NORTHERN LIGHTS COLLEGE EDUCATION COUNCIL
Meeting to be held April 22, 2020 at 1:15pm
Dawson Creek – Dial In
Fort St John – Dial In
Fort Nelson – Dial In
______________________________________________________________________
AGENDA
Acknowledgement:
It is a privilege to honor the many nations participating in our college community and to thank you for sharing your traditional lands with us.  All my relations.

1. Election of Chair and Vice-Chair of Education Council			W. Stokes


2. Adoption of Agenda								F. Rashid


3. Adoption of Minutes March 25, 2020					F. Rashid



4. Action List Review								F. Rashid



Decision
5. [bookmark: _Hlk37848330][bookmark: _Hlk34296084][bookmark: _Hlk34217266]Aircraft Mechanic Basics							L. Manning



[bookmark: _Hlk37848740]Motion: THAT the Education Council approves the new Program Information and Completion Guide for Certificate in Aircraft Mechanic Basics. 

6. 

[bookmark: _Hlk37848343]Aircraft Maintenance Technician						L. Manning

[bookmark: _Hlk37848752]Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Aircraft Maintenance Technician Diploma.

7. 

Oil and Gas Field Operations						L. Manning

Motion: THAT the Education Council approves the revised Course Outline OGOP 102.

8. 


Youth Explore Trades Sampler						L. Manning

Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Youth Explore Trades Sampler and new Course Outline YETS 091.

9. 

Applied Business Technology						S. Roe

Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Certificate in Applied Business Technology (Administrative Assistant), effective September 2020.

10. Exception for Academic Monitoring Policy	(E-1.02)			W. Stokes
· Academic monitoring will be calculated during the week of May 4 as per policy.  
· Students that are deemed Required to Withdraw will remain at the status of Academic Restriction until the next semester in which their GPA is 2.0 or higher OR the beginning of the semester after travel restrictions are lifted.
· Students will be advised of this.  Note that they will continue to be limited to 11 credits.


Motion: THAT the Education Council endorses the exceptions for the Winter 2020 Academic Monitoring policy.

Subcommittee Standing Reports
11. Education Policy Subcommittee						L. Sprinkle

12. Curriculum Subcommittee							A. Holloway

13. Admissions and Standards Subcommittee					M. Bedell

Information/Discussion
14. [bookmark: _GoBack]2020-21 NLC Budget Presentation						A. Graff
15. DRAFT Academic Integrity Policy						L. Sprinkle





*Note that the Appendices and the TOR are procedural pieces and are to be refined and maintained by the Standing Committee in the form of appendices and best practices documents. These do not contain content which necessarily belongs inside the Policy document, but in the supporting documents maintained by the Committee. Training for Chairs and Standing Committee members will be based on those documents of reference.

