NORTHERN LIGHTS COLLEGE
EDUCATION COUNCIL
Meeting to be held January 25, 2017 at 1:15 pm 
Dawson Creek Regional Board Room
Fort St. John Room 2116
Fort Nelson – Dial In
Chetwynd – Dial In


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


1.  Adoption of Agenda								F. Rashid
	

2.  Adoption of Minutes, Nov 23, 2016						F. Rashid

	

3.  Action List Review								F. Rashid

		
	

Decision

4.	Revised Course Outlines BIOL 101 and BIOL 102				C. Broberg



		   
Motions: 
THAT the Education Council approves the revised Course Outlines BIOL 101 and BIOL 102. 

THAT the Education Council recommends the addition of tutorial hours for BIOL 101 and 102 to the College Board for approval.


5.	New Program Guide Youth Explore Trades Sampler and New 		R. Cork
	Course Outline YETS 090. 



		      
Motion: THAT the Education Council approves the new Program Guide for Youth Explore Trades Sampler and new Course Outline YETS 090.


6.	New Professional Program Guide and New Course Outlines 		R. Cork 
	PCOI 101, PCOI 201 and PCOD 300.	









Motions: 
THAT the Education Council approves the new Program Information and Completion Guide for Professional Cook 1 Institutional Entry, Professional Cook 2 Institutional Entry, Professional Cook 3 Direct Entry and the new Course Outlines PCOI 101, PCOI 201 and PCOD 300.

THAT the Education Council approves the Discontinuation of the  Program Information and Completion Guide for Professional Cook 1, Professional Cook 2 and Professional Cook 3and the Course Outlines COOK 100 , COOK 200 and COOK 300.

Subcommittee Standing Reports
7.	Education Policy Subcommittee						L. Sprinkle
8.	Curriculum Subcommittee							I. Geczy
9.	Admissions and Standards Subcommittee					F. Rashid
[bookmark: _GoBack]
Information/Discussion	

10.  Student Appeals Boards							W. Stokes

11. WFTR Outlines									T. Donnelly
















Next Meeting – February 22, 2017
	
Adjournment						


PLEASE DIAL INTO THE GLOBAL TELECONFERENCE
ACCESS NUMBER – 1-800-747-5150
ACCESS CODE - 3367902
Action List Jan 25,2016.pdf


 


ACTION ITEM LIST 


AS OF: January 25, 2017 
 


 


 
Action 


Assigned to & 
Date Assigned 


 
Follow-Up Action 


Due 
Date 


 
Status 


Education Council Process 
Flowchart 


W. Stokes 
A. Holloway 


September 2014 


Review current flowcharts, 
provide recommendations 
for improvement  


Sept 2016 
Oct 2016 
Nov 2016 
Jan 2017 


In Progress 


New Course Outline Form 
Template 


Curriculum 
Subcommittee 
October 2016 


To continue work on the 
new Course Outline form 
template.  


Nov 2016 
Jan 2017 


In Progress 


Pre-requisite Statements October 2016 To determine if ‘OR with 
permission of instructor’ 
should be included at the 
end of Course Outline pre-
requisite statements. 


Nov 2016 
Jan 2017 


In Progress 
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Form Revised: February 2008 


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 reinstate tutorial hours at one hour per week for Biology 101 and 102. 


 


 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.)?                         
4(e) cancellation of programs or courses offered by the institution or changes in the length of or hours 


for courses or programs offered by the institution; 


 


 2.  What is the rationale for the request? 
Tutorial hours were removed from the two courses in 2008, largely to reduce instructional contact time 


to offset increased workload around increased travel.  This change has not proved beneficial for the 


students.  Tutorial time will help the student, and not affect course transferability in any negative way. 


 


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


 students or prospective students 


Students will receive one extra hour of contact time with an instructor each week to address 


weaknesses related to the course material. 


 


 present course offerings 


None. 


 


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


None. 


 


 faculty 


There will be 1.5 additional hours per week per section per campus potentially allotted to instructor 


workloads. 


 


 support staff 


There may be reduced funding required for tutor support for students taking Biology 101 or 102. 


 


 College (facilities, timetabling, etc.) 


The tutorial hours will need to be added to the timetable.  A room will need to be booked. 


 


 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.) 
Assuming a sessional instructor is delivering four tutorial blocks for a total of 90 hrs (60 hrs face-to-


face + 30 hrs for preparation time) annually, with a base pay of $ 44.35/hr, the total cost will be $ 


4,797.16 per annum. 


  


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


No. 







Form Revised: February 2008 Submission to EdCo Form Page 2 


Y:\090422 Education Council\EdCo Submissions\2017\BIOL\Cover Sheet Biol 101 102 Jan 2017.docx 


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


 


 List B.C. Universities     Anticipated Transfer Credit 
 


      


 


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


 


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


 


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


 


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


 Campus Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Dean None Yes  No  No   


Associate Dean None Yes  No   


Chair/Instructor None Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar In progress Yes  No  


VP Academic In progress Yes  No  


            Yes  No  


            Yes  No  


  


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


Name Feedback/Concerns Raised 
In Support 


of Proposal 


            Yes  No  


            Yes  No  


            Yes  No  


  


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


institutions and/or professional bodies, etc.)  


Name Feedback/Concerns Raised 
In Support 


of Proposal 


            Yes  No  


            Yes  No  


            Yes  No  


  


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


proposed request?   


Yes 


 


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


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


  



mailto:aholloway@nlc.bc.ca
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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?  5-10 min                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
THAT the Education Council approves the revised Course Outlines BIOL 101 and BIOL 102.  


THAT the Education Council recommends the addition of tutorial hours for BIOL 101 and 102 to the 


College Board for approval. 


 


Prepared by: Cindy Broberg     Date: 21 December 2016 


 


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


 


Date received by Education Council Secretary:  December 21
st
 2016 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 1 of 6 
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Date Course Outline was Last Reviewed and/or Revised: January 2017 
Effective Date:  January 2017 


Course Code: BIOL Number: 101 Number of Credits: 4 


Course Title:  Introductory Biology I 


Program: University Arts and Sciences 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  This is an introductory biology course emphasizing cell biology, bioenergetics, and plant and animal 


physiology. 


Date First Offered:  September 1986 


Total Hours: 105 
Total Weeks:  15 
 


Breakdown Hours Per Course Duration 


Lecture Hours 45.0 


Seminars/Tutorials 15.0 


Laboratory Hours 45.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 105.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 
 
 







 
NORTHERN LIGHTS COLLEGE 


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


Biology 11 or Biology 12 or permission of the instructor.  Chemistry 11 is strongly recommended. 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:       


Intro, molecules of life 
 
Cell structure, function, reproduction 
     - membranes 
     - from gene to protein 
     - gene regulation 
     - cell communication 
     - energetics, enzymes  
     - respiration 
     - photosynthesis 
 
Plant structure, function, physiology 
     - water relations, transport systems 
     - nutrition 
     - plant hormones 
 
Animal structure, function, physiology 
     - digestion/nutrition 
     - circulation/respiration 
     - immune system 
     - water/nutrient balance, excretion 
     - nervous system 
     - sensory and motor mechanisms 
     - endocrine system 
 
LABORATORIES (may include, but not limited to): 
 1. carbohydrate biochemistry  
 2. how things get into and out of cells  
 3. DNA replication, transcription, and translation 
 4. studies on an enzyme, acid phosphatase  
 5. effect of temperature and pH on catecholase  
 6. anaerobic respiration and photosynthetic pigments  
 7. photosynthesis: the light reaction  
 8. plant support and nutrition 
 9. mammalian cardiovascular physiology and anatomy 
10. determining vitamin C concentration   


 
Learning Outcomes / Course Goals: Students will acquire a basic understanding of what science is, and how science pertains to 


biological investigations.  They will learn how to perform experiments to test biological hypotheses, as well as the structure and function 
of numerous biological systems.  More specifically, after completing BIOL 101 students will be able to:   
- Define scientific terms introduced in lecture and laboratory 
- Describe the scientific method 
- Describe the chemical nature of compounds and atoms 
- Describe the importance and chemical properties of water 
- Describe the importance of carbon and functional groups in biological systems 
- Describe the structure and function of the 4 macromolecules common to all living things 
- Describe the similarities and differences between eukaryotic and prokaryotic cells 



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





 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
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- Describe the structure and function of eukaryotic organelles and membranes 
- Describe how ATP is created or utilized during fermentation, cell respiration, and photosynthesis 
- Describe the similarities and differences between DNA and RNA 
- Describe gene expression in eukaryotes 
- Contrast it to gene expression in prokaryotes 
- Describe features of plant and animal structure, function and physiology 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


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


 


Final Exam:  35% Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:  20% Lab Work:  40% Project:       % Quizzes/Test:  5% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


 Include number of and the variety and nature of writing assignments: 10 laboratory assignments (15-20%), with one to be 
written up formally (10-15%), lab exam (10-15%) 


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


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


  







 
NORTHERN LIGHTS COLLEGE 


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.  JB Reece et al. 
Campbell Biology, 1


st
 Cdn 


Edition. 
 


