NORTHERN LIGHTS COLLEGE EDUCATION COUNCIL
Meeting to be held March 23, 2022 at 1:15pm
Dawson Creek –Microsoft Teams
Fort St John – Microsoft Teams
Fort Nelson – Microsoft Teams
______________________________________________________________________
AGENDA
Territorial Acknowledgement:
Northern Lights College expresses gratitude for the First Nations people of the Cree, Dene, Dane-zaa, Kaska, Saulteau, Tse’khene, Tahltan and Tlinglit for sharing their territory with us.

1. Adoption of Agenda								F. Rashid

2. Adoption of Minutes February 23, 2022					F. Rashid


3. Action List Review								F. Rashid


Decision
4. [bookmark: _Hlk34296084][bookmark: _Hlk34217266]Revised	 Heavy Mechanical Trades Foundation				L. Manning





Motions: 
THAT the Education Council approves the revised Program Information and Completion Guide for Heavy Mechanical Trades Foundation, the new Course Outline HMTF 102 and the revised Course Outline HMTF 150.

[bookmark: _Hlk98317254]THAT the Education Council approves the discontinuation of the Courses HMTF 101 and HMTF 155.

5. Revised	 Practical Nursing Guide						N. Dahlen



Motion: 
THAT the Education Council approves the revised Practical Nursing Program Information and Completion Guide.




6. Revised	 Health Care Assistant						N. Dahlen



Motion: 
THAT the Education Council approves the revised Health Care Assistant Program Information and Completion Guide.

7. Revised	 Applied Business Technology Program Guides			K. Lewis





Motion: 
THAT the Education Council approves the revised Program Information and Completion Guides for ABT Administrative Assistant, ABT Financial Assistant and ABT Office Assistant.

8. Ad hoc Governance Subcommittee* (Education Council Bylaws)	F. Rashid


[bookmark: _Hlk98838189]Motion: 
THAT the Education Council approves the convening of an Ad hoc Governance Subcommittee.
9. 
Discontinuation of Academic courses					W. Stokes

Motion: 
THAT the Education Council approves the discontinuation of the courses: ACCT-040, BEST-041, CRWR-050, EDCP-040, ENGL-011, ENGL-012, ENGL-013, ENGL-051, FNST-050, GEOG-050, HIST-050, INTT-030, LAWC-050, MATH-011, MATH-031, MATH-041, MATH-043, PFIN-050, SOST-030, , COMM-100, COMM-110, , JEDT-001, JEDT-002, JEDT-003, JEDT-005, JEDT-008, JEDT-009, JEDT-010, JEDT-011, JEDT-012, JEDT-014, JEDT-015, JEDT-019, JEDT-022, , BIOL-204, CHEM-170, CPSC-100, CPSC-111, CRIM-120, CRWR-209, CRWR-210, CRWR-250, EDUC-230, ENGL-105, ENGL-201, ENGL-202, ENGL-205, ENGL-221, FILM-100, FREN-101, FREN-102, GEOG-100, GEOG-101, GEOG-240, GEOL-102, HIST-200, HIST-205, HIST-206, HIST-207, HIST-211, HIST-212, HIST-231, HIST-232, HUMA-101, HUMA-102, LAND-201, MATH-105, MATH-106, MATH-110, PHIL-101, PHIL-102, POLI-102, PSYC-201, PSYC-221, PSYC-223, PSYC-225, PSYC-232, PSYC-250, THEA-100, VSAR-113, VSAR-123, effective August 31, 2022.

Subcommittee Standing Reports
10. Education Policy Subcommittee						W. Stokes

11. Curriculum Subcommittee							R. Douglas

12. Admissions and Standards Subcommittee		       			P. Rodriguez

Information/Discussion
13. [bookmark: _Hlk85532153]Continuing Education (documents on D2L)					T. Donnelly	CE BE83 Customer Service Training
CE BE84 Goal Setting and Workplace Efficiency Training
CE BE85 Managing Remote Teams
CE BE86 Winning RFP Responses
CE CT176 Artificial Intelligence and Machine Learning Suite
CE CT178 Introduction to Artificial Intelligence
CE CT179 Introduction to Windows 11
CE CT180 UI/UX Design
13. NLC Budget									A. Graff

14. Valedictorian Criteria and Selection Policy Letter				L. Mathias
	


*Reminder: Chair and Vice-Chair elections are held at the April Education Council meeting.
Next Meeting – April 27, 2022 

Adjournment
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NORTHERN LIGHTS COLLEGE 
SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


(To be used when a decision by Council is required.) 
 
In order for the Education Council to carefully consider your request, we ask that the following 
documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed 
as an agenda item. 
 
(To fill out document, tab to shaded boxes and type information) 
 
 1.  What are you asking the Council to consider? 


To approve the updated Heavy Mechanical Trades Foundation Program Guide, the new Course Outline 
HMTF 102 Heavy Mechanical Trades Foundation and the revised Course Outline for HMTF 150. 
 


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


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


 2.  What is the rationale for the request? 
To reduce the total program hours by combining HMTF 155 with HMTF 101 to create a new course. 
 


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


• students or prospective students 
 none 


 
• present course offerings 


none 
 


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


• faculty 
none 
 


• support staff 
none 


 
• College (facilities, timetabling, etc.) 


none 
 


• Library (new material and/or copyright issues) 
none 
 


 4. What do you estimate the cost of implementing this request will be in terms of financial and/or 
human resources? (Use separate sheet for detail or budget if necessary.) 
nil 
  


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


n/a 
 


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


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


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


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


Name Feedback/Concerns Raised In Support 
of Proposal 


Dean Leo Manning Yes  No   
Assoc Dean Rod Cork Yes  No   
            Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar Warren Stokes Yes  No  
VP Academic Loren Lovegreen Yes X


 No  
            Yes  No  
            Yes  No  


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


Name Feedback/Concerns Raised In Support 
of Proposal 


            Yes  No  
            Yes  No  
            Yes  No  


  
External (e.g. Advisory Committee members, other prospective employers, articulation groups, other 
institutions and/or professional bodies, etc.)  


Name Feedback/Concerns Raised In Support 
of Proposal 


            Yes  No  
            Yes  No  
            Yes  No  


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


proposed request?   
Yes 


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


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



mailto:aholloway@nlc.bc.ca

mailto:aholloway@nlc.bc.ca
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If not, who will present it?                                                                                      


 
How much time is needed for the presentation?  5 mins                                                       


 
9. Additional comments: 


      
 
10. Suggested wording for motion:  


THAT the Education Council approves the revised Program Information Guide for Heavy Mechanical 
Trades Foundation, the new Course Outline HMTF 102 and the revised Course Outline HMTF 150. 
 
 


Prepared by: Rod Cork     Date:  
 
In consultation with (please list by name):   
 
Date received by Education Council Secretary:  Feb 10th 2022 
                                    
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:  Heavy Mechanical Trades Foundation   
Credential/Certification:  Certificate in Heavy Mechanical Trades 


Foundation 
Date Submitted:  March 2022 


Effective Date:  September 2022   
  
 


Program Contact:  trades@nlc.bc.ca         
 
 
Dean:  Leo Manning          
 
 
Document Author:  Rod Cork       
 
 
Program Description:  This program consists of the Industry Training Authority - 
Heavy Mechanical Trades - Foundation training and a 2 week, mandatory work 
experience placement.  
 
There are four mechanical trades paths introduced in this program:  
 
Truck and Transport Mechanics diagnose, repair and service highway buses and trucks. 
They work for commercial transport vehicle dealers, garages and service stations. A 
Commercial Transport Vehicle Mechanic is designated as a Truck and Transport 
Mechanic under the Interprovincial Red Seal program. These mechanics work on the 
mechanical, electrical and electronic components of vehicles. This includes the fuel, 
brake, steering and suspension, transmission, emission control and exhaust, and 
cooling and climate control systems. Some mechanics specialize in one or more of 
these systems. 
 
Heavy Duty Equipment Technicians overhaul, repair and service equipment such as 
graders, loaders, shovels, tractors, trucks, forklifts, drills, and wheeled and tracked 
vehicles. Working from manufacturers' specifications, they identify and repair problems 
in structural, mechanical, or hydraulic systems.  Heavy Duty Equipment Technicians 
also work on industrial and construction vehicles, such as mining trucks and bulldozers; 
on heavy equipment used in construction, forestry, materials handling, landscaping, and 
land clearing; as well as on buses and large trucks. 
 
Diesel Engine Mechanics install, repair, and maintain all internal combustion diesel 
engines and components as used in transport, construction, and marine industries. 
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Transport Trailer Technicians maintain, rebuild, overhaul, recondition and perform 
diagnostic troubleshooting and repair of commercial truck trailers.  
 
There is a reading week in this program typically at the end of February and the (30) 
hours are not included in the total hours as they are Non-Contact.   
 
Admission Requirements:   
Math – one of the following:  
BC Math 10 (minimum final grade of C+), or BC Math 11 or BC Math 12 (minimum final 
grade of C), or equivalent. 
BC MATH 030 or higher, with a minimum final grade of C+, or equivalent.  
 
English – one of the following:  
BC Language Arts 10 Courses – 4 credits earned, minimum individual grade of C+, or 
equivalent.  
BC Language Arts 11 Courses – 4 credits earned, minimum individual grade of C+, or 
equivalent.  
BC Language Arts 12 Courses – 4 credits earned, minimum individual grade of C+, or 
equivalent.  
ENGL 030 or higher, with a minimum final grade of C+, or equivalent.  
IELTS score of 5.5 overall with no band less than 5.0 or equivalent English placement 
test and score.  
 
OR  
 
ESTR 037 (Intermediate-Level Essential Skills for Trades) with a minimum final grade of 
67%.  
 
OR  
 
Canadian Adult Achievement Test (CAAT):  
• Reading Comprehension: 11.0 grade equivalent or higher  
• Number Operations: 11.0 grade equivalent or higher  
• Problem Solving: 11.0 grade equivalent or higher  
• Mechanical Reasoning: 51/70 (6th Stanine) or higher  
Based on the results of the assessment(s), applicants may be required to participate in 
an assessment interview to determine admissibility. Interview may be conducted via 
teleconference if necessary.  
 
OR  
 
Successful completion of the NLC POWER program. 
    
 
Length of Program: (weeks and total hours) Approx. 34 weeks, 970 hours    
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Program Intake: (start/finish dates)  
Start: September 
Finish: May 
 
 
Available Seats:  16 
 
 
Application Deadline:  All completed applications should be received one month prior 
to the start of the program.  Completed applications received after this date will be 
reviewed based on seat availability.   
 
