NORTHERN LIGHTS COLLEGE
EDUCATION COUNCIL
Meeting to be held September 28, 2016 at 1:15 pm 
Dawson Creek Regional Board Room
Fort St. John Room 2116
Fort Nelson – 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, June 22, 2016						F. Rashid

	

3.  Action List Review								F. Rashid

		
	
Decision

4.	Revised Program Completion Guide for Building Maintenance 		R. McAleney 
	and revised Course Outline BLMT 100



		   
Motion: THAT the Education Council approves the revised Program Information and Completion Guide for the Building Maintenance Certificate Program and the revised Course Outline BLMT 100.


5.	Revised Program Completion Guide for Certificate and Diploma in	L. Verbisky
	Business Management 



		    
Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Business Management Diploma and the Program Information and Completion Guide for Business Management Certificate.



6.	Revised Program Completion Guide for Certificate and Diploma in	S. Roe
	Education Assistant. 



		    
Motion: THAT the Education Council approves the revised Program Information and Completion Guides for the Education Assistant Certificate and Education Assistant Diploma, acknowledging that EDAS 152 consists of three credits and EDAS 153 consists of four credits.



Subcommittee Standing Reports

7.	Education Policy Subcommittee						F. Rashid

8.	Curriculum Subcommittee							F. Rashid

9.	Admissions and Standards Subcommittee					F. Rashid



Information/Discussion	

10.	NLC Mission Statement 							J Kurjata


	
11. New Continuing Education Courses						T. Donnelly









12. Education Council Member Profiles						F. Rashid

[bookmark: _GoBack]. 
Next Meeting – October 26, 2016
	
Adjournment						


PLEASE DIAL INTO THE GLOBAL TELECONFERENCE
ACCESS NUMBER – 1-800-747-5150
ACCESS CODE - 3367902
Action List Sept 28,2016.pdf
ACTION ITEM LIST
AS OF September 28, 2016

Assigned to &

Action

Date Assigned

Follow-Up Action

Status

Education Council Process J. Leclair Review current flowcharts, Apr-2016 In Progress
Flowchart W. Stokes provide recommendations May-2016
A. Holloway for improvement June-2016
September 2014 Sept 2016
Subcommittee Membership September 2016 | To promote & educate staff Sept 2016 New
and invite individuals to
become part of the
Curriculum and Policy
Subcommittees.
New Course Outline Form September 2016 | To continue work on the Sept 2016 New
Template new Course Outline form
template.
Pre-requisite Statements September 2016 | To determine if ‘OR with Sept 2016 New

permission of instructor’
should be included at the
end of Course Outline pre-
requisite statements.
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Cover Sheet Building Maintenance Sept 2016.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?

To approve the revised program information and completion guide for Building Maintenance and the
revised Course Outline BLMT 100.

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

To which of these does your submission relate (i.e. 2c, 3b, etc.)?
2(f) set curriculum content for courses leading to certificates, diplomas or degrees.

2. What is the rationale for the request?
BLMT 100 course outline had a mistake in total hours. Had been listed as 230 hours when it was
actually taught 240 hours. This is now corrected on both course outline and Building Maintenance

program guide.
** THIS IS THE ONLY CHANGE.

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

e students or prospective students
n/a

present course offerings
n/a

associated program completion guides (please list programs the outcome will affect)
n/a

faculty
n/a.

support staff
n/a

College (facilities, timetabling, etc.)
none

Library (new material and/or copyright issues)
n/a

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

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

Will the proposed request have any possible effects on students' eligibility for financial aid?
no
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5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.)
List B.C. Universities Anticipated Transfer Credit
n/a

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

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

6. With whom have you consulted internally and/or externally, regarding the proposal?
YOU MUST PROVIDE A COPY OF THE FINAL SUBMISSION TO ANYONE LISTED

Campus Program Staff

In Support

Name Feedback/Concerns Raised of Proposal

Dean Mark Heartt Yes X] No [_]

Yes[ | No[ ]

Coordinator Ellen Thompson Yes X] No []

Yes [ ] No []

Regional Program Staff

In Support

Name Feedback/Concerns Raised of Proposal

Registrar Warren Stokes Yes X No []

VP Academic Yes [ | No [ ]

Yes [ ] No []

Yes [ ] No []

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

In Support

Name Feedback/Concerns Raised 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.)

In Support

Name Feedback/Concerns Raised of Proposal

Yes [ ] No []

Yes [ | No [ ]

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

Form Revised: February 2008 Submission to EdCo Form Page 2
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Course Outline to be sent to Education Council Secretary (A. Holloway).
8. Do you wish to present your proposal to the Council in person? No
If not, who will present it? Mark Heartt
How much time is needed for the presentation? 5 mins
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Program Information and Completion Guide for the
Building Maintenance Certificate Program and the revised Course Outline BLMT 100.
Prepared by: Wanda Baker Date: August 15, 2016
In consultation with (please list by name): Mark Heartt, Ellen Thompson
Date received by Education Council Secretary: August 31, 2016

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\2016\Building Maintenance\September 2016 meeting\Cover Sheet Building
Maintenance Sept 2016.docx
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Guide Building Maintenancen Sept 2016.pdf
NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Building Maintenance
Credential/Certification: Certificate in Building Maintenance
Date Submitted: September 2016
Effective Date: September 2016

Program Contact: Mark Heartt

Dean: Mark Heartt

Document Author: Mark Heartt

Program Description: The Building Maintenance program provides students with
theoretical and practical skills in building maintenance and repairs. There are three
levels that make up this certificate. Students learn to perform minor carpentry, drywall,
electrical, flooring, painting, plumbing, refrigeration and ventilation, and roofing repairs,
maintenance, inspections, testing and problem-identification.

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);
» Grade 10 Math (Pre-Calculus, or Applications, or Principles, or 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)
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
Mechanical Reasoning: 51/70 (6th Stanine) or higher

The following safety certification must be completed prior to the program start:
. Workplace Hazardous Materials Information System (WHMIS)
WorkSafeBC Occupational First Aid - Level 1

Fall Protection

Aerial Manlift

Confined Spaces

Page 1 of 3





Program Information and Completion Guide

*All five certificates must be valid throughout the certificate program.
Failure to provide proof of completion of these courses may result in immediate
dismissal from the program.

Length of Program: (weeks and total hours) 24 weeks, 720 hours

Program Intake: (start/finish dates) TBA

Available Seats: 16

Application Deadline: One week prior to course start date

Career Prospects: Opportunities exist and are anticipated to increase in the local and
regional district for industry camp maintenance and residential rental property
maintenance which will require Building Maintenance Workers.

Affiliations/Partnerships: West Moberly First Nations, Saulteau First Nations, Industry
Training Authority

Location: All Campuses

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

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

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

Residency Requirement: (percentage of courses which must be taken at NLC)
100%

Page 2 of 3
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Program Information and Completion Guide

Required Courses: (list courses required to complete credential
and total hours for each course)

BLMT 100 Building Maintenance Level 1 (240 hours)

BLMT 110 Building Maintenance Level 2 (240 hours)

BLMT 120 Building Maintenance Level 3 (240 hours)

Page 3 of 3
Form Revised: January 2008
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NORTHERN LIGHTS COLLEGE

COURSE OUTLINE

Effective Date: September 2016

Date Course Outline was Last Reviewed and/or Revised:September 2016

NORTHEEN
LIGHTS
COLLEGE

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

Course Title: Building Maintenance Level 1

Program: Building Maintenance

] New Course

[] Existing Course (no revisions)

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

X Revised Course (please indicate the areas revised : Total Hours )

Academic Level: []FirstYear []Second Year [ Third Year

Vocational: []

Career Technical: []

Entry Level Trades Training: [X

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

[ Fourth Year

[ Fourth Year

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

Precluded Courses:

Calendar Description: This course will introduce learners to building maintenance work. Theoretical and practical instruction will
cover safe work practices, trades math and financial calculations, the use and maintenance of tools, building structure and design,
mould issues, general carpentry and drywall repair and maintenance, and as well as public relations skills.

Date First Offered:

Total Hours: 240

If Other Contact Hours are specified above please list
details:

This course is offered by:

X] Face-to-Face
] online

[ Vvideo

[] Teleconference

Total Weeks: 8 Practicum Hours:
Breakdown Hours Per Course Duration
Lecture Hours 123.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 117.0
Other Contact Hours 0.0
Total 240.0

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

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

- Successful completion of Grade 10, including English and Math, or equivalent

The following safety courses must be completed prior to the program start:

- Workplace Hazardous Materials Information System (WHMIS)
- WorkSafeBC Occupational First Aid - Level 1

- Fall Protection

- Aerial Manlift

- Confined Spaces

*All five certificates must be valid throughout the certificate program.
Failure to provide proof of completion of these courses may result in immediate dismissal from the program.

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

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

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

Detailed Course Content, Topics and Sequence Covered: -
Building Maintenance Work overview

- Building Types

- Maintenance Industry

- Trade terminology

Safe Work Practices

- WCB safety regulations

- Fire safety

- Personal safety equipment

- Safe use of ladders, scaffolding and platforms

- Lock-out procedures

Trades Math and Financial Calculations

- Metric/Imperial conversions

- Calculations using whole numbers and fractions
- Basic plane (2D) geometry- Building Maintenance Work overview
Use and Maintenance of Tools

- Hand, power and shop tools

- Cutting tools

- Measuring and testing devices

- Powder actuated tool certification

Building Structure and Design

- Federal, Provincial and local codes and by-laws
- Blueprints

- Concrete technology

Prevention and Remediation of Mould Issues
Carpentry Repairs and Maintenance

- Stairs, landings, hand rails and decks

- Hardware

- Concrete

- Windows and doors

- Baseboards, mouldings and casings

- Cladding

- Infestations

- Drywall

- Insulation

- Vapour barrier

Public Relations

- Interpersonal skills

- Effective homeowner and tenant relations

LIGHTS
COLLEGE

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Learning Outcomes / Course Goals:

Upon successful completion of this level the Learner will be able to identify different types of buildings and the maintenance associated
with them. Learners will understand and follow safe work practices required in the maintenance and use of tools relevant tools in order
to perfom carpentry repairs and maintenance, drywall repairs and assess and resolve mold issues. The learners will also perform trades
math and financial calculations and develop public relations skills.