Benjamin/ 


Cummings, New 


York 


2014 


2-11, 16-
18, 35-
37, 39, 
40-45, 
48-50 


2.  
Northern Lights 
College 


NLC Biology 101 Laboratory 
Manual 


 


Northern Lights 
College, Dawson 
Creek 


2017 All 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


This course is offered in other programs: YES   NO   


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


Associate of Arts Diploma - Fine Arts, Associate of Arts - 
Criminology Specialization, Academic Elementary, Academic 
Pre-Medicine, Academic Social Sciences 


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Cindy Broberg 


Phone: 250-782-5251 x1271 Office #: 3317A Campus Location: Dawson Creek 


Fax: 250-782-6069 Office Hours: Posted E-mail: cbroberg@nlc.bc.ca 
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COURSE OUTLINE 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: PhD (SFU), MPM (SFU), BSc 


(UBC) 
 


Dean:  Date:  


Education Council Chair:  Date:  


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


COURSE OUTLINE 
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Date Course Outline was Last Reviewed and/or Revised: January 2017 
Effective Date:  September 2017 


Course Code: BIOL Number: 102 Number of Credits: 4 


Course Title:  Introductory Biology II 


Program: University Arts and Sciences 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:   Introductory Biology emphasizing reproduction, genetics, evolution, and ecology. 


Date First Offered:  January 1987 


Total Hours: 105 
Total Weeks:  15 
 


Breakdown Hours Per Course Duration 


Lecture Hours 45.0 


Seminars/Tutorials 15.0 


Laboratory Hours 45.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 105.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


Biology 11 or Biology 12 or permission of the instructor.  Chemistry 11 is strongly recommended. 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


Reproduction 
- mitosis, cell division, meiosis 
- plant and animal reproduction 
- Mendelian genetics 
- biotechnology 
- viral and bacterial reproduction 
- development 
 
Adaptation and Evolution 
- natural selection 
- speciation 
- macroevolution 
- biodiversity 
 
Ecology 
- community ecology 
- ecosystems 
- population ecology 
- chemical ecology 
 
10 Laboratories, topics selected from the following:  
- Plant reproduction: Alternation of Generations 
- Analysis of Sequence Data 
- Genetics:  Dihybrid Cross with Linkage in the Fruit Fly 
- PCR and electrophoresis  
- Mitosis and Meiosis 
- Quantifying protein 
- Transforming E. coli with GFP 
- GFP purification 
- Biodiversity: bacteria, algae and protists 
- Biodiversity: fungi 
- Biodiversity: Plot sampling and study design 
- Biodiversity: Indices of Abundance 
- Systematics and taxonomy (ants or moss) 
- Population Ecology: density and dispersion measurements 
- Community Ecology: disturbance, diversity and ecotones 
- Game theory 


 
Learning Outcomes / Course Goals: Students will learn how scientific information is assimilated and integrated into testable 


hypotheses, and how the results of these investigations lead to theories.  They will also learn a number of biological principles and 
laboratory techniques in the areas of reproduction, evolution and ecology.  More specifically, after completing BIOL 102 students will: 
- Demonstrate an understanding of the various modes and mechanism of reproduction 
- Demonstrate a basic understanding of the emergent area of biotechnology 
- Demonstrate an understanding of phenomena associated with adaptation and evolution 
- Demonstrate an understanding of ecological perspectives in biology 
 


Please list specifics for any of the following: 



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


Attitudes:        Technologies:       
 


 


Grading System 
 


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


 


Final Exam:  35% Assignments:       % Portfolio:       % Practicum:       % 


Midterm Exam:  20% Lab Work:  40% Project:       % Quizzes/Test:  5% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


 Include number of and the variety and nature of writing assignments: a maximum of 10 laboratory assignments (15-20%) with 
one to be written up formally (10-15%), lab exam (10-15%) 


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


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


  







 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 4 of 6 
Form Revised: January 2013   BIOL 102 


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.  JB Reece et al. Campbell Biology, 1
st
 Cdn Edition  


Benjamin/ 


Cummings, New 
York 


2014 


12-16, 
18-34, 
38, 46-
47, 51-
56 


2.  
Northern Lights 
College 


Northern Lights College Biol 102 
Lab Manual 


 
NLC, Dawson 
Creek 


2011 all 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


This course is offered in other programs: YES   NO   


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


Associate of Arts Degree, Associate of Arts Degree - 
Criminology Specialization, Academic Elementary, Academic 
Pre-Medicine 


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Cindy Broberg 


Phone: 250-782-5251 x1271 Office #: 3317A Campus Location: Dawson Creek 


Fax: 250-782-6069 Office Hours: Posted E-mail: cbroberg@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: PhD (SFU), MPM (SFU), BSc 


(UBC) 
 


Dean:  Date:  


Education Council Chair:  Date:  


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


SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


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


 


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


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


as an agenda item. 


 


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


 


 1.  What are you asking the Council to consider? 
To approve the new program completion guide and course outlines for Youth Explore Trades Sampler 


program. 


 


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


Council. 


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


 


 2.  What is the rationale for the request? 
The program is a pilot program for this area. It follows the guidelines set out by the ITA for the Youth 


Explore Trades opportunities being provided around the province. It is intended to be an entry point to 


the current Dual Credit opportunities that NLC offers in partnership with School Districts in our region. 


 


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


 students or prospective students 


Access to relevant, employment ready training. 


 


 present course offerings 


none 


 


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


none 


 


 faculty 


Employment for one faculty member for duration of the program. 


 


 support staff 


none 


 


 College (facilities, timetabling, etc.) 


Timetabling, facility usage. 


 


 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.) 
      


  


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


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


 


 List B.C. Universities     Anticipated Transfer Credit 
 


n/a 


 


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


 


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


 


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


 


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


 Campus Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Dean Mark Heartt Yes  No  No   


Associate Dean Robert McAleney Yes  No   


Chair Rod Cork Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Warren Stokes Yes  No  


VP Academic Loren Lovegreen Yes  No  


            Yes  No  


            Yes  No  


  


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


Name Feedback/Concerns Raised 
In Support 


of Proposal 


            Yes  No  


            Yes  No  


            Yes  No  


  


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


institutions and/or professional bodies, etc.)  


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Mike Readman SD 59 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). 


  



mailto:aholloway@nlc.bc.ca
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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?  10 mins                                                       


 


9. Additional comments: 


      


 


10. Suggested wording for motion:  
THAT the Education Council approves the new Program Guide for Youth Explore Trades Sampler and 


new Course Outline YETS 090. 


 


Prepared by: Rod Cork     Date: Jan. 2017 


 


In consultation with (please list by name): Mark Heartt, Rod Cork, Mike Readman, Brad Booker, Rick 


Hall, ITA. 


 


Date received by Education Council Secretary:  Jan 6, 2017 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


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


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Youth Explore Trades Sampler  
Credential/Certification:  None 
Date Submitted:  January 2017 
Effective Date:  February 2017   


  
 


Program Contact:  Mark Heartt         
 
 
Dean:  Mark Heartt          
 
 
Document Author:  Rod Cork       
 
 
Program Description:  Youth Explore Trades Sampler (YETS) is intended to introduce 
students in grades 9 - 12 (primary focus is grades 10 and 11) with the opportunity to 
sample trades prior to engaging in the commitment required to complete a classic dual 
credit or apprenticeship educational pathway. YETS allows students to make an 
informed choice regarding a choice of study which may interest them. It is intended to 
help students gain a clearer understanding of the standards, material, instructional 
methods and academic performance associated with apprenticeship training. This 
course provides a well aligned entry point into the Dual Credit Trades and 
Apprenticeship opportunities available at Northern Lights College. Students will be 
exposed to 5 trades and participate in the WEX program with their local school district to 
complete a 2 week work practicum in partnership with this opportunity.   
 
 
Admission Requirements:  Grade 9-12 enrolled student    
 
 
Length of Program: (weeks and total hours) 12 weeks / 360 hours   
 
 
Program Intake: (start/finish dates) February - May 
 
 
Available Seats:  16 
 
 
Application Deadline:  December   
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Career Prospects:  None 
 
 
Affiliations/Partnerships:  SD59, SD60, SD81 and the ITA 
 
 
Location:  Mobile/any campus 
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
CSA approved steel toed safety boots 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
No  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
Pass 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
100% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
YETS 090 Youth Explore Trades Sampler (360 hours) 
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  February 2017 


Course Code: YETS Number: 090 Number of Credits: 0 


Course Title:  Youth Explore Trades Sampler 


Program: Youth Explore Trades Sampler 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Youth Explore Trades Sampler(YETS) is intended to introduce students in grades 9 - 12 (primary focus is 


grades 10 and 11) with the opportunity to sample trades prior to engaging in the commitment required to complete a classic dual credit 
or apprenticeship educational pathway. YETS allows students to make an informed choice regarding the trade which may interest them. 
It is intended to help students gain a clearer understanding of the standards, material, instructional methods and academic performance 
associated with apprenticeship training. This course provides a well aligned entry point into the Dual Credit Trades and Apprenticeship 
opportunities available at Northern Lights College. Students will be exposed to 5 trades which include but are not limited to Carpentry, 
Mechanics, Plumbing, Electrical and Welding. They will also participate in the Work Experience (WEX) program with their local school 
district to complete a 2 week work practicum in partnership with this opportunity. 


Date First Offered:  February 2017 
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Total Hours: 360 
Total Weeks:  12 
 


Breakdown Hours Per Course Duration 


Lecture Hours 108.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 252.0 


Other Contact Hours 0.0 


Total 360.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


Employability Skills 
- Describe the apprenticeship system 
- Use communication skills 
- Use numeracy skills 
- Apply study skills 
- Describe employer expectations 
Use Safe Work Practices 
- Control workplace hazards 
- Use OHS regulations and WorkSafeBC standards 
- Use personal protective Equipment 
- Describe fire protection 
- Use fire extinguishers 
Use Tools and Equipment 
- Use common hand tools 
- Use common portable power tools 
Organize Work 
- Read and interpret drawings 
- Describe codes and regulations 
- Use codes and regulations 
Workforce Certificates 
- Complete WHMIS training 
- Complete Level 1 First Aid training 
Employment Enagement 
- Attend a worksite visit 
- Attend a guest speaker event 
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Learning Outcomes / Course Goals: Youth Explore Programs let you try out 5 different trades. You'll learn the basics and get a sense 


of what trade you want to pursue. You’ll also gain practical skills and even complete certifications that trades employers are looking for. 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:Attendance/No Show 
  
 Specify Passing Grade:       
 
Typical Activities and Weighting (in %) 


 


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


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


Field Experience:      % Participation:  100% Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable): No grading associated with this course, attendance and participation are the 
requirements for success. 