16. Continuing Education								T. Donnelly
*all Course Outlines can be found on D2L
CE AC35 Speed Spanish
CE AC36 Advanced Fiction Writing
CE AC37 Beginning Conversational French
CE AC38 Introduction to Journaling
CE AC39 Introduction to Screenwriting
CE AC40 Publish and Sell Your E-Books
CE AC41 Romance Writing
CE AC42 Introduction to Guitar
CE BE16 Fundamentals of Technical Writing
CE BE17 Project Management Fundamentals
CE BE18 Explore a Career as an Administrative Medical Assistant
CE CT23 Intermediate Microsoft Word 2013
CE CT24 Advanced Microsoft Excel 2013
CE CT25 Advanced Microsoft Excel 2016
CE CT26 Introduction to Microsoft Word 2016
CE CT27 Introduction to Microsoft Access 2019-Office 365
CE CT28 Intermediate Microsoft Excel 2013
CE CT29 Advanced Microsoft Excel 2019-Office 365
CE CT30 Intermediate Microsoft Excel 2019-Office 365
CE CT31 Microsoft PowerPoint 2013 in the Classroom
CE CT32 Understanding the Cloud
CE CT33 Introduction to Cryptography
CE CT34 Introduction to Networking
CE HW35 International Woman’s Day Workshop
	CE PD22 Creating Classroom Centers
	CE PD23 Differentiated Instruction in the Classroom
	CE PD24 Enhancing Language Development in Childhood
	CE PD25 Guided Reading: Strategies for the Differentiated Classroom
	CE PD26 Integrating Technology in the Classroom
	CE PD27 Creating the Inclusive Classroom: Strategies for Success 
	CE PD28 Empowering Students with Disabilities
	CE PD29 Guided Reading and Writing- Strategies for Maximum Student Achievement
	CE PD30 Homeschool with Success
	CE PD31 Supply Chain Suite
	CE PD32 Ready, Set, Read
	CE PD33 Teaching Preschool: A Year of Inspiring Lessons
	CE PD34 Solving Classroom Discipline Problems II
	CE PD35 Teaching Writing: Grades K-3
	CE PD36 Creating a Classroom Website
	CE PD37 Manufacturing Fundamentals
	CE PD38 Solving Classroom Discipline Problems
	CE PD39 Supply Chain Management Fundamentals
	CE PD40 Teaching Students with Autism - Strategies for Success
	CE PD41 Teaching Students with ADHD

17. Late Withdrawals								W. Stokes


Next Meeting – May 27, 2020

Adjournment

BLUEJEANS Meeting Code – 232 194 969
Cover Sheet for AMBC Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
SUBMISSION TO EDUCATION COUNCIL COVER SHEET
(To be used when a decision by Council is required.)

In order for the Education Council to carefully consider your request, we ask that the following
documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed

as an agenda item.
(To fill out document, tab to shaded boxes and type information)

1. What are you asking the Council to consider?
To approve the program completion guide for Aircraft Mechanic Basics training.

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

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

2. What is the rationale for the request?
To award a certificate for the first level of Aircraft Maintenance Technician training in the form of a 1

year certificate.

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

e students or prospective students
Allow dual credit students to get applicable funding

present course offerings
none

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

faculty
n/a

support staff
n/a

College (facilities, timetabling, etc.)
n/a

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

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

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

Form Revised: February 2008





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

List B.C. Universities Anticipated Transfer Credit

n/a

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

n/a

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

n/a

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

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

Campus Program Staff

Name Feedback/Concerns Raised

In Support
of Proposal

Dean Mark Heartt

Yes X No []
No O

Yes[ | No[ ]

Yes [ ] No []

Yes [ ] No []

Regional Program Staff

Name Feedback/Concerns Raised

In Support
of Proposal

Registrar Warren Stokes

Yes X] No []

VP Academic Loren Lovegreen

Yes X No []

Yes[ | No[]

Yes [ ] No []

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

Name Feedback/Concerns Raised

In Support
of Proposal

Yes [ ] No []

Yes[ | No[]

Yes[ | No[]

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

institutions and/or professional bodies, etc.)

Name Feedback/Concerns Raised

In Support
of Proposal

Yes [ ] No []

Yes[ | No[]

Yes[ | No[]

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

proposed request?
Yes

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

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

Form Revised: February 2008

Submission to EdCo Form Page 2
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If not, who will present it?
How much time is needed for the presentation? 10 mins

9. Additional comments:
This is for dual credit students enabling them to qualify for applicable funding.

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

Prepared by: Leo Manning Date: Feb 25 2020

In consultation with (please list by name):

Date received by Education Council Secretary: Feb 25" 2020

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008 Submission to EdCo Form Page 3
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Guide Aircraft Mechanic Basics Certificate Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
REGISTRAR'S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Aircraft Mechanic Basics
Credential/Certification: Certificate in Aircraft Mechanic Basics
Date Submitted: April 2020
Effective Date: September 2020

Program Contact: trades@nlc.bc.ca

Dean: Mark heartt

Document Author: Leo Manning, Associate Dean AMT

Program Description:

Take the first steps towards a career as an Aircraft Maintenance Technician with
Northern Lights College Aircraft Mechanic Basics certificate training program! Learn
new job skills in an exciting and challenging industry in our one-year program.

