for
the program/students.

b. The submission should also include justification for the proposal.

The length of the submission will be determined by the criteria and questions can be
addressed to the Chair.





ADMISSIONS AND STANDARDS SUBCOMMITTEE - Terms of Reference Page 3 of 3

History
Created/Revised/Reviewed | Date Author Approved By
Created November 2017 Megan Bedell Education Council

Next Scheduled Review Date

November 2021
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CE 31N (Entrepreneurship-Small Business Startup Strategy) Mar 2018.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: CE Number: 31N Number of Credits: 0

Course Title: Entrepreneurship: Small Business Startup Strategies

Program: Continuing Education

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: Make your ideas and interests a business reality! "Entrepreneurship: Small Business Startup Strategy" is
designed for those who seek the skills and knowledge to develop, start and manage their own local business opportunities.This
course offers the participant access to relevant information ranging from selecting the correct legal business structure, designing a
realistic business plan, determining effective marketing practices that targets the interested customer and understanding the financial
statement. This course is available either online or face-to-face.

Date First Offered:

Total Hours: 15

Total Weeks: Practicum Hours:
Breakdown Hours Per Course | Duration This course is offered by:
Lecture Hours 15.0 Xl Face-to-Face
Seminars/Tutorials 0.0 X Online
Laboratory Hours 0.0 0 video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 15.0

If Other Contact Hours are specified above please list
details:

Page 1 of 6
Form Revised: May 2014 CE 31N





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
Topics covered in this course include:

-Define the "problem statement” for developing a business plan and product solutions
-Target markets and customers

-Go-to market strategies for success

-Human resources and requirements

-Revenue models and financial statements

-Market competition

-Financing options

-Business plan creation

-Business pitch and financing

-Legal business structures

Learning Outcomes / Course Goals:

Upon successful completion of this course, students will be able to:
-Analyze a business idea

-Determine if an idea represents a real business opportunity
-Develop a business plan based on research and analysis
-Extrapolate a revenue model

-Read and understand a Profit & Loss statement

-ldentify market and competitive forces

-Estimate funding requirements

-Develop and pitch an investor presentation

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:

Page 2 of 6
Form Revised: May 2014 CE 31N
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [] Other:Attend/No Show
Specify Passing Grade: Attend

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0

Page 3 of 6
Form Revised: May 2014 CE 31N





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

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

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered

Initials

© |® N | |O s W N

OoooooOoOE|d
OoooooOoOE|d

N
©

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

Page 4 of 6
Form Revised: May 2014 CE 31N
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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:

Page 5 of 6
Form Revised: May 2014 CE 31N





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS

COLLEGE

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:

Page 6 of 6
Form Revised: May 2014 CE 31N
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CE 62N (Get Cooking With Class) Mar2018.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised: March 2018
Effective Date: March 2018

| Course Code: CE Number: 62N Number of Credits: 0

Course Title: Get Cooking with Class: Introduction to Cooking Tips and Techniques from our Chef

Program: Continuing Education (Personal Interest and Relaxation)

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: This course will provide the learner with the introductory skills required to cook various cuisine, based on
the special topic of the course.This is a hands-on and demonstration style class by where students will be making the food and
enjoying their bounty.

Date First Offered:

Total Hours: 3

Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 0.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 3.0 [ Video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 3.0

If Other Contact Hours are specified above please list
details:

Page 1 of 5
Form Revised: May 2014 CE 62N





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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: Learn cooking techniques of various cuisine, baking and patisseries.
Each course topic is choosen by our Chef.

Learning Outcomes / Course Goals: To experience hands-on with live demonstrations how to prepare various cuisines, bake
goods or patisseries.

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:Attend/No Show
Specify Passing Grade: Attend

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0

Page 2 of 5
Form Revised: May 2014 CE 62N
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

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

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered

Initials

© |® N | |O s W N

OoooooOoOE|d
OoooooOoOE|d

N
©

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

Page 3 0of 5
Form Revised: May 2014 CE 62N
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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:

Page 4 of 5
Form Revised: May 2014 CE 62N





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS

COLLEGE

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:

Page 5 of 5
Form Revised: May 2014 CE 62N
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 542 Number of Credits: 0

Course Title: Introduction to Keyboarding Basics

Program: Workforce Training

] New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )

X Revised Course (please indicate the areas revised : Course title, calendar description,
total hours, non-course prerequisites, course content, learning outcomes )

Academic Level: []First Year [ Second Year [ Third Year [ Fourth Year Former Course Code(s) and
. Number(s) (If applicable):
Vocational: X
Career Technical: []
Entry Level Trades Training: []
Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
[ Fifth Year [J Practicum

Precluded Courses:

Calendar Description:  This course is an excellent introduction for anyone taking computer courses. Its purpose is to develop
touch-typing skills to a minimum of 50 accurate words per minute on straight-copy timings. A popular software program will
demonstrate keystrokes and provide practice and assessment as students learn and practice touch-typing skills. Another popular
software program will analyze individual weaknesses and prescribe appropriate drills for maximum speed and accuracy. Computer
functions will be learned as required.

| Date First Offered: September 2016
Total Hours: 60
Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 0.0 X] Face-to-Face
Seminars/Tutorials 0.0 [ Online
Laboratory Hours 0.0 [] video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 60.0
Total 60.0
If Other Contact Hours are specified above please list
details: Combination of theory, lab and practice to
meet all learning outcomes.

Page 1 of 6
Form Revised: May 2014 WFTR 542





NORTHERN LIGHTS COLLEGE =
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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: -
- Alphabetic Keys

- Number and row keys

- Punctuation and symbol keys

- Numeric keypad

- Thinking and composing at the keyboard

Learning Outcomes / Course Goals:

- Perform keyboard timings and straight copy accurately by touch

- Demonstrate efficient keyboarding techniques to produce alpha and numeric copy
- Perform proofreading skills

- Use 10-key numeric pad for straight numeric copy

Please list specifics for any of the following:

Knowledge: Skills:
Attitudes: Technologies:

Page 2 of 6
Form Revised: May 2014 WFTR 542
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Grading System
Check whichever applies to this course:
Letter Grades: [] Percentage: [] Pass/Fail: X Other:
Specify Passing Grade: Pass (Must achieve 45 words per minute)

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: 9% | Practical Assessment: 100 Total Must Equal At Least

% 100%
(can be more if options
provided)

e Specify number of assignments (if applicable):
e  Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0

Page 3 of 6
Form Revised: May 2014 WFTR 542





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway):
Current Year Chapter(s)
Required Author Surname, Initials Title Edition Publisher Published Covered
1. X MichellKing/Kapper Eg{t?gr']gm Keyboarding 6" 0 gz‘g”l‘i‘;‘ﬁiz‘g
Paradigm K rding SNAP