 
Career Prospects:  Truck and Transport/Heavy Duty /Transport Trailer/Diesel Engine 
service technician, sales or parts, parts or sales manager, business or dealership 
owner, or college instructor. 
 
 
Affiliations/Partnerships:  In partnership with School Districts 59, 60, 81 and 87. 
Industry Training Authority; the ITA has recognized this program as meeting Level 1 
Technical Training requirements and 450 work-based training hours. 
 
 
Location:  Northern Lights College: South Peace Campus - Dawson Creek and Fort St. 
John  
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
CSA approved safety toed footwear 
CSA approved safety glasses with clear lenses. 
Textbooks as indicated in the course syllabus. 
Students are required to have a computer (PC or laptop) with minimum computer 
requirements as listed on the NLC website (www.nlc.bc.ca/Services/Information-
Technology/minPC). 
 
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% or approval of the Dean 
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Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
HMTF 102 Heavy Mechanical Trades Foundation - 910 hours 
HMTF 150 Heavy Mechanical Trades Work Experience - minimum 60 hours  
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Effective Date: September-22 


Course Code: HMTF 102 Credits: 0 


Course Title: Heavy Mechanical Trades Foundation 


Course Description: There are 4 paths included within this course. They are Truck and Transport Mechanic, Heavy 
Duty Equipment Technician, Diesel Engine Mechanic and Transport Trailer Technician. Students will learn the 
basics of service and repair of brakes, hydraulics, electrical systems, suspension, steering, heating and ventilation, 
air conditioning and trailer service and repair.  
Students will start off with instruction in safe work practices, including identification and safe use of shop tools, 
and work through all areas of transport and heavy equipment repair fundamentals. 
This program prepares students for the Heavy Mechanical Apprentice level 2.  
A more comprehensive description is found on the ITA website at 
https://www.itabc.ca/sites/default/files/program-information/heavy-duty-equipment-technician-program-outline-
may-2019.pdf 
 


Prerequisite(s): None Co-requisite(s): None 


Non-Course Prerequisite(s): None Pre- OR Co-requisite(s):  None 
 


Program: Heavy Mechanical Trades Foundation 


Former Course Code/Equivalent Course(s):  HMTF 101 Cross-Listed Course: None 


Academic/Course Level: Vocational: First year Precluded Course(s): None 
 


Delivery Mode(s): Breakdown Hours Per Duration Primary 


☒ Face-to-Face Lecture  383.00  
☐ Online Tutorials/Seminar 0.00  
☐ Videoconference Laboratory  0.00  
☐ Teleconference Field Experience/Clinical 0.00  
☐ Computer Based Training (CBT) Shop/Teaching Kitchen 527.00  
 Practicum/Preceptor 0.00  
 Co-op 0.00  
 Other Contact Hours 0.00  
  Total 910.00  
    



https://www.itabc.ca/sites/default/files/program-information/heavy-duty-equipment-technician-program-outline-may-2019.pdf

https://www.itabc.ca/sites/default/files/program-information/heavy-duty-equipment-technician-program-outline-may-2019.pdf





 
COURSE OUTLINE 


 
 


 


Page 2 of 4 
 


Detailed Course Content/Topics:  
Occupational Skills 
-Use safe work practices 
-Apply occupational health and safety 
-Use environmental practices 
-Use hand & power tools & shop equipment 
-Identify lubricants 
-Use fasteners & fittings 
-Lift & support loads 
-Operate equipment 
-Use shop resources & record keeping practices 
-Apply Math and Science 
-Use electronic media 
-Prepare job action 
-Prepare for employment 
-Use service winch wire rope 
-Service bearings & seals 
-Use cutting & welding equipment 
-Describe diagnostic procedures 
Brakes 
-Service and repair brakes, including hydraulic, power hydraulic brakes 
-Service and repair air brakes  
Hydraulics 
-Describe hydraulic systems 
-Repair hydraulic components 
Electrical 
-Describe electricity 
-Service starting and charging systems 
-Use electrical testing instruments 
-Service electrical circuits 
-Service and diagnose batteries 
Suspension & Steering 
-Service and diagnose tires – wheels & hubs 
-Service, diagnose and repair suspension systems 
-Service steering systems 
-Diagnose and repair frames 
-Remove and install undercarriage 
Trailers 
-Service land gear & trailer accessories 
-Service and repair coupling systems 
-Service, diagnose and repair trailer body components 
-Diagnose & repair trailer heating and refrigeration systems 
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Heating, Ventilation & Air Conditioning 
-Describe air conditions fundamentals 
-Diagnose & repair air conditioning systems 
Engines and Supporting Systems 
-Service engine support systems 
-Service diesel fuel supply systems 
-Service gasoline fuel systems 
-Remove and install diesel engine 
-Service, diagnose and repair electronic ignition systems 
Powertrains 
-Service clutches 
-Service manual transmissions 
-Service torque converters and dividers 
-Service powershift and automatic transmissions 
-Service drivelines 
-Service drive axles 
-Service final drives 
-Remove and install transmissions 
-Remove and install drivelines and differentials 
-Remove and install final drives  
Structural Components & Accessories 
-Identify protective structures 
-Service cab structures 


Learning Outcomes or Objectives: This course follows the prescribed ITA Provincial curriculum for Heavy 
Mechanical Trades Foundation. This document can be found in its most current form at: 
http://www.itabc.ca/program/heavy-duty-equipment-technician. 
 


Grading System: Percentage Grades Passing Grade: 70% 


 
Evaluation Methods: 
Practical Work 42% Quizzes/Tests/Assig


nments 
58% 


 


Author Recommended Text(s) and/or Resource Materials: 
  Author Title Publisher Year ISBN 


1  
BC Heavy Mechanical 
Trades 


Foundation modules A - 
J 


Queens Printer Current 
Version 


Click here to 
enter text. 


Textbooks are subject to change.  Please consult instructor syllabus for current list of textbooks. 
Any supplies required will be indicated in admittance package, program guide and/or instructor syllabus. 


☐ For Information Regarding Course Transfer, visit the BCCAT Transfer Guide at 
http://www.bctransferguide.ca/ 



http://www.bctransferguide.ca/
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This Course is Required By other Programs: ☐  Yes  ☒  No   Programs:   


Author Contact Details: 
Author Name:  Rod Cork   Phone: 7503 
Program:       Campus: Dawson Creek 
Email: rcork@nlc.bc.ca 


Authorization Signatures: 
Author: ________________           Date: ______________ 
Author Credentials: ________________   


Dean/Designate:________________________ Date: _______________ 


 


Education Council Chair: __________________  Date: _______________  
Date Last Reviewed/Updated: 23/03/2022 
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Effective Date: September-22 


Course Code: HMTF 150 Credits: 0 


Course Title: Heavy Mechanical Foundation Work Practicum 


Course Description: Students will be placed in an 60 hour unpaid practicum. They will be exposed to operating 
terminology and become involved with the daily routine and duties performed by Heavy Duty Equipment 
Technicians, Truck and Transport Mechanics, Diesel Engine Mechanics, or Transport Trailer Technicians.  Practicum 
placements will be arranged upon recommendation of the instructor and efforts will be made to provide 
placements based on a student’s area of preference. Employers will be requested to provide a variety of tasks in 
line with the student's learning objectives. 
 


Prerequisite(s): None Co-requisite(s): HMTF 101 


Non-Course Prerequisite(s): None Pre- OR Co-requisite(s):  None 
 


Program: Heavy Mechanical Trades Foundation 


Former Course Code/Equivalent Course(s):  None Cross-Listed Course: None 


Academic/Course Level: Vocational: First year Precluded Course(s): None 
 


Delivery Mode(s): Breakdown Hours Per Duration Primary 


☒ Face-to-Face Lecture  0.00  
☐ Online Tutorials/Seminar 0.00  
☐ Videoconference Laboratory  0.00  
☐ Teleconference Field Experience/Clinical 0.00  
☐ Computer Based Training (CBT) Shop/Teaching Kitchen 0.00  
 Practicum/Preceptor 60.00  
 Co-op 0.00  
 Other Contact Hours 0.00  
  Total 60.00  


  
    


Detailed Course Content/Topics: Students will be placed in an industry setting for a period of 60 hours under the 
direct supervision of a certified Journeyperson. During this time, the student will be exposed to the terminology of 
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the trade and become involved with the routine and duties performed by a Heavy Duty Equipment Technician, 
Truck and Transport Mechanic, Diesel Engine Mechanic, or Transport Trailer Technician. Employers will complete a 
college-generated attendance record and evaluation of the student's performance which will assist the Instructor in 
determining if the student has passed or failed the course. 


Learning Outcomes or Objectives: To complete 60 hours of field experience in a practicum placement setting. 
 


Grading System: Pass/Fail Passing Grade: Pass 


 
Evaluation Methods: 
Practicum 100%   


 


Author Recommended Text(s) and/or Resource Materials: 
  Author Title Publisher Year ISBN 


1  
 


 
   


Textbooks are subject to change.  Please consult instructor syllabus for current list of textbooks. 
Any supplies required will be indicated in admittance package, program guide and/or instructor syllabus. 


☐ For Information Regarding Course Transfer, visit the BCCAT Transfer Guide at 
http://www.bctransferguide.ca/ 


This Course is Required By other Programs: ☐  Yes  ☒  No   Programs:   


Author Contact Details: 
Author Name:  Leo Manning   Phone: 7560 
Program:       Campus: Dawson Creek 
Email: lmanning@nlc.bc.ca 


Authorization Signatures: 
Author: ________________           Date:  _________________  
Author Credentials: ______________  


Dean/Designate:________________________ Date: __________________ 


 


Education Council Chair: __________________  Date:  __________________  
Date Last Reviewed/Updated: 23/03/2022 


 



http://www.bctransferguide.ca/
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NORTHERN LIGHTS COLLEGE 
SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


(To be used when a decision by Council is required.) 
 
In order for the Education Council to carefully consider your request, we ask that the following 
documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed 
as an agenda item. 
 
(To fill out document, tab to shaded boxes and type information) 
 
 1.  What are you asking the Council to consider? 


Approval of revisions to the Program Information & Completion Guides for PN  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? 
Updating required for post admissions requirements, dates for intake, and consistency in language 
throughout.  
 