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


All Students will sign and adhere to the Trades and Apprenticeship Safety and Attendance Policy. 
 


  


Supplies/Materials: 


CSA approved safety boots, 


Keys to Success: 


Attendance, participation, maintaining a positive and willing attitude, 
successful study habits 
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Rick Hall 


Phone:       Office #:       Campus Location: mobile - any campus 


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


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


SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


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


 


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


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


as an agenda item. 


 


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


 


 1.  What are you asking the Council to consider? 
To approve the new program completion guides for the Professional Cook programs. 


 


 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? 
In consultation with the Registrar we have created PCOI 101, PCOI 201 and PCOD 300 to replace 


Cook 100, 200 and 300 in order to better reflect their levels, paths of entry and credentialing. Select 


portions of these course outlines have been revised to current accepted language and formats which 


align with ITA curriculum.  


 


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


 students or prospective students 


A clearer picture of the Professional Cook program as a whole and an obvious path to completion of 


all three levels with the end result of a Red Seal certificate.  


 


 present course offerings 


Learning outcomes remain the same, but titles and language better reflect the content. 


 


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


Deactivation of Professional Cook 1, Cook 2, and Cook 3 program completion guides. 


 


 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?   


none 
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 5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.) 


 


 List B.C. Universities     Anticipated Transfer Credit 
 


n/a 


 


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


 


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


 


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


 


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


 Campus Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Dean Mark Heartt Yes  No  No   


Assoc. Dean Robert McAleney Yes  No   


Chair Rod Cork Yes  No  


Instructor Michael French Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Warren Stokes Yes  No  


VP Academic       Yes  No  


            Yes  No  


            Yes  No  


  


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


Name Feedback/Concerns Raised 
In Support 


of Proposal 


    Yes  No  


            Yes  No  


            Yes  No  


  


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


institutions and/or professional bodies, etc.)  


Name Feedback/Concerns Raised 
In Support 


of Proposal 


    Yes  No  


            Yes  No  


            Yes  No  


  


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


proposed request?   


Yes 


 


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


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


  


If not, who will present it?                                                                                      


 


How much time is needed for the presentation?  10 min                                                       


 


9. Additional comments: 


PCOD 100 and 200 have not been created at this time as we do not have any direct-entry requests for 


them. Should we see requests from individuals coming to us with apprenticeship numbers or qualified 


completed challenges which could potentially give them access to 100 and 200, we will create them.  


 


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


Professional Cook 1 Institutional Entry, Professional Cook 2 Institutional Entry, Professional Cook 3 


Direct Entry and the new Course Outlines PCOI 101, PCOI 201 and PCOD 300. 


 


Prepared by: Rod Cork and Wanda Baker     Date: December 2, 2016 


 


In consultation with (please list by name): Warren Stokes, Mark Heartt, Michael French 


 


Date received by Education Council Secretary:  January 19, 2017 


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


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


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Professional Cook 1 Institutional Entry  
Credential/Certification:  Certificate in Professional Cook Apprenticeship 


Level 1  
Date Submitted:  January 2017 


Effective Date:  September 2017   
  
 


Program Contact:  Michael French         
 
 
Dean:  Mark Heartt          
 
 
Document Author:  Rod Cork       
 
 
Program Description:  The Professional Cook program follows ITA prescribed course 
curriculum for institutional entry to Professional Cook 1. Learners will perform all phases 
of kitchen activities including the preparation and presentation of vegetables, soups, 
sauces, meat, fish and poultry; cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing as well as knowledge of safety, sanitation and food storage. Learners 
will also gain valuable knowledge of human and customer relations which will enable 
them to become leaders in their field. Level 1 starts learners in a fully supervised 
environment performing basic cooking and food preparation tasks. There is a 
standardized ITA exam upon completion of this level. 
   
 
 
Admission Requirements:  Provide British Columbia secondary school transcripts or 
equivalent indicating successful completion of Grade 10 level that includes: 
• Grade 10 English, OR Career and College Preparation ENGL 030 (Advanced/Grade 
10) with 67 per cent (C+) or higher; 
• Grade 10 Math (Apprenticeship and Workplace Math), OR Career and College 
Preparation MATH 030 (Intermediate Developmental Math), MATH 031(Intermediate 
Trades Math) or MATH 035 (Intermediate Algebraic Math) with 67 per cent (C+) or 
higher. 
OR 
Complete the following sections of the Canadian Adult Achievement Test (CAAT): 
• Reading Comprehension: 11.0 grade equivalent or higher 
• Number Operations: 11.0 grade equivalent or higher 
• Problem Solving: 11.0 grade equivalent or higher 
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Dual Credit  
• Grade 10 level completion that includes Grade 10 English, Grade 10 Math 
(Apprenticeship and Workplace Math), each with 67 per cent (C+) or higher. 
 
Post-Admission Requirements: 
 
After being accepted into the program but before classes begin, students will be 
required to provide proof of the following certifications:  
• Workplace Hazardous Materials Information System (WHMIS).  
• Occupational First Aid - Level 1  
• FoodSafe Level 1  
 
* All certificates must be valid for the term of the program. Failure to provide proof may 
result in immediate dismissal from the program.    
 
 
Length of Program: (weeks and total hours) 20 weeks/600 hrs    
 
 
Program Intake: (start/finish dates) September - January and February - June 
 
 
Available Seats:  8 
 
 
Application Deadline:  All completed applications must be received one month prior to 
start of the program. Completed applications received after this date will be reviewed 
based on seat availability.   
 
 
Career Prospects:  Professional Cooks work in a variety of settings including: camps, 
institutional kitchens, family restaurants, hotels, cruise ships, ferry boats, resorts, 
nursing homes, hospitals, catering operations, and airlines.  
 
 
Affiliations/Partnerships:   
Industry Training Authority  
Go 2 (Industry Training Organization who monitors all hospitality type industry training 
for ITA)  
Northern Alberta Institute of Technology (NAIT)  
School Districts 59 and 60  
  
 
 
Location:  Northern Lights College Dawson Creek Campus 
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Additional Requirements/Supplies:  (fees, supplies, materials)  
Textbooks 
Learning Guides 
Study Guide (Optional) 
Uniforms will be included in Instructional Related Fees 
 
Students are required to sign and adhere to the Trades and Apprenticeship Safety & 
Attendance Rules and Regulatory Practices for Students Policy 
 
 
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% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
PCOI 101 Professional Cook 1 Institutional Entry (600 hours) 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Professional Cook 2 Institutional Entry  
Credential/Certification:  Certificate in Professional Cook Apprenticeship 


Level 2  
Date Submitted:  January 2017 


Effective Date:  March 2017   
  
 


Program Contact:  Michael French         
 
 
Dean:  Mark Heartt          
 
 
Document Author:  Rod Cork       
 
 
Program Description:   
This Professional Cook program follows ITA prescribed course curriculum for 
institutional entry to Professional Cook 2. Learners will perform all phases of kitchen 
activities including the preparation and presentation of vegetables, soups, sauces, 
meat, fish and poultry; cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing as well as knowledge of safety, sanitation and food storage. Learners 
will also gain valuable knowledge of human and customer relations which will enable 
them to become leaders in their field. Learners will move to partially independent 
tasking in level 2, performing a variety of cooking and food preparation. There are 
standardized ITA exams upon completion of this level, accompanied by the work-based 
training hours necessary for ITA Level Certifications.  
   
 
 
Admission Requirements:   
Successful completion of PCOI 101 or equivalent as indicated by the Industry Training 
Authority. 
 
Post-Admission Requirements: 
 
After being accepted into the program but before classes begin, students will be 
required to provide proof of the following certifications:  
• Workplace Hazardous Materials Information System (WHMIS).  
• Occupational First Aid - Level 1  
• FoodSafe Level 1  
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* All certificates must be valid for the term of the program. Failure to provide proof may 
result in immediate dismissal from the program.    
 
 
Length of Program: (weeks and total hours) 14 weeks/420 hrs    
 
 
Program Intake: (start/finish dates) March - June 
 
 
Available Seats:  8 
 
 
Application Deadline:  All completed applications must be received one month prior to 
start of the program. Completed applications received after this date will be reviewed 
based on seat availability.   
 
 
Career Prospects:  Professional Cooks work in a variety of settings including: camps, 
institutional kitchens, family restaurants, hotels, cruise ships, ferry boats, resorts, 
nursing homes, hospitals, catering operations, and airlines.  
 