No Transport Canada accreditation is provided for the certificate program but may meet
the acceptable criteria in the Canadian Aviation Regulations 566.07 (2) (a)

Students who successfully complete the certificate program may chose to further their
training by completing the Transport Canada Accredited Aircraft Maintenance
Technician Diploma, which is accredited with 1800 hours towards the AME License.

If you chose this route your attendance must remain at 95% or higher, or no more than
45.5 hours missed to be eligible.

Students will study aircraft safety, hangar hazards, airframe structures, engines and
aircraft systems. They will learn to interpret technical manuals, drawings and blueprints,
to disassemble and remove defective parts, to assemble and install replacement parts
and test aircraft systems.

Admission Requirements: Provide British Columbia secondary school transcripts or
equivalent (Alberta/NWT equivalent course numbers in brackets) indicating successful
completion of:
English 11 or equivalent (one of):
* BC Communications 11, English 11, Composition 11, Creative Writing 11, Literary
Studies 11, New Media 11, or Spoken Languages 11 with a C or better;

* BC Communications 12, English 12 with a C or better;

* Alberta English Language Arts ELA 20-2, or ELA 20-1 with a C or better;

* Alberta English Language Arts ELA 30-2, or ELA 30-1 with a C or better;

* NLC ENGL-040 with a C (60%) or better
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Program Information and Completion Guide

* NLC ENGL-050 with a C or better

* NLC EASL-050

* IELTS score of 6.0 overall with no band less than 5.5

Math 11 or equivalent (one of):

» BC Applications of Mathematics 11, Apprenticeship and Workplace Math 11,
Workplace Mathematics 11, Foundations of Mathematics 11,
Principles of Mathematics 11, or Pre-Calculus Mathematics 11 with a C or better;

* Alberta Applied Math 20, Math 20-3, Math 20-2, Pure Math 20, or Math 30-1 with a
C or better;

* NLC MATH 040 with a C (60%) or better

Applicants may also complete the Canadian Adult Achievement Test (CAAT) to
demonstrate program readiness. Minimum requirements are:

* Reading Comprehension: 12.0 grade equivalent or higher

* Number Operations: 11.0 grade equivalent or higher

* Problem Solving: 11.0 grade equivalent or higher

» Mechanical Reasoning: 51/70 (6th Stanine) or higher.

Dual Credit
Dual credit students must complete Grade 11 prior to the start of the program.
Completion includes:
» Grade 11 English or Grade 11 Communications,
» Grade 11 Math, and a Grade 11 core science (preferably physics) equivalent, all
with (C) or higher.
* One Grade 10 level shop class is also recommended.

Work experience and transcripts of grades from subjects other than those listed above
will also be considered for admission support upon review and approval by the
Associate Dean AMT

For International Education Requirements (English as a Second Language) please
contact the International Education Department at Northern Lights College
(Inted@nlc.bc.ca) for details.

Length of Program: (weeks and total hours)

36.4 weeks (910) Hours, 25 hours per week

Training occurs over a 2 semester 1 year program. Each semester is 455 hours or 18.2
weeks of contact. There is a break mid-year.

Program Intake: (start/finish dates) September

Available Seats: 6

Page 2 of 4
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Program Information and Completion Guide

Application Deadline: 30 days prior and on a case by case basis until start.

Career Prospects: Work at airlines, a variety of aviation related businesses such as air
taxis, the police, air ambulance, survey companies, agriculture, and pilot training
facilities. Some flying clubs also employ aircraft engineers.

Others become Instructors, parts, sales, or administrative personnel, technical reps and
accident investigators.

Some experienced engineers seek work with aircraft manufacturers in production fitting
or in design and development and still others may apply to the Armed Forces!