Please list specifics for any of the following:

Knowledge: Skills:
Attitudes: Technologies:

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: 20% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: 40%
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
Other: 9% | Practical Assessment: 40 % Total Must Equal At Least
(can be n]{gs:/iof 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 : 70 % of Group Work : 30

Page 3 0of 6
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Typical Text(s) and Resource Materials (if you require more space, please contact A. Holloway):

NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

NORTHEEN
LIGHTS
COLLEGE

Current Year Chapter(s)
Required Author Surname, Title Edition Published Covered
Initials
BC Building Code - incl.
1. .
X Plumbing Code M 2012
2. X BC Fire Code (2006) X 2012
3. = WorkSafeBC Safety Regulations X
Electrical Code Simplified -
4. X P.S. Knight House Wiring Guide 14™ Edition X 2010
(BC Book 1, 22206-2010)
5 = Building Access Handbook X 2012
Building Envelope Guide for
6 ] Houses X
Canadian Wood Council "The
7.
u Span Book" & 2004
Gov't of BC - Office of the Fire
8. Commissioner webiste for Fire
Safety Plan
0. O Ol
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
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 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)
Demonstrate firm understanding of Safety & Building Maintenance Practices

Demonstrate professional attitudes and work habits

Demonstrate the proper use and basic skills of trade-related tools

Keys to Success:
Supplies/Materials: Attendance, class participation, maintaining a professional attitude,
CSA approved footwear, safety glasses successful study habits.

Course Change Statement:

Instructor Contact Details:

Instructor Name: Mark Heartt
Phone: 250 784 7501 Office #: Deanery Campus Location: Dawson Creek

Fax: Office Hours: E-mail: mheartt@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:

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

Page 6 of 6
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Cover Sheet MGMT Diploma Certificate Sept 2016.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?
Consider:
Approval of the March 2016 Education Council approved Business Management Certificate and
Diploma completion guides.

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

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

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

2. What is the rationale for the request?
Due to an error at some point after the Education Council approval of the Business Management
Certificate and Diploma completion guides in March 2016, previous completion guides were
incorporated into another submission and inadvertently approved at a later date. It was never the
intention to revert back to the previous completion guides.

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

e students or prospective students
None further to the orignal submission

present course offerings
None further to the orignal submission

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

faculty
None

support staff
None

College (facilities, timetabling, etc.)
None further to the orignal submission

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

Form Revised: February 2008





5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.)
List B.C. Universities Anticipated Transfer Credit
None further to the orignal submission
List B.C. University-Colleges/Institutes  Anticipated Transfer Credit
None further to the orignal submission
List Designates (CGA, CMA, etc.) Anticipated Transfer Credit
6. With whom have you consulted internally and/or externally, regarding the proposal?

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

Campus Program Staff

Name Feedback/Concerns Raised In Support
of Proposal
Dean Yes X No []
Yes [ ] No[]
Yes [ ] No []
Yes [ | No [ ]
Regional Program Staff
Name Feedback/Concerns Raised In Support
of Proposal
Registrar Yes[_]No[]
VP Academic Yes [ ] No[]
Yes [ ] No []
Yes [ | No [ ]
Other College Staff (e.g. Subject/discipline content expertise, Recruiters, Librarians, Computer, etc.)
Name Feedback/Concerns Raised In Support
of Proposal
Business Yes X] No []
Management
Faculty
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

NIC, OC, RRU Yes X] No []

(institutions

where block

transfer

agreements exist)
Yes [ | No [ ]
Yes [ | No [ ]

Form Revised: February 2008
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7. Have relevant program staff, both campus and regional, been consulted before submitting the
proposed request?
Yes

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

8. Do you wish to present your proposal to the Council in person? Yes
If not, who will present it?
How much time is needed for the presentation? 10
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Program Information and Completion Guide for
Business Management Diploma and the Program Information and Completion Guide for Business
Management Certificate.
Prepared by: Lisa Verbisky Date: September 13, 2016
In consultation with (please list by hame):

Date received by Education Council Secretary: September 13, 2016

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 Business Management Certificate Sept 2016.pdf
NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Business Management
Credential/Certification: Certificate in Business Management
Date Submitted: September 2016
Effective Date: January 2017

Program Contact: Lisa Verbisky

Dean: Steve Roe

Document Author: Steve Roe, Lisa Verbisky

Program Description: The field of business provides many exciting careers and
opportunities in such areas as finance, accounting, entrepreneurship, information
technology, general management, marketing, and logistics. Northern Lights College's
Business Management Program prepares students for positions of responsibility in the
business community and for further educational opportunities by promoting conceptual
and technical skill development in business.

The Business Management program at Northern Lights College offers a wide variety of
first-and second-year courses for students interested in working towards a Business
Management Certificate, Business Management Diploma, or transferring to university or
professional designation programs elsewhere.

Completion of the Business Management Certificate qualifies students for entry into the
Northern Lights College Business Management Diploma. The Certificate comprises 30
credits of course work as specified below. The Certificate may be pursued on a full or
part-time basis.

Admission Requirements: A. Domestic students must have official transcripts
demonstrating the following:

1.English Requirement: One of the following with a 'B' grade (73%) or higher: Grade 12
English, English Literature 12, English 12 First Peoples, English 050, or English 099.
Alternatively, any university-level English course with a 'C' grade (60%) or higher.
Students who do not meet one of the above English requirements must complete the
NLC Writing Assessment for appropriate course placement.

Page 1 of 5





Program Information and Completion Guide

2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent.
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal.

B. International students must have documentation demonstrating the following:

1.English Requirement: An IELTS with an overall score of 6.0 or higher with no band
less than 5.5. Students with a writing band of 6.0 or less are required to complete
English 099 with a 'B' grade (73%) or higher before or during the first semester of their
program. The necessity for upgrading can extend the length of the program.

2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent.
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal.

*Note: For transfer into degree programs in this field, degree granting institutions might
require higher math pre-requisites than required for entrance into NLC'’s Business
Management Certificate program. All students planning to do a bachelor's degree
should ensure that they have met the entrance requirements of the receiving institution.
In addition, some elective courses in NLC’s Business Management Certificate and
Diploma programs require Principles of Mathematics 12, Pre-calculus 12, Math
050(Provincial), or equivalency.

Length of Program: (weeks and total hours) 2 semesters (30 weeks, a minimum of
450 hours, or 30 credits)

Program Intake: (start/finish dates) September, January, May

Available Seats: Maximum of 35 per course.

Application Deadline: Last day for late registration as indicated in the College
calendar.

Career Prospects: Careers and opportunities in such areas as finance, accounting,
entrepreneurship, information technology, general management, marketing, and
logistics.

Page 2 of 5
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Program Information and Completion Guide

Affiliations/Partnerships: Subject to appropriate prerequisite qualifications and
available space, block transfer agreements may allow diploma graduates to transfer
directly into the third year of degree programs at the University of Northern British
Columbia, North Island College, Okanagan College, and Royal Roads University.

Northern Lights College courses also transfer individually to other colleges, universities,
and institutes in British Columbia. Students will receive transfer credit for courses as
noted in the BC Transfer Guide (see http://www.bctransferguide.ca).

Furthermore, Northern Lights College courses transfer to professional associations such
as the Certified Professional Accountants (http//:www.gocpabc.ca), Aboriginal Financial
Officers Association (http://www.afoa.ca/index.asp ), Canadian Bankers Institute
(http://www.icb.org/english/index.asp), and others.

Location: Fort St. John, Dawson Creek

Additional Requirements/Supplies: (fees, supplies, materials)
Calculator required; recommend a financial calculator
Laptop required; recommend Windows based computer for software compatibility

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

Required Minimum Grade: (overall and/or minimum within a course)
'C' (60%) or 2.00 GPA overall; 'D' (50%) minimum in a course.

Residency Requirement: (percentage of courses which must be taken at NLC)
25%; minimum of 'C' grade (60%) or equivalent on all transferred courses.

Required Courses: (list courses required to complete credential
and total hours for each course)

*Core courses:

CPSC100 (Introduction to Computers and Computer Applications) 3 credits/60 hours
or CPSC 101 (Introduction to Computing) 3 credits/45 hours**

ENGL 110 (Introduction to Workplace Communications) 3 credits/45 hours***

MGMT104 (Principles of Management) 3 credits/45 hours

MGMT107 (Fundamentals of Marketing) 3 credits/45 hours

MGMT150 (Business Mathematics) 45 hours

Page 3 of 5
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Program Information and Completion Guide

* An Economics component is a requirement of the certificate:
ECON101 (Principles of Economics (Micro) 3 credits/45 hours
ECON102 (Principles of Economics (Macro) 3 credits/45 hours
OR
ECON105 (Principles of Economics) 3 credits/45 hours (Note that ECON 101 and
102 are recommended for students planning to transfer into degree programs)

*An Accounting component is also a requirement of the certificate:
MGMT103 (Foundations in Financial Accounting Level 1) 3 credits/45 hours****
MGMT109 (Foundations in Financial Accounting Level 2) 3 credits/45 hours
OR
MGMT120 (Financial Accounting) 3 credits/45 hours

*Balance of Credits (3-9) from any of the courses listed below:

COMM 301 (Organizational Communications) 3 credits/45 hours

FNST 100 (Aboriginal Peoples of Canada) 3 credits/ 45 hours or FNST 102 (Treaties
and Aboriginal Rights) 3 credits/ 45 hours

MGMT 204 (Human Resource Management) 3 credits/45 hours

MGMT 225 (Strategic Management) 3 credits/45 hours

MGMT 228 (Business Law: Principles and Applications) 3 credits/45 hours

MGMT 260 (Principles of Corporate Finance I) 3 credits/45 hours

MGMT 290 (Quantitative Methods for Business) 3 credits/60 hours

MGMT 111 (Finite Mathematics for Business) 3 credits/45 hours

MGMT 201 (Intermediate Financial Accounting 1) 3 credits/45 hours

MGMT 202 (Intermediate Financial Accounting Il) 3 credits/45 hours

MGMT 203 (Taxation) 3 credits/45 hours

MGMT 210 (Advertising and Promotion) 3 credits/45 hours

MGMT 217 (Business Systems Analysis and Design) 3 credits/45 hours

MGMT 219 (Entrepreneurship: Start up) 3 credits/45 hours

MGMT 221 (Managerial Accounting) 3 credits/45 hours

MGMT 261 (Principles of Corporate Finance II) 3 credits/45 hours

MGMT 295 (Management Science) 3 credits/45 hours

MGMT 301 (Management Skills for Supervisors) 3 credits/45 hours

MGMT 302 (Business Sustainability and the Environment) 3 credits/45 hours

MGMT 303 or ECED 201 (Non-Profit Management) 3 credits/45 hours

ENGL 100 (Academic Writing) 3 credits/45 hours

PHIL 110 (Introduction to Logic and Ciritical Thinking) 3 credits/ 45 hours

POLI 100 (Politics and Government) 3 credits/ 45 hours or POLI101 (The
Government of Canada) 3 credits/ 45 hours

POLI 200 (Politics and Pipelines) 3 credits/ 45 hours

PSYC 224 (Organizational Behavior) 3 credits/45 hours

**Applied Business Technology Certificate graduates from Northern Lights College who
have completed ABTC 119, ABTC 121, ABTC 133, ABTC 153, ABTC 161, and ABTC
194 will be granted exemption from CPSC 101.
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***Applied Business Technology Certificate graduates from Northern Lights College who
have completed ABTC 165 and ABTC 195 will be granted exemption from ENGL 110.