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


• students or prospective students 
increased clarity on post admission requirements, including addition of Covid-19 vaccination 
requirement 
 


• present course offerings 
None 


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


HCA and PN programs 
 


• faculty 
None 
 


• support staff 
increased clarity on post admisison requirements 


 
• College (facilities, timetabling, etc.) 


None 
 


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


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


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


No change 
 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 
No change 


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


No change 
 
 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 Kathy Handley - no concerns raised. Yes  No 
 No   


            Yes  No   
            Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar Warren Stokes - no concerns raised Yes  No  
VP Academic Loren Lovegreen (on sick leave) 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 


Program Chairs Michelle Taylor, Tracey Vipond - no concerns raised 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 


Health Sciences 
Program 
Advisory 
Committee 


No concerns raised Yes  No  


            Yes  No  
            Yes  No  


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


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


8. Do you wish to present your proposal to the Council in person? If deemed necessary, yes. 
  


If not, who will present it?                                                                                      
 


How much time is needed for the presentation?  10 minutes                                                       
 


9. Additional comments: 
      


 
10. Suggested wording for motion:  


THAT Education Council approves the revised Practical Nursing Program Information and Completion 
Guide. 
 


Prepared by: Nicole Dahlen     Date: Feb 23, 2022 
 
In consultation with (please list by name):       
 
Date received by Education Council Secretary:        
                                    
Requester notified re: date/time item on agenda:       
                                                        
 
 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
 
 



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


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Practical Nursing  
Credential/Certification:  Diploma in Practical Nursing 


Date Submitted:  March 2022 
Effective Date:          


  
 


Program Contact:   Program Chairs: Michelle Taylor, Tracey Vipond         
 
 
Dean:  Nicole Dahlen, Associate Dean          
 
 
Document Author:  Much of the following material has been borrowed from the 
Practical Nursing Program Provincial Curriculum Guide (2011), 2nd Edition, Revised 
2017 and from the Practical Nursing Program Provincial Curriculum Guide Supplement 
(2020).       
 
 
Program Description:  The Diploma in Practical Nursing at Northern Lights College 
follows the current provincial curriculum as revised in 2017. The program is designed to 
provide learners with the knowledge, skills, judgments, and attitudes to perform to the 
full range of competencies as endorsed by the British Columbia College of Nursing & 
Midwives (BCCNM). The curriculum provides a learning experience that is integrated, 
professional, collaborative, and culturally sensitive, with an aim to prepare graduates to 
care for individuals (and families of individuals) at multiple life stages and in a variety of 
practice settings. Consistent with the BCCNM Scope of Practice: Standards, Limits and 
Conditions (2021), the focus for beginners' practice is “promotion, maintenance, and 
restoration of health, with a focus on clients with stable and predictable states of health." 
Upon successful completion of the program, learners will possess the competencies to 
successfully complete the Regulatory Exam - Practical Nurse (REx-PN).   
 
 
Admission Requirements:   
Prospective learners will need to complete a College “Application for Admission” Form. 
Admission forms can be obtained from the Northern Lights College (NLC) Student 
Services or downloaded in PDF format from nlc.bc.ca/application.pdf.   
 
The following admission requirements reflect provincial standards mandated by the 
Practical Nursing Program Provincial Curriculum Guide Supplement: 
 
1. Grade 12 graduation, or equivalent, or mature student status. 
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2. English: any one of the following with a minimum grade of (C+) 67%: English 12, or 
English First Peoples 12, or equivalent. See below for applicants with English as an 
additional language. 
 
3. Math: any one of the following with a minimum grade of (C) 60%: Foundations of 
Mathematics 11, Pre-Calculus 11, or equivalent. If the course requirement is over ten 
years old or uncompleted, students can demonstrate the Math 11 equivalency by 
achieving an 11.9 score on the numeracy section of the CAAT Exam (Number 
Operations and Problem Solving). 
 
4. Biology: any one of the following with a minimum grade of(C) 60%: Anatomy and 
Physiology 12, Biology 12, or equivalent.  
 
5. PNUR 099: Anatomy and Physiology for Practical Nurses (or an equivalent course at 
another institution) with a minimum grade of 65%. The completion date for PNUR 099 or 
equivalent must be within five years of program initiation. Applicants may be granted 
conditional acceptance into the Practical Nursing Diploma program prior to completing 
PNUR 099 or its equivalent. However, the PNUR 099 requirement must be successfully 
completed prior to the first day of classes in Semester 1. 
 
APPLICANTS WITH ENGLISH AS AN ADDITIONAL LANGUAGE: 
Applicants with English as an additional language are defined as those who do not have 
three years of full-time, face-to-face, secondary or post-secondary education at an 
accredited institution where English is the medium of instruction in a country where 
English is also an official national language. English as a Second Language/Additional 
Language courses are not included in this three-year calculation. Such applicants must 
achieve scores identified in one of the two tests below: 
 
1. International English Language Testing System (IELTS) with minimum scores of: 
- Speaking: 7.0 
- Listening: 7.5 
- Reading: 6.5 
- Writing: 7.0 
- Overall Band Score: 7.0 
 
2. Canadian English Language Benchmarks Assessment for Nurses (CELBAN) with 
minimum scores of: 
- Speaking: 8.0 
- Listening: 10.0 
- Reading: 8.0 
- Writing: 7.0 
 
NOTE ON ENGLISH AS AN ADDITIONAL LANGUAGE: 
In addition to meeting English language admission requirements for the Provincial 
Practical Nursing Program, graduates who speak English as an additional language 
must be able to demonstrate performance-ready English proficiency as a condition for 
registration and practice in British Columbia. See BCCNM's website for further details. 
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POST-ADMISSION REQUIREMENTS: 
The following six items must be completed and documented by the first day of classes 
in Semester 1: 
 
1. Current CPR (Basic Life Support) certification as outlined in the Health Sciences 
Placement Network Practice Education Guidelines - Orientation - Students 
(https://hspcanada.net/docs/pegs/1-6%20Orientation%20-%20Students.pdf). 
 
2. Immunizations as outlined in the Health Sciences Placement Network Practice 
Education Guidelines - Communicable Disease Prevention 
(https://hspcanada.net/docs/pegs/1-
3%20Communicable%20Disease%20Prevention.pdf). Please make an appointment 
with public health nurse immediately because immunization process can take anywhere 
from one to three months, sometimes longer.  
 
3. Proof of full COVID-19 vaccination as referenced in the Practice Education 
Guidelines - Communicable Disease Prevention (https://hspcanada.net/docs/pegs/1-
3%20Communicable%20Disease%20Prevention.pdf) 
 
4. Negative TB test indicating the absence of active tuberculosis. 
 
5. N95 fit testing for proper respiratory mask fitting. 
 
6. Schedule B Criminal Record Check (CRC) for working with "children and vulnerable 
adults." No student will be permitted to begin a workplace practicum with children or 
vulnerable adults until the CRC has been received and reviewed by NLC. Students are 
obligated to report any Schedule B criminal convictions that occur after they authorize a 
Criminal Record Check but are still enrolled in the program. Failure to do so may result 
in immediate dismissal from the program. Please apply for the CRC immediately 
because application process can take anywhere from three to six weeks.  
 
 
ADDITIONAL NOTES: 
 
1. Students in NLC's Practical Nursing program have an average of 28 hours of classes, 
laboratories, and other learning activities per week.  A comparable number of individual 
study hours is required.  Further, in clinical learning situations, students will be in close 
contact with individuals who have various health issues.  For these reasons, students 
should be at a satisfactory level of physical and emotional health to ensure success in 
the program. 
 
2. Applicants wishing to transfer from another Practical Nursing Program must provide 
evidence that the above admission requirements have been met. Applications for 
transfer credit will be reviewed on an individual basis. Transfer-based admission will be 
dependent on available space.   
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3. Students who do not meet program progression criteria and reapply for admission in 
a subsequent intake must satisfy the following two items: 
a. Demonstrate that all current admission criteria have been met. 
b. Provide evidence of completing any upgrading or re-entry requirements. 
 
4. Attendance Requirements: 
a. Consistent attendance is mandatory. 
b. Absence for more than six (6) hours of theory classes per course will seriously 
jeopardize a student's ability to meet course objectives and may result in automatic 
course failure. 
c. A student who is absent from a scheduled lab must complete a make up assignment 
as determined by the instructor.  Absence of more than six (6) hours of scheduled lab 
hours per course will seriously impair a student's ability to meet course objectives and 
may result in automatic course failure. 
d. A student who is absent from a scheduled shift comprising a clinical, practicum, or 
preceptorship will not be provided with supplemental clinical experience.  Students 
absent for more than 15% of each experience will be required to withdraw from the 
program. 
   
5. Daily Hours: 
a. Classroom seminars and/or laboratory learning sessions may be scheduled until 
2200 hours on some days. 
b. Clinical learning experiences may involve some evening experiences lasting until 
2300 hours.    
 
 
Length of Program: (weeks and total hours)  Approximately 70-80 weeks/1850 hours  
   
 
Program Intake: (start/finish dates)  
Start:  September 
Finish:  June (22 months later) 
 
 
Available Seats:  24 
 
 
Application Deadline:  Open September 1st for September admission for the following 
year   
 
 
Career Prospects:  Licensed Practical Nurses work with other interprofessional, health 
care team members in a variety of settings and play an increasingly wide role in primary 
health care focusing on health promotion, illness and injury prevention, and health 
protection and restoration.  
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Affiliations/Partnerships:  Northern Health and related facilities. 
 
 
Location:  Classroom and Laboratory contact hours are scheduled in the Health 
Sciences Building in Dawson Creek.  Clinical learning experiences may occur in a 
variety of settings, including Dawson Creek, Fort St. John, Chetwynd, and perhaps Fort 
Nelson.  Efforts will be made to place students in convenient clinical locations, but all 
students should be prepared for in-region travel. Transportation, meals, and 
accommodation are the responsibility of the student. After a clinical or preceptorship site 
is assigned by the Program Chair and instructor, no changes are permitted.  
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Required Supplies/Materials:  
- Stethoscope 
- Uniforms, lab coats (provided by NLC at cost) 
- WCB approved safety/nursing shoes 
- Watch with a second hand 
- Books and lab kits 
 
A substantial amount of course and program resource materials is provided solely in 
electronic form. Minimum computer requirements are published on NLC's website. See 
https://www.nlc.bc.ca/Services/Information-Technology/minPC 
 
Printing of resource materials is a student responsibility. Please contact your campus 
library for printing costs if you plan to use campus facilities. Basic computer literacy 
skills are strongly recommended. Applicants needing assistance with basic computer 
skills are asked to discuss their computer skills with an Admissions Officer at the time of 
application. 
 