Affiliations/Partnerships: SD59, SD60

Location: Dawson Creek Campus

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

Two pairs of full-sleeved coveralls, footwear having CSA safety-toe protection with soft
soles for climbing on aircraft, and CSA approved safety glasses with clear lenses.
Students are required to bring their own laptop capable of accessing the NLC wireless
network.

Textbooks.

For Student Residence Fees on campus in Dawson Creek see website information at
https://www.nlc.bc.ca/Admissions/Student-Residences/Dawson-Creek-Campus

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

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

70%

Students who successfully complete the certificate program may chose to further their
training by completing the Transport Canada Accredited Aircraft Maintenance
Technician Diploma, which is accredited with 1800 hours towards the AME License.

If you chose this route your attendance must remain at 95% or higher, or no more than
45.5 hours missed to be eligible.

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

Page 3 of 4
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Program Information and Completion Guide

Required Courses: (list courses required to complete credential

and total hours for each course)
Semester 1

AMT101 General Introduction -10hrs

AMT102 Aerodynamics Fixed Wing Aircraft -25hrs

AMT103 Materials Aircraft Structures -36hrs

AMT104 Aircraft Hardware Approved Parts -24hrs

AMT105 Aircraft Hydraulic Pneumatic Systems -20hrs

AMT106 Aircraft EQuipment Introduction -8hrs

AMT107 Basic Aircraft Electricity DC -26hrs

AMT108 Blueprint Design -14hrs

AMT109 Hand Tools -24hrs

AMT110 Aviation Math -10hrs

AMT111 Canadian Aviation Regulations 1 -16hrs

AMT112 Human Factors in Aviation -8hrs

AMT113 Flight Controls Fixed Wing and Rigging -16hrs

AMT114 Practical Projects -218hrs

Semester 2
AMT121 Canadian Aviation Regulations 2 -40hrs
AMT122 Non Destructive Testing Corrosion -24hrs
AMT123 Aircraft Aerodynamics Rotary -16hrs
AMT124 Rotary Flight Controls and Rigging -16hrs
AMT125 Aircraft Maintenance Inspections -28hrs
AMT126 Basic Electricity AC -16hrs
AMT127 Turbine Engine Theory -24hrs
AMT128 Turbine Engine Systems -24hrs
AMT129 Weight and Balance -8hrs
AMT130 Electrical Systems -37hrs
AMT131 Aircraft Protection Systems -48hrs
AMT132 Practical Projects 2 -174hrs
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Cover Sheet for AMT Diploma Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
SUBMISSION TO EDUCATION COUNCIL COVER SHEET
(To be used when a decision by Council is required.)

In order for the Education Council to carefully consider your request, we ask that the following
documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed
as an agenda item.

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

1. What are you asking the Council to consider?
To approve the program completion guide for Aircraft Maintenance Technician Diploma training.

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

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

2. What is the rationale for the request?
To correct the "work experience" portion/understanding in Admission Requirements area.

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

e students or prospective students
None.

present course offerings
none

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

faculty
n/a

support staff
n/a

College (facilities, timetabling, etc.)
n/a

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

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

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

Form Revised: February 2008





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

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

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

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

Campus Program Staff

In Support
of Proposal

Dean Mark Heartt Yes X No []
No O

Yes[ | No[ ]
Yes [ ] No []
Yes [ ] No []

Name Feedback/Concerns Raised

Regional Program Staff

In Support
of Proposal
Registrar Warren Stokes Yes XINo []
VP Academic Yes []No []
Yes [ ] No []
Yes [ No []

Name Feedback/Concerns Raised

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

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

Name Feedback/Concerns Raised

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

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

Name Feedback/Concerns Raised

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

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

Form Revised: February 2008 Submission to EdCo Form Page 2
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8. Do you wish to present your proposal to the Council in person? Yes
If not, who will present it?
How much time is needed for the presentation? 1 mins
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Program Information and Completion Guide for
Aircraft Maintenance Technician Diploma.
Prepared by: Leo Manning Date: Feb 25 2020
In consultation with (please list by name):