**x*Applied Business Technology Certificate graduates from Northern Lights College
who have completed ABTC 111 and ABTC 151 will be granted exemption from MGMT
103.

Please note that the above exemptions are internal to NLC. If you plan on transferring
to another institution, it is strongly recommended that you take the respective business
management required course.
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NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Business Management
Credential/Certification: Diploma in Business Management
Date Submitted: September 2016
Effective Date: January 2017

Program Contact: Lisa Verbisky

Dean: Steve Roe

Document Author: Steve Roe, Lisa Verbisky

Program Description:

The field of business provides many exciting careers and opportunities in such areas as
finance, accounting, entrepreneurship, information technology, general management,
marketing, and logistics. Northern Lights College's Business Management Program
prepares students for positions of responsibility in the business community and for
further educational opportunities by promoting conceptual and technical skill
development in business.

The Business Management Program at Northern Lights College offers a wide variety of
first and second-year courses for students interested in working towards a Business
Diploma, or transferring to university or professional designation programs elsewhere.

The Business Management diploma is a two year program with two streams, allowing
students to earn a general business management credential or to specialize in
accounting.

Admission Requirements:
A. Domestic students must have official transcripts demonstrating the following:

1.English Requirement: One of the following with a 'B' grade (73%) or higher: Grade 12
English, English Literature 12, English 12 First Peoples, English 050, or English 099.
Alternatively, any university-level English course with a 'C' grade (60%) or higher.
Students who do not meet one of the above English requirements must complete the
NLC Writing Assessment for appropriate course placement.
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2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent.
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal.

B. International students must have documentation demonstrating the following:

1.English Requirement: An IELTS with an overall score of 6.0 or higher with no band
less than 5.5. Students with a writing band of 6.0 or less are required to complete
English 099 with a 'B' grade (73%) or higher before or during the first semester of their
program. The necessity for upgrading can extend the length of the program.

2.Math Requirement: One of the following with a 'C' grade (60%) or higher: Pre-calculus
11, Principles of Mathematics 11, Foundations of Math 11, Math 040, or equivalent.
Alternatively, readiness for MATH 050 as determined by the CCP Math appraisal.

*Note: For transfer into degree programs in this field, degree granting institutions might
require higher math pre-requisites than required for entrance into NLC’s Business
Management Certificate and Diploma programs. All students planning to do a
bachelor's degree should ensure that they have met the entrance requirements of the
receiving institution. In addition, some elective courses in NLC’s Business Management
Certificate and Diploma programs require Principles of Mathematics 12, Pre-calculus
12, Math 050(Provincial), or equivalency.

Length of Program: (weeks and total hours)

2 semesters (30 weeks) after completion of the NLC Business Management Certificate:
General Option - minimum of 465 hours in total; minimum of 60 credits
Accounting Option - minimum of 465 hours in total; minimum of 60 credits

Program Intake: (start/finish dates) September, January, May

Available Seats: 35 students per course

Application Deadline: Last day for late registration as indicated in the College
Calendar.

Career Prospects: Careers and opportunities in such areas as finance, accounting,
entrepreneurship, information technology, general management, marketing, and
logistics.

Affiliations/Partnerships: Subject to appropriate prerequisite qualifications and
available space, block transfer agreements may allow diploma graduates to transfer

Page 2 of 5
Form Revised: January 2008





Program Information and Completion Guide

directly into the third year of degree programs at the University of Northern British
Columbia, North Island College, Okanagan College, and Royal Roads University.

Northern Lights College courses also transfer individually to other colleges, universities,
and institutes in British Columbia. Students will receive transfer credit for courses as
noted in the BC Transfer Guide (see http://www.bctransferguide.ca).

Furthermore, Northern Lights College courses transfer to professional associations such
as the Certified Professional Accountants (http//:www.gocpabc.ca), Aboriginal Financial
Officers Association (http://www.afoa.ca/index.asp ), Canadian Bankers Institute
(http://www.icb.org/english/index.asp), and others.

Location: Fort St. John and Dawson Creek campuses

Additional Requirements/Supplies: (fees, supplies, materials)
Calculator required; recommend a financial calculator
Laptop required; recommend Windows based computer for software compatibility

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

Required Minimum Grade: (overall and/or minimum within a course)
C' grade (60%) or 2.00 GPA overall; 'D' grade (50%) minimum in a course.

Residency Requirement: (percentage of courses which must be taken at NLC)
25%; minimum 'C' grade (60%) or equivalent on all transferred courses.

Required Courses: (list courses required to complete credential

and total hours for each course)
For diploma completion, students must have the Northern Lights College Business
Management Certificate (or course equivalents) in addition to the following course
requirements:

*Core courses taken by all diploma students:
MGMT204 (Human Resource Management) 3 credits/ 45 hours
MGMT225 (Strategic Management) 3 credits/ 45 hours
MGMT228 (Business Law: Principles and Applications) 3 credits/ 45 hours
MGMT260 (Principles of Corporate Finance I) 3 credits/ 45 hours
MGMT290 (Quantitative Methods for Business) 3 credits/ 60 hours
*Required courses for the Accounting Option:
MGMT201 (Intermediate Financial Accounting 1) 3 credits/ 45 hours
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MGMT202 (Intermediate Financial Accounting Il) 3 credits/ 45 hours

MGMT221 (Managerial Accounting) 3 credits/ 45 hours

(Plus two electives or minimum of five credits from courses listed under the General
Option)

*Elective courses for the General Option (five of the following or minimum of fifteen
credits):

COMM 301 (Organizational Communications) 3 credits/ 45 hours

FNST 100 (Aboriginal Peoples of Canada) 3 credits/ 45 hours or FNST 102 (Treaties
and Aboriginal Rights) 3 credits/ 45 hours

MGMT 111 (Finite Mathematics for Business) 3 credits/ 45 hours

MGMT 201 (Intermediate Financial Accounting I) 3 credits/ 45 hours

MGMT 202 (Intermediate Financial Accounting Il) 3 credits/ 45 hours

MGMT 203 (Taxation) 3 credits/ 45 hours

MGMT 210 (Advertising and Promotion) 3 credits/ 45 hours

MGMT 217 (Business Systems Analysis and Design) 3 credits/ 45 hours

MGMT 219 (Entrepreneurship: Start up) 3 credits/ 45 hours

MGMT 220 (Managerial Accounting) 4 credits/ 60 hours

MGMT 261 (Principles of Corporate Finance II) 3 credits/ 45 hours

MGMT 295 (Management Science) 3 credits/ 45 hours

MGMT 301 (Management Skills for Supervisors) 3 credits/ 45 hours

MGMT 302 (Business Sustainability and the Environment) 3 credits/ 45 hours
MGMT 303 or ECED 201(Non-Profit Management) 3 credits/45 hours

MGMT 430 (Business Ethics) 3 credits/45 hours

ENGL 100 (Academic Writing) 3 credits/ 45 hours

PHIL 110 (Introduction to Logic and Critical Thinking) 3 credits/ 45 hours

POLI 100 (Politics and Government) 3 credits/ 45 hours or POLI101 (The Government
of Canada) 3 credits/ 45 hours

POLI 200 (Politics and Pipelines) 3 credits/ 45 hours

PSYC 224 (Organizational Behavior) 3 credits/ 45 hours

MATH 101 (Calculus) 3 credits/ 60 hours or MATH105 (Calculus for Social and
Biological Sciences I) 3 credits/ 60 hours. (Diploma students are permitted a
maximum of three calculus credits. Note that Principles of Math 12 is required for
students enrolling in MATH 101 or MATH 105.)

*Additional notes on course selection:

Business electives best selected for the accounting option are:
MGMT 111 (Finite Math for Business)

*MGMT 217 (Business Systems Analysis and Design)
*MGMT 261 (Corporate Finance II)

*MGMT 203 (Taxation)

*MGMT 302 (Business Sustainability and the Environment)

**These electives may provide exemption from Chartered Professional Accountants
PEP modules. Visit the CPA website for the Transfer Credit Guide at
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http://www.bccpa.ca/CpaBc/media/CPABC/Become%20A%20CPA/prerequisites/northe
rnlights_prep.pdf

Suggested courses for a mathematical orientation or to prepare for a business degree
(B. Comm, BBA):

ENGL 100 (Academic Writing)

MGMT 111 (Finite Math for Business)

MATH 101 (Calculus)

Business electives best selected for a marketing orientation are:
COMM 301 (Organizational Communications)

MGMT 210 (Advertising and Promotion)

MGMT 219 (Entrepreneurship: Start Up)

MGMT 217 (Systems Analysis and Design)

PSYC 224 (Organizational Behaviour)
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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?
Two typographical errors that appear in the current Program and Information Completion Guides for the
Education Assistant Certificate and the Education Assistant Diploma.

In both Program Information and Completion Guides, EDAS 152 is mistakenly listed as consisting of
four credits. The correct credit count for this course is three. EDAS 153 is mistakenly listed as
consisting of six credits. The correct credit count for this course is four.

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

To which of these does your submission relate (i.e. 2c, 3b, etc.)?
2(c) set criteria for academic standing, academic standards and the grading system;

2. What is the rationale for the request?

To bring the current Program Information and Completion Guides into alignment with the current
course outlines and NLC business practices.

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

e students or prospective students

None. Tuition for EDAS 152 is calculated on the basis of three credits. Tuition for EDAS 153 is
calculated on the basis of four credits.

present course offerings
None.

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

faculty
None.

support staff
None.

College (facilities, timetabling, etc.)
None.

Library (new material and/or copyright issues)
None.

4. What do you estimate the cost of implementing this request will be in terms of financial and/or
human resources? (Use separate sheet for detail or budget if necessary.)
None.

Will the proposed request have any possible effects on students' eligibility for financial aid?
No.
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5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.)
List B.C. Universities Anticipated Transfer Credit
Not applicable.

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

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

6. With whom have you consulted internally and/or externally, regarding the proposal?
YOU MUST PROVIDE A COPY OF THE FINAL SUBMISSION TO ANYONE LISTED

Campus Program Staff

In Support

Name Feedback/Concerns Raised
of Proposal

Dean Steve Roe Yes X] No [_]

Chair Cindy Page Yes [X] No []

Program Leader Sharon Strasdin Yes D No []

Yes [ ] No []

Regional Program Staff

In Support

Name Feedback/Concerns Raised
of Proposal

Registrar Warren Stokes Yes X No []

VP Academic Loren Lovegreen Yes [X] No []

Yes [ ] No []

Yes [ ] No []

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

In Support

Name Feedback/Concerns Raised
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.)