 
Affiliations/Partnerships:   
Industry Training Authority  
Go 2 (Industry Training Organization who monitors all hospitality type industry training 
for ITA)  
Northern Alberta Institute of Technology (NAIT)  
School Districts 59 and 60  
  
 
 
Location:  Northern Lights College Dawson Creek Campus 
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Textbooks 
Learning Guides 
Study Guide (Optional) 
Uniforms will be included in Instructional Related Fees 
 
Students are required to sign and adhere to the Trades and Apprenticeship Safety & 
Attendance Rules and Regulatory Practices for Students Policy 
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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% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
PCOI 201 Professional Cook 2 Institutional Entry (420 hours) 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Professional Cook 3 Direct Entry  
Credential/Certification:  NLC will report the technical training outcome 


for this level to the ITA for credentialing purposes.  
Date Submitted:  January 2017 


Effective Date:  September 2017   
  
 


Program Contact:  Michael French         
 
 
Dean:  Mark Heartt          
 
 
Document Author:  Rod Cork       
 
 
Program Description:  The Professional Cook program follows ITA prescribed course 
curriculum for direct entry to Professional Cook 3. Learners will perform all phases of 
kitchen activities including the preparation and presentation of vegetables, soups, 
sauces, meat, fish and poultry; cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing as well as knowledge of safety, sanitation and food storage. Learners 
will also gain valuable knowledge of human and customer relations which will enable 
them to become leaders in their field.  
Learners complete their final level of study working under limited supervision and gain 
competency in the major techniques and principles of cooking, baking and other 
aspects of food preparation. Upon successful completion of the six-week level 3 
component, students will be eligible to write the Inter-Provincial exam. Successful 
completion of this examination, along with the practical and work-based hours required, 
will grant the learner a Red Seal Journeyperson status that is globally recognized in this 
industry. For more information about Inter-Provincial Standard Endorsement (Red Seal) 
visit www.red-seal.ca   
   
 
 
Admission Requirements:   
Successful completion of PCOI 201 or equivalent as indicated by the Industry Training 
Authority. 
 
Post-Admission Requirements: 
 
After being accepted into the program but before classes begin, students will be 
required to provide proof of the following certifications:  
• Workplace Hazardous Materials Information System (WHMIS).  
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• Occupational First Aid - Level 1  
• FoodSafe Level 1  
 
* All certificates must be valid for the term of the program. Failure to provide proof may 
result in immediate dismissal from the program.    
 
 
Length of Program: (weeks and total hours) 6 weeks/180 hrs    
 
 
Program Intake: (start/finish dates) November - December 
 
 
Available Seats:  8 
 
 
Application Deadline:  All completed applications must be received one month prior to 
start of the program. Completed applications received after this date will be reviewed 
based on seat availability.   
 
 
Career Prospects:  Professional Cooks work in a variety of settings including: camps, 
institutional kitchens, family restaurants, hotels, cruise ships, ferry boats, resorts, 
nursing homes, hospitals, catering operations, and airlines.  
 
 
Affiliations/Partnerships:   
Industry Training Authority  
Go 2 (Industry Training Organization who monitors all hospitality type industry training 
for ITA)  
Northern Alberta Institute of Technology (NAIT)  
School Districts 59 and 60  
  
 
 
Location:  Northern Lights College Dawson Creek Campus 
 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Textbooks 
Learning Guides 
Study Guide (Optional) 
Uniforms will be included in Instructional Related Fees 
 
Students are required to sign and adhere to the Trades and Apprenticeship Safety & 
Attendance Rules and Regulatory Practices for Students Policy 







 Program Information and Completion Guide 


Page 3 of 3 


Form Revised: January 2008 


 
 
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% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
PCOD 300 Professional Cook 3 Direct Entry (180 hours) 
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NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  February 2017 


Course Code: PCOI Number: 101 Number of Credits: 0 


Course Title:  Professional Cook 1 Institutional Entry 


Program: Professional Cook 1 Institutional Entry 


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


 
Academic Level:  First Year  Second Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:   First Year  Second Year   Third Year  Fourth Year 


  Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Students who enroll in this program will perform all phases of kitchen activities including the preparation and 


presentation of vegetables, soups, sauces, meat, fish and poultry, cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing as well as learning safety knowledge, sanitation and food storage, human and customer relations. 
 
A Professional Cook 1 student works in a supervised environment and performs basic cooking and food preparation tasks utilizing knife 
skills, correct terminology, and a variety of cooking methods. They must be able to follow recipes, weigh and measure food accurately, 
and have an understanding of the major techniques and principles used in cooking, baking, and other aspects of food preparation. At 
this level, a Professional Cook should have a solid foundation of culinary skills. 


Date First Offered:  September 2017 
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Total Hours: 600 
Total Weeks:  20 
 


Breakdown Hours Per Course Duration 


Lecture Hours 150.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 450.0 


Other Contact Hours 0.0 


Total 600.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 


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


None 


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


Learners are responsible for the following courses: 
WHMIS 
Occupational First Aid - Level 1  
FoodSafe Level I 
* All three certificates must be valid for the term of the course.  


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:  


OCCUPATIONAL SKILLS 
Trade Knowledge 
Safety Standards 
Sanitary Standards 
Production Procedures 
Menu Planning 
Ordering and Inventory 
Ingredients and Nutritional Properties 
 
STOCKS, SOUPS AND SAUCES 
Stocks 
Thickening and Binding Agents 
Soups 
Sauces 
 
VEGETABLES AND FRUITS 
Vegetables 
Fruit 
 
STARCHES 
Potatoes 
Pastas and Farinaceous Products 
Rice, Grains, and Legumes 
 
MEATS 



file://///unit20/pub/EdCo%20Secretary/090422%20Education%20Council/Course%20Outlines/Course%20Outlines%202009/Cook%201_Camp%20Cook/www.bccat.bc.ca
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Cut and Process Meats 
Cook Meats 
 
POULTRY 
Cut and Process Poultry 
Cook Poultry 
 
SEAFOOD 
Cut and Process Seafood 
Cook Fish 
Cook Shellfish 
 
GARDE MANGER 
Dressings, Condiments and Accompaniments 
Salads 
Sandwiches 
 
EGGS, BREAKFAST COOKERY, AND DAIRY 
Egg Dishes 
Breakfast Accompaniments 
Dairy Products and Cheeses 
 
BAKED GOODS AND DESSERTS 
Principles of Baking 
Pastries 
Desserts 
Quick Breads 
Cookies 
Yeast Products 
 
BEVERAGES 
Beverages 


 
Learning Outcomes / Course Goals: This course follows the prescribed ITA Provincial curriculum for Professional Cook 1. This 


document can be found in its most current form at: http://www.itabc.ca/program/professional-cook-1 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


Midterm Exam:       % Lab Work:  75% Project:       % Quizzes/Test:  25% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.  Wayne Gisslen 
Professional Cooking for 
Canadian Chefs 


 Wiley 2015 All 


2.  
Industry Training 
Authority 


Learning Guide Professional 
Cook  


 ITA BC       All 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 
 


 


Appeal Process: 
 


 


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


If a student fails to obtain a passing mark on the final test, the student will be allowed one supplementary test. The successful completion 
of the supplemental test would allow a student to pass with a grade no higher than 70%. All students will sign and adhere to the Trades 
and Apprenticeship Safety and Attendance Policy. 
 


  
Supplies/Materials: 


Non-slip leather shoes 
Cook's hat (available at Dawson Creek Campus Bookstore) 
Uniform (checkered pants, cook's jacket) will be ordered. 


Keys to Success: 


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


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Michael French 


Phone: (250) 782-5251 ext 1220 Office #:       Campus Location: Dawson Creek 


Fax: (250) 782-6238 Office Hours: 7:30 am to 3:30 pm E-mail: mfrench@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: MA, C.C.C.  


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Learning:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  September 2017 


Course Code: PCOI Number: 201 Number of Credits: 0 


Course Title:  Professional Cook 2 Institutional Entry 


Program: Professional Cook 2 Institutional Entry  


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


COOK 200 
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Students who enroll in this program will perform all phases of kitchen activities including the preparation and 


presentation of vegetables, soups, sauces, meat, fish and poultry; cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing. Student will gain knowledge of safety, sanitation and food storage, as well as human and customer relations. 
A Professional Cook 2 student usually works under moderate supervision and performs a variety of cooking and food preparation tasks 
using multiple cooking methods. In addition to using the major techniques and principles used in cooking, baking, and other aspects of 
food preparation, at this level, a Professional Cook 2 student should have a preliminary understanding of food costing, menu planning, 
and purchasing processes. 


Date First Offered:  September 2017 
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Total Hours: 420 
Total Weeks:  14 
 


Breakdown Hours Per Course Duration 


Lecture Hours 140.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 280.0 


Other Contact Hours 0.0 


Total 420.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 


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


None 


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


Eligibility as indicated by the Industry Training Authority.  


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:      


OCCUPATIONAL SKILLS 
Trade knowledge 
Menu planning 
Ordering and inventory 
Ingredients and nutritional properties 
Human resource and leadership skills 
Cost management 
Front of house 
 
STOCKS, SOUPS, AND SAUCES 
Soups 
Sauces 
 
VEGETABLES AND FRUITS 
Vegetables 
Vegetarian dishes 
 
STARCHES 
Potatoes 
Pastas and farinaceous products 
Rice, grains, and legumes 
 
MEATS 
Cut and process meats 
Cook meats 
 
POULTRY 
Cut and process poultry 



file://///Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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Cook poultry 
 
SEAFOOD 
Cut and process seafood 
Cook fish 
Cook shellfish 
 
GARDE-MANGER 
Dressings, condiments and accompaniments 
Salads 
Hors d'oeuvre and appetizers 
Presentation platters 
 
Baked Goods and Dessert 
Pastries 
Yeast products 
Cakes and tortes  


 
Learning Outcomes / Course Goals: This course follows the prescribed ITA Provincial curriculum for Professional Cook 2. This 


document can be found in its most current form at:  http://www.itabc.ca/program/professional-cook-2 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


Midterm Exam:       % Lab Work:  70% Project:       % Quizzes/Test:  30% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       %   Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.  