Date received by Education Council Secretary: Feb 25" 2020

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008 Submission to EdCo Form Page 3
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Guide AMT Diploma Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
REGISTRAR'S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Aircraft Maintenance Technician
Credential/Certification: Aircraft Maintenance Technician Diploma
Date Submitted: April 2020
Effective Date: September 2020

Program Contact: trades@nlc.bc.ca

Dean: Mark Heartt

Document Author: Leo Manning, Associate Dean AMT

Program Description:

“Aircraft Maintenance Technician” means a person who performs inspections and
troubleshooting of an aircraft, including airframe structures, engines and aircraft
systems, disassembles and removes defective parts, assembles and installs
replacement parts, interprets technical manuals, drawings and blueprints, tests aircraft
systems, records problems and actions taken to rectify them, and maintains an accurate
statement of the maintenance history of the aircraft.

For detailed information on the scope of knowledge and skills taught and assessed in
this program refer to the Program Outline, available on the ITA website.

Pathways to Certification

In BC, an individual can obtain a Certificate of Apprenticeship as an Aircraft
Maintenance Technician by completing the required hours and recording a sponsor
attestation. Apprenticeship programs are for individuals who have an employer to
sponsor them.

There is no challenge pathway for this program.

Note: Licensing for Aircraft Maintenance Engineer (AME) “M” rating is separate from
certification as an ITA Aircraft Maintenance Technician. AME licensing is issued by
Transport Canada. There are no transferable credits between the two programs. Please
visit www.tc.gc.ca for details. This program has Transport Canada accreditation for
Basic M training.

Canadian Armed Forces Accreditation Certification Equivalency approved, Fast track
your Career in the armed forces with this program.
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Program Information and Completion Guide

Admission Requirements:
Applicants with High School completed:
Provide British Columbia secondary school transcripts or equivalent (Alberta/NWT
equivalent course numbers in brackets) indicating successful completion of:
English 11 or equivalent (one of):
* BC Communications 11, English 11, Composition 11, Creative Writing 11, Literary
Studies 11, New Media 11, or Spoken Languages 11 with a C or better;
* BC Communications 12, English 12 with a C or better;
* Alberta English Language Arts ELA 20-2, or ELA 20-1 with a C or better;
* Alberta English Language Arts ELA 30-2, or ELA 30-1 with a C or better;
* NLC ENGL-040 with a C (60%) or better
* NLC ENGL-050 with a C or better
* NLC EASL-050
* IELTS score of 6.0 overall with no band less than 5.5
Math 11 or equivalent (one of):
* BC Applications of Mathematics 11, Apprenticeship and Workplace Math 11,
Workplace Mathematics 11, Foundations of Mathematics 11,
Principles of Mathematics 11, or Pre-Calculus Mathematics 11 with a C or better;
* Alberta Applied Math 20, Math 20-3, Math 20-2, Pure Math 20, or Math 30-1 with a
C or better;
* NLC MATH 040 with a C (60%) or better

Mature Students:
Applicants may also complete the Canadian Adult Achievement Test (CAAT) to
demonstrate program readiness. Minimum requirements are:

* Reading Comprehension: 12.0 grade equivalent or higher

* Number Operations: 11.0 grade equivalent or higher

* Problem Solving: 11.0 grade equivalent or higher

» Mechanical Reasoning: 51/70 (6th Stanine) or higher.

Work experience and transcripts of grades from subjects other than those listed above
will also be considered for admission support upon review and approval by the
Associate Dean AMT.

Dual Credit (BC's ACE IT program):
Dual credit students must complete Grade 11 prior to the start of the program.
Completion includes:
» Grade 11 English or Grade 11 Communications,
» Grade 11 Math, and a Grade 11 core science (preferably physics) equivalent, all
with (C) or higher.
* One Grade 10 level shop class is also recommended.