Students are required to purchase texts for the program. 
 
Appropriate attire and shoes are necessary for lab courses and for clinical and 
preceptorship experiences. Students must purchase standardized program uniforms 
from the NLC Bookstore. 
 
Long shifts may be required for some components of the program.  
 
Keys to success:  
- Openness to new ideas  
- An ability to self-evaluate, be self-reflective, and hold oneself accountable  
- Maturity  
- High standard of personal hygiene and grooming  
- Ability to concentrate  
- Consistent attendance  
- Personal integrity and ability to exercise discretionary judgement  
- Physical stamina  
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- Timely completion of all homework and readings for all courses/classes  
- Continuously evolving intuitive and creative skills  
- A caring philosophy and ability to work well within a team environment (understand, 
respect, and appreciate roles within a team) 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
Students must achieve 100% on all Pharmacology Math exams.  A maximum of two 
rewrites are available for each Pharmacology Math exam (applies to PNUR 114 and 
PNUR 124). 
 
Students must achieve a minimum of 80% on the theory portion of the Pharmacology 
courses (applies to PNUR 114 and PNUR 124). 
 
Integrated Lab Assessments or Skill Assessments in the Integrated Nursing Practice 
courses are marked Pass/Fail, and a mark of 80% is required to pass. Should a mark of 
80% not be achieved, a student will be allowed one retest for each Skills Assessment 
(applies to PNUR 115, 125, 235, 245). 
 
Students must achieve a minimum of 75% on the theory portion of the Integrated 
Nursing Practice courses (applies to PNUR 115, 125, 235, 245). 
 
All other theory nursing courses require a minimum grade of 68% for students to 
progress from term to term and to graduate from the program. 
 
In ALL cases, when a second test is necessary, the student and instructor will meet to 
discuss remedial strategies before the retest is attempted.  Sufficient time for practice 
and improvement will be provided (minimum of two days). 
 
In total, a maximum of two rewrites of a final exam are permitted for the theory portions 
of the Practical Nursing curriculum in a given academic year. No more than one 
supplemental exam can be written per theory course. 
 
The Final Practice Experience/Preceptorship is marked Pass/Fail (PNUR 248). 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
A minimum 25% of total program hours must be completed at Northern Lights College. 
Typically, students will complete the entire program at NLC; however, given the 
existence of a provincial curriculum, transfer credit may be considered from recognized 
institutions. Students should consult an Admissions Officer for more information. 
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Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
SEMESTER ONE: 
PNUR 110: Professional Communication 1 (35 hrs) 
PNUR 111: Professional Practice 1 (25 hrs) 
PNUR 112: Health Promotion 1 (30 hrs) 
PNUR 113: Variations in Health 1 (40 hrs) 
PNUR 114: Pharmacology 1 (30 hrs) 
PNUR 115: Integrated Nursing Practice 1 (135 hrs) 
PNUR 116: Consolidated Practice Experience 1 (90 hrs) 
 
SEMESTER TWO:  
PNUR 120: Professional Communication 2 (30 hrs) 
PNUR 121: Professional Practice 2 (20 hrs) 
PNUR 122: Health Promotion 2 (30 hrs) 
PNUR 123: Variations in Health 2 (45 hrs) 
PNUR 124: Pharmacology 2 (30 hrs) 
PNUR 125: Integrated Nursing Practice 2 (180 hrs) 
PNUR 126: Consolidated Practice Experience 2 (120 hrs) 
 
SEMESTER THREE: 
PNUR 230: Professional Communication 3 (20 hrs) 
PNUR 231: Professional Practice 3 (20 hrs) 
PNUR 232: Health Promotion 3 (36 hrs) 
PNUR 233: Variations in Health 3 (45 hrs) 
PNUR 235: Integrated Nursing Practice 3 (120 hrs) 
PNUR 236: Consolidated Practice Experience 3 (65 hrs) 
 
SEMESTER FOUR: 
PNUR 240: Professional Communication 4 (20 hrs) 
PNUR 241: Professional Practice 4 (20 hrs) 
PNUR 242: Health Promotion 4 (24 hrs) 
PNUR 243: Variations in Health 4 (50 hrs) 
PNUR 245: Integrated Nursing Practice 4 (180 hrs) 
PNUR 246: Consolidated Practice Experience 4 (200 hrs) 
 
SEMESTER FIVE: (Intersession) 
PNUR 247: Transition to Preceptorship (30 hrs) 
PNUR 248: Final Practice Experience (180 hrs) 
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NORTHERN LIGHTS COLLEGE 
SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


(To be used when a decision by Council is required.) 
 
In order for the Education Council to carefully consider your request, we ask that the following 
documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed 
as an agenda item. 
 
(To fill out document, tab to shaded boxes and type information) 
 
 1.  What are you asking the Council to consider? 


Approval of revisions to the Program Information & Completion Guides for HCA  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? 
Updating required for post admissions requirements, dates for intake, and consistency in language 
throughout.  
 


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


• students or prospective students 
increased clarity on post admission requirements, including addition of Covid-19 vaccination 
requirement 
 


• present course offerings 
None 


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


HCA and PN programs 
 


• faculty 
None 
 


• support staff 
increased clarity on post admission requirements 


 
• College (facilities, timetabling, etc.) 


None 
 


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


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


 Will the proposed request have any possible effects on students' eligibility for financial aid?   
No 


 







Form Revised: February 2008 Submission to EdCo Form Page 2 
\\unit20\pub\EdCo Secretary\090422 Education Council\EdCo Submissions\2022\HCA and PN\Cover Sheet HCA Mar 2022.docx 


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


No change 
 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 
No change 


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


No change 
 
 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 Kathy Handley - no concerns raised. Yes  No 
 No   


            Yes  No   
            Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar Warren Stokes - no concerns raised Yes  No  
VP Academic Loren Lovegreen (on sick leave) 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 


Program Chairs Michelle Taylor, Tracey Vipond - no concerns raised 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 


Health Sciences 
Program 
Advisory 
Committee 


No concerns raised Yes  No  


            Yes  No  
            Yes  No  


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


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


8. Do you wish to present your proposal to the Council in person? If deemed necessary, yes. 
  


If not, who will present it?                                                                                      
 


How much time is needed for the presentation?  10 minutes                                                       
 


9. Additional comments: 
      


 
10. Suggested wording for motion:  


THAT Education Council approves the revised Health Care Assistant Program Information and 
Completion Guide. 
 


Prepared by: Nicole Dahlen     Date: Feb 23, 2022 
 
In consultation with (please list by name):       
 
Date received by Education Council Secretary:  Feb 23, 2022 
                                    
Requester notified re: date/time item on agenda:       
                                                        
 
 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
 
 



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


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Health Care Assistant   
Credential/Certification:  Certificate in Health Care Assistant 


Date Submitted:  March 2022 
Effective Date:          


  
 


Program Contact:  Program Chairs:  Michelle Taylor and Tracey Vipond         
 
 
Dean:  Nicole Dahlen, Associate Dean          
 
 
Document Author:  Much of the following material has been borrowed from the Health 
Care Assistant Program Provincial Curriculum (2015), and from the Health Care 
Assistant Program Supplement to the Provincial Curriculum Guide (2015), 3rd Edition, 
2021.       
 
 
Program Description:  The Health Care Assistant (HCA) program is designed to 
provide students with opportunities to develop the knowledge, skills and attitudes 
necessary to function effectively as front-line care-givers and respected members of the 
healthcare team.  Under the direction and supervision of a health professional, 
graduates provide person-centred care aimed at promoting and maintaining the 
physical, emotional, cognitive, and social well-being of clients. Upon completion of the 
program, graduates are prepared to work in a variety of practice settings including home 
support, assisted living, residential/complex care, special care units, other home and 
community care settings, and acute care.  
   
 
Admission Requirements:  Prospective learners will need to complete a College 
“Application for Admission” Form. Admission forms can be obtained from the Northern 
Lights College (NLC) Student Services or downloaded in PDF format from 
nlc.bc.ca/application.pdf.   
 
The following admission requirements reflect provincial standards mandated by the BC 
Care Aide and Community Health Worker Registry: 
 
1. Applicants who have been educated in an English-speaking environment (a country 
with English language systems/institutions) for a minimum of seven years or applicants 
who have been educated in an English-speaking environment for four consecutive 
years at the secondary or post-secondary level must submit secondary and/or post-
secondary transcripts indicating successful completion of Grade 10 (or equivalent) 
including: 
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A. Grade 10 English or Career and College Preparation ENGL030 with a C or higher. 
Alternatively, if course requirements are over 10 years old or absent, Grade 10 English 
equivalency may be demonstrated by completion of all language sections on the 
Canadian Adult Achievement Test (Vocabulary, Spelling, Reading Comprehension, 
Language) with a minimum score of 10.9 on each section; or by completion of the 
Language Proficiency Index (LPI) with a total score of at least 20 and an essay level of 
4 (24/40). 
  
AND 
 
B. Grade 10 Math or Career and College Preparation MATH 030 with a C or higher. If 
the course requirements are over ten years old or uncompleted, students can 
demonstrate the Math 10 equivalency by achieving a minimum score of 10.9 on the 
numeracy section of the CAAT Exam (Number Operations and Problem Solving). 
 
AND 
 
C. Grade 10 Science or Career and College Preparation SCIE030 with a C or higher. If 
the course requirements are over ten years old or uncompleted, students can 
demonstrate the Science 10 equivalency by achieving a minimum score of 10.9 on the 
science section of the CAAT Exam. 
 
2. The program is open to applicants who have not been educated in an English-
speaking environment for a minimum of seven years (a country with English language 
systems/institutions) or have not completed four consecutive years of education at the 
secondary or post-secondary levels. However, to be eligible, applicants need to meet 
the following criteria: 
 
A. English Proficiency may be demonstrated by any one of the following: 
  
Canadian Language Benchmark Placement Test (CLB PT) within the previous six 
months with minimum scores of Listening 7, Speaking 7, Reading 6, and Writing 6. 
 
OR 
 
Test of English as a Foreign Language (TOEFL) within the last two years. IBT only. 
Overall score of 76 with no score lower than 20 in Speaking and Listening and no score 
lower than 18 in Reading and Writing. 
OR 
  
International English Language Testing System (IELTS) Academic or General within the 
last two years. Overall score of 6 with a minimum of 6 in Speaking and Listening, and 
no score lower than 5.5 in Reading and Writing. 
  