Labensky, S; 
Hause, A; Malley, F; 
Beven, A; Settimio 
Sicoli (Learning 
Guide Professional 
Cook) 


On Cooking  
Prentice Hall, 
Toronto Canada 


      All 


2.  
Industry Training 
Authority 


Learning Guide Professional 
Cook  


 ITA BC       All 


3.  


Labensky, S; 
Hause, A; Malley, F; 
Beven, A; Settimio 
Sicoli (Learning 
Guide Professional 
Cook) 


On Cooking Study Guide  
Prentice Hall, 
Toronto Canada 


      All 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway 


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


All Students will sign and adhere to the Trades and Apprenticeship Safety and Attendance Policy. 
 


  


Supplies/Materials: 


Non-slip leather shoes 
Cook's hat (available at Dawson Creek Campus Bookstore) 
Uniform (checkered pants, cook's jacket) can be ordered 


Keys to Success: 


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


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Michael French MA, C.C.C. 


Phone: 250-784-1220 Office #:       Campus Location: Dawson Creek 


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


  







 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 7 of 7 
Form Revised: January 2013   PCOI 201 


  


Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions: MA, C.C.C.  


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  September 2017 


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


Course Title:  Professional Cook 3 Direct Entry 


Program: Professional Cook 3 Direct Entry 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


COOK 300 
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Students who enroll in this program will perform all phases of kitchen activities including the preparation and 


presentation of vegetables, soups, sauces, meat, fish and poultry; cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing. Students will also learn about safety, sanitation and food storage, as well as human and customer relations.  
A Professional Cook 3 student will have met all of the requirements of the national Red Seal standard for Professional Cook. They 
usually work under limited supervision and will be competent at the major techniques and principles used in cooking, baking, and other 
aspects of food preparation. In addition to a sound set of cooking skills, a professional cook at this level should be able to plan and cost 
menus and recipes, and have an understanding of the communication skills that will be necessary to begin to take a leadership role in 
the kitchen.  


Date First Offered:  September 2017 
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Total Hours: 180 
Total Weeks:  6 
 


Breakdown Hours Per Course Duration 


Lecture Hours 36.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 144.0 


Other Contact Hours 0.0 


Total 180.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 


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


None 


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


Eligibility as indicated by the Industry Training Authority  


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:  


OCCUPATIONAL SKILLS 
Sanitary Standards 
Production Procedures 
Menu Planning 
Human Resource and Leadership Skills 
Cost Management 
 
STOCKS, SOUPS AND SAUCES 
Sauces 
 
MEATS 
Cut and Process Meats 
Cook Meats 
 
POULTRY 
Cut and Process Poultry 
Cook Poultry 
 
SEAFOOD 
Cut and Process Seafood 
Cook Fish 
Cook Shellfish 
 
GARDE MANGER 
Dressings, Condiments and Accompaniments 
Presentation Platters 
Pates, Terrines and Charcuterie 
 



file://///Unit20/Pub/jseidl/My%20Documents/090422%20Education%20Council/Education%20Council%20Forms/Education%20Council%20Forms%202010/www.bccat.bc.ca
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BAKED GOODS AND DESSERTS 
Desserts 
Cakes and Tortes 
Frozen Desserts 
Chocolate, Sugar and Garnishes 
 
BEVERAGES 
Beverages 
 


 
Learning Outcomes / Course Goals:  


This course follows the prescribed ITA Provincial curriculum for Professional Cook 3. This document can be found in its most current 
form at: http://www.itabc.ca/sites/default/files/program-information/pc3-program-outline-feb-2016.pdf 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
 


 


Grading System 
 


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


 


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


Midterm Exam:       % Lab Work:  75% Project:       % Quizzes/Test:  25% 


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  







 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 4 of 6 
Form Revised: May 2014   PCOD 300 


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.        
Professional Cook 2 
Apprenticeship Learning Guide - 
Product # 7960003389 


 


Crown 
Publication 
Services (BC) 


2010       


2.  


Labensky, Hause, 
Martel, Malley, 
Bevan, Sicoli 


On Cooking, Fifth Canadian 
Edition ISBN: 978-0-13-800918-2 


       2012       


3.  Gisslen, W 
Professional Cooking for 
Canadian Chefs, 7


th
 Edition 


ISBN: 978-0-470-19754-7 


       2011       


4.        


The Professional Chef, 9
th
 


Edition. The Culinary Institute of 
America. Edition ISBN: 978-
0470421352 


       2011       


5.        
Professional Cook 3 
Apprenticeship Learning Guide - 
Product #7960003374 


 


Crown 
Publication 
Services (BC) 


2010       


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


All Students will sign and adhere to the Trades and Apprenticeship Safety and Attendance Policy. 
 


  
Supplies/Materials: 


Non-slip leather shoes 
Cook's hat (available at Dawson Creek Campus Bookstore) 
Uniform (checkered pants, cook's jacket) can be ordered 
 
A complete list of tools and equipment will be provided by 
Admissions upon acceptance to the program. 


Keys to Success: 


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


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Michael French MA, C.C.C. 


Phone: 250 784 1220 Office #:       Campus Location: Dawson Creek 


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


Instructor:  Date:  


List Credentials / Institutions: MA, C.C.C.  


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 522 Number of Credits: 0 


Course Title:  Understanding Generation Gaps in the Workplace 


Program:  Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  While having various cultures in one workplace can present communication problems and conflicts, the 


benefits of such a variety in the workplace outweigh it. The workplace can present challenges to management in terms of handling the 
different generations present. As older workers delay retiring and younger workers are entering the workforce, the work environment 
has become a patchwork of varying perspectives and experiences, all valuable to say the least.  
The Generation Gaps workshop will help participants understand the various generations present at work, and understand what 
motivates them and dealing with them on a daily basis. Both the young and older worker will have many ideas to offer, which will help 
the organization thrive in the marketplace. Learning how to deal with the Generation Gaps at work will help you become a better 
manager or co-worker. 


Date First Offered:  January 2017 
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Total Hours: 12 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 12.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 12.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


  Teleconference  
 


 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:       


- History of Generations 
- Traditionalists 
- Baby Boomers 
- Generation Xers 
- Generation Yers 
- Differentiations between the Generations 
- Finding common ground 
- Conflict management 
- The power of 4 
 


 
Learning Outcomes / Course Goals: Upon Completion, participants will understand the history behind generation gaps and leveraging 


their benefits. What Traditionalists, Baby Boomers, Generation Xers and Generation Yers are and their differences. Gain conflict 
management skills and tools.  
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 546 Number of Credits: 0 


Course Title:  Digital Citizenship 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  The digital world is constantly changing and as we continue to move toward of a more online society we 


need to transition our skills into the virtual world.  Face to face meetings are decreasing and Digital Citizenship allows us to connect, 
collaborate and share using technology appropriately increasing your skills to work in the digital world.  


Date First Offered:  January 2017 


Total Hours: 15 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 9.0 


Seminars/Tutorials 0.0 


Laboratory Hours 6.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 16.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- What is Digital Citizenship 
- Being a good Citizen 
- Best practice for sharing 
- Networking and personal branding 
 


 
Learning Outcomes / Course Goals: Upon completion, participants will be able to: 


- Define digital citizenship 
- Understand digital etiquette 
- Protect your online reputation 
- Practice safe use of technology 
- Use social networking to create your brand  
- Use technology appropriately 
- Digital security and safety 
- Dealing with the dark side 
- Digital etiquette 
 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 515 Number of Credits: 0 


Course Title:  Creative Problem Solving 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Creative Problem Solving will give participants an overview of the entire creative problem solving process, 


as well as key problem solving tools that they can use every day. Skills such as brainstorming, information gathering, analyzing data, 
and identifying resources will be covered throughout the workshop. 


Date First Offered:  January 2017 


Total Hours: 18 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 18.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 18.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- The problem solving method 
- Information gathering 
- Problem definition 
- Preparing for Brainstorming 
- Generating solutions  
- Analyzing solutions 
- Selecting a solution 
- Planning your next steps 
- Recording lessons learned 
 


 
Learning Outcomes / Course Goals:  


- Understand problems and the creative problem solving process 
- Indentify types of information to gather and key questions to ask in problem solving  
- Identify the importance of defining a problem correctly 
- Identify and use four different problem definition tools 
- Write concrete problem statements 
- Use basic brainstorming tools to generate ideas for solutions 
- Evaluate potential solutions against criteria, including cost/benefit analysis and group voting 
- Perform a final analysis to select a solution 
- Understand the roles that fact and intuition play in selecting a solution 
- Understand the need to refine the shortlist and redefine it 
- Understand how to identify the tasks and resources necessary to implement solutions 
- Evaluate and adapt solutions to reality 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 149 Number of Credits: 0 


Course Title:  Safe Winter Driving 


Program: Workforce Training 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised : Course Content and 


Learning Outcomes ) 
 Revised Course (please indicate the areas revised       ) 


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


DRTR 229 
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  An in-class course focusing on skills, off-road, recovery, vehicle variation handling, attitudes, and accident 


avoidance in winter driving conditions. 