NLC Aircraft Mechanic Basics Certificate Graduates:

Successful completion of the NLC Aircraft Mechanic Basics Certificate program with a
minimum of 95% attendance (no more than 45.5 hours missed) and 70% minimum in all
courses. Students typically enter at Semester 3 and complete Semesters 3 and 4.

Page 2 of 6
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Program Information and Completion Guide

Okanagan College Transfer students:

Successful completion of equivalent coursework to Semesters 1, 2, and 3 at Okanagan
College with attendance of 95% and higher or no more that 68.25 hours missed and a
minimum of 70% in all courses.

For International Education Requirements (English as a Second Language) please
contact the International Education Department at Northern Lights College
(Inted@nlc.bc.ca) for details.

Length of Program: (weeks and total hours)

76 weeks (1820 hours)

Training occurs over a 4 semester 2 year program. Each semester is 455 hours or 18.2
weeks contact. There is a break mid-year and a summer break.

Program Intake: (start/finish dates) Please refer to the Trades and Apprenticeship,
Apprenticeship Intake Schedule on our website.

Available Seats: 16

Application Deadline: All completed applications must be received one month prior to
start of the program. Completed applications received after this date will be reviewed
based on seat availability.

Career Prospects: The industry and government demographic studies carried out
have proven true, and Industry is experiencing a large short fall in Aircraft Maintenance
Technician apprentices and engineers.

Affiliations/Partnerships:

In Partnership with Okanagan College Vernon Campus.

Northern Lights College Aircraft Maintenance Technician theory and practical curriculum
is delivered under Transport Canada approval in Vernon, BC. by Nothern Lights College
instructional staff. Students accomplish 1.5 years of training at the Vernon Campus and
the final semester of training at the Dawson Creek campus in the 24000 squre foot
hangar with 15 aircraft to work on sharing the extensive compliment of aircraft available
in the Dawson Creek Aerospace Centre at Northern Lights College.

Location: Northern Lights College Dawson Creek Campus and Okanagan College
Vernon Campus

Page 3 of 6
Form Revised: January 2008





Program Information and Completion Guide

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

Two pairs of full-sleeved coveralls, footwear having CSA safety-toe protection with soft
soles for climbing on aircraft, and CSA approved safety glasses with clear lenses.
Students are required to bring their own laptop capable of accessing the NLC wireless
network.

Textbooks.

For Student Residence Fees on campus in Dawson Creek see website information at
https://www.nlc.bc.ca/Admissions/Student-Residences/Dawson-Creek-Campus

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

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

Students who achieve a 70% minimum course grade in all courses and do not exceed
5% absenteeism 91 hours over the entire program, broken down per semester at 22.75
hours per semester will receive accreditation with Transport Canada (noted on
transcript and diploma with a Transport Canada approval number). Student who
achieves between 60% and 70% in all courses, or students who exceed 5%
absenteeism over the entire program, will not receive accreditation with Transport
Canada (noted on transcript and diploma as NON ACCREDITED).

Residency Requirement: (percentage of courses which must be taken at NLC)
100% at an approved Northern Lights College Training Facility:

- Dawson Creek, BC

- Okanagan College, Vernon BC: refer to affiliations/partnerships explanation

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

Semester 1

AMT101 General Introduction -10hrs

AMT102 Aerodynamics Fixed Wing Aircraft -25hrs

AMT103 Materials Aircraft Structures -40hrs

AMT104 Aircraft Hardware Approved Parts -24hrs

AMT105 Aircraft Hydraulic Pneumatic Systems -20hrs

AMT106 Aircraft EQuipment Introduction -8hrs

AMT107 Basic Aircraft Electricity DC -30hrs

AMT108 Blueprint Design -14hrs

AMT109 Hand Tools -24hrs

AMT110 Aviation Math