OR  
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Canadian English Language Proficiency Index Program (CELPIP) General within the 
last two years. 7 or better in Speaking and Listening, and 6 or better in Reading and 
Writing. 
 
OR 
 
Canadian Academic English Language Assessment (CAEL) within the last two years. 
Overall Score of 60 with no section less than 50. 
 
AND 
 
B. Career and College Preparation MATH 030 with a C or higher. Alternatively, 
completion of the numeracy section of the CAAT Exam (Number and Problem Solving) 
with a minimum score of 10.9 on the section.. 
 
AND 
 
C. Career and College Preparation SCIE 030 with a C or higher. Alternatively, 
completion of the Science section of the CAAT Exam with a minimum score of 10.9 on 
the section. 
 
POST-ADMISSION REQUIREMENTS 
 
After acceptance into the program, students will be required to complete and show proof 
of succesful completion of all of the following by the first day of class. All certifications 
must remain valid throughout program: 
 
1. Current CPR (Basic Life Support) certification as outlined in the Practice Education 
Guidelines - Orientation - Students (https://hspcanada.net/docs/pegs/1-
6%20Orientation%20-%20Students.pdf). 
 
2. First Aid certificate (standard first aid, emergency first aid, or occupational first aid) 
 
3. Foodsafe Level 1 certificate (or a course deemed equivalent) 
 
4. Medical form completed by a physician, indicating that the student has a satisfactory 
level of physical and emotional health to succeed in the program. 
 
5. Submission of a completed NLC Immunization Requirement form which includes 
immunizations as outlined in the HSPnet Practice Education Guidelines - 
Communicable Disease Prevention (https://hspcanada.net/docs/pegs/1-
3%20Communicable%20Disease%20Prevention.pdf). Please make an appointment 
with a public health nurse immediately because the immunization process can take 
anywhere from one to three months. 
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6. Proof of full COVID-19 vaccination as referenced in the HSPnet Practice Education 
Guidelines - Communicable Disease Prevention (https://hspcanada.net/docs/pegs/1-
3%20Communicable%20Disease%20Prevention.pdf) 
 
7. Negative TB test indicating the absence of active tuberculosis. 
 
8. N95 fit testing for proper respiratory mask fitting. 
 
9. Schedule B Criminal Record Check (CRC) for working with "children and vulnerable 
adults." No student will be permitted to begin workplace practicum with children or 
vulnerable adults until the CRC has been received and reviewed by NLC. Students are 
obligated to report any Schedule B criminal convictions that occur after they authorize a 
Criminal Record Check but are still enrolled in the program. Failure to do so may result 
in immediate dismissal from the program. Please apply for the CRC immediately as the 
application process may take anywhere from three to six weeks. 
 
ADDITIONAL NOTES: 
 
1. Students in NLC's HCA program have an average of 28 hours of classes, 
laboratories, and other learning activities per week.  A comparable number of individual 
study hours is required.  Further, in clinical learning situations, students will be in close 
contact with individuals who have a variety of health issues.  For these reasons, 
students should be at a satisfactory level of physical and emotional health to ensure 
success in the program. 
 
2. Applicants wishing to transfer from another HCA Program must provide evidence that 
the above admission requirements have been met. Applications for transfer credit will 
be reviewed on an individual basis. Transfer-based admission will be dependent on 
available space. 
 
3. Students who do not meet program progression criteria and reapply for admission in 
a subsequent intake must satisfy the following two items: 
a. Demonstrate that all current admission criteria have been met. 
b. Provide evidence of completing any upgrading or re-entry requirements. 
 
4. Attendance Requirements: 
a. Consistent attendance is mandatory. 
b. Absence for more than six (6) hours of theory classes per course will seriously 
jeopardize a student's ability to meet course objectives and may result in automatic 
course failure. 
c. A student who is absent from a scheduled lab must complete a make-up assignment 
as determined by the instructor.  Absence of more than six (6) hours of scheduled lab 
hours per course will seriously impair a student's ability to meet course objectives and 
may result in automatic course failure. 
d. A student who is absent from a scheduled shift comprising a clinical, practicum, or 
preceptorship will not be provided with supplemental clinical experience.  Students 
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absent for more than 15% of each experience will be required to withdraw from the 
program. 
   
 
 
5. Daily Hours: 
a. Classroom seminars and/or laboratory learning sessions may be scheduled until 
2200 hours on some days. 
b. Clinical learning experiences may involve some evening experiences lasting until 
2300 hours. 
    
 
Length of Program: (weeks and total hours) Approximately 31-34 weeks/745 hours    
 
 
Program Intake: (start/finish dates) September intakes: September through May. 
February intakes: February through October.   
 
 
Available Seats:  24 per intake. 
 
 
Application Deadline:  Applications for the Health Care Assistant program will open 
October 1st each year to begin the program the following September. Applications will 
also open March 1st each year to begin the program the following February. The 
selection of qualified applicants will be made on a first-come, first-qualified basis until 
the designated number of seats are full.      
 
 
Career Prospects:  Health care assistants work in a variety of practice settings 
including home support, assisted living, residential/complex care, special care units,  
other home and community care settings, and acute care. 
 
 
Affiliations/Partnerships:  Northern Health and related facilities: e.g.,Dawson Creek 
Society for Community Living, Fort St. John Association for Community Living.  
 
 
Location:  Regular intakes are based on the Dawson Creek Campus. Some distance 
delivery is typically available to students on the Fort St. John Campus, but travel to 
Dawson Creek on designated days is a requirement. Clinical learning experiences may 
occur in a variety of settings, including Dawson Creek, Fort St. John, Chetwynd, and 
perhaps Fort Nelson.  Efforts will be made to place students in convenient clinical 
locations, but all students should be prepared for in-region travel. Transportation, meals, 
and accommodation are the responsibility of the student. After a clinical or 
preceptorship site is assigned by the Program Chair and instructor, no changes are 
permitted.  
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Additional Requirements/Supplies:  (fees, supplies, materials)  
In NLC's Health Care Assistant program, the Provincial Violence Prevention Curriculum 
E-Learning modules are completed prior to practice education.  
 
A substantial amount of course and program resource materials is provided solely in 
electronic form. Minimum computer requirements are published on NLC's website. See 
https://www.nlc.bc.ca/Services/Information-Technology/minPC 
 
Printing of resource materials is a student responsibility. Please contact your campus 
library for printing costs if you plan to use campus facilities. Basic computer literacy 
skills are strongly recommended. Applicants needing assistance with basic computer 
skills are asked to discuss their computer skills with an Admissions Officer at the time of 
application. 
 
Students are required to purchase texts for the program. 
   
Appropriate attire and shoes are necessary for lab courses and for clinical and 
preceptorship experiences. Students must purchase standardized program uniforms 
from the NLC Bookstore. 
  
Long shifts may be required for some components of the program.  
 
Keys to success:  
- Openness to new ideas  
- An ability to self-evaluate, be self-reflective, and hold oneself accountable  
- Maturity  
- High standard of personal hygiene and grooming  
- Ability to concentrate  
- Consistent attendance  
- Personal integrity and ability to exercise discretionary judgement  
- Physical stamina  
- Timely completion of all homework and readings for all courses/classes  
- Continuously evolving intuitive and creative skills  
- A caring philosophy and ability to work well within a team environment (understand, 
respect, and appreciate roles within a team)  
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
75% for all theory courses; the lab component of HCAT 124 is graded Pass/Fail with a 
mastery level of B+ (80%) required for a pass; practice-education courses (HCAT 126 
and HCAT 127) are graded PASS or FAIL. 
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Residency Requirement:  (percentage of courses which must be taken at NLC) 
A minimum 25% of total program hours must be completed at NLC. Typically, students 
will complete the entire program at NLC; however, given the existence of a provincial 
curriculum, transfer credit may be considered from recognized institutions. Students 
should consult an Admissions Officer for more information. 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
HCAT110 Healing 1: Caring for Individuals Experiencing Common Health  Challenges 
(115 hours) 
HCAT111 Health 2: Lifestyle and Choices (30 hours) 
HCAT112 Health 1: Interpersonal Communications (50 hours) 
HCAT113 Health Care Assistant: Introduction to Practice (30 hours) 
HCAT123 Health and Healing: Concepts for Practice (70 hours) 
HCAT124 Healing 3: Personal Care and Assistance (120 hours) 
HCAT125 Healing 2: Caring for Individuals Experiencing Cognitive or Mental 
Challenges (60 hours) 
HCAT126 Practice Experience in Home Support and/or Assisted Living (60 hours) 
HCAT127 Practice Experience in Multi-Level and/or Complex Care (210 hours)  
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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 adopt the new program completion guide for the Applied Business Technology program. 
Current content is the same on all completion guides;however, we changed/included the following 
additions to our program prerequisites: 
* English Spelling CAAT completed with 11.9 or higher 
* English Vocabulary CAAT completed with 11. 9 or higher 
* English Language CAAT completed with 11.9 or higher  
 


 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.)?                         
2c 
 


 2.  What is the rationale for the request? 
The new Applied Business Technology program completion guide adds in the requirement for stronger 
English comprehension skills prior to acceptance to the program.  The revisions will ensure students 
have a solid foundation upon entry to the program resulting in better student retention throughout the 
program and eliminate early drop-outs due to weak English comprehension skills. 
 


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


• students or prospective students 
Students will enter into the program with a stronger foundation of English comprehension skills and will 
increase the likelihood that those students will graduate within one of the three program streams. 


 
• present course offerings 


None 
 


• associated program completion guides (please list programs the outcome will affect)  
Applied Business Technology certificate offerings: (Adminstrative Assistant Certificate, Financial 
Assistant Certificate, Office Assistant Certificate). 
 


• faculty 
None 
 


• support staff 
Registrar 


 
• 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.) 
No cost. 
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 Will the proposed request have any possible effects on students' eligibility for financial aid?   


None 
 


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


No changes are anticipated. 
 


 List B.C. University-Colleges/Institutes  Anticipated Transfer Credit 
No changes are anticipated. 


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


No changes are anticipated. 
 
 6. With whom have you consulted internally and/or externally, regarding the proposal?   
 


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


Name Feedback/Concerns Raised In Support 
of Proposal 


Dean       Yes  No 
 No   


Associate Dean, 
Kathleen Lewis 


      Yes  No   


            Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar       Yes  No  
VP Academic       Yes  No  
            Yes  No  
            Yes  No  


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


Name Feedback/Concerns Raised In Support 
of Proposal 


Patti Lamusse ABT Instructor  Yes  No  
Sylvia Fraser ABT Instructor 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?   
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Yes 
 
This would include and not limited to an electronic version of the Submission Cover Sheet and 
Course Outline to be sent to Education Council Secretary (A. Holloway). 
 