Date First Offered:  December 2010 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 0.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- Introduction 
- Are you prepared 
- Vehicle ready for road 
- Rules of road quiz 
- Defensive driving skills and knowledge 
- Winter driving conditions 
- Winter defensive driving 
- Vehicle handling 
- Off road recovery 
- Group activity 
- Debrief closing remarks 


 
Learning Outcomes / Course Goals: Students will have gained knowledge to: 


- Able to prepare themselves and the vehicle for winter driving conditions 
- Recognize changing road conditions and changing driving behaviors to adapt  
- Use information systems to get information on road and weather condition and interpret how these affect driving conditions 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:Attendance/No Show 
  
 Specify Passing Grade: Attendance 
 
Typical Activities and Weighting (in %) 


 


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


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


Field Experience:      % Participation:  100% Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.        
ABC Safe Winter Driving  


Sharing the Road with Trucks  
                   


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Gerald Bahm 


Phone: 250 782-7579 Office #:       Campus Location: Dawson Creek 


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 339 Number of Credits: 0 


Course Title:  Designated Inspection Facility Operator 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  This course is designed to educate the person(s) that are in charge of the operations of the facility, how to 


perform the duties of the day to day operations of a facility.  This will also include understanding the roles and legal responsibilities of 
being a Designated Inspection Operator (DIF)  


Date First Offered:  January 2017 


Total Hours: 8 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 8.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 8.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- Motor Vehicle Act, regulation and legislation. 
- Vehicle Inspection maintenance, program documents, forms and resources 
- Vehicle classes, types and Inspection process and procedures 
- DIF Building, Equipment, Reference and Online System Requirements 
 


 
Learning Outcomes / Course Goals: Upon completion of this course the participant will: 


- Accurately identify and apply the rules of the current motor vehicle act, regulation and legislation 
- Accurately identify and apply the rules regulation related to the authorized inspector duties and standards.   
- Accurately identify and accurately use the vehicle inspection program documents, forms and resources.  
- Understand how to accurately use all CVSE forms and the electronic submission system.  
- Accurately identify and apply the DIF building equipment requirements, including online applications.  
- Accurately identify and apply the rules to the vehicle class types and related inspection processes and procedures.  
- Be able to apply in general the roles and responsibilities of a DIF upon successful completion of this course.   
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: Pass (80% on exam) 
 
Typical Activities and Weighting (in %) 


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.        Motor Vehicle Act                    


2.        Motor Vehicle Act Regulation                    


3.        
Vehicle Inspection Regulation 
Guide 


                   


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


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


Course Title:  Commercial Vehicle Inspector Certification 


Program: Workforce Training 


 New Course 
 Existing Course (no revisions)  
 Existing Course (minor revisions) (please indicate the areas revised       ) 
 Revised Course (please indicate the areas revised : Non-Course Prerequisites, Course 


Content, Learning Outcomes,  ) 
 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


MECH 200 
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  This course covers the material required for the student to obtain a Provincial Vehicle Inspector's 


Certification. The student will be able to properly fill out & submit the required paperwork, as well as, perform a proper vehicle 
inspection. 


Date First Offered:  September 2005 


Total Hours: 20 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 18.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 2.0 


Other Contact Hours 0.0 


Total 20.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


This course requires that the student have a Red Seal equivalent 
trade in: 
Heavy duty equipment technician 
Commercial transport vehicle mechanic/technician 
Commercial transport trailer technician 
Automotive service technician 
Motorcycle mechanic/technician 
Additional endorsements 
Pressure fuel- current certificate of qualification (LPG, CNG, 
CNLP, LPNG) issued by the British Columbia Gas Safety 
Authority.   Proof of certification and application must be 
submitted to CVSE 
Air Brake-Heavy duty, commercial Transport and Trailer qualify 
for an Air Brake endorsement automatically as air brake repair is 
a recognized component of their trade qualification.  Automotive 
journeymen are required to pass a certified Air Brake repair 
course and apply to CSVE for endorsement approval.  An Air 
Brake endorsement on a drivers license is not sufficient to qualify 
for air brake inspection  


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:  


- Motor Vehicle Act, Regulations and Legislation 
- Vehicle Inspection Program, documents, forms and resources 
- Vehicle Classes, Types and Inspection Process and Procedures 
- Vehicle Inspection - Practical Inspection 
 


 
Learning Outcomes / Course Goals: Upon completion of this course, Participants will be capable of: 


- Performing inspections according to specifications and responsibilities described in the vehicle inspection manual and the motor 
vehicle act regulation  
- Locating and applying specific regulations of the MVAR as they apply to inspections 
- Complying with the regulations and policies governing the administration of the commercial and private vehicle inspection program.  
- Accurately identifying and applying the rules regulation related to the authorized inspector duties and standards.   
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


 Check whichever applies to this course:  
 
 Letter Grades:  Percentage:   Pass/Fail:  Other:      
  
 Specify Passing Grade: Pass (80% on exam) 
 
Typical Activities and Weighting (in %) 


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


 Page 4 of 6 
Form Revised: May 2014   WFTR 200 


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.        Vehicle Inspection Manual  Queen's Printer       All 


2.        Motor Vehicle Act  Queen's Printer       
Sec 
216&217 


3.        Motor Vehicle Act Regulations  Queen's Printer       Div 25 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


Students need to supply their own coveralls & steel-toed work 
boots for practical portion of course 


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name: Doug Haycock 


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


Fax: 250 787-6229 Office Hours: 9am - 4pm E-mail: dhaycock@nlc.bc.ca 
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Authorization Signatures Date Required for All Signatures 


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017  
Effective Date:  January 2017 


Course Code: WFTR Number: 519 Number of Credits: 0 


Course Title:  Body Language Basics 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Can you tell if someone is telling the truth just by looking at them? It is a skill that a lot of people do not 


have. Through Body Language Basics you will be given a set of tools to use to your advantage. These tools can be utilized in the office 
and at home. Understanding Body Language will provide you a great advantage in your daily communications.  
Body Language Basics will provide you with a great set of skills to understand that what is not said is just as important as what is said. It 
will also give you the ability to see and understand how your own Body Language is being seen. You will be able to adjust and improve 


the way you communicate through non-verbal communications. 


Date First Offered:  January 2017 


Total Hours: 3 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 3.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 3.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:       


- Communicating with body language 
 


 
Learning Outcomes / Course Goals:  


- Define body language. 
- Understand the benefits and purpose of interpreting body language. 
- Learn to interpret basic body language movements. 
- Recognize common mistakes when interpreting body language. 
- Understand your own body language and what you are communicating 
- Practice your body language skills.  
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


 Page 4 of 6 
Form Revised: May 2014   WFTR 519 


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 518 Number of Credits: 0 


Course Title:  Phone etiquette 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  With our Telephone Etiquette training, participants will begin to see how important it is to develop better 


telephone communication skills. By improving how they communicate on the telephone and improve basic communication skills, your 
participants will improve on almost every aspect of their career. 


Date First Offered:  January 2017 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 6.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- Aspects of phone etiquette 
- using proper phone language 
- Eliminate phone distractions 
- Inbound calls 
- Outbound calls 
- Handling rude or angry callers 
- Handling interoffice calls 
- Handling voicemail messages 
- Methods of training employees 
- Correcting poor telephone etiqutte 
 


 
Learning Outcomes / Course Goals:  


- Recognize the different aspects of telephone language 
- Properly handle inbound/outbound calls 
- Know how to handle angry or rude callers 
- Learn to receive and send phone messages 
- Know different methods of employee training 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



http://www.bccat.bc.ca/





 
NORTHERN LIGHTS COLLEGE 


COURSE OUTLINE 
 
 


 Page 5 of 6 
Form Revised: May 2014   WFTR 518 


SUPPLEMENTARY COMPONENTS AND RESOURCES 
 


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 514 Number of Credits: 0 


Course Title:  Assertiveness and Self Confidence 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Assertiveness And Self-Confidence Training will give participants an understanding of what assertiveness 


and self-confidence each mean (in general and to them personally) and how to develop those feelings in their day-to-day lives. These 
skills will encompass many aspects of your participant's lives and have a positive effect on all of them. 


Date First Offered:  January 2017 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 6.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- What does self-confidence mean to you? 
- Obstacles to our goals 
- Communication skills 
- The importance of goal setting 
- Feeling the part 
- Looking the part 
- Sounding the part 
- Powerful Presentations 
- Coping techniques 
- Dealing with difficult behaviour 
- Wrapping up 


 
Learning Outcomes / Course Goals:  


- Define assertiveness and self-confidence, and list the four styles of communication 
- Describe the types of negative thinking, and how one can overcome negative thoughts 
- Explain the difference between listening and hearing. 
- Define the importance of goal setting, and practice setting SMART goals for assertive behavior 
- Utilize methodologies for understanding your worth -- and the use of positive self-talk 
- List reasons why a pleasing appearance and body language are critical for creating a strong first impression 
- Practice sending positive communications phrased as “I-Messages” 
- Practice strategies for gaining positive outcomes in difficult interpersonal situations. 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 517 Number of Credits: 0 


Course Title:  Civility in the Workplace 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  To address the growing problem of incivility in the work setting, this workshop introduces the concept of 


civility, its importance to a company, as well as its typical causes and effects. Skills needed to effectively practice civil behavior, as well 
as different ways organizations can systematize civility in the workplace will also be discussed. The benefits to Civility In The Workplace 
are countless and will pay off immensely in every aspect of your job. 