In Support

Name Feedback/Concerns Raised
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).

Form Revised: February 2008 Submission to EdCo Form Page 2
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8. Do you wish to present your proposal to the Council in person? Yes
If not, who will present it?
How much time is needed for the presentation? 5 minutes
9. Additional comments:
10. Suggested wording for motion:
That the Education Council approve the revised Program Information and Completion Guides for the
Education Assistant Certificate and Education Assistant Diploma, acknowledging that EDAS 152
consists of three credits and EDAS 153 consists of four credits.
Prepared by: Steve Roe and Cindy Page Date: September 7, 2016
In consultation with (please list by name): Warren Stokes

Date received by Education Council Secretary: September 8, 2016

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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NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Education Assistant
Credential/Certification: Certificate in Education Assistant
Date Submitted: September 2016
Effective Date: October 2016

Program Contact: Cindy Page

Dean: Steve Roe

Document Author: Cindy Page/Steve Roe

Program Description: The need for professional Education Assistants (EA) in British
Columbia schools continues to increase, in order to provide support to children and
youth with diverse abilities in all classroom settings. Education Assistants have proven
to be effective in working with the individualized education delivery models now being
employed in the schools. Under the supervision of classroom teachers, Education
Assistants carry out a wide range of functions, including providing support to a particular
student or to the class as a whole.

The program has been developed with the following guiding principles:

- A child centred philosophy should enhance program content. Thus, all courses in the
Education Assistant program have been designed to contribute to the assistant's ability
to enhance the child's involvement in the educational environment.

- Education Assistants require training and education which provides theory, develops
competency in required skills, and promotes professional development.

Admission Requirements:

All applicants will need to complete and submit:

1. Northern Lights College application specifying entrance to the Education Assistant
Certificate program and applicable application fee

2. A comprehensive letter stating your background, interest, and goals for taking the
Education Assistant Certificate Program

3. Two current letters of reference (must be written and dated within the last year) one
must be from a recent employer and one personal (from a non-family member
preferably attesting to the applicant's suitability for working with children and youth)

Page 1 of 4





Program Information and Completion Guide

4. A current certificate of good health from your doctor (form included in application
package on website)

5. Proof of high school completion, or equivalent. Mature students lacking high school
completion may be considered for admission.

6. Successful completion of grade 12 English, or BC Grade 12 English First Peoples
with a grade of C (60%) or better

OR

A total language score of grade 12 or higher on the Canadian Adult Achievement Test
(CAAT)

7. Official Transcripts from all previous post-secondary institutions attended

*Official transcripts are sealed by the sending institute. They must be received by the
Human Development and Education Care (HDEC) Department in unopened (sealed)
condition.

Secondary School Dual Credit Students will additionally need to submit:
a) Copy of dual credit application completed at local secondary school
b) Documented evidence of successful grade 11 completion

Note:

A Criminal Record Check is not a program admission requirement, but students will be
required to authorize a Solicitor General's Criminal Record Check (SG/CRC) before
participating in any practica involving children. Under no circumstances will a student be
permitted to begin workplace practica with children until a SG/CRC has been received
and reviewed by NLC. Convictions for certain offences may disqualify students from
participating in course practica and, therefore, from program completion. Students will
be provided with more information about the SG/CRC process at program orientations.
SG/CRC searches can take from 3 to 6 weeks for completion, so students are urged to
attend to this matter at least 6 weeks before the program start date. Further, students
are obligated to report any Schedule B criminal convictions that occur after they
authorize an SG/CRC but are still enrolled in the Education Assistant program. Failure
to do so may result in immediate dismissal from the program.

Length of Program: (weeks and total hours)

12 months full-time or part-time studies over two or more years.
585 theory course hours + 260 practica hours = 845 total hours
Program Intake: (start/finish dates)

Full-time - 12 month, September and January
Part-time - May begin the program in September, January, or April.

Available Seats: Based on capacity
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Application Deadline: May 1 for Fall (September) Admission; October 1 for Winter
(January) Admission and February 1 for Spring (April) Admission

Career Prospects: Qualified Education Assistants are employed in public, private and
independent schools around the province. Graduates of the Northern Lights College
Education Assistant program may seek a variety of positions in elementary and
secondary education settings including Special Needs Support Worker, Personal Care
Attendant, and Playground and/or School Supervision Monitor. Education Assistants
may be employed to provide support to children with varying levels of special needs or
they may provide general support to Classroom Teachers in the delivery of educational
programs to a number of children or the entire class.

Students are encouraged to research employment prospects for Education Assistants in
their community and local School Districts prior to applying to the program.

Affiliations/Partnerships: N/A

Location: Distributed delivery - the entire program is completed through distance
education using a blended model, including online and teleconference modes of
delivery.

Students complete practica within their own communities provided the options exist for
acceptable placements. Students unable to locate suitable practicum placements in
their own community, may need to relocate to another community for one or more of the
practica.

Face-to-face offerings are available within the Northern Lights College Region
(contingent on student enrollment or special project offering).

Additional Requirements/Supplies: (fees, supplies, materials)
- Instructor Related Fees

- Textbooks: Costs vary

- Publishing Royalties (readings): Costs vary

- EA students must obtain a Criminal Record Check through the local RCMP
detachment, and provide a copy to the School District Administration, local private
school or independent School where the student will be completing a practicum.

Eligibility for Canada Student Loans: (Yes or NO)
Yes
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Required Minimum Grade: (overall and/or minimum within a course)
60% or a "C" in each course.

Residency Requirement: (percentage of courses which must be taken at NLC)
25%

Required Courses: (list courses required to complete credential
and total hours for each course)

Core Courses:

HDEC 100 - 3 credits - Essential Skills for Human Service Workers (45 hours)
HDEC 101- 3 credits - Human Development 1 (45 hours)

HDEC 102 - 3 credits - Health, Safety and Nutrition (45 hours)

HDEC 103 - 3 credits - Guiding and Caring (45 hours)

ECTA 121- 3 credits - Interpersonal Communications (45 hours)

HDEC 104 - 3 credits - Human Development 2 (45 hours)

Specialty Courses:

EDAS 141A - 3 credits - Education Assistant Foundations( 45 hours)
EDAS 142A - 3 credits - Special Needs (45 hours)

EDAS 144 - 3 credits - Curriculum Foundations (45 hours)

EDAS 145 - 3 credits - Social Foundations of Special Education(45 hours)
EDAS 146 - 3 credits - Understanding Learning Challenges (45 hours)
EDAS 148 - 3 credits - Exploring Diversity (45 hours)

EDAS 154 - 3 credits - Education Assistant Professional (45 hours)

Practicum Courses:
EDAS 152 - 3 credits - Classroom Practicum 1 (130 hours)
EDAS 153 - 4 credits - Block Practicum (160 hours)
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NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Education Assistant
Credential/Certification: Education Assistant Diploma
Date Submitted: September 2016
Effective Date: October 2016

Program Contact: Cindy Page

Dean: Steve Roe

Document Author: Cindy Page/Steve Roe

Program Description: This diploma program enables graduates of the Education
Assistant Certificate program to further their knowledge, skills and abilities working with
children and youth in regular elementary and secondary classrooms. The program may
lead to further laddering educational opportunities in the areas of Child and Youth Care
and other educational related fields.

Admission Requirements:
Northern Lights Education Assistant Certificate applicants will submit a letter of intent to
continue their studies into the Education Assistant Diploma (EAD) program.

New Applicants will submit:

1. Northern Lights College application specifying entrance to the Education Assistant
Diploma program and applicable application fee

2. A comprehensive letter stating your background, interest, and goals for taking the
Education Assistant Diploma Program

3. Two current letters of reference (must be written and dated within the last year) one
must be from a recent employer and one personal (from a non-family member
preferably attesting to the applicant's suitability for working with children and youth)

4. A current certificate of good health from your doctor (form included in application
package on website)

Proof of high school completion, or equivalent. Mature students lacking high school
completion may be considered for admission.

5. Successful completion of grade 12 English, or BC Grade 12 English First Peoples
with a grade of C (60%) or better

OR

A total language score of grade 12 or higher on the Canadian Adult Achievement Test
(CAAT)
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6. Official Transcripts from all previous post-secondary institutions attended

*Official transcripts are sealed by the sending institute. They must be received by the
Human Development and Education Care (HDEC) Department in unopened (sealed)
condition.

Secondary School Dual Credit Students will additionally need to submit:
a) Copy of dual credit application completed at local secondary school
b) Documented evidence of successful grade 11 completion

Note: A Criminal Record Check is not a program admission requirement, but students
will be required to authorize a Solicitor General's Criminal Record Check (SG/CRC)
before participating in any practica involving children. Under no circumstances will a
student be permitted to begin workplace practica with children until a SG/CRC has been
received and reviewed by NLC. Students will be provided with more information about
the SG/CRC process at program orientations. SG/CRC searches can take from 3 to 6
weeks for completion, so students are urged to attend to this matter at least 6 weeks
before the program start date.

Length of Program: (weeks and total hours)
16 months full-time or part-time studies over two or more years.

810 theory course hours + 260 practica hours = 1070 total hours

Program Intake: (start/finish dates)
Full-time - 16 month (2 years)( 4 semesters) September and January
Part-time - May begin the program in September, January, or April.

Available Seats: Based on capacity

Application Deadline: May 1 for Fall (September) Admission; October 1 for Winter
(January) Admission and February 1 for Spring (April) Admission

Career Prospects: Qualified Education Assistant Diploma grads are employed in
public, private and independent schools around the province. Graduates of the Northern
Lights College program may seek a variety of positions in elementary and secondary
education settings including Special Needs Support Worker, Personal Care Attendant,
and Playground and/or School Supervision Monitor. Education Assistants may be
employed to provide support to children with varying levels of special needs or they may
provide general support to Classroom Teachers in the delivery of educational programs
to a number of children or the entire class.
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Students are encouraged to research employment prospects in their community and
local School Districts prior to applying to the program.

Affiliations/Partnerships: N/A

Location: Distributed delivery - the entire program is completed through distance
education using a blended model, including online and teleconference modes of
delivery.

Students complete practica within their own communities provided the options exist for
acceptable placements. Students unable to locate suitable practicum placements in
their own community may need to relocate to another community for one or more of the
practica.

Face-to-face offerings are available within the Northern Lights College Region
(contingent on student enroliment or special project offering).

Additional Requirements/Supplies: (fees, supplies, materials)
- Instruction Related Fees

- Textbooks: Costs vary

- Reading package costs - publishing royalities may vary

- EAD students must obtain a Criminal Record Check through the local RCMP
detachment, and provide a copy to the School District Administration, local private
school or independent School where the student will be completing a practicum.