8. Do you wish to present your proposal to the Council in person? NO 
  


If not, who will present it? Kathleen Lewis                                                                                
 


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


9. Additional comments: 
      


 
10. Suggested wording for motion:  


THAT the Education Council approves the revised Program Information and Completion Guides for 
ABT Administrative Assistant, ABT Financial Assistant and ABT Office Assistant. 
 


Prepared by: Sylvia Fraser     Date: October 27, 2021 
 
In consultation with (please list by name): Patti Lamusse, Kathleen Lewis, Lisa Verbisky 
 
Date received by Education Council Secretary:        
                                    
Requester notified re: date/time item on agenda:       
                                                        
 
 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
 
 



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


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Applied Business Technology  
Credential/Certification:  Certificate in Applied Business Technology 


(Administrative Assistant) 
Date Submitted:  March 2022 


Effective Date:  September 2022   
  
 


Program Contact:  Sylvia Fraser and Patti Lamusse         
 
 
Dean:  Kathy Handley          
 
 
Document Author:  Sylvia Fraser       
 
 
Program Description:  The Applied Business Technology Administrative Assistant 
Certificate prepares students to work in business, government, and industry offices. 
This program teaches current administrative skills in word processing, keyboarding, 
spreadsheets, automated accounting, bookkeeping, and the utilization of up-to-date 
Microsoft Office software. The program includes business communications and office 
procedures courses which enable students to develop the soft skills necessary for 
success in today's offices. The program has a two-week practicum placement to give 
students the opportunity to apply their new skills in an office environment.    
 
 
Admission Requirements:   
1a. English requirement for applicants whose first language is English: official transcript 
showing successful completion of any Ministry-approved English Language Arts 11 
course or ENGL 040 or higher or equivalent; alternatively, a minimum CAAT score of 
11.9 in the Vocabulary, Reading Comprehension, Spelling, and Language sections of 
the exam. 
OR 
1b. English requirement for applicants who have graduated from a Philippine post-
secondary institution: completion of a four-year Bachelor's Degree that must include at 
least one baccalaureate-level English course in which a minimum grade of 'C' was 
obtained; alternatively, IELTS Academic 6.0 overall with no band less than 6.0. 
OR 
1c. English requirement for all other applicants whose first language is not English: 
IELTS Academic 6.0 overall with no band less than 6.0. 
 
AND 
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2. Math requirement for all applicants: any Ministry-approved Math 10 course or MATH 
030 or higher or equivalent; alternatively, a minimum CAAT score of 10.9 in the Number 
Operations section of the exam.  
 
Note:  Applicants should have a basic familiarity with computers and a minimum typing 
speed of 15 wpm to help ensure that they meet the 45 wpm requirement of the program 
upon completion. 
    
 
 
Length of Program: (weeks and total hours) The full-time in-person cohort is 39 weeks 
(10 months or 850 hours).  Students may opt to take a 70 week, (16 months or 850 
hours) online cohort instead.     
 
 
Program Intake: (start/finish dates) September to June   
 
 
Available Seats:  17 in Dawson Creek; 17 in Fort St. John; 17 online.  
 
 
Application Deadline:  Annual add/drop date.   
 
 
Career Prospects:   
Graduates will be qualified to perform a variety of roles in business settings in the public 
and private sectors, including: 
- Accounts Payable/Receivable Clerk 
- Administrative Assistant  
- Computerized Bookkeeping Assistant 
- Data-Entry Clerk 
- Financial Office Assistant  
- Office Assistant 
- Payroll Assistant  
- Receptionist / Switchboard Clerk 
- Records Management Clerk  
 
 
Affiliations/Partnerships:  None 
 
 
Location:   
Northern Lights College Campuses: 
Dawson Creek, Fort St. John, and online 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
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None 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
25% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
ABTC 111 Accounting I (45 hrs) 
ABTC 112 Keyboarding I (30 hrs) 
ABTC 114 Human Relations & Job Search Skills (45 hrs) 
ABTC 119 Computers and Groupware (45 hrs) 
ABTC 120 Business Math and Calculators (30 hrs) 
ABTC 121 Electronic Spreadsheets I (30 hrs) 
ABTC 133 Word Processing I (60 hrs) 
ABTC 151 Accounting II (60 hrs) 
ABTC 153 Word Processing II (60 hrs) 
ABTC 154 Administrative Procedures and Records Management (45 hrs) 
ABTC 161 Electronic Spreadsheets II (45 hrs) 
ABTC 165 Business English (90 hrs) 
ABTC 173 Keyboarding II (30 hrs) 
ABTC 182 Automated Accounting (75 hrs) 
ABTC 192 Practicum (60 hrs) 
ABTC 193 Desktop Publishing (20 hrs) 
ABTC 194 Presentation Software (20 hrs) 
ABTC 195 Business Communications (60 hrs) 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Applied Business Technology  
Credential/Certification:  Certificate in Applied Business Technology 


(Financial Assistant) 
Date Submitted:  March 2022 


Effective Date:  September 2022   
  
 


Program Contact:  Sylvia Fraser and Patti Lamusse         
 
 
Dean:  Kathy Handley          
 
 
Document Author:  Sylvia Fraser       
 
 
Program Description:  The Applied Business Technology Financial Assistant 
Certificate prepares students to work in business, government, and industry offices. 
This program teaches current administrative skills in word processing, keyboarding, and 
spreadsheets, focusing on accounting and financial services. Students will learn how to 
use up-to-date Microsoft Office software and office procedures courses to develop the 
soft skills necessary for success in today's offices. The program has a one-week 
practicum placement to give students the opportunity to apply their new skills in an 
office environment.   
 
 
Admission Requirements:   
1a. English requirement for applicants whose first language is English: official transcript 
showing successful completion of any Ministry-approved English Language Arts 11 
course or ENGL 040 or higher or equivalent; alternatively, a minimum CAAT score of 
11.9 in the Vocabulary, Reading Comprehension, Spelling, and Language sections of 
the exam. 
OR 
1b. English requirement for applicants who have graduated from a Philippine post-
secondary institution: completion of a four-year Bachelor's Degree that must include at 
least one baccalaureate-level English course in which a minimum grade of 'C' was 
obtained; alternatively, IELTS Academic 6.0 overall with no band less than 6.0. 
OR 
1c. English requirement for all other applicants whose first language is not English: 
IELTS Academic 6.0 overall with no band less than 6.0. 
 
AND 
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2. Math requirement for all applicants: any Ministry-approved Math 10 course or MATH 
030 or higher or equivalent; alternatively, a minimum CAAT score of 10.9 in the Number 
Operations section of the exam.  
 
Note:  Applicants should have a basic familiarity with computers and a minimum typing 
speed of 15 wpm to help ensure that they meet the 45 wpm requirement of the program 
upon completion.    
 
 
Length of Program: (weeks and total hours) The full-time in-person cohort is 36 weeks 
(9 months or 660 hours).  Students may opt to take a 52 week, (12 months or 660 
hours) online cohort instead.   
 
 
Program Intake: (start/finish dates) September to May   
 
 
Available Seats:  17 
 
 
Application Deadline:  Annual add/drop date   
 
 
Career Prospects:   
Graduates with the Financial Assistant Certificate can gain employment in a variety of 
business settings in the public and private sectors such as: 
- Financial Office Assistant  
- Payroll Assistant  
- Computerized Bookkeeping Assistant  
- Accounts Payable / Receivable Clerk  
 
 
Affiliations/Partnerships:  None 
 
 
Location:   
Northern Lights College Campuses: 
Dawson Creek, Fort St. John, and online 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
None 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
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Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
25% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
 
ABTC 111 Accounting I (45 hrs) 
ABTC 112 Keyboarding I (30 hrs) 
ABTC 114 Human Relations & Job Search Skills (45 hrs) 
ABTC 119 Computers and Groupware (45 hrs) 
ABTC 120 Business Math and Calculators (30 hrs) 
ABTC 121 Electronic Spreadsheets I (30 hrs) 
ABTC 133 Word Processing I (60 hrs) 
ABTC 151 Accounting II (60 hrs) 
ABTC 154 Administrative Procedures and Records Management (45 hrs) 
ABTC 161 Electronic Spreadsheets II (45 hrs) 
ABTC 165 Business English (90 hrs) 
ABTC 182 Automated Accounting (75 hrs) 
ABTC 192 Practicum (60 hours) 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Applied Business Technology  
Credential/Certification:  Certificate in Applied Business Technology 


(Office Assistant) 
Date Submitted:  March 2022 


Effective Date:  September 2022   
  
 


Program Contact:  Sylvia Fraser and Patti Lamusse         
 
 
Dean:  Kathy Handley          
 
 
Document Author:  Sylvia Fraser       
 
 
Program Description:  The Applied Business Technology Office Assistant Certificate 
prepares students to work in business, government, and industry offices. This program 
teaches current administrative skills in word processing, keyboarding, and 
spreadsheets. Students will learn how to use up-to-date Microsoft Office software and 
office procedures courses to develop the soft skills necessary for success in today's 
offices. The program has a one-week practicum placement to give students the 
opportunity to apply their new skills in an office environment.    
 
 
Admission Requirements:   
1a. English requirement for applicants whose first language is English: official transcript 
showing successful completion of any Ministry-approved English Language Arts 11 
course or ENGL 040 or higher or equivalent; alternatively, a minimum CAAT score of 
11.9 in the Vocabulary, Reading Comprehension, Spelling, and Language sections of 
the exam. 
OR 
1b. English requirement for applicants who have graduated from a Philippine post-
secondary institution: completion of a four-year Bachelor's Degree that must include at 
least one baccalaureate-level English course in which a minimum grade of 'C' was 
obtained; alternatively, IELTS Academic 6.0 overall with no band less than 6.0. 
OR 
1c. English requirement for all other applicants whose first language is not English: 
IELTS Academic 6.0 overall with no band less than 6.0. 
 
AND 
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2. Math requirement for all applicants: any Ministry-approved Math 10 course or MATH 
030 or higher or equivalent; alternatively, a minimum CAAT score of 10.9 in the Number 
Operations section of the exam.  
 
Note:  Applicants should have a basic familiarity with computers and a minimum typing 
speed of 15 wpm to help ensure that they meet the 45 wpm requirement of the program 
upon completion. 
    