Date First Offered:  January 2017 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 6.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- Introduction 
- Effective work etiquette 
- Costs and Rewards 
- Conflict Resolution 
- Getting to the cause 
- Communication 
- Negotiation 
- Identifying you need 
- Writing a civility policy 
- Implementing the policy 
 


 
Learning Outcomes / Course Goals:  


- Define civility, understand its causes, and enumerate at least three of its behavioral indicators. 
- Understand the costs of incivility, as well as the rewards of civility, within the workplace.  
- Learn practical ways of practicing workplace etiquette.  
- Learn the basic styles of conflict resolution. 
- Learn skills in diagnosing the causes of uncivil behavior. 
- Understand the role of forgiveness and conflict resolution. 
- Understand the different elements of effective communication. 
- Learn facilitative communication skills such as listening and appreciative inquiry. 
- Learn specific interventions that can be utilized when there’s conflict within the workplace. 
- Learn a recommended procedure for systematizing civil behavior within the workplace.  
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 516 Number of Credits: 0 


Course Title:  Handling challenging customers 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  Participants will learn how engaging customers properly can benefit both the employee and customer. 


Effective customer service can change a company’s reputation for the better.  Through this workshop, your participants will gain a new 
perspective on how to react to negative customers and leave the customer satisfied and as a returning customer.  


Date First Offered:  January 2017 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 6.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- The right attitude starts with you 
- Stress Management 
- Transactional analysis 
- Why are some customers difficult 
- Dealing with the customer over the phone 
- Dealing with the customer in person 
- Sensitivity in dealing with customers 
- Scenarios of dealing with a difficult customer 
- Following up with a customer once you have addressed their issue 


 
Learning Outcomes / Course Goals:       


- Cultivate a positive attitude 
- Manage internal and external stress 
- Develop abilities to listen actively and empathize 
- Build a rapport with customers in person and over the phone 
- Understand the diverse challenges posed by customers 
- Develop strategies to adapt to challenging circumstances 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017 
Effective Date:  January 2017 


Course Code: WFTR Number: 521 Number of Credits: 0 


Course Title:  Customer Service 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  The Customer Service workshop will look at all types of customers and how we can serve them better and 


improve ourselves in the process. Your participants will be provided a strong skillset including in-person and over the phone techniques, 
dealing with difficult customers, and generating return business. 


Date First Offered:  January 2017 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 6.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- Who we are and what we do 
- Establishing your attitude 
- Identifying and addressing customer needs 
- Generating return business 
- In-person customer service 
- Giving customer service over the phone 
- Providing electronic customer service 
- Recovering difficult customers 
- Understanding when to escalate 
- Ten things you can do to WOW customers every time 
 


 
Learning Outcomes / Course Goals:       


- State what customer service means in relation to all your customers, both internal and external 
- Recognize how your attitude affects customer service 
- Identify your customers’ needs 
- Use outstanding customer service to generate return business 
- Build good will through in-person customer service 
- Provide outstanding customer service over the phone 
- Connect with customers through online tools  
- Deal with difficult customers 
 


Please list specifics for any of the following: 
 


Knowledge:       Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


Vice-President of Academic and Research:  Date:  
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Date Course Outline was Last Reviewed and/or Revised:January 2017  
Effective Date:  January 2017 


Course Code: WFTR Number: 523 Number of Credits: 0 


Course Title:  Communication Strategies 


Program: Workforce Training 


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


 
Academic Level:    First Year       Second Year        Third Year        Fourth Year 


Vocational:  


Career Technical:  


Entry Level Trades Training:  


Apprenticeship:     First Year  Second Year  Third Year  Fourth Year 


   Fifth Year  Practicum  


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


      
 
 
 
 
  


 


Precluded Courses:        


Calendar Description:  The Communication Strategies workshop will help participants understand the different methods of 


communication and how to make the most of each of them. These strategies will provide a great benefit for any organization and its 
employees. They will trickle down throughout the organization and positively impact everyone involved. 


Date First Offered:  January 2017 


Total Hours: 6 
Total Weeks:  1 
 


Breakdown Hours Per Course Duration 


Lecture Hours 6.0 


Seminars/Tutorials 0.0 


Laboratory Hours 0.0 


Field Experience Hours 0.0 


Shop/Teaching Kitchen 0.0 


Other Contact Hours 0.0 


Total 6.0 
 


If Other Contact Hours are specified above please list 


details:       
 


 
Practicum Hours:        
 


 


This course is offered by: 


  Face-to-Face  


  Online 


  Video 


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


None 


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


None 


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


None 


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


 
 
Detailed Course Content, Topics and Sequence Covered:  


- The big picture 
- Understanding Communication Barriers 
- Paraverbal Communication Skills 
- Non-Verbal communication 
- Speaking like a star 
- Listening skills 
- Asking good questions 
- Appreciative inquiry 
- Mastering the art of conversation 
- Advanced communication skills 
 


 
Learning Outcomes / Course Goals:  


- Understand what communication is 
- Identify ways that communication can happen 
- Identify barriers to communication and how to overcome them 
- Develop their non-verbal and paraverbal communication skills 
- Use the STAR method to speak on the spot 
- Listen actively and effectively 
- Ask good questions 
- Use appreciative inquiry as a communication tool 
- Adeptly converse and network with others 
- Identify and mitigate precipitating factors 
- Establish common ground with others 
- Use “I” messages 
 


Please list specifics for any of the following: 
 


Knowledge:       


 


Skills:       


Attitudes:        Technologies:       
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Grading System 
 


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


 


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


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


Field Experience:      % Participation:       % Employer Evaluation:        


% 


Log Book:        % 


Other:       % Practical Assessment: 
      % 


 Total Must Equal At Least 
100% 


(can be more if options 
provided) 


 Specify number of assignments (if applicable):       


 Specify nature of participation (if applicable):       


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


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


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


  
Required 


 
Author Surname, 
Initials 


 
Title 


Current 
Edition 


 
Publisher 


Year 
Published 


Chapter(s) 
Covered 


1.                                 


2.                                 


3.                                 


4.                                 


5.                                 


6.                                 


7.                                 


8.                                 


9.                                 


10.                                 
 


 


Course Outline Contact Person:  Audra Holloway  


 


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


 



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


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


 


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


 


 
Audit Policy: 
 


 


  
Course Evaluation Policies: 


 
 


Appeal Process: 
 


 


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


      
 


  


Supplies/Materials: 


      


Keys to Success: 


      
 


 


Course Change Statement: 


      


 
Instructor Contact Details:   


 


Instructor Name:       


Phone:       Office #:       Campus Location:       


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


Instructor:  Date:  


List Credentials / Institutions:        


Dean:  Date:  


Education Council Chair:  Date:  


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


EDUCATION COUNCIL  
Meeting of Nov 23, 2016  


Dawson Creek Regional Board Room 
Fort St John Room 2116 


Fort Nelson Dial In 
Chetwynd Dial In 


 
Participants:   
Faisal Rashid (Faculty – Academic) *Chair 


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


Andy Amboe (Faculty – Vocational) 


Harkaran Bhamra (Student) 


Joel Singh David Singh Christunesam (Student) 


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


Istvan Geczy (Faculty – Academic) 
Rosanne Hoekstra (Support Staff)  
Tanya Jones (Support Staff) 


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


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


Warren Stokes (Administration) 
Bryn Kulmatycki (NLC President)   
Sharon Miller (Board Vice-Chair) 
Audra Holloway (Recording)  
    


Absent:   


           
Guest(s):   Lisa Verbisky  Robert McAleney  
     
 


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


sharing your traditional lands with us.  


 
1.  Adoption of Agenda 


 
Agenda was adopted as circulated. 


           
2.  Adoption of Minutes, October 26, 2016 
 


16.11.01 M/S –SINGH/BEDELL 
 


 THAT the minutes of Oct 26, 2016 be adopted as circulated. 


 CARRIED 







Education Council Meeting Nov 23 2016 


Page 2 of 7 


3.  Action List  
 


Education Council Process Flowchart – W. Stokes explained that at the request of L. 
Lovegreen he formed an ‘ad hoc’ group to work on the project.  He added that he put 
out a request for members and the next step is a meeting in the New Year. 


 
New Course Outline Form – F. Rashid stated that this template was forwarded to the 
Curriculum Subcommittee.  Item status changed to ‘in progress’. 


 
Pre-requisite Statements - F. Rashid stated that he forwarded this item to the 
Curriculum Subcommittee for their review and comment.  Item status changed to ‘in 
progress’. 
 


 
Decision Item(s) 
 
4. Revised Course Outline SSWD 220      


S. Roe presented the submission explaining that at the May 2016 Education Council 
meeting the approved SSWD 220 Course Outline had an omission of the 
prerequisite statements. He added that the prerequisites have simply been added 
back into the document. 


 
16.11.02 M/S –STARR/LOVEGREEN 
 
THAT the Education Council approves the revised Course Outline SSWD 220 Practicum and 


Seminar as presented. 


 CARRIED 
 


B. Kulmatycki joined the meeting 
 
 
5. Revised Program Guide PDD-HADM       
 L. Verbisky updated the wording of the motion.  She explained that a current 


instructor for the program suggested that MGMT 217 is better suited for individuals 
working in the field of IT.  The targeted career goal for PDD-HADM graduates is 
health administration or health management and CPSC 101 is a more suitable 
course as it covers the use of Excel and Access database.  She added that to give 
flexibility to those students with a computer science background MGMT 217 is a 
viable option. 


 
 16.11.03 M/S –ROE/SINGH 
 


THAT the Education Council approves the revised Program Guide for Post-Degree Diploma 


in Business Management - Health Administration Specialization. 


 CARRIED 
 


I. Geczy joined the meeting. 
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6. Revised Program Guide PDD-Business Management and PDD-IT   
 L. Verbisky presented the submission explaining that MGMT 221 was approved by 


Education Council June 2016.  At that meeting it was decided that the update of 
MGMT 221 to the Program Guides would return to Education Council in the fall of 
2016. 