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

Required Minimum Grade: (overall and/or minimum within a course)
60% or a "C" in each course.

Residency Requirement: (percentage of courses which must be taken at NLC)
25%
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Required Courses: (list courses required to complete credential)

Cored Courses:

HDEC 100 - 3 credits - Essential Skills for Human Service Workers (45 hours)
HDEC 101- 3 credits - Human Development 1 (45 hours)

HDEC 102 - 3 credits - Health, Safety and Nutrition (45 hours)

HDEC 103 - 3 credits - Guiding and Caring (45 hours)

ECTA 121- 3 credits - Interpersonal Communications (45 hours)

HDEC 104 - 3 credits - Human Development 2 (45 hours)

Specialty Courses:

EDAS 140 - 3 credits - Language Development and Disorders (45 hours)
EDAS 141A - 3 credits - Education Assistant Foundations( 45 hours)
EDAS 142A - 3 credits - Special Needs (45 hours)

EDAS 144 - 3 credits - Curriculum Foundations (45 hours)

EDAS 145 - 3 credits - Social Foundations of Special Education (45 hours)
EDAS 146 - 3 credits - Understanding Learning Challenges (45 hours)
EDAS 148 - 3 credits - Exploring Diversity (45 hours)

EDAS 154 - 3 credits - Education Assistant Professional (45 hours)

ENGL 100 - 3 credits - Academic Writing (45 hours)

3 Electives - current considerations include:

ECEC 203 - 3 credits - Current Perspectives on Practice (45 hours)
EAP 108 (College of the Rockies) - 3 credits - Autism

FNST 100 - 3 credits - Aboriginal Peoples of Canada (45 hours)
WGST 100 - 3 credits - Introduction to Women's Studies (45 hours)

Practicum Courses:
EDAS 152 - 3 credits - Classroom Practicum 1 (130 hours)
EDAS 153 - 4 credits - Block Practicum (160 hours)
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NORTHERN LIGHTS COLLEGE

OFFICE OF THE BOARD OF GOVERNORS

11401 — 8™ Street Dawson Creek, B.C. V1G 4G2
Telephone 250-782-5251, Toll free 1-866-463-6652

NORTHERN
LIGHTS
COLLEGE Fax 250-782-5233
nlc.bc.ca

September 19, 2016

Education Council

Northern Lights College
11401 8 Street

Dawson Creek, BC V1G 4G2

Re: Request to Present at September Education Council Meeting

The Board of Governors is currently engaged in strategic planning activities including development of the Ends
Statement. One important step in this process is consultation with the Education Council.

The Board wishes to engage the Education Council in discussion regarding the College’s Mission Statement. As
outlined in the College and Institute Act (23, 1, a):
“An education council must advise the board, and the board must seek advice from the education
council, on the development of educational policy for the following matters:
(a) the mission statement and the educational goals, objectives, strategies and priorities of the
institution.”

We are requesting inclusion of this item on the agenda for the September 28" Education Council meeting. The
current NLC Mission Statement is:
“Northern Lights College provides the educational means for the continued growth and prosperity of
our students, and the communities and businesses across northern British Columbia.”

The Board is proposing that the Mission Statement be changed to reflect the Board’s Mega End Statement of:
“Northern Lights College: Enriching lives and Communities.
e learners will acquire knowledge, skills and attributes to enable achievement of their personal
goals.
e Communities will benefit from an improved quality of life.
e Individuals, businesses, industries and organizations will have access to training and education
that meets their needs.”

Thank you for your consideration of this request.

Sincerely,

VY b,
[

John Kurjata
Board Chair

Cc: M. Bryn Kulmatycki, President and CEO

! http://www.bclaws.ca/civix/document/id/complete/statreg/96052_01#section23
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NORTHERN LIGHTS COLLEGE

BOARD OF DIRECTORS POLICY

Policy Name: Mega-End Number: E

Policy Type: Ends Date Approved: 15 Aug 2007
Date Reviewed: 23 June 2016
Date Revised: 23 June 2016

Northern Lights College: Enriching lives and communities.

1. Learners will acquire knowledge, skills and attributes to enable achievement of their personal
goals.

2. Communities will benefit from an improved quality of life.

3. Individuals, businesses, industries and organizations will have access to training and
education that meets their needs.
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Microsoft Access Certification Sept 2016.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:September 2016
Effective Date: September 2016

| Course Code: Number: Number of Credits: 0

Course Title: Microsoft Access Certification

Program: Continuing Education

X New Course
[] Existing Course (no revisions)

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

[] Revised Course (please indicate the areas revised )

Academic Level: [JFirstYear []SecondYear [ 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: Microsoft Access will teach the users how to design data tables, select appropriate data types and relate
tables logically. Users will create and modify database objects including tables, forms, reports, queries and macros, and will apply
intermediate skills to streamline data entry, ensure data integrity, automate tasks and analyze data.

Successful completion of the certification exam provides a competitive advantage by validating the knowledge and skill sets for
individuals who may be seeking employment or further job opportunities in their careers.

Date First Offered: September 2016

Page 1 of 6
Form Revised: May 2014





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Total Hours: 20

Total Weeks:
Breakdown Hours Per Course Duration
Lecture Hours 0.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0
Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

Practicum Hours: 0

This course is offered by:
X] Face-to-Face
X Online
[ video
[J Teleconference

LIGHTS
COLLEGE

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

Non-Course Prerequisites (List if applicable or type NONE):
This course is designed for users who are familiar with personal
computers, using a keyboard and using a mouse. The course
assumes that students have completed the Microsoft Windows
course or have equivalent Microsoft Windows knowledge and
experience

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

None

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

Detailed Course Content, Topics and Sequence Covered:
- Exploring the Access environment

- Building tables

- Retrieving the data you want

- Working with forma

- Designing Reports

- Managing, maintaining and protecting databases

Form Revised: May 2014

Page 2 of 6
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Learning Outcomes / Course Goals:

- Users will know how to design data tables, select appropriate data types and relate tables logically.

- Users will create and modify database objects including tables, forms, reports, queries and macros, and will apply intermediate skills to
streamline data entry, ensure data integrity, automate tasks and analyze data.

The users who complete this course will have reviewed all of the exam objectives and be on their way to preparing for Microsoft Office
Specialist Access 2013 Exam #77-424.

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:

Typical Activities and Weighting (in %)

Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
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 0of 6
Form Revised: May 2014





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 gk W N e
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OoooooOoOoE|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
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COURSE OUTLINE NORTHERN

LIGHTS
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

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

Need access to online learning/computer and internet.

Course Change Statement:

Instructor Contact Details:

Instructor Name:
Phone: Office #: Campus Location:

Fax: Office Hours: E-mail:

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:

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:
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Microsoft Excel Core Certification  Sept 2016.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:September 2016
Effective Date: September 2016

| Course Code: Number: Number of Credits: 0

Course Title: Microsoft Excel Core Certification

Program: Continuing Education

X New Course
[] Existing Course (no revisions)

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

[] Revised Course (please indicate the areas revised )

Academic Level: [JFirstYear []SecondYear [ 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: Microsoft Excel Core teaches the user how to work with different types of documents using a variety of core
and intermediate features to create and edit professional-looking spreadsheets for a variety of purposes and situations. Some topics
may appear to be basic skill sets but are discussed in more detail, exploring at a higher level different options that can be chosen or
applied for that skill set.

Successful completion of the certification exam provides a competitive advantage by validating the knowledge and skill sets for
individuals who may be seeking employment or further job opportunities in their careers

Date First Offered: September 2016

Page 1 of 6
Form Revised: May 2014





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Total Hours: 20

Total Weeks:
Breakdown Hours Per Course Duration
Lecture Hours 0.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0
Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

Practicum Hours: 0

This course is offered by:
X] Face-to-Face
X Online
[ video
[J Teleconference

LIGHTS
COLLEGE

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

Non-Course Prerequisites (List if applicable or type NONE):
This course is designed for users who are familiar with personal
computers, using a keyboard and using a mouse. The course
assumes that users have completed the Microsoft Windows
course or have equivalent Microsoft Windows knowledge and
experience.

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

None

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

Detailed Course Content, Topics and Sequence Covered:
- Introducing Excel

- Constructing Cell Data

- Using Formulas

- Formatting the worksheet

- Viewing and printing workbooks

- Working with Charts and Graphics

- Organizing data

- Macros, Importing and exporting data

Form Revised: May 2014

Page 2 of 6



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

LIGHTS
COLLEGE

Learning Outcomes / Course Goals:

- Upon successful completion of this course, the user will be able to use the core skills of Microsoft Excel to create and work with basic
business documents.

- The student upon successful completion will acquire the fundamential concepts, and skills required to increase their productivity in
creating various documents.

Users who complete this course will have reviewed all of the exam objectives and be on their way to preparing for Microsoft Office
Specialist Excel 2013 Exam #77-420.

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:

Typical Activities and Weighting (in %)

Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
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 0of 6
Form Revised: May 2014





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
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©

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
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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 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:

Need access to online learning/computer and internet.

Course Change Statement:

Instructor Contact Details:

Instructor Name:
Phone: Office #: Campus Location:

Fax: Office Hours: E-mail:

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:

Dean: Date:
Education Council Chair: Date:
Vice-President of Academic and Research: Date:
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Microsoft Excel Expert Certification  Sept 2016.pdf
NORTHERN LIGHTS COLLEGE

COURSE OUTLINE

Date Course Outline was Last Reviewed and/or Revised:September 2016

Effective Date: September 2016

NORTHEEN
LIGHTS
COLLEGE

Course Code: Number: Number of Credits: 0

Course Title: Microsoft Excel Expert Certification

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
Vocational: X

Career Technical: []

Entry Level Trades Training: []

Apprenticeship: [] First Year [] Second Year [] Third Year

[ Fifth Year [ Practicum

[ Fourth Year

[ Fourth Year

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

Precluded Courses:

Calendar Description:

Microsoft Excel Expert teaches users how to use a variety of intermediate and advanced features to merge workbooks, perform data
analysis, and audit formulas in spreadsheets. Users also use summary functions, create PivotTables and PivotCharts, and work with

macros.