. @ g Koy AP g

3 U O

4 U O

5 U O

6 O O

7 U O

8 U O

9 U O

10. O O

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

Page 4 of 6
Form Revised: May 2014 WFTR 542
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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:
-Broadband internet with minimum connection speed of 128
kbps Keys to Success:
-Web browser: You can use any web browser to download the
Online Lab application.
-Operating system: Windows XP (SP3), Windows Vista (SP1),
Windows 7 or Windows

Course Change Statement:

Instructor Contact Details:

Instructor Name:
Phone: Office #: Campus Location:

Fax: Office Hours: E-mail:

Page 5 of 6
Form Revised: May 2014 WFTR 542





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS

COLLEGE

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 -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 543 Number of Credits: 0

Course Title: Entry Level Office Skills for the workplace

Program: Workforce Training

] New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )

X Revised Course (please indicate the areas revised : Course title, total hours, non-course
prerequisite, weighting )

Academic Level: []First Year [ Second Year [ Third Year [ Fourth Year Former Course Code(s) and
. Number(s) (If applicable):
Vocational: X
Career Technical: []
Entry Level Trades Training: []
Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
[ Fifth Year [J Practicum

Precluded Courses:

Calendar Description: The office environment today requires that office workers demonstrate the ability to communicate
effectively, think critically, apply problem solving skills and work effectively with other members of the office team. This course will
focus on practical knowledge and skills related to office procedures, by developing the student’s effectiveness as an entry level office
support, and enhancing employability skills necessary to work in team-focused office environments.

| Date First Offered: September 2016

Total Hours: 45

Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 0.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 0.0 [ video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 45.0

Total 45.0

If Other Contact Hours are specified above please list
details: Combination of Lecture and Lab learning
experiences to meet learning outcomes.
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Prerequisite Statement (If there are no prerequisites, type NONE):

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

In this course, students learn the skills needed to provide a range of basic entry- level support functions in the office environment;
through lectures, demonstrations, discussions, and extensive application practice.
- Time management

- Front-line reception

- Human relations

- Incoming and outgoing mail

- Business standards of behavior with respect in the workplace

- Telephone guidelines

- Customer Service

- Ergonomic design and office safety standards in the work place.

- File management, ARMA rules in record management.

- Basic office equipment

- Business travel arrangements and support

- Office Services

- Confidentiality, privacy, sharing of information in the workplace

- Complete deposit slips, reconcile bank statements and balance a petty cash fund

Learning Outcomes / Course Goals:

Upon successful completion of this course, student will have demonstrated the ability to understand and perform:
- Business standards of behavior with respect to attendance, punctuality, positive attitude, and respect for others.
- lllustrate time management, by establishing priorities and meet deadlines using appropriate resources to locate, select, evaluate
and summarize information.

- Exhibit professional telephone protocol, by employing guidelines for voice mail, placing and receiving calls.

- Organize and process incoming and outgoing written or electronic communications

- Define the elements of appropriate ergonomic design and office safety standards in the work place.

- Apply the ARMA rules in record management.

- Explain the basic features of office equipment such as copiers and fax

- Research and prepare business travel arrangements and support

- Takes initiative in managing office supplies

- Provide exemplary customer service

- Exhibit ethical behavior, with respect to confidentiality, privacy, sharing of information

- Complete deposit slips, reconcile bank statements and balance a petty cash fund.

- Demonstrate ability to securely use web-based tools.

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:
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Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 50% | Assignments: 20% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: 20%
Field Participation: 10% Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  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):
Current Year Chapter(s)
Required Author Surname, Initials Title Edition Publisher Published Covered
Administrative Procedures
1 X Kilgour/Jennings/Burton/Shelton for the Canadian Office 9th
edition

O

©|® N O s W N

(I N N
oooUoOooooE

=
©

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
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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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Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 547 Number of Credits: 0

Course Title: Front Desk Representative

Program: Workforce Training

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: The Front Desk Representative exemplifies the establishment they work for. They are the first contact
with the public and their work can make a significant difference in the guest experience. In this globally recognized course, the
student will learn the skills necessary to succeed in providing courteous, efficient and top quality service to every guest in this fast-
paced career environment. This course when paired with the Front Desk Practicum the student will earn the opportunity to take the
AHLEI industry recogonized front desk certification exam.

| Date First Offered: April 2018

Total Hours: 60

Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 60.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 0.0 [ video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 60.0

If Other Contact Hours are specified above please list
details:
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Prerequisite Statement (If there are no prerequisites, type NONE):

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
- All Employee Knowledge

- Employee Responsibilities

- Your Property

- Safety Regulations

- Quality Guest Service

- Getting to Know the Front Desk
- Pre-Arrival

- Arrival

- Occupancy

- Departure

- End of Shift

Learning Outcomes / Course Goals:
Upon successful completion of this course:
- Student will be able to describe:
- Duties of a front desk representative
- What a property management system entails
- Process of reservations
- Safety and security regulations
- Student will be able to explain:
- Importance of first impressions
- Laws and procedure of safe deposit boxes
- Loyalty programs
- Student will be able to define and describe:
- Guestroom types
- Room inventory and occupancy terms
- Room rate terms
- Student will be able to demonstrate:
- Tasks for pre-arrival, arrival and check out
- Where to find property policies and procedures
- How to find the manager on duty information

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:
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Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 30% | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Participation: 25% Employer Evaluation: Log Book: %
Experience: % %

Other: 20% Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  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):

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered

Initials

Front Desk Representative Study
guide

X
X

AHLEI

©|© N o g~ W I

OoooOoOoOoE
OoooOoOoOoE

N
©

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
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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:

Page 5 of 6
Form Revised: May 2014 WFTR 547





NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHTS

COLLEGE

Authorization Signatures Date Required for All Signatures

Instructor: Date:

List Credentials / Institutions:

Dean: Date:
Education Council Chair: Date:
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 554 Number of Credits: 0

Course Title: Building Your Basic Computers Skills for Success

Program: Workforce Training

] New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )

X Revised Course (please indicate the areas revised : Course title, calendar description,
total hours, non-course prerequisites, course content, learning outcomes, )

Academic Level: []First Year [ Second Year [ Third Year [ Fourth Year Former Course Code(s) and
. Number(s) (If applicable):
Vocational: X
Career Technical: []
Entry Level Trades Training: []
Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
[ Fifth Year [J Practicum

Precluded Courses:

Calendar Description: Technology is an essential skill for success in the workplace and in one’s personal roles. This course
provides all of the fundamentals that are required to become a competent computer and media user. You will understanding features
and functions of networking and operating systems, web navigation and internet browers, email, contacts and calendaring, file
management and cloud storage services.