 W. Stokes added that current students will need to be made aware of the update. 
L. Verbisky added Business Management Diploma Program Guide will require this 
update.  Motion updated. 


 
16.11.04 M/S –ROE/GECZY 
 
THAT the Education Council approves the revised Program Guide for Post-Degree Diploma 


in Business Management, Program Guide for Post-Degree Diploma in Business Management 


– IT Specialization and Program Guide for Business Management Diploma Guide as 


presented. 


 CARRIED 
 
7. Revised Program Guide Pre-Education Certificate      
 L. Verbisky explained the changes to the revised Program Guide: 
 a) Removed admission process language from the entrance requirements. 
 b) Added a math requirement to the entrance requirements (MATH 190 


requirements) 
 c) Added a minimum ‘C’ (2.0) grade to course transfer requirements (low NLC 


residency requirement). 
 
 16.11.05 M/S –ROE/BEDELL 
 


THAT the Education Council approves the revised Program Information and Completion 


Guide for the Pre-Education Certificate as presented. 


 CARRIED 
 


8. Revised Program Guide AA-AHCOTE       
 L. Verbisky explained the changes to the revised Program Guide: 
 a) Added a post-admission requirement of a Criminal Record Check (EDUC 252 


practicum requirement) 
 b) Removed admission process language from the entrance requirements 
 c) Added a math requirement to the entrance requirements (MATH 190 


requirements) 
 d) Added a minimum ‘C’ grade to course transfer requirements (low NLC residency 


requirement). 
 S. Roe commented that he feels that this should be an Omnibus change for the 


other UNAS programs. 
 W. Stokes asked about the CRC language.  Discussion regarding CRC version and 


decision by Education Council that it should be ‘children and vulnerable adults’. 
 
 16.11.06 M/S –BHAMRA/ROE  
       


THAT the Education Council approves the revised Program Information and Completion 


Guide for the Associate of Arts Degree (AHCOTE) as presented. 


 CARRIED 
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L. Verbisky left the meeting 
 
9. Revised Program Guide Automotive Service Technician Foundation and the 


new Course Outlines ASTF 101 and ASTF 150   
 R. McAleney explained that the trades math and science components have been 


removed from program and hours have been adjusted. Students will be required to 
meet math requirements prior to acceptance into the program. He further explained 
that the ‘Admissions Requirements’ have been updated and certificates and 
qualifications have been aligned to current formats.  He added that course numbers 
have been changed to reflect the new pattern of numbering directed from the 
Registrar's Office.  
W. Stokes asked for clarification on the Program credential wording.  Wording 
updated to ‘Certificate in Level 1 Automotive Service Technician Foundation’. The 
‘Effective Date’ for ASTF 101 and ASTF 150 were updated to September 2017 and 
the last line of the ‘Calendar Description’ of ASTF 101 was removed. 
 


 16.11.07 M/S –BHAMRA/LOVEGREEN 
 


THAT the Education Council approves the revised Program Information and Completion 


Guide for Automotive Service Technician Foundation and the new Course Outlines ASTF 101 


and ASTF 150 as amended. 
 CARRIED 


 
S. Miller joined the meeting 
 


10. Revised Program Guide Automotive Service Technician Apprenticeship and 
the new Course Outlines ASTA 100, ASTA 200, ASTA 300 and ASTA 400.   


 R. McAleney explained the name adjustment to reflect the separation between 
Foundation and Apprenticeship levels.  He further explained that the ‘Admissions 
Requirements’ have been updated and certificates and qualifications have been 
aligned to current formats. He added that course numbers have been changed to 
reflect the new pattern of numbering directed from the Registrar's Office.  


 W. Stokes mentioned the Program credential wording and asked if NLC would be 
granting credentials for this program.     


 
 16.11.08 M/S –AMBOE/GECZY 
 


THAT the Education Council approves the revised Program Information and Completion 


Guide for Automotive Service Technician Apprenticeship and the new Course Outlines ASTA 


100, ASTA 200, ASTA 300 and ASTA 400 as presented. 


 CARRIED 
 


11. Revised Program Guide Heavy Mechanical Trades Foundation and the new 
Course Outlines HMTF 101 and HMTF 150.   
R. McAleney explained that the courses and program have been updated to the 
current language standards for all ITA curriculum programming and course 
acronyms were adjusted.  He added that it was housekeeping changes and 
language format standardizing.  He further explained the pathways of Heavy 
Mechanical Trades and made slight updates to the calendar description, Course 
Objectives and Learning Outcomes for HMTF 150. 
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W. Stokes asked if the ‘Effective Date’ for HMTF 101 and HMTF 150 should be 
aligned to the Program Guide.  Decision by Education Council to have Course 
Outlines updated to an effective date of September 2017. 
M. Bedell asked about the new Post-Admission requirement of WHMIS.  R. 
McAleney responded that it is required. 


 
 16.11.09 M/S –GECZY/AMBOE    
 


THAT the Education Council approves the revised Program Information and Completion 


Guide for Heavy Mechanical Trades Foundation and the new Course Outlines HMTF 101 and 


HMTF 150 as amended. 
 CARRIED 


 
C. Page left the meeting 
 
12. Revised Program Guide Heavy Mechanical Trades Apprenticeship and the new 


Course Outlines HMTA 100, TTMA 400, HMTA 200 and HMTA 300. 
R. McAleney explained that the courses and program have been updated to the 
current ITA standards.  He further explained that the course acronyms have been 
adjusted to clearly reflect the program path.  He added that a Level 4 had been 
added to the program. 
W. Stokes asked if the ‘Effective Date’ for all courses should be aligned to the 
Program Guide.  All Course Outlines were updated to an effective date of February 
2017.   
W. Stokes asked about the Credential listed on the Program Guide.  Discussion 
regarding the wording for Program credential. 
W. Stokes asked that the Course Code for TTMA 400 be updated to HDTA 401.  
Decision by Education Council to update Course Code. 


 
 16.11.10 M/S –AMBOE/BHAMRA   
 


THAT the Education Council approves the revised Program Information and Completion 


Guide for Heavy Mechanical Trades Apprenticeship and the new Course Outlines HMTA 100, 


HDTA 401, HMTA 200, HMTA 300 and HDTA 400 as amended. 
 CARRIED 


 
13. Revised Course Outline CPST 020        


H. Keutzer explained that the changes were to ensure that the outline adheres to 
Provincial Articulation requirements.  She further explained that the changes are 
simply a copy and paste from the provincial meeting.  She added that she will 
present the approved Course Outlined at the provincial meeting. 
 


 16.11.11 M/S –ROE/CHRISTENSAM     
 


THAT the Education Council approves the revised Course Outline CPST 020 Fundamental 


Computer Studies as presented. 
 CARRIED 
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14. Student Subcommittee membership       
Faisal explained the student interest received regarding Education Council 
subcommittee membership.  He added that the student joining the Curriculum 
Subcommittee would be Jitesh Rajan and the student joining the Education Policy 
Subcommittee would be Dat Tran.   


 
 16.11.12 M/S –SINGH/GECZY   
    


THAT the Education Council approves the student subcommittee memberships as presented. 
 CARRIED 


 
15. Right of Vote at Education Council for President      


F. Rashid brought forward the question of the ‘Right to Vote’ of the NLC President 
on Education Council matters.  Discussion between members.  
Education Council decision that the College and Institute Act will be followed and the 
NLC President will continue to not be a voting member of Education Council.  
 


 
Subcommittee Standing Reports 
 
16. Education Policy Subcommittee 


L. Sprinkle reported that the first meeting would be Friday December 16, 2016. She 
added that she would have an update for Education Council at the next Education 
Council meeting. 


 
17.  Curriculum Subcommittee 


I. Geczy reported that group had a meeting on Nov 10th to review the meeting 
documents.  He added that the next Subcommittee meeting is Dec 1st 2016 and will 
be to review the New Course Outline form. 


 
18.  Admissions and Standards Subcommittee 


F. Rashid reported that M. Bedell will have the terms of reference and a report for 
the next meeting. 


 
 
Information/Discussion 
 
19. Policy (A-5.17 Program Suspension and Cancellation)    


L. Lovegreen explained that ‘Program Suspension and Cancellation’ is a new policy 
on a new format.  She further explained that the format is set by the college policy 
committee and asked Education Council members to concentrate on the content.  
She added that it would be given to the Education Council policy subcommittee for 
discussion and recommendations.  
W. Stokes explained that the document will be numbered E-3.06 – an Education 
Policy.   


 A. Holloway was asked to forward this information to the College Policy committee. 
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20. Education Council membership      
F. Rashid reported that currently there is excellent participation and added that he 
has talked with additional individuals would like to be members of Education Council.  
Next meeting – increasing membership by next year. 


 
21.  AGC          


M. Bedell gave a report of the recent AGC she attended. She explained that there 
was reluctance to using no paper but it is moving forward and Mike from BCCAT 
gave an update on Education Planner.  She added that all institutions gave their 
report and that she got a tour of the JIBC. 


 
22.  EA ‘Retroactive Acknowledgement’      


A. Holloway reported that the retroactive fix for the Education Assistant Certificate 
and Diploma Program Guides stemming from the Sept. 28, 2016 meeting has been 
completed.  


Education Assistant Certificate: Effective Date Sept 2009, Sept 2010, Sept 2010 
and Jan 2012. 
Education Assistant Diploma: Effective Date Sept 2010, Sept 2010 and Jan 
2012. 


 
 
 
Adjournment –   3pm p.m.  
 
 
 
 
Next Meeting – January 25, 2017 
(No meeting in December) 
  
 
 


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


could be subject to amendment. 
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