Successful completion of the certification exam provides a competitive advantage by validating the knowledge and skill sets for
individuals who may be seeking employment or further job opportunities in their careers

Date First Offered: September 2016

Form Revised: May 2014

Page 1 of 6





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Total Hours: 20

Total Weeks: Practicum Hours: 0
Breakdown Hours Per Course | Duration This course is offered by:
Lecture Hours 0.0 X Face-to-Face
Seminars/Tutorials 0.0 X] Online
Laboratory Hours 0.0 [] video
Field Experience Hours 0.0 [ Teleconference
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0

Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

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

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

This course assumes that students have completed the Microsoft ~ Co-requisite Statement (List if applicable or type NONE):
Excel 2013 Core course or have equivalent Excel knowledge and  None

experience

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

Detailed Course Content, Topics and Sequence Covered:

- Advanced Functions and PivotTables

- Advanced charts, conditional formatting, and checking formulas
- Filtering and sharing workbooks

- Custom formatting and what-if analysis

- Pivot charts and advanced formulas

- Protecting and configuring workbooks

Learning Outcomes / Course Goals:

- Users will learn how to use a variety of intermediate and advanced features to merge workbooks, perform data analysis, and audit
formulas in spreadsheets.

- Users will also know how to use summary functions, create PivotTables and PivotCharts, and work with macros.

Users who complete this course will have reviewed all the exam objectives to prepare for: Microsoft Excel 2013 Expert Exams #77-427
and #77-428.

Please list specifics for any of the following:

Knowledge: Skills:

Attitudes: Technologies:

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

NORTHEEN
LIGHTS
COLLEGE

Grading System

Check whichever applies to this course:

%

Letter Grades: [ ] Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade:
Typical Activities and Weighting (in %)
Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
Other: % | Practical Assessment: Total Must Equal At Least

(can be more if options
provided)

100%

e  Specify number of assignments (if applicable):

e  Specify nature of participation (if applicable):

o  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100

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

% of Group Work : 0

Form Revised: May 2014
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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
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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
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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 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:

Need access to online learning/computer and internet.

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





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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Microsoft OneNote Certification Sept 2016.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:September 2016
Effective Date: September 2016

| Course Code: Number: Number of Credits: 0

Course Title: Microsoft OneNote Certification

Program: Continuing Education

X New Course
[] Existing Course (no revisions)

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

[] Revised Course (please indicate the areas revised )

Academic Level: [JFirstYear []SecondYear [ 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: Microsoft OneNote teaches the user how to use this tool to organize, locate and share information. You will
learn how to collect and organize notes, insert files, capture screens, and enhance notes for all types of projects. Additionally, you will
collaborate with others, organize research ideas, integrate them with other Office applications, and access information with a shared
notebook

Date First Offered: September 2016

Page 1 of 6
Form Revised: May 2014





NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Total Hours: 20

Total Weeks:
Breakdown Hours Per Course Duration
Lecture Hours 0.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0
Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

Practicum Hours: 0

This course is offered by:
X] Face-to-Face
X Online
[ video
[J Teleconference

LIGHTS
COLLEGE

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

Non-Course Prerequisites (List if applicable or type NONE):
This course is designed for students who are familiar with
personal computers, using a keyboard and using a mouse. The
course assumes that students have completed the Microsoft
Windows course or have equivalent Microsoft Windows
knowledge and experience

Detailed Course Content, Topics and Sequence Covered:
- Getting started

- Using Notebooks

- Managing Notebooks

- Sharing and collaborating

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

None

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

Learning Outcomes / Course Goals:

2013 Exam #77-421.

Please list specifics for any of the following:

Knowledge:
Attitudes:

Skills:
Technologies:

- The user will gain skills and knowledge to create and enhance a variety of notebooks, learn to collaborate effectively on group
projects and manipulate OneNote options to customize your environment to meet varying needs and enhance productivity
Users who complete this course will have reviewed all of the exam objectives and be on their way to preparing for Microsoft OneNote

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

NORTHEEN
LIGHTS
COLLEGE

Grading System

Check whichever applies to this course:

%

Letter Grades: [ ] Percentage: [] Pass/Fail: [X] Other:
Specify Passing Grade:
Typical Activities and Weighting (in %)
Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
Other: % | Practical Assessment: Total Must Equal At Least

(can be more if options
provided)

100%

e  Specify number of assignments (if applicable):

e  Specify nature of participation (if applicable):

o  Specify Other (if applicable):

Typical Proportion of Individual Work and Group Work

% of Individual Work : 100

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

% of Group Work : 0

Form Revised: May 2014
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COURSE OUTLINE NORTHERN

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
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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 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:

Need access to online learning/computer and internet.

Course Change Statement:

Instructor Contact Details:

Instructor Name:
Phone: Office #: Campus Location:

Fax: Office Hours: E-mail:

Page 5 of 6
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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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Microsoft Outlook Certification Sept 2016.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:September 2016
Effective Date: September 2016

| Course Code: Number: Number of Credits: 0

Course Title: Microsoft Outlook Certification

Program: Continuing Education

X New Course
[] Existing Course (no revisions)

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

[] Revised Course (please indicate the areas revised )

Academic Level: [JFirstYear []SecondYear [ 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: Microsoft Outlook Certification teaches the user how to use the various elements such as Mail, Calendar or
Contacts to coordinate communications and collaborations with others. The user will acquire fundamental concepts and skills, building
on this foundation as they increase their productivity in communication and sharing information with others.

Successful completion of the certification exam provides a competitive advantage by validating the knowledge and skill sets for
individuals who may be seeking employment or further job opportunities in their careers.

Date First Offered: September 2016

Page 1 of 6
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Total Hours: 20

Total Weeks:
Breakdown Hours Per Course Duration
Lecture Hours 0.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0
Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

Practicum Hours: 0

This course is offered by:
X] Face-to-Face
X Online
[ video
[J Teleconference

LIGHTS
COLLEGE

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

Non-Course Prerequisites (List if applicable or type NONE):
This course is designed for users who are familiar with personal
computers, using a keyboard and using a mouse. The course
assumes that students have completed the Microsoft Windows
course or have equivalent Microsoft Windows knowledge and
experience

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

None

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

Detailed Course Content, Topics and Sequence Covered:
- Getting started with Emalil

- Managing Email

- Working with people

- Using the calendar

- Using tasks, notes, and the journal

- Organizing information

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Learning Outcomes / Course Goals:

- The user will learn how to use the various elements such as Mail, Calendar or Contacts to coordinate communications and
collaborations with others.

- The user will acquire fundamental concepts and skills, building on this foundation as they increase their productivity in communication
and sharing information with others.

Users who complete this course will have reviewed all of the exam objectives and be prepared to take the Microsoft Office Specialist
Outlook 2013 Exam #77-423.

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:

Typical Activities and Weighting (in %)

Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
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
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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 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:

Need access to online learning/computer and internet.

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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Microsoft PowerPoint Certification Sept 2016.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:September 2016
Effective Date: September 2016

| Course Code: Number: Number of Credits: 0

Course Title: Microsoft PowerPoint Certification

Program: Continuing Education

X New Course
[] Existing Course (no revisions)

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

[] Revised Course (please indicate the areas revised )

Academic Level: [JFirstYear []SecondYear [ 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: Microsoft PowerPoint Certification teaches the user how to create and manage presentations using a
variety of core and intermediate features. Some topics may appear to be basic skill sets but are discussed in more detail, exploring at a
higher level different options that can be chosen or applied for that skill set. Successful completion of the certification exam provides a
competitive advantage by validating the knowledge and skill sets for individuals who may be seeking employment or further job
opportunities in their careers

Date First Offered: September 2016

Page 1 of 6
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Total Hours: 20

Total Weeks:
Breakdown Hours Per Course Duration
Lecture Hours 0.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0
Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

Practicum Hours: 0

This course is offered by:
X] Face-to-Face
X Online
[ video
[J Teleconference

LIGHTS
COLLEGE

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

Non-Course Prerequisites (List if applicable or type NONE):
This course is designed for users who are familiar with personal
computers, using a keyboard and using a mouse. The course
assumes that students have completed the Microsoft Windows
course or have equivalent Microsoft Windows knowledge and
experience

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

None

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

Detailed Course Content, Topics and Sequence Covered:
- Getting started

- Working with slides

- Working with text

- Working with charts and tables

- Adding multimedia elements

- Enhancing presentations

- Preparing the slide show

- Sharing presentations

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Learning Outcomes / Course Goals:

- Users will learn how to create and manage presentations using a variety of core and intermediate features.

- Some topics may appear to be basic skill sets but are discussed in more detail, exploring at a higher level different options that can be
chosen or applied for that skill set.

Users who complete this course will have reviewed all of the exam objectives and be prepared to take the Microsoft Office Specialist
PowerPoint 2013 Exam #77-422.

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:

Typical Activities and Weighting (in %)

Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
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
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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
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

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

Need access to online learning/computer and internet.

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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Microsoft Word Expert Certification Sept 2016.pdf
NORTHERN LIGHTS COLLEGE -~
COURSE OUTLINE NORTHERN

LIGHT
COLLEGE

Date Course Outline was Last Reviewed and/or Revised:September 2016
Effective Date: September 2016

| Course Code: Number: Number of Credits: 0

Course Title: Microsoft Word Expert Certification

Program: Continuing Education

X New Course
[] Existing Course (no revisions)

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

[] Revised Course (please indicate the areas revised )

Academic Level: [JFirstYear []SecondYear [ 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: Microsoft Word Expert teaches users how to use a variety of intermediate and advanced features to create
and format business documents including online forms and personalized mailings. Students also learn to collaborate with other users,
create outlines, use master documents and work with long documents.

Successful completion of the certification exam provides a competitive advantage by validating the knowledge and skill sets for
individuals who may be seeking employment or further job opportunities in their careers.

Date First Offered: September 2016
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

Total Hours: 20

Total Weeks:
Breakdown Hours Per Course Duration
Lecture Hours 0.0
Seminars/Tutorials 0.0
Laboratory Hours 0.0
Field Experience Hours 0.0
Shop/Teaching Kitchen 0.0
Other Contact Hours 20.0
Total 20.0

If Other Contact Hours are specified above please list
details: This is a self-directed learning platform in
which students learn key concepts and then
practice. This is neither straight lecture nor straight
lab learning. Rather a combination of both
completed within an online learning environment. If
taught face to face it will be learning in a hybrid of
both face to face and online.

Practicum Hours: 0

This course is offered by:
X] Face-to-Face
X Online
[ video
[J Teleconference

LIGHTS
COLLEGE

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

Non-Course Prerequisites (List if applicable or type NONE):
This course is designed for students who are familiar with core
skills to create, edit and format documents. The course assumes
that students have completed the Microsoft Word Core course or
have equivalent working knowledge and experience.

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

None

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

Detailed Course Content, Topics and Sequence Covered:
- Reviewing documents

- Applying advanced formatting

- Customizing document elements

- Working with forms

- Working with large documents

- Setting up global accessibility

Form Revised: May 2014
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NORTHERN LIGHTS COLLEGE
COURSE OUTLINE

LIGHTS
COLLEGE

Learning Outcomes / Course Goals:

- Users will learn how to use a variety of intermediate and advanced features to create and format business documents including online
forms and personalized mailings.

- Users also learn to collaborate with other users, create outlines, use master documents and work with long documents.