Date First Offered:

Total Hours: 60
Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 0.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 0.0 [ video
Field Experience Hours 0.0 (] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 60.0
Total 60.0
If Other Contact Hours are specified above please list
details: combination between lecture and theory in
lab setting
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Prerequisite Statement (If there are no prerequisites, type NONE):

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
- Operating Systems

- Hardware

- Networks and Mobile Devices

- File Management

- Software

- Cloud Computing

- Security and Maintenance

- Apps and Applications

- Looking at the Internet

- Managing Media Literacy

- Digital Communication

- Understanding Email, Contacts and Calendaring
- Your Life Online

Learning Outcomes / Course Goals:

Upon successful completion of this course, student will have demonstrated the ability to understand and perform:
- The function of an operating system

- Popular desktop operating systems

- User accounts and profiles

- Navigating to and customizing the Windows Desktop

- Accessing the settings app and the control panel

- The features of mobile operating systems

- Operating system updates

- The relationships among hardware device drivers, firmware and platforms
- Standard internal computer components

- Identifying different types of computers

- Connecting peripheral devices

- The benefits of networking

- Basic data network concepts

- Configure and use voicemail and how to manage mobile data

- Use windows file explorer to find, move, open and manage files

- Work with default locations,

- Understand rights and permissions

- Recognize different types of files

- Describe default file locations

- Share files with other users

- Zip and unzip files

- Describe the benefits of software

- Install, uninstall, repair and update apps and applications

- Create and use cloud accounts to store, manage and share files

- Configure mobile natifications

- Explain the need for security

- Describe the risks presented by viruses, worms, trojans and malware
- Explain how and why to back up and restore your data and your settings
- Describe the risks presented by social engineering and phishing

Page 2 of 7
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- Describe basic troubleshooting techniques

- Describe the differene between apps and applications

- Understand and use web apps and the app store

- Install, delete and recover apps

- Describe the nature of the internet

- Describe the function and characteristics of IP addresses

- Understand the Domain Name System (DNS) and describe domain types
- Identify parts of a URL

- Describe the role of HTML, CSS, and hyperlinks

- Handle popups, cookies, and the browser cache

- Use bookmarks/favorites

- Understand browser extensions

- Describe web site/web page standards

- Use tools to narrow the search criteria

- Evaluate the validity of the information

- Understand what copyright and fair use includes

- Recognize censorship or filtering

- Explain what plagiarism is

- Explain the difference between real-time and delayed communications

- Describe various phone calling technologies

- Manage status and profile settings in skype and conduct group conversations
- Describe the benefits and function of online conferencing tools and business collaboration

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:

LIGHTS
COLLEGE

Form Revised: May 2014
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Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 30% | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: 25%
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: 20% Practical Assessment: 20 % Total Must Equal At Least

100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
¢ Include number of and the variety and nature of writing assignments: project or portfolio or learning activity.

e  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):

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
1 X IC3 0 CClLearning
2. O [l
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5. O O
6. O O
7. O O
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10. O |

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
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
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Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 555 Number of Credits: 0

Course Title: Accounting Fundamentals

Program: Workforce Training

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: Accounting fundamentals covers basic accounting skills. Topics covered include recognizing source
documents, recording journal entries, making adjustments and closing entries, as well as learning how to post to the general ledger
and prepare financial statements.

| Date First Offered: April 2018

Total Hours: 45

Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 24.0 Xl Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 21.0 [] video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 45.0

If Other Contact Hours are specified above please list
details:
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Prerequisite Statement (If there are no prerequisites, type NONE):

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
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:
- Evaluating transactions

- The accounting cycle

- Journal entries

- T-Accounts

- Adjusting statements

- Closing entries

- Financial statement analysis

Learning Outcomes / Course Goals:

- Understand the role of a bookeeper, accounting clerk and accountant

- Apply proper procedures for controlling an organization's financial documentation and guard against misappropriation of
organization's funds

- Identify, evaluate, record and post business transactions

- Prepare financial statements

- Define and distinguish between cash basis and accural basis accounting and the impact of each on financial statements
- Identify and illustrate how internal controls are used to manage and control business resources and risk.

Please list specifics for any of the following:
Knowledge: Skills:
Attitudes: Technologies:
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Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 50% | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: 25%
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  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):

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
1 X IC3 X CClLearning
2. O [l
3. O O
4, O [l
5. O O
6. O O
7. O O
8. O O
9. O O
10. O |

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
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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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Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 556 Number of Credits: 0

Course Title: Understanding how to use PowerPoint to Give Professional Presentations

Program: Workforce Training

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: Learn how to create and manage professional looking presentations using Microsoft PowerPoint. Learn to
use charts and tables, insert pictures or multimedia objects, animate objects, apply transitions to slides and share your presentation
with others, using professional presentation techniques.

Date First Offered: April 2018

Total Hours: 45

Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 23.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 22.0 [] video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 45.0

If Other Contact Hours are specified above please list
details:
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LIGHTS
COLLEGE

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
Basic computer skills 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:
- What is PowerPoint?

- Creating, saving, closing, opening and displaying
- Inserting and changing layouts and backgrounds
- Deleting and rearranging slides

- Manipulating text

- Inserting pictures and media objects

- Customizing animation

- Slide transitions

- Viewing the slideshow

- Sharing and exploring the presentation

- Producing handouts

- Publishing the presentation

- Printing slides

Learning Outcomes / Course Goals:

Upon successful completion of this course, the student will be able to:
- Plan and design a presentation

- Create, save, close, open and switch between presentation files

- Insert, modify and delete slides

- Insert and manipulate pictures, text and multimedia objects

- Use and customize animation

- Apply transitions to slides

- Share presentations with others

- Publish slides

- Move around in a presentation and present powerpoint professionally

Please list specifics for any of the following:
Knowledge: Skills:
Attitudes: Technologies:
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NORTHERN LIGHTS COLLEGE -~
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LIGHTS
COLLEGE

Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 30% | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: 25% Quizzes/Test: 20%
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0

Page 3 of 6
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

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

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
1 X IC3 X CClLearning
2. O [l
3. O O
4, O [l
5. O O
6. O O
7. O O
8. O O
9. O O
10. O |

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
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LIGHTS
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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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COURSE OUTLINE NORTHERN

LIGHTS

COLLEGE

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 -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 557 Number of Credits: 0

Course Title: Spreadsheets, Databases and Reports

Program: Workforce Training

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: Working with Microsoft Excel, this course will teach the student how to work with spreadsheets and
workbooks to create and edit professional looking documents. Create tables, apply formulas and functions, and chart for effective
reports.

| Date First Offered: April 2018
Total Hours: 45
Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 23.0 X Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 22.0 [ video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0
Total 45.0
If Other Contact Hours are specified above please list
details:
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

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

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
Basic computer skills 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:
- Basic terminology

- Entering and moving data in the worksheet

- Creating a new blank workbook and one from a template
- Saving, opening and closing workbooks

- Selecting cells

- Using undo and repeat

- Copying and moving data

- Colum widths, row heights

- Manipulating rows, colums and cells

- Using common built-in functions

- Using absolute and relative addresses

- Formatting numbers and decimal digits

- Changing cell alignment, fonts and sizes

- Applying cell borders, colors and patterns

- Working with charts

- Working with lists and databases

- Working with tables

- Finalizing the print output

- Understand what a database is and used for.
- Database tables

- Database queries and forms

Learning Outcomes / Course Goals:

- Basic terminology

- Entering and moving data in the worksheet
- Creating a new blank workbook and one from a template
- Save, open and close workbooks

- Select cells

- Use undo and repeat

- Copy and move data

- Adjust column widths and row heights

- Manipulate rows, colums and cells

- Use common built-in functions

- Use absolute and relative addresses

- Format numbers and decimal digits

- Change cell alignment, fonts and sizes

- Apply cell borders, colours and patterns

- Explain the different types of charts

- Change the chart layout

- Sort data and filter information

- Modify and format tables

- Print the worksheet

- Explain what a database is

- Understand the purpose and function of relational databases
- Read a database schema

Page 2 of 6
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- Describe database elements
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: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 50% | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: 25%
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e  Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0
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COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

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

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
1 X IC3 X CClLearning
2. O [l
3. O O
4, O [l
5. O O
6. O O
7. O O
8. O O
9. O O
10. O |

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
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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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COLLEGE

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 -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:March 2018
Effective Date: March 2018

| Course Code: WFTR Number: 558 Number of Credits: 0

Course Title: Understanding Word and Business Documents

Program: Workforce Training

XI New Course

[] Existing Course (no revisions)

[] Existing Course (minor revisions) (please indicate the areas revised )
[] Revised Course (please indicate the areas revised )

Academic Level: []FirstYear —[]Second Year  []Third Year ~ []Fourth Year | Former Course Code(s) and

Vocational: [X] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: This course is an introduction to Microsoft Word. The focus will be on fundamental concepts and skills
that can then be used for increasing productivity in the application of creative features to enhance various business documents.
These features include editing, altering and formatting tools as well as the use of templates, wizards and graphics.

| Date First Offered: April 2018
Total Hours: 45
Total Weeks: Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 24.0 Xl Face-to-Face
Seminars/Tutorials 0.0 [] Online
Laboratory Hours 21.0 X video
Field Experience Hours 0.0 [] Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0
Total 45.0
If Other Contact Hours are specified above please list
details:
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Prerequisite Statement (If there are no prerequisites, type NONE):

None
Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
Basic computer skills 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:
- Starting and exiting the application
- Understanding the backstage view
- Accessing commands and features
- Using the rulers

- Selecting text

- Saving documents

- Starting a new document

- Closing a document

- Opening a document

- Customizing the view

- Using undo

- Using repeat or redo

- Using cut, copy, paste

- Enhancing text characters

- Enhancing paragraphs

- Understanding tab settings

- Changing the paper size

- Adding page numbers

- Applying columns

- Proofing the document

- Finding and replacing items

- Printing the document

- Manipulating objects

- Inserting a table

- Formating a table

- Inserting and deleting rows/columns/cells
- Adjusting the width or height

- Merging and splitting cells

- Writing meeting agendas

- Writing emails

- Business letters

- Writing proposals

- Writing reports

- Other types of documents

Learning Outcomes / Course Goals:

Upon successful completion of this course, the student will be able to:
- Start and exit the application

- Know where to and how to access commands and features
- Use the rulers

- Select text

- Save documents

- Start a new document

- Close a document

- Opening a document

- Customize the view

- Use undo, repeat and redo, cut, copy, paste
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NORTHERN LIGHTS COLLEGE

COURSE OUTLINE

- Enhance text characters and paragraphs
- Know what tab settings are used for and how to use them
- Change the paper size

- Add page numbers

- Apply columns

- Proof read the document

- Finding and replacing items

- Printing the document

- Manipulating objects

- Inserting a table

- Formating a table

- Inserting and deleting rows/columns/cells
- Adjusting the width or height

- Merging and splitting cells

- Create meeting agendas

- Write professional emails

- Create business letters

- Write proposals

- Write reports

- Describe other types of documents

Please list specifics for any of the following:
Knowledge: Skills:

Attitudes: Technologies:

NORTHEEN
LIGHTS
COLLEGE

Form Revised: May 2014
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LIGHTS
COLLEGE

Grading System
Check whichever applies to this course:
Letter Grades: [ Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade: Pass (70%)

Typical Activities and Weighting (in %)

Final Exam: 50% | Assignments: 25% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: 25%
Field Participation: % Employer Evaluation: Log Book: %
Experience: % %

Other: % | Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable):
e Specify nature of participation (if applicable):
e Include number of and the variety and nature of writing assignments:

e  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100 % of Group Work : 0
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LIGHT
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Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway):

Current Year Chapter(s)
Required Author Surname, Title Edition Publisher Published Covered
Initials
1 X IC3 X CClLearning
2. O [l
3. O O
4, O [l
5. O O
6. O O
7. O O
8. O O
9. O O
10. O |

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
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Family and Community Resources
Credential/Certification: Family Resource Practitioner Advanced
Certificate
Date Submitted: February 2018
Effective Date: September 2018

Program Contact: Cindy Page/Sharon Strasdin

Dean: Steve Roe

Document Author: Patricia McClelland / Sharon Strasdin/ Cindy Page

Program Description: The Family Resource Practitioner (FRP) Advanced Certificate
provides education for personnel who support and assist parents of infants and young
children in dealing with a wide range of challenges including child development,
economic stress, adaptation to a new country and culture, separation and divorce,
family violence, or mental wellness. Certificate students will complete a unique offering
of courses that will increase their ability to address family functioning and assist
parents/caregivers with their children’s social, cognitive, emotional and physical
development. The curriculum includes eight courses incorporating both cognitive and
experiential learning, culminating in a final capstone project presented during the last
course.

Admission Requirements:

1. Completion of a Northern Lights College Application Form and payment of the related
fee(s).

2. Copy of government-issued ID with current full legal name.

3. Personal profile (a letter of intent and a completed questionnaire)

4. Two letters of reference written and dated within a year of application, attesting to
personal suitability for working with vulnerable families.

5a. Official transcripts demonstrating successful completion of one of the following

English courses with a “C” or higher: Grade 12 English, English Literature 12, English
12 First Peoples, English 050, or English 099; OR

Page 1 of 3





Program Information and Completion Guide

5b. Official transcripts indication successful completion of a university-level English
course with a "C" grade or higher; OR

5c¢. University-level placement on the NLC Writing Assessment.

6a. Three-years work experience in family services or in a closely related field (e.g.,
Education Assistant, Early Childhood Education, Social Services Worker). Letters of
reference for applicants qualifying under this criterion must address professional
experience; OR

6b. Official transcripts demonstrating completion of a two-year human service diploma
from a recognized post-secondary institution. Students applying under this criterion
must verify, in writing, their knowledge of Family Support work (see application package
for more details).

Post-Admission Requirement: All students must complete a Schedule Type "B" Criminal
Records Check (works with children and vulnerable adults) within eight weeks of
starting FRPC 200.