 
 
Length of Program: (weeks and total hours) The full-time in-person cohort is 20 weeks 
(5 months or 450 hours).  Students may opt to take a 33 week, (8 months or 450 hours) 
online cohort instead.    
 
 
Program Intake: (start/finish dates) September to January  
 
 
Available Seats:  17 
 
 
Application Deadline:  Annual add/drop date.   
 
 
Career Prospects:   
Graduates with the Office Assistant Certificate gain employment in a variety of business 
settings in the public and private sectors such as: 
- Receptionist / Switchboard  
- Office Assistant  
- Data Entry Clerk  
- Records Management Clerk  
 
 
Affiliations/Partnerships:  None 
 
 
Location:   
Northern Lights College Campuses: 
Dawson Creek, Fort St. John, and online 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
None 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
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Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
25% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
 
ABTC 111 Accounting I (45 hrs) 
ABTC 112 Keyboarding I (30hrs) 
ABTC 114 Human Relations & Job Search Skills (45 hrs) 
ABTC 119 Computers and Groupware (45 hrs) 
ABTC 120 Business Math and Calculators (30 hrs) 
ABTC 121 Electronic Spreadsheets I (30 hrs) 
ABTC 133 Word Processing I (60 hrs) 
ABTC 154 Administrative Procedures and Records Management (45 hrs) 
ABTC 165 Business English (90 hrs) 
ABTC 191 Practicum (30 hrs)   
 


 
 






image15.emf
DRAFT Terms of  Reference for Ad hoc Governance Subcommittee.pdf


DRAFT Terms of Reference for Ad hoc Governance Subcommittee.pdf


  
 
 


 
 
EDUCATION COUNCIL     Policy Number: 
Ad hoc Governance Subcommittee   Category: Education 
Terms of Reference     Effective Date:  
       Approval Process: Educational Policies 
       Approval Date:  
       Date Last Reviewed:  
           


 


 
PURPOSE 
 
An Ad hoc subcommittee of the Education Council that reviews and suggests revisions regarding 
governance related policies and procedures. 
 
MEMBERSHIP 
 
Subcommittee membership is determined by Education Council. (See NLC Education Council Bylaws 6.1 
to 6.5) 
This subcommittee should be comprised of current members of Education Council:  


• Minimum of one faculty member 
• Minimum of one staff member 
• Minimum of one administrator 
• Up to two students 
• The Registrar or Associate Registrar must be an active or resource member of the subommittee.  


 
The subcommittee may number three or more members. 
 
Quorum 
 
A meeting of the subcommittee may proceed when at least three members are in attendance. 
 
 
Chair 
 
The chairperson will be elected by the members of the subcommittee when the Ad hoc group is 
convened.  The Chair will prepare a report regarding the subcommittee workings/progress at each 
Education Council meeting while the Ad hoc subcommittee is active.  This can be in person (Chair or 
delegate) or by written report submitted to the Education Council secretary. 
 
PARTICIPATION 
 
All subcommittee members are expected to actively participate in reviewing all documents that are 
presented to the subcommittee for review.  
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If a subcommittee member is unable to participate the member will resign and a new member from 
Education Council will join the subcommittee.  
 
DUTIES 
 


• In accordance with Educational Policies, and on behalf of Education Council, the subcommittee 
will review and suggest revisions to all forwarded documents. 


 
PROCESS 
 


• The subcommittee will meet as required.  Dates and times to be agreed on by members. 
• All documents with recommendations made by the subcommittee, will be made available to all 


Education Council members prior to the Education Council meeting where the submission will 
be brought forward for approval. 
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History   
  


Created/Revised/Reviewed Date Author Approved By 
Created January 2014  Education Council 
Revised October 2016  Education Council 
Revised June 2021 Curriculum 


Subcommittee 
Education Council 


 
 
Next Scheduled Review Date 
 
 June 2025 
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To: Education Council 
From: Kathy Handley 
Date: March 22, 2022 


Re: Course termination 


The following courses have not been offered in five or more years.  On the recommendation of 
Warren Stokes, I would like to officially discontinue these courses, effective August 31, 2022. 


Sincerely, 


Kathy Handley 
Acting Dean, Academic and vocational programs 
 


COURSE DISCONTINUATION LIST 
Department Course Title First Offered Last Offered 
Career & 
College 
Preparation 


    


 
ACCT-040 Introduction to Accounting 1990 2013 


 BEST-041 Advanced Better Employment 
Strategies and Techniques 


2012 2012 


 CRWR-050 Provincial Creative Writing 2005 2013 


 EDCP-040 Education and Career Planning 1992 2012 
 ENGL-011 Fundamental English Level 1 2008 2015 
 ENGL-012 Fundamental English Level 2 2008 2015 
 ENGL-013 Fundamental English Level 3 2008 2015 
 ENGL-051 Provincial Technical and Professional 


English 
2004 2008 


 FNST-050 Provincial First Nations 2000 2012 


 GEOG-050 Provincial Geography 1986 2012 
 HIST-050 Provincial History 1986 2013 
 INTT-030 Introduction to Trades 2006 2012 
 LAWC-050 Canadian Law 1993 2013 
 MATH-011 Fundamental Math Level 1 2013 2015 
 MATH-031 Intermediate Trades Math 1988 2015 


 MATH-041 Advanced Mathematics (industrial 
Mathematics) 


1991 2015 







 


 MATH-043 Advanced Level Developmental 
Mathematics 


2003 2012 


 PFIN-050 Personal Finance and Investing 2007 2012 


 SOST-030 Intermediate Social Studies 1985 2013 
Geomatics      


COMM-100 Technical Communication 1 for 
Geomatics 


2009 2011 


 
COMM-110 Technical Communication 2 for 


Geomatics 
2009 2011 


Job Education 
& Training 


    


 
JEDT-001 Life Skills 2002 2011 


 JEDT-002 Kitchen Helper 2001 2004 
 JEDT-003 Literacy 2002 2003 
 JEDT-005 Bakers' Assistant 2002 2003 
 JEDT-008 Personal Living Skills 2002 2011 
 JEDT-009 Personal Planning 2002 2011 
 JEDT-010 Employability Skills Training 2002 2012 


 JEDT-011 Employment Training 2001 2012 
 JEDT-012 Numeracy 2002 2003 
 JEDT-014 WHMIS 2002 2009 
 JEDT-015 Foodsafe Level 1 2002 2009 
 JEDT-019 Customer Service Worker 2003 2010 
 JEDT-022 Horticulture Assistant 2003 2012 


University Arts 
& Science 


    


 BIOL-204 Introduction to Ecology 1991 2013 
 CHEM-170 Introduction to Forensic Chemistry 2008 2009 
 CPSC-100 Introduction to Computers and 


Computer Applications 
1991 2010 


 CPSC-111 Computer Science and Information 
Technology 


2001 2005 


 CRIM-120 Research Methods in Criminology 1986 2014 


 CRWR-209 Introduction to the Art of Writing I 1986 2015 
 CRWR-210 Intro to the Art of Writing II 1986 2011 
 CRWR-250 Advanced Writing Techniques I 1986 2006 
 EDUC-230 Introduction to Educational 


Philosophies 
2004 2005 


 ENGL-105 Nonfictional Prose 1996 2011 
 ENGL-201 Survey of English Literature I 1986 2012 


 ENGL-202 Survey of English Literature II 1986 2014 
 ENGL-205 Introduction to Canadian Literature 1991 2006 
 ENGL-221 Introduction to Women's Literature 2003 2009 







 


 FILM-100 Introduction to Film 2002 2011 
 FREN-101 Intermediate French I 1990 2011 


 FREN-102 Intermediate French II 2004 2011 
 GEOG-100 Introduction to Human Geography 


Places And Regions in Global Context 
2004 2012 


 GEOG-101 Society and the Environment 1989 2003 
 GEOG-240 Social Geography 1992 2011 
 GEOL-102 Introduction to Earth History 2004 2004 
 HIST-200 Women in the Western World from 


Pre-History to the Present 
1994 2002 


 HIST-205 The Ancient World 1991 2002 
 HIST-206 History of Ancient Greece 2002 2014 
 HIST-207 History of Ancient Rome 2005 2011 
 HIST-211 European History, 1050 - 1789 1992 2012 
 HIST-212 European History 1789 to Present Ent 1992 2012 
 HIST-231 The United States History to 1865 1990 2010 


 HIST-232 The United States Since 1865 1990 2010 
 HUMA-101 Intro to the Humanities I (Online) 1986 2012 
 HUMA-102 Introduction to the Humanities II 1986 2010 
 LAND-201 Work Practicum 1998 2010 
 MATH-105 Calculus for Social and Biological 


Sciences I 
1988 2005 


 MATH-106 Calculus for Social Sciences II 1989 1995 


 MATH-110 Pre-Calculus 2002 2009 
 PHIL-101 Introduction to Philosophy I 1989 2009 
 PHIL-102 Introduction to Philosophy II 1989 2002 
 POLI-102 Political Ideologies 1987 2004 
 PSYC-201 Research Methods in Psychology 1990 2008 
 PSYC-221 Social Psychology 1987 2006 


 PSYC-223 Psychology of Personal Adjustment 1986 2002 
 PSYC-225 Methods of Therapeutic Intervention 1985 2004 
 PSYC-232 Behavior Disorders of Children And 


Adolescents 
1987 2005 


 PSYC-250 Introduction to Applied Behavioural 
Psychology 


2000 2006 


 THEA-100 Introduction to Acting 2003 2012 
 VSAR-113 Visual Culture I 1986 2013 


 VSAR-123 Visual Culture II 2010 2013 
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March 22, 2022 


Faisal Rashid 
Chair, Education Council 
Northern Lights College 


 
Dear Faisal, 


Re: Update for Education Council 


As you are likely aware, the college has made a decision to proceed with a virtual convocation for the 
2021/22 school year.  Hosting one ceremony posed a challenge for applying the Valedictorian Criteria 
and Selection Policy (E-2.05).   After lengthy discussion with the convocation committee, myself, 
Director of Student Services, and Warren Stokes, Registrar we presented a variety of options to Todd 
Bondaroff, Acting President and CEO and the members of the Senior Executive Team.   


Todd Bondaroff has signed off on a one-time adjustment to the selection process for the 2021/22 
Valedictorian and has approved selecting one valedictorian for the one ceremony we will host.  The 
Executive committee along with the Convocation committee believes that this decision will allow for 
representation of all students, at all campuses regardless of their mode of study (in person or at a 
distance).   