Users who complete this course will have reviewed all the exam objectives to prepare for Microsoft Word 2013 Expert Exams #77-425
and #77-426.

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:

Typical Activities and Weighting (in %)

Final Exam: 100% | Assignments: % | Portfolio: % Practicum: %
Midterm Exam: % | Lab Work: % | Project: % Quizzes/Test: %
Field Experience: Y Participation: % Employer Evaluation: Log Book: %
%
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
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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
COLLEGE

SUPPLEMENTARY COMPONENTS AND RESOURCES

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

Need access to online learning/computer and internet.

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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Draft MinutesJune 22 2016 final.pdf
NORTHERN LIGHTS COLLEGE

EDUCATION COUNCIL
WTSN Meeting of June 22, 2016
COLLEGE Dawson Creek Regional Board Room
Fort St John Room 2116

Fort Nelson Dial In

B.C.'s Energy Gellege™

Participants: Junko Leclair (Faculty — Non-Instructional)*Chair
David Batterham (Faculty — Developmental)
Harkaran Bhamra (Student)

Tracy Donnelly (Administration)
Katie Hallgate (Student)
Rosanne Hoekstra (Support Staff)
Loren Lovegreen (Administration)
Cindy Page (Faculty — Academic)
Faisal Rashid (Faculty — Academic)
Steve Roe (Administration)

Alison Starr (Faculty — Vocational)
Warren Stokes (Administration)
Bryn Kulmatycki (NLC President)
Audra Holloway (Recording)

Absent: Megan Bedell (Faculty — Non-Instructional)*Vice-Chair
Andy Amboe (Faculty — Vocational)
Crystal Barry (Student)
Istvan Geczy (Faculty — Academic)
Lana Sprinkle (Faculty — Vocational)
Dennis Armitage (Board Vice-Chair)

Guest(s): Greg Lainsbury Jessie Drew
Jodi Campbell Lisa Verbisky
Mike Seinen Lorelee Mathias
Mark Heartt

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. All my relations.

1. Election of Chair for Education Council
J. Drew called for nominations for the position of Chair of Education Council three
times. S. Roe nominated F. Rashid. No further nominations. F. Rashid agreed to
let his name stand. F. Rashid in by acclamation. Congratulations Faisal.

The Chair position is for a one-year term (September — August) Elections will be
held again in April of 2017.

J. Drew left the meeting.





Education Council Meeting June 22, 2016
2. Adoption of Agenda

Agenda was adopted as circulated.

3. Adoption of Minutes, May 25, 2016
16.06.01 M/S —ROE/STARR

D. Batterham noted under Agenda #1 that it should be “Megan in by acclamation®.
D. Batterham noted under Agenda #5 that it should be “R. McAleney explained...”.

THAT the Minutes of May 25, 2016 be adopted as amended.
CARRIED
4. Action List
Education Council Process Flowchart — L. Lovegreen reported that she has given her

recommendations to W. Stokes and he has agreed to take the lead. W. Stokes
explained that he will begin with creating a working group in the middle of July.

Subcommittee Membership — J. Leclair added an action list item. She reported that
Curriculum Subcommittee currently only has 4 members.

New Course Outline form template— J. Leclair added an Action list item.

Pre-requisite Statements — J. Leclair added an Action list item. Whether to have ‘or
with permission of instructor’ included in pre-requisite statements.

K. Hallgate joined the meeting.
Decision Item(s)

5. University Arts and Sciences English proficiency Omnibus.

Submission presented by G. Lainsbury. He explained that student demographics

have changed at NLC. He further explained that they have updated the

requirements for English proficiency to keep in line with other institutions.

(a) Course Outline ENGL 099 was completely revamped to rationalize course with
current and projected conditions of application/audience.

(b) 100-level English courses have revised language in the Non-Course Prerequisite
regarding the NLC writing assessment using ‘required’ rather than
‘recommended’.

“Domestic students: “B” in English 12 or equivalent; or university-level placement on the
Writing Assessment. International students: “B” in English 12 or equivalent; or 6.5 IELTS
writing band.”

(c) Omnibus revisions to formatting and content of Admission Requirements in
Program Completion Guides for University Arts and Sciences and closely related
programs, effective September 2.016 Under the revised language, the NLC
Writing Assessment will result in required rather than recommended course
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Education Council Meeting June 22, 2016

placement. New language replaces existing statements regarding English
requirements/pre-requisites for all UNAS programs.

(i)

(ii)

(iif)

(iv)

Certificate Programs: Arts, Business Management, Criminology,
Engineering, Humanities, Pre-Education, Pre-Medicine

* A. Domestic students must have official transcripts demonstrating the
following English Requirement: One of the following with a "B" grade or higher:
Grade 12 English, English Literature 12, English 12 First Peoples, English 050,
or English 099. Alternatively, any university-level English course with a "C"
grade or higher. Students who do not meet one of the above English requirements
must complete the NLC Writing Assessment for appropriate course placement.

* B. International students must have documentation demonstrating the following
English Requirement: An IELTS with an overall score of 6.0 or higher with no
band less than 5.5. Students with a writing band of 6.0 or less are required to
complete English 099 with a "B" grade or higher before or during the first
semester of their program. The necessity for upgrading can extend the length of
the program.

Diploma Programs: Criminology, Social Service Worker, Business
Management

* A. Domestic students must have official transcripts demonstrating the
following English Requirement: One of the following with a "B" grade or higher:
Grade 12 English, English Literature 12, English 12 First Peoples, English 050,
or English 099. Alternatively, any university-level English course with a "C"
grade or higher. Students who do not meet one of the above English requirements
must complete the NLC Writing Assessment for appropriate course placement.

* B. International students must have documentation demonstrating the following
English Requirement: An IELTS with an overall score of 6.0 or higher with no
band less than 5.5. Students with a writing band of 6.0 or less are required to
complete English 099 with a "B" grade or higher before or during the first
semester of their program. The necessity for upgrading can extend the length of
the program.

Post-Degree Diploma Programs: PDD in Business Management,
PDD in Business Management (Health Administration
Specialization), PDD in Business Management (Information
Technology Specialization)

* A. Domestic students must have official transcripts demonstrating the
following English Requirement: One of the following with a "B" grade or higher:
Grade 12 English, English Literature 12, English 12 First Peoples, English 050,
or English 099. Alternatively, any university-level English course with a "C"
grade or higher. Students who do not meet one of the above English requirements
must complete the NLC Writing Assessment for appropriate course placement.

* B. International students must have documentation demonstrating the following
English Requirement: An IELTS with an overall score of 6.0 or higher with no
band less than 6.0. Students with a writing band of 6.0 or less are required to
complete English 099 with a "B" grade or higher before or during the first
semester of their program. The necessity for upgrading can extend the length of
the program.

Associate of Arts Degree and Associate of Arts Degree (AHCOTE)
* A. Domestic students must have official transcripts demonstrating the
following English Requirement: One of the following with a "B" grade or higher:
Grade 12 English, English Literature 12, English 12 First Peoples, English 050,
or English 099. Alternatively, any university-level English course with a "C"
grade or higher. Students who do not meet one of the above English requirements
must complete the NLC Writing Assessment for appropriate course placement.
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* B. International students must have documentation demonstrating the following
English Requirement: An IELTS with an overall score of 6.0 or higher with no
band less than 5.5. Students with a writing band of 6.0 or less are required to
complete English 099 with a "B" grade or higher before or during the first
semester of their program. The necessity for upgrading can extend the length of
the program.
J. Leclair added that this submission is the culmination of the previous Education
Council Action item regarding Writing Assessments.
W. Stokes remarked that ‘None’ was listed under prerequisites for English 099 and
asked if this was correct. G. Lainsbury answered that yes, this is correct.
C. Page asked about ENGL 099 showing ‘zero’ credits as currently ENGL 099 is a 3
credit course. Much discussion between members regarding 099 courses and
credits. Education Council decision to have the course listed at 3 credits.
W. Stokes brought up the Effective Date of the submission documents. He
suggested September 2017 for all Program documents as registration and
admissions have started. J. Campbell asked if it could possibly be effective May
2017. Much discussion between members regarding effective dates and both
registration and acceptance dates. Education Council decision to have and Effective
date of January 2017 for all Program Guides and September 2016 for all Course
Outlines.

16.06.02 M/S — ROE/BHAMRA

That the Education Council approves the revised Program Information and Completion
Guides for Associate of Arts Degree-Alaska Highway Consortium on Teacher Education
(AHCOTE)

Associate of Arts Degree

Certificate in Arts

Certificate in Business Management

Certificate in Criminology

Certificate in Engineering

Certificate in Humanities

Certificate in (Pre-) Education

Certificate in (Pre-) Medicine

Diploma in Business Management

Diploma in Criminology

Diploma (in) Social Service Worker

Post-Degree Diploma in Business Management

Post-Degree Diploma in Business Management - Health Administration Specialization
Post-Degree Diploma in Business Management - Information Technology Specialization
and the revised Course Outlines ENGL 099, ENGL 100, ENGL 105, ENGL 110, ENGL 111
and ENGL 112 as amended.

CARRIED
G. Lainsbury left the meeting.

6. CRIM 103 Course Outline
J. Campbell presented the submission and explained that the change to CRIM 103
is the prerequisite statement. It is changing from ‘CRIM 101 and PSYCH 101, and
PSYC 102 highly recommended’ to ‘CRIM 101 or PSYCH 101, or permission of

instructor’.
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J. Leclair brought up the statement ‘permission of instructor’ in the prerequisite
statement. W. Stokes answered that at a previous meeting it was decided by
Education Council members to remove these statements. S. Roe expressed
concern with the removal of this statement. J. Leclair responded that in the past we
have had it not say ‘with permission’ and we still had students apply to instructor. J.
Leclair added this issue as an action item for Education Council.

16.06.03 M/S - BHAMRA/BATTERHAM

THAT the Education Council approves the revised Course Outline CRIM 103 Psychological
Explanations of Criminal and Deviant Behaviour as presented.

CARRIED

7. Archaeology Diploma Guide, ARCH 230 and LAND 241 Course Outlines

8.

L. Verbisky presented the submission for the Archaeology Diploma program.
A) As per the previously approved Archaeology Diploma completion guide, LAND 241 and ARCH
230 are required courses in the program. Content experts were hired to develop new, or to
redevelop existing, course outlines as necessary. ARCH 230 is a new course; LAND 241 needed
updating to reflect new technologies used in the oil and gas industry.
B) In the current Archaeology diploma completion guide, as student is required to take FNST 100 or
FNST 102. An oversight in the design of the first completion guide did not allow students to select
FNST 100 or FNST 102 as an elective and therefore include both courses in their programming.
These two courses are very distinct in content.
W. Stokes asked about the wording of the Required Courses on the last page of the
Program Guide. L. Verbisky explained that if students that take both FNST 100 and
ANTH 203 they will not get credit for both when they are transferring and added that
the Required Courses is worded to explain to students to not take both courses.
Program Guide updated with UNAS English Proficiency omnibus wording.