Students are obligated to report any Schedule B criminal convictions that occur after
they authorize a CRC but are still enrolled in NLC’s FRP Advanced Certificate. Failure
to do so may result in immediate dismissal from the program.

Length of Program: (weeks and total hours) The FRP Advanced Certificate can be
completed over a one year period of full-time studies that may include a summer
semester. Depending on available seats, part-time study is also an option. The
program consists of 8 courses (360 hours).

Program Intake: (start/finish dates) September to August for full-time completion in one
year; part-time start dates may be available in September, January, and May.

Available Seats: 25

Application Deadline: May 1 for September start; October 1 for January start;
February 1 for May start where applicable.

Career Prospects: The FRP Advanced Certificate enhances the career prospects of
Family Support Practitioners, particularly those in prevention-focused parent/child
engagement programs.

Affiliations/Partnerships: BC Association of Family Resource Programs (FRP-BC)

Page 2 of 3
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Location: NLC's FRP Advanced Certificate is typically completed through a blended
model of distance delivery, involving online, teleconference, and web/videoconference.
Face-to-face course offerings may be available within the Northern Lights College
region or other provincial regions depending on student enroliment or special-project
funding.

Additional Requirements/Supplies: (fees, supplies, materials)

-Textbooks

-Flash drive

-Computer or laptop with a web camera and current browser

-High-speed Internet

-Teleconferences require significant time on the phone; long-distance charges may
apply if toll-free options are not available

Eligibility for Canada Student Loans: (Yes or No)
Yes

Required Minimum Grade: (overall and/or minimum within a course)
Overall: C (2.00 Cumulative GPA). Minimum within a course: D

Residency Requirement: (percentage of courses which must be taken at NLC)
50%

Required Courses: (list courses required to complete credential

and total hours for each course)
FRPC 200: Roots and Principles of Family Resource Programs in Canada (3 credits/45
hours)
FRPC 201: The Skilled Practitioner: Communicating Effectively (3 credits/45 hours); or
PSYC 220: Interpersonal Communications; or SSWD 215: Interpersonal
Communications (3 credits/45 hours)
FRPC 300: Family Resource Program Approach to Practice (3 credits/45 hours)
FRPC 301: Child Development (3 credits/45 hours)
FRPC 302: Understanding Family Diversity (3 credits/45 hours)
FRPC 303: Working with Vulnerable Families (3 credits/45 hours)
FRPC 304: Supporting Families with Children with Diverse Abilities (3 credits/45 hours)
FRPC 305: Program Planning and Evaluation (3 credits/45 hours)
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:February 2018
Effective Date: September 2018

| Course Code: FRPC Number: 200 Number of Credits: 3

Course Title: Roots and Principles of Family Resource Programs in Canada

Program: Family and Community Resources

XI 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 | Former Course Code(s) and

Vocational: [] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: This course addresses the fundamental characteristics of Family Resource Programs (FRPs) and the
social movements, values, and practices that have influenced the development of such programs in Canada. Students will discuss
the core principles used in Canada—wide programs and the niche and core service areas of parent/child engagement programs. The
six valued practices of family resource programming are also examined.

Date First Offered: September 2018

Total Hours: 45

Total Weeks: 15 Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 45.0 X Face-to-Face
Seminars/Tutorials 0.0 X Online
Laboratory Hours 0.0 X video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 45.0

If Other Contact Hours are specified above please list
details:
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Prerequisite Statement (If there are no prerequisites, type NONE):

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

- Characteristics of Family Resource Programs across Canada
- History of FRPs, particular to British Columbia

- Social, economic, and political changes that affect FRPs

- Principles that define FRPs

- An ecological approach to understanding human development
- Five core services areas

- Six valued practices

- Legal and ethical issues

Learning Outcomes / Course Goals: At the end of the course, participants will be able to discuss the key historical, political, and
social factors that have driven the Family Resource Program movement and provide a clear definition of Family Resource
Programming in Canada.

Specifically, upon successful completion of this course, the learner will be able to:

- Identify the fundamental characteristics of Family Resource Programs (FRPs)

- Describe social movements, community values, and practices that have influenced the development of FRPs in Canada

- Link key historical influences to the development of BC Family Resource Programs and current program practices

- Describe core practice principles used in BC and Canada-wide programs

- Describe the elements of key theoretical perspectives and approaches (ecological, developmental, social capital, strengths based)
and their contribution to understanding child and family development

- Describe the FRP niche and core areas of service in BC

- Describe models and diverse characteristics of BC - Family Resource Programs

- Identify the six valued practices of BC Family Resource Programs

Please list specifics for any of the following:

Knowledge: Skills:
Attitudes: Technologies:
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Grading System
Check whichever applies to this course:
Letter Grades: X Percentage: [] Pass/Fail: [] Other:
Specify Passing Grade: D (50%)

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: 80% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Participation: 15% Employer Evaluation: Log Book: %
Experience: % %

Other: 5% Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable): 5
e Specify nature of participation (if applicable): Active contribution to small and large group discussions and activities
e Include number of and the variety and nature of writing assignments: 4 learning journals; 1 written assignment

e Specify Other (if applicable): Planning for delivery of case study assignment in HDEC 305

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):

NORTHEEN
LIGHTS
COLLEGE

Current Year Chapter(s)
Required Author Surname, Title Edition Published Covered
Initials
Haig, J., MacMillan, .
1 X V.. & Raikes. G. Cites and Sources X
Scholarly Journals/Articles and
2. D To be determined Resources as provided in the O
course
3 U O
4 O O
5 O Ll
6 O O
7 U O
8 O O
9 O Ll
10. N Ol

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

Form Revised: May 2014
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SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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)
This course has been primarily developed for distributed delivery with required weekly seminars (teleconference or on-line meeting
rooms). A course syllabus will be provided to students on the first day of the course.

Students must have regular access to high-speed internet through a computer in order to access course content and instructor
policies.

The FRP Advanced Certificate adheres to NLC’s Education Policy on Student Absenteeism. According to this policy, a “student's
attendance may be a necessary condition for completing a course satisfactorily. Program guidelines take precedence.” On this basis,
instructors reserve the right to adjust final grades, to reflect considerations such as sustained absenteeism.

Students must complete a Schedule Type "B" Criminal Records Check (works with children and vulnerable adults) within eight weeks
of starting FRPC 200.

Supplies/Materials: Keys to Success:

Course Change Statement:

Instructor Contact Details:

Instructor Name: Cindy J. Page
Phone: 1-250-590-5500 Office #: 1-855-345-2160 Campus Location: Online
Fax: 1-250-787-6222 Office Hours: TBA E-mail: ece-ea-chair@nlc.bc.ca
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Authorization Signatures Date Required for All Signatures

Instructor: Date:

List Credentials / Institutions: Master of Arts in Learning and
Technology, Royal Roads University

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:February 2018
Effective Date: September 2018

| Course Code: FRPC Number: 201 Number of Credits: 3

Course Title: The Skilled Practitioner: Communicating Effectively

Program: Family and Community Resources

XI 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 | Former Course Code(s) and

Vocational: [] Number(s) (If applicable):

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [ First Year  [] Second Year  [] Third Year  [] Fourth Year
L] Fifth Year  [] Practicum

Precluded Courses:

Calendar Description: This course examines the core communication skills: active listening, communicating empathy, effective
use of questions, and clear messaging in practitioners' work with families. Students will learn how to apply communication skills to
situations with families in day-to-day practice with particular attention to basic conflict resolution skills. Students will learn how to
differentiate between “rescuing” behaviours and providing strength-based support.

| Date First Offered: September 2018

Total Hours: 45

Total Weeks: 15 Practicum Hours:
Breakdown Hours Per Course Duration This course is offered by:
Lecture Hours 45.0 X Face-to-Face
Seminars/Tutorials 0.0 X Online
Laboratory Hours 0.0 X video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 0.0

Total 45.0

If Other Contact Hours are specified above please list
details:

Page 1 of 6
Form Revised: May 2014 FRPC 201





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Prerequisite Statement (If there are no prerequisites, type NONE):
Successful completion of (or concurrent registration in) FRPC 200.

Non-Course Prerequisites (List if applicable or type NONE): Co-requisite Statement (List if applicable or type NONE):
Schedule B Type CRC: works with children and vulnerable adults ~ 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 communication skills

- Active Listening

- Understanding Emotional Intelligence

- The Four Agreements

- Five Styles of Conflict

- Communication skills for Conflict Resolution

Learning Outcomes / Course Goals: At the end of this course students will gain key knowledge and communication skills that they
will need in order to work effectively with parents/caregivers and their children.

Course Learning Objectives:
Specifically, upon successful completion of this course, the learner will be able to:

- Apply core communication skills: establishing rapport, active listening, communicating empathy, effective use of questions,
delivering clear and concrete messages and checking for understanding, to situations arising in their day to day practice.

- Distinguish between practitioner “rescuing” behaviours, counselling or advice-giving, and providing strength-based support.

- Apply basic conflict resolution skills in response to issues that arise among individuals or families or between FRP staff and
individual parents.

- Design a parent child interaction program based on their understanding of the importance of play and its relationship to learning and
promoting school-readiness.

- Develop a plan for their ongoing professional development.

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:

Page 2 of 6
Form Revised: May 2014 FRPC 201



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



NORTHERN LIGHTS COLLEGE
COURSE OUTLINE
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Grading System
Check whichever applies to this course:
Letter Grades: X Percentage: [] Pass/Fail: [] Other:
Specify Passing Grade: D (50%)

Typical Activities and Weighting (in %)

Final Exam: % | Assignments: 80% | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Participation: 15% Employer Evaluation: Log Book: %
Experience: % %

Other: 5% Practical Assessment: Total Must Equal At Least

% 100%
(can be more if options
provided)

e  Specify number of assignments (if applicable): 5
e Specify nature of participation (if applicable): Active contribution to small and large group discussions and activities.
e Include number of and the variety and nature of writing assignments: 4 learning journals, 1 written assignment.

o Specify Other (if applicable): Planning for delivery of case study assignment in FRPC 305.

Typical Proportion of Individual Work and Group Work

% of Individual Work : 85 % of Group Work : 15
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COURSE OUTLINE

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

NORTHEEN
LIGHTS
COLLEGE

Current Year Chapter(s)
Required Author Surname, Title Edition Published Covered
Initials
Haig, J., MacMillan, .
1 X V.. & Raikes. G. Cites and Sources X
Scholarly Journals/Articles and
2. D To be determined Resources as provided in the O
course
3 U O
4 O O
5 O Ll
6 O O
7 U O
8 O O
9 O Ll
10. N Ol

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

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

This course is offered in other programs: YES [] NO X I 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)
This course has been primarily developed for distributed delivery with required weekly seminars (teleconference or on-line meeting
rooms). A course syllabus will be provided to students on the first day of the course.

Students must have regular access to high-speed internet through a computer in order to access course content and instructor
policies.

The FRP Advanced Certificate adheres to NLC’s Education Policy on Student Absenteeism. According to this policy, a “student's
attendance may be a necessary condition for completing a course satisfactorily. Program guidelines take precedence.” On this basis,
instructors reserve the right to adjust final grades to reflect considerations such as sustained absenteeism.

Supplies/Materials: Keys to Success:

Course Change Statement:

Instructor Contact Details:

Instructor Name: Cindy J. Page
Phone: 1-855-258-0585 Office #: same Campus Location: Online/FSJ Campus
Fax: 1-250-787-6222 Office Hours: vary E-mail: ece-ea-chair@nlc.bc.ca
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Authorization Signatures Date Required for All Signatures

Instructor: Date:

List Credentials / Institutions: Master of Arts in Learning and
Technology, Royal Roads University

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:
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NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Aircraft Maintenance Engineering - Type Training
Credential/Certification: Transport Canada Certifications
Date Submitted: September 2017
Effective Date: July 2017

Program Contact: Leo Manning

Dean: Leo Manning

Document Author: Leo Manning

Program Description: Under this program are: 'Field Maintenance Courses' both
airframe and / or engines for specific types of helicopter. These 'Type Courses' are
Transport Canada approved and meet the training demanded by regulation, enabling
the exercise of privileges of the A.M.E. license to certify maintenance completed on
Canadian registered, helicopters. Information on 'Type Training' can be found on the
Transport Canada (TC) web site: http://www.tc.gc.ca/civilaviation/maintenance

These courses have an excellent Industry reputation of providing relevant training for
the learner since they are delivered by instructors experienced with maintaining the type
under field conditions. The airframe & engine types taught under the applicable
Transport Canada approvals includes:

- Bell 204/205 series airframes

- Bell 206 series airframes

- Eurocopter AS350 series airframes

- Lycoming T53 series engines

- Lycoming LTS 101 series engines

- Allison 250 C20 series engines

- Turbomeca Arriel 1 series engines

- Pratt & Whitney PT6-6 to -34 series engines

In addition to the traditional classroom and shop delivery of Approved Type Courses,
'On-Line’ courses providing training on 'Electrical Systems' of Bell 206 and Eurocopter
AS350 type helicopters are available. This convenient method of training provides to
Industry the knowledge to excel combined with minimum down time reducing costs, and
also meets Transport Canada recurrent training requirements.

See Schedule
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Program Information and Completion Guide

Admission Requirements: Possess, or hold the equivalent of a valid Aircraft
Maintenance Engineering License, or have graduated from a Transport Canada
approved A.T.O. Basic “M” Program.

Length of Program: (weeks and total hours) refer to schedule. Airframe courses are
two weeks in length or 60 hours, Engine courses are 1 week in length or 30 Hours,
Airframe and engine courses can be combined with a total of 3 weeks or 90 hours.
Online recurrent courses vary by student time applied.

Program Intake: (start/finish dates) refer to Schedule

Available Seats:
-12 per course for Approved Type Courses
-Unlimited for on-line training

Application Deadline: Continuous, based on intake schedule

Career Prospects: Excellent

Affiliations/Partnerships: None

Location: Dawson Creek or Contracted for off-site at the Client's location

Additional Requirements/Supplies: (fees, supplies, materials)
Dawson Creek: Coveralls or work clothes recommended.
Contract off-site: Negotiated

On-Line: High Speed Internet connection is recommended.

Eligibility for Canada Student Loans: (Yes or No)
No

Required Minimum Grade: (overall and/or minimum within a course)
70%
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Program Information and Completion Guide

Residency Requirement: (percentage of courses which must be taken at NLC)
See description & location

Required Courses: (list courses required to complete credential
and total hours for each course)
N/A
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Draft Minutes Feb 28 2018 Final.pdf
NORTHERN
LIGHTS
COLLEGE

B.C.'s Energy College™

NORTHERN LIGHTS COLLEGE
EDUCATION COUNCIL

Meeting of February 28, 2018
Dawson Creek Regional Board Room
Fort St John Room 2116

Fort Nelson Dial In

Chetwynd Dial In

Absent:

Guest(s):

Participants:

Faisal Rashid (Faculty — Academic)*Chair
Megan Bedell (Faculty — Non-Instructional) *Vice-Chair
Addie Dawe (Faculty — CCP)

Josie Jiang (Faculty — Non-Instructional)
Tanya Jones (Support Staff)

Shruti Mankad (Student)

Loren Lovegreen (Administration)
Kaleigh Needham (Support Staff)

Cindy Page (Faculty — Academic)

Steve Roe (Administration)

Hargun Jot Singh (Student)

Lana Sprinkle (Faculty — Vocational)
Alison Starr (Faculty — Vocational)
Warren Stokes (Administration)

Sharon Miller (Board Vice-Chair)

Audra Holloway (Recording)

Istvan Geczy Tracy Donnelly Holly Keutzer
Bryn Kulmatycki Alan Carlos Yu Lisa Billy
Andy Amboe

Lisa Verbisky Rod Cork Sharon Strasdin
Jody Readman Joyce Benson

Acknowledgement

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

sharing your traditional lands with us.

1. Adoption of Agenda

A. Holloway requested (due to timing) that Agenda item #4 sand #6 be moved to the
end of the Decision Items.

Agenda was adopted as amended.

2. Adoption of Minutes, January 24, 2018

18.02.01 M/S —STARR/ROE

Motion: THAT the minutes of January 24, 2018 be adopted as circulated.

CARRIED





Education Council Meeting February 28 2018
3. Action List

Education Council Process Flowchart — W. Stokes reported item in progress.

New Course Outline Form — F. Rashid reported item in progress. Next meeting March
g,

Governance Subcommittee — F. Rashid reported item in progress.

Decision Item(s)
4. Family Resource Practitioner Program

C. Page explained that NLC's opportunity to offer the Family Resource Practitioner
Advanced Certificate emerged through faculty networking with the BC Association of
Family Resource Programs, a non-profit organization based in Vancouver. NLC's
Advanced Certificate is a unique, fully online credential will serve Family Resource
Practitioners throughout British Columbia and across Canada, thereby contributing
to NLC's domestic enrollment. This new credential has the potential to emulate the
scope and volume of NLC's online Early Childhood Education and Education
Assistant enroliment.

A. Holloway mentioned that the Course Code was listed incorrectly on the agenda
and the motion updated with the correct course code.

S. Miller asked about the courses that resemble courses that are already done by
ECE and would students be able to challenge any of the new FRCP courses. S.
Strasdin replied that these courses are at the next level for students. C. Page added
that this content does differ from the ECE program and is an extension of the
knowledge gained by both ECE and EA. She added that they currently are
cautiously open to PLAR.

18.02.02 M/S —SINGH/STOKES

Motion: THAT the Education Council approves the Program Information and Completion
Guide for Family Resource Practitioner Advanced Certificate and the New Course Outlines
FRPC 200, FRPC 201, FRPC 300, FRPC 301, FRPC 302, FRPC 303, FRPC 304, and FRPC
305, effective September 2018 as presented.

CARRIED

5. Electrician Foundation Trades

R. Cork explained that updates were done to reflect harmonization based on
curriculum alignment. He added that the Safety course prerequisites were pulled
from start of program and moved to start of practicum. He explained that this adds
to success of students entering into the program.

W. Stokes asked about the effective date of Feb. 2018. Guide and course outline
effective dates updated to Sept 2018.
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18.02.03 M/S —BEDELL/SINGH

Motion: THAT the Education Council approves the revised Program Information and
Completion Guide for Electrician Foundation Trades Training and the revised Course
Outlines ELFT 101, ELFT 102 and ELFT 150 as amended.

CARRIED

Electrician Apprenticeship Training

R. Cork explained that updates were done to reflect harmonization based on
curriculum alignment. He further explained that they are awaiting the 300 and 400
level course information from the ITA.

R. Cork reported that there is a ‘gap training’ course (ELAT 190) for students that
when transitioning from the old program to the new would require additional
training/material. He added that this course was directed by the ITA.

A. Holloway asked about the grading/weighting for ELAT 190. R. Cork explained
that it is undefined currently by the ITA and that the department would like it to
remain as it is until they have guidance from the province.

W. Stokes asked about the effective date of Feb. 2018. Guide and course outline
effective dates updated to Sept 2018.

18.02.04 M/S —STARR/SPRINKLE

Motion: THAT the Education Council approves the revised Program Information and
Completion Guide for Electrician Apprenticeship Trades Training, the revised Course Outlines
ELAT 102 and ELAT 202 and the New Course Outline ELAT 190 as amended.

CARRIED

R. Cork left the meeting.

9.

E-1.02 Academic Monitoring Policy and E-1.02.01 Academic Monitoring Policy
Flowchart

L. Sprinkle thanked Education Council members for their comments and feedback
throughout the development process.

W. Stokes explained that the comments regarding tuition reversal would need to be
removed as they are part of a different NLC Policy.

W. Stokes asked about the effective date. Effective date updated from October 2009
to September 2018.

18.02.05 M/S —ROE/PAGE

Motion: THAT the Education Council approves the revised Educational Policy E-1.02
Academic Monitoring and the associated E-1.02.01 Academic Monitoring Policy Flowchart
effective September 2018 as amended.

CARRIED

10.E-3.06 Program Suspension and Cancellation

L. Lovegreen presented the policy to Education Council members and mentioned
that the Educational Policy subcommittee had endorsed it. She explained that the
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policy scope is for programs that lead to a credential. She added that it was a policy
that we have operated without and it was greatly needed.

S. Roe asked about the effective date. Decision by Education Council to have it
effective immediately (February 2018).

18.02.06 M/S —STARR/ROE

Motion: THAT the Education Council approves the revised Educational Policy E-3.06
Program Suspension and Cancellation as amended.
CARRIED
L. Verbisky joined the meeting.

11.Practical Nursing Program Guide
S. Roe reported that there were housekeeping updates required for the Program
Information and Completion Guide for NLC's Practical Nursing Diploma.
The updates to the guide are:
(a) Program contact information has been updated to acknowledge the implementation
of a Program Chair.
(b) Under Admission Requirements, "Grade 12 graduation or equivalent (ABT, CCP,
GED" has been edited to simply read "Grade 12 graduation."
(c) Under "Clinical Admission Requirements," "Schedule B Criminal Record Check," a
parenthetical reference to “working with children and vulnerable adults” to Schedule B
has been added
(d)"Available Seats" increased from 16 to 24.
(e) Under "Recommended Supplies," reference to specific laptop operating systems has
been deleted.
(f) Under "Required Minimum Grade," the reference to "65%" as the minimum passing
grade for most theory courses is a typographical error and has been replaced with a
reference to "68%." This revision does not disadvantage current students. All applicable
course outlines and Program Handbooks refer to "68%."
(g) Page 5: identify Pharmacology courses, Integrated Practice courses and Final
Consolidated Practice Experience by name and number.
W. Stokes asked about clinical admission requirements (page 3) regarding course
outlines for ‘consolidated practice experience’. It was discovered that the current
version of the course outline PNUR 116 does not have the prerequisite listed on the
outline. He suggested that all course outlines for ‘consolidated practice experience’
come to Education Council at a future meeting with this prerequisite.

18.02.07 M/S —-DAWE/NEEDHAM

Motion: THAT the Education Council approves the revised Program Information and
Completion Guide for the Practical Nursing Diploma, effective February 2018 as amended.
CARRIED

4. Business Management Prerequisite OMNIBUS
L. Verbisky reported that this project was to address prerequisite statements for
specific courses in the various Business Management programs. This is to reduce
confusion in registration procedures and reduce the number of students in courses
that they are not academically prepared to succeed at. She added that students are
coming to PDD with degrees and have different prerequisites situations than a new
student coming out of high school.
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W. Stokes asked about the ‘or permission’ statement. L. Verbisky answered that the
process should be that they go to the Chair — who will then discuss with the
instructor. She added that they didn’t want students going directly to the instructor
for permission. After much discussion, Education Council decision that ‘OR
permission of Chair’ to be added to all course outlines in submission.
Further updates to submission:
1. MGMT 221 had the course code MGMT added prior to course number 120 in
prerequisite.
2. MGMT 260 had ‘and’ added to prerequisite statement.
3. MGMT 302 had the course code MGMT added prior to course numbers 150
and 221 in prerequisite.
4. MGMT 260 and MGMT 302 total hours corrected to 15 weeks.
H. Singh asked about the MGMT 221 weighting. F. Rashid explained that due to
articulation and CPA the finance/accounting courses were required to have high final
exam percentages.

18.02.08 M/S —LOVEGREEN/SINGH

Motion: THAT the Education Council approves the revised prerequisite statements for the
Business Management courses MGMT 201, MGMT 221, MGMT 225, MGMT 228, MGMT
260, MGMT 301, MGMT 302, MGMT 303, MGMT 425, MGMT 430 and MGMT 450 as
amended.

CARRIED

L. Sprinkle left the meeting

6. English for Academic Purposes Certificates
L. Verbisky explained that the changes are in program structure rather than a
change in curriculum. The rationale was to define a pathway for ESL students
whose goal is to enter post-secondary programing, whether it be a program in the
Trades Division or a program in the Academic and Vocational Division. Essentially,
successful completion of EAP 060 Level is equivalent to grade 12 English, or at least
an indicator of readiness for English 099 or a 100-level English course. She added
that if these programs are approved, a follow up submission(s) will be made to
program entrance requirements, where appropriate, to reflect this additional pathway
to meet the English entrance requirements for NLC programs. It should be noted that
the EAP 060 Level is a new and additional level to the programming. The rationale
for this additional level is to align the entrance requirements and the probability of a
student succeeding in the program. She added that changes to course outlines
include updates to the type of placement test used and the grading scheme.
W. Stokes noticed that the word ‘Citation’ was not listed in the Credential/
Certification area on the Level 040, 050 and 060 program guides. L. Verbisky
answered that she would like to add the word ‘Citation’ to all 4 guide’s credentials.
W. Stokes requested that NLC Policy Subcommittee be made aware of the need of
a policy regarding Credentials.
W. Stokes explained that Course Titles are listed on transcripts and requested that
‘English for Academic Purposes’ be added after each for clarity.
W. Stokes added that currently the prerequisites of the courses do not line up to the
admission requirements in the program guides. He added that the previous level
should to be added to each of the Course Outlines to allow seamless registration.
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Motions:
18.02.09 M/S -NEEDHAM/LOVEGREEN

THAT the Education Council approves the new credentials within the English as a Second
Language (ESL) program called English for Academic Purposes: EAP 030 Level certificate,
EAP 040 Level certificate, EAP 050 Level certificate, and EAP 060 Level certificate as amended.

CARRIED
18.02.10 M/S —NEEDHAM/LOVEGREEN

THAT the Education Council approves the revised course outlines EASL 020, EASL 030, EASL
040, EASL 050, and the new course outline EASL 060 as amended.
CARRIED
J. Jiang left the meeting

Subcommittee Standing Reports

12.Education Policy Subcommittee
A. Holloway reported that the group next meets on March 2",

13. Curriculum Subcommittee
Nothing new to report at this time.

14. Admissions and Standards Subcommittee
M. Bedell reported that there has been a huge response to her request for members.
Discussion regarding the updating of the Terms of Reference and subsequent
decision to bring it to next meeting for update to membership.

Information/Discussion
15. New and Revised WFTR/CE Course Outlines

J. Readman reported that the CE courses are new and are personal development.
She also reported that the WFTR courses are revised courses.

Adjournment — 310 p.m.

Next Meeting — March 28, 2018

These notes are not officially approved
until initialed by the Chairperson. They
could be subject to amendment.
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ACTION ITEM LIST
AS OF: Mar 28 2018

Assigned to & Due
Action Date Assigned Follow-Up Action Date Status

Education Council Process W. Stokes Review current flowcharts, Nov-2017 In Progress
Flowchart A. Holloway provide recommendations Jan-2018
September 2014 | for improvement Feb2018
Mar 2018

New Course Outline Form Curriculum To continue work on the Nov-2017 In Progress
Template and Subcommittee new Course Outline form Jan-2018
Process/Procedure October 2016 template. Feb2018
Mar 2018

Governance Subcommittee Greg Lainsbury To review Education New-2017 In Progress
Cindy Page Council Bylaws and submit Jan-2018
Steve Roe suggested revisions/ Feb2018
February 2017 recommendations to Mar 2018

Education Council.