As per the Valedictorian Criteria and Selection Policy, nominations for the Valedictorian opened on 
Monday, March 21st and will close on Friday, April 8th.  All students who are eligible to graduate are 
eligible for nomination and will be invited to participate in the nomination process.   


Please feel free to contact me should you or the Education Council have any questions about this one-
time adjustment.  


Sincerely,  


 


Lorelee Mathias, BComm, MA 
Director, Student Services 
Northern Lights College 







 


phone: (250) 784-7555 
email: lmathias@nlc.bc.ca 


cc:     Todd Bondaroff, Acting President and CEO 
           Lisa Irvine, Lead Student Experience Officer 
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NORTHERN LIGHTS COLLEGE  


EDUCATION COUNCIL  
Meeting of February 23, 2022  


Dawson Creek Regional Dial In 
Fort St John Dial In 
Fort Nelson Dial In 


 
Participants:   
Faisal Rashid (Faculty At Large)            *Chair 


Brandon Mackinnon (Faculty At Large) *Vice-Chair 


Sweetzelle Ira Arago (Student) 


Heather Cobbett (Faculty At Large) 
Tracy Donnelly (Administration) 


Kristel Anne Echano (Student) 


Andrey Florita (Student) 


Josh Klassen (Faculty At Large) 


Ruth Angelique Marquez (Student) 


Warren Stokes (Administration) 


Marissa Thola (Faculty At Large) 


Mike Gilbert (Board Representative) 


Audra Holloway (Recording)  
    
Absent:  Loren Lovegreen  Todd Bondaroff  Rob-Roy Douglas  


Darren Giersch   Howard Moody  Bruce McKay  
Lynette Forrest  


           
Guest(s):  Kathleen Lewis   
     
 


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, January 26, 2022 


M. Thola noted a grammatical error on page 3.  Minutes updated with grammatical 
correction. 


 
22.02.01 M/S –THOLA/KLASSEN 
 


 Motion: THAT the minutes of January 26, 2022 be adopted as amended. 
 CARRIED 


 
3.  Action List  
 


Education Council Process Flowchart – nothing to report  
 New Course Outline Form – nothing to report 
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Decision Item(s) 
 
4. Revised ABT Program Guides     


K. Lewis presented the submission explaining that the submission was to add the 
requirement for stronger English comprehension skills prior to acceptance to the 
program.  The revisions would ensure that students have a solid foundation upon 
entry to the program resulting in better student retention throughout the program and 
to eliminate early drop-outs due to weak English comprehension skills. 
B. Mackinnon asked about the cover sheet regarding the Registrar and VP 
Academics support of the proposal 
M. Gilbert asked about other alternatives for the Admission Requirements like BC 
English 12.  W. Stokes answered that the Admission Requirements should be 
looking for a more clearly defined list of acceptable courses (like the recently 
submitted Trades Programs Omnibus). 
Suggested wording:   


English – one of the following: 
BC Language Arts 11 Courses, or BC Language Arts 12 Courses, or equivalent. 
ENGL 040 or higher, or equivalent. 


Math – one of the following: 
BC Math 10, BC Math 11, or BC Math 12, or equivalent. 
MATH 030 or higher, or equivalent. 


W. Stokes also noted that the submitted ABT-Administrative Assistant Program 
Guide had different Admission Requirements than the other two guides. He 
explained that the older version had English with a CAAT option and Math with a 
CAAT option, where the new version has English and Math OR you must do an 
entire CAAT test.  K. Lewis added that in the ABT-Administrative Assistant the 
Admission Requirements have a pathway regarding the Philippines that would need 
to be included when re-writing the requirements. B. Mackinnon noted that an IELTS 
statement would need to be included when re-writing the requirements. 
K. Lewis explained that all students are admitted to the ABT-Administrative Assistant 
program pathway with students able to exit with either the ABT-Office Assistant or 
ABT-Financial Assistant pathways. 
W. Stokes asked about the statement included in the ABT-Administrative Assistant 
Admission Requirements that require the successful completion within the last 5 
years.  He posed the question to Education Council members: “pedagogical 
question of whether there is an appropriateness of aging of credentials“.  Discussion 
between members. 
B. Mackinnon questioned the need for any ‘Admission Requirements’ for the two 
programs that are considered ‘exit credentials’ (ABT-Office Assistant and ABT-
Financial Assistant).  K. Lewis concurred and felt that a ‘leaving credential’ piece 
would be more appropriate.  W. Stokes added that the ‘exit credential’ wording could 
be added where the current ‘Admission Requirement’ information currently is. 
He added that it could simply say “This is an exit credential for the ABT-
Administrative Assistant program.  Admission to that program is required.”  
B. Mackinnon suggested a Motion to update/review the documents and to bring 
them back to the next meeting.  The documents will go back to the Curriculum 
subcommittee for review and then back to Education Council. 
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22.02.02 M/S –MACKINNON/THOLA 
 
Motion: THAT the Education Council approves the revised Program Information and 


Completion Guides for ABT Administrative Assistant, ABT Financial Assistant and ABT Office 


Assistant. 


Motion: THAT the Education Council approves the postponement of the submitted motion 


until the next Education Council meeting. 


 CARRIED 
 


5. Revised EASL Program Guide and Course Outlines      
 K. Lewis explained that the submission was to update the individual requirements for 


each course, the enter and exit CaMLA scores.  She added that this will allow the 
students to progress through the ESL courses more accurately. 
From the submission Cover Sheet:  


The current English as a Second Language (ESL) program completion guides were confusing, as 
all levels had a separate guide. The new guide combines all the levels into one. It will be easier 
for a student to read and understand as they would not be clicking on multiple guides for one 
program. Instructors in the program reported that the entrance & exit scores of each of the ESL 
classes needed updating.  


 M. Thola noted that the email listed for the Program Contact for International 
Students was incorrect.  She explained that it should be ‘International Students 
students@international.nlc.bc.ca’.  


 M. Thola asked about the CaMLA tests.  W. Stokes explained that the students 
would, in fact, do a final exam at the end of the program.  Discussion regarding the 
‘Passing Grade’ comment for the submitted Course Outlines.  Decision by council to 
add the wording, “or equivalent” to all ‘Passing Grade’ comments for each Course 
Outline.   


 
 22.02.03 M/S –THOLA/COBBETT 
 


Motion: THAT the Education Council approves the revised Program Information and 


Completion Guide for English as a Second Language and the revised Course Outlines for 


EASL 020, EASL 030, EASL 040, EASL 050 and EASL 060 as amended. 


 CARRIED 
 


 
Subcommittee Standing Reports 
 
6. Education Policy Subcommittee 


W. Stokes reported that the subcommittee is currently meeting twice per month.  He 
added that the group is almost at full capacity regarding membership and that they 
are waiting for a member of Learning Support or Access Services to join the group.  
He further added that he is currently the subcommittee chair, and that the group 
continues to work on the student appeals policies. 
A. Holloway added that she had emailed Education Council student representatives 
asking if they would like to participate in the subcommittee. 


 
 
 



mailto:students@international.nlc.bc.ca
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7. Curriculum Subcommittee 


A. Holloway reported that Kathleen Lewis had joined the subcommittee and that the 
group met on February 3rd to review the documents for this month’s meeting.  The 
group meets next on March 3rd. 


 
8. Admissions and Standards Subcommittee 


A. Holloway explained that the next meeting for the subcommittee is Thursday, 
February 24th, 2022. 


 
 
Information/Discussion 
 
9. Continuing Education   
 T. Donnelly talked about the new and upcoming CE/WFTR courses:  


WFTR WL12 Welding Practice 


WFTR TI60 Ground Disturbance BC 


WFTR TI170 Oil and Gas Trade Training Program 


 
10. Creation of a 2nd Vice-Chair position for Education Council     


F. Rashid explained that he recently noticed that Selkirk College had a second Vice-
Chair position and wanted to see if members felt that NLC could benefit from the 
same.  He added that he was wondering if Education Council should have more 
representation from the Indigenous community.   
Group discussion over the terms ‘Co-Chair’ and ‘Co-Vice-Chair’ and whether the 
proposal was to add to the overall number of members or to add a position within the 
current membership.  W. Stokes mentioned the current Education Council Bylaws 
and the possibility of certain workload being assigned to the Vice-Chair(s) by the 
Chair.  F. Rashid added that all members are volunteers and was aware that there 
may be added enticement, motivation or possibly team member respect with the 
added title of a second Vice-Chair or ‘Co-Vice-Chair’. 
W. Stokes suggested that the next step be the bringing back of the Education 
Council Bylaws for discussion regarding updates regarding membership of the 
subcommittees and with the possible amendment about the idea of Co-Vice-Chairs 
and their duties.  


 
 
 
Adjournment – 2:45 p.m.  
 
 
Next Meeting – March 23, 2022 
  
 
 


These notes are not officially approved 
until initialed by the Chairperson.  They  
could be subject to amendment. 
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ACTION ITEM LIST 


AS OF: March 23, 2022 
 


Education Council 


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  


*awaiting New 
Course Outline 


Process/ 
Procedures 


In Progress 


 


Policy Subcommittee 


Policy  Date Assigned Follow-Up Action 
Due 
Date 


Status 


E-1.08 Academic Integrity Mar  2021 
Draft sent to College Policy 
Committee (Dec 1st) 


 Draft Done 


E-1.07 Evaluating Students Feb 2022 Revisions/Error Corrections March 2022 In Progress 


E-1.14 Withdrawal Apr 2017 Philosophical conversation  In Progress 


E-1.09 Honor List Oct 2017 Philosophical conversation  In Progress 


Curriculum/Syllabus Project Jan 2019 To begin review of project  In Progress 


E-2.10 Student Appeals 
(“Academic Appeal”) 


Oct 2021 Tabled- awaiting guidance  In Progress 


E-1.01 Academic Appeal 
(“Grade Appeal”) 


Oct 2021 Tabled- awaiting guidance  To Start 


E-1.11 Student Field Trips May 2020 
Email sent regarding 
possible collaboration 


 In Progress 


E-1.12 Student Practicum 
Placement 


Sep 2020 Commenced research  In Progress 


 
Educational Policies currently being worked on/reviewed by members    


of NLC Policy committee 


Policy 
Assigned to & 
Date Assigned 


*A-XXX Non-Academic 
Appeals* 


Nov 2021 


E-4.02 Access 
Feb 2019 


(Lorelee Mathias) 
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