16.06.04 M/S — BATTERHAM/ROE

THAT the Education Council approves the revised Program Information and Completion
Guide for the Archaeology Diploma as amended and the New Course Outline ARCH 230 and
the Revised Course Outline LAND 241 as presented.

CARRIED

MGMT 202 Course Outline
L. Verbisky reported that CPA requirements have changed slightly from those of the
CA standards and this change needs to take effect prior to June 2017 in order to
maintain course transferability to the CPA PEP. This was identified in the CPA GAP
analysis document.
Addition of accounting for Pensions and Other Employee Future Benefits to the MGMT 202
curriculum as presented below
- account for employer’s benefit obligation
- identify transactions and events that change benefit plan assets
- identify and account for the immediate recognition approach for a defined benefit pension

Page 5 of 10





Education Council Meeting June 22, 2016

16.06.05 M/S — RASHID/BHAMRA

THAT the Education Council approves the revised Course Outline MGMT 202 Intermediate
Financial Accounting Il as presented.

CARRIED

9. MGMT 220 Course Outline (MGMT 221)
L. Verbisky presented the submission to the Education Council. She explained that
the course will have a decrease in course credits from 4 to 3, a decrease in total
hours from 60 to 45 and both the Course Content and Learning Outcomes have
been updated.
W. Stokes mentioned to L. Verbisky that with these types of Course Outline changes
we should change the course number. Education Council decision to change the
course code to MGMT 221 (from MGMT 220). A. Holloway asked about the Program
Guides affected by the course code change. Education Council decision to have the
program guides come as a submission in September 2016.
F. Rashid agrees with the thinking on the course credit decrease.
J. Leclair asked about the final exam weighting. L. Verbisky explained that this is a
norm in Business Management courses.

16.06.06 M/S — LOVEGREEN/ROE

THAT the Education Council approves the New Course Outline MGMT 221 Managerial
Accounting as amended.

CARRIED

10. MGMT 225 Course Outline
L. Verbisky reported that CPA requirements have changed slightly from those of the
CA standards and this change needs to take effect prior to June 2017 in order to
maintain course transferability to the CPA PEP. This was identified in the CPA GAP
analysis document.
Addition of Designs risk management program and its impact on shareholder value to the MGMT
225 curriculum as presented below
- different kinds of risk
- techniques for risk measurement
- risk response alternatives
- cost /benefit analysis of risk response alternatives
W. Stokes asked about the prerequisite statement. L. Verbisky explained that they
did not look at that for this submission due to time constraints.

16.06.07 M/S — BHAMRA/ROE
THAT the Education Council approves the revised Course Outline MGMT 225 Strategic
Management as presented.

CARRIED
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M. Heartt and M. Seinen joined the meeting

11. Oil and Gas Field Operations Guide, OGOP 106, OGOP 107, OGOP 108 and
OGOP 109 Course Outlines
M. Heartt presented the submission to Education Council members. He explained
that previously they had used SAIT’s exam system that consists simply of 4 exams —
each worth 25%. This method was ‘paper copy’ and instructors were able to give
students re-writes if they fell below the 65% mark. He further explained that SAIT
has now changed their delivery and evaluation system. M. Heartt added that the
NLC OGOP department has now added practicals and knowledge assessments into
the weighting in the revised Program Guide.
J. Leclair asked if we could add M. Seinen as the instructor on the Course Outlines.
D. Batterham asked that it went from 100% to 30% for the exam weighting. M.
Seinen and M. Heartt explained that previously students were getting no credit for
the work done on the well site. NLC is now able to put weighting on the practical
experience that gives the students job readiness.
D. Batterham asked if this aligns NLC with SAIT. M. Seinen explained that he
worked with John Royer (with SAIT) and they are now able to make the program
work. SAIT has looked at and agreed with the revised program.
W. Stokes asked about the weighting. M. Seinen explained that there is a minimum
required grade.

16.06.08 M/S - BHAMRA/BATTERHAM

THAT the Education Council approves the revised Program Information and Completion
Guide as presented and the revised Course Outlines OGOP 106, OGOP 107, OGOP 108 and
OGOP 109 as amended.

CARRIED

M. Seinen left the meeting.
S. Roe left the meeting

12. HYMC
M. Heartt presented the submission and reported that they have removed HVYMC
101 Trade Math and Science from the Dawson Creek Program and will be making
ONE program available on TWO campuses (Dawson Creek and Fort St. John).
He further explained that the high schools will now teach the trades math and that
the students will be in the September intake.

16.06.09 M/S — RASHID/LOVEGREEN

That the Education Council approves the revised Program Information and Completion Guide
for Heavy Mechanical Trades Foundations Training/Level 1 as presented.

CARRIED
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13. Enhanced Carpentry
M. Heartt presented the submission and explained that the decision was made to
combine the two Foundation Level courses into a single Program. The intention is to
have students complete Level 1 course and Level 2 course of the Enhanced
program and that they will not receive the credential without both courses.
J. Leclair asked where the placement of the Construction students graduating from
the North Peace Campus would be. M. Heartt explained that when students come
from FSJ they will enter into Apprenticeship training.

16.06.10 M/S —LOVEGREEN/RASHID

That the Education Council approves the revised Program Information and Completion Guide
for Enhanced Carpentry Foundation and the revised Course Outlines RCON 100 and RCON
200 as presented.

CARRIED

14. Policy E2.02 Continuing Education Age Guidelines
T. Donnelly brought forward a motion from College Policy Committee.
MOVE TO recommend to the Education Council that policy E-2.02 Continuing
Education Age Guidelines be terminated for the following two reasons, 1) the policy
deals with risk management which is not an education-related matter and 2) the policy E-
4.05 Student Rights and Responsibilities covers all student rights.
J. Leclair mentioned that that the old policy does talk about both education and
student related matters and wonders if these lines can be captured into another
policy so that they are not lost. T. Donnelly explained that she feels that current NLC
practice already follows these guidelines.
B. Kulmatycki explained that what is contained in this policy is now both a provincial
and federal statute. Now that this is a statute he feels that we don’t have to state
this in a NLC policy.

16.06.11 M/S — RASHID/LOVEGREEN

That the Education Council approves of the termination of policy E-2.02 Continuing Education
Age Guidelines as presented.

CARRIED
Subcommittee Standing Reports

15.Education Policy Subcommittee
No formal report available

16.Curriculum Subcommittee
No formal report available

17. Admissions and Standards Subcommittee
No formal report available
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Information/Discussion

18.Welding

19.

M. Heartt explained that effective September 2016 the supplies list previously
available online and attached to guides and course outlines will no longer be
available. Since prices fluctuate and therefore posting it was misleading and the list
is long, the decision was made to remove this information from the website and have
an up-to-date list available to students once they are admitted to the program.
The supplies list for Program Information and Completion Guide for Welder
Foundation, Welding Apprenticeship Technical Training, Welder - Specialty Metals
Endorsement and the Course Outlines WLDF 100, WLAT 100, WLAT 200, WLAT
300 and WLAT 400 have been updated to:
A complete list of tools and equipment will be provided by Admissions upon acceptance
to the program.
W. Stokes asked about other trades programs with materials lists. M. Heartt agreed
that he will be bringing them all to Education Council in the near future.

. Heartt left the meeting.

Policy E4.05 Student Rights and Responsibilities

L. Mathias explained the changes to the policy. The only changes are of a
housekeeping nature. This included implementing the new template and the change
in the names of 2 policies that were referenced in the document.

16.06.12 M/S — RASHID/LOVEGREEN

That the Education Council approves the updated policy E4.05 Student Rights and
Responsibility as presented.

CARRIED

20. WFTR Course Outlines

Revised Course Outlines:
WFTR 114 Transportation of Dangerous goods
WFTR 144 Lock out orientation
WFTR 145 H2S Awareness
WFTR 151 Defensive Driving Review and Driver Evaluation
WFTR 152 Defensive Driving Evaluation
WFTR 163 Skid Steer Loader Training
WFTR 206 Air Brakes
WFTR 305 Basic Line Locating — Tech 1
WFTR 311 Hoisting & Rigging
WFTR 800 Qilfield Driver Awareness (ODA)
Deactivation of ‘EMP’ courses:
101E EMP Level 1 First Aid
103E EMP Advanced First Aid Level 3
104 Advanced First Aid
105 Emergency Medical Responder
117E EMP Standard First Aid
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T. Donnelly presented the discussion item to the Education Council members.

D, Batterham noted that some outlines do not list an ‘instructor’.

W. Stokes noted that the dates on the Course Outlines stated ‘April 2016’ instead of
‘June 2016’. A. Holloway will update to the correct dates prior to posting.

21. Academic Governance Council (AGC) Report
Report not available at this time. A. Holloway will forward the minutes of the meeting
to members when available.

22. Education Council Advance Meeting Infographics
J. Leclair reported that the Education Council Advance Workshop was on June 13
2016 in Dawson Creek and this document is a summary. She suggests having
these workshops yearly at a minimum.
D. Batterham asked if we can address some of the topics in a future meeting.

23. Calculators on the CAAT
L. Mathias explained the decision by NLC to allow calculators during CAAT. She
reported that this will more accurately assess their skills as the students use
calculators during their day to day life including class work. She further added that
most institutions currently allow calculators during their testing.
D. Batterham expressed concerns that CCP students don’t use calculators during
their exams. He asked how many institutions actually use CAAT testing. L. Mathias
answered that most use different testing (Accuplacer). She did explain that BCIT
and VIU use CAAT testing and allow calculators. She further explained that there is
no regulation in CAAT testing rules that states that a calculator cannot be used.
J. Leclair asked that maybe there could be a follow-up with programs to see what
change this will make to students schooling. D. Batterham added a request for L.
Mathias to come back to the Sept 2017 meeting to report on her findings.

L. Mathias left the meeting

24.2016-2017 Academic Schedule Revision Memo
W. Stokes presented the schedule revision memo and explained why the dates are
changing. (Non ‘20 week’ courses will not be affected)

Notes:

E. Li has entered into a leave from NLC. Her position on Education Council is vacant.
J. Leclair reported that if the student members wanted to join the meeting in September
they can.

This will be J. Leclair and D. Batterham’s last meeting. L. Lovegreen and members
thanked both of them for all their dedication, hard work, leadership and wisdom.

Adjournment — 425 p.m.
Next Meeting — Sept 28, 2016
These notes are not officially approved

until initialed by the Chairperson. They
could be subject to amendment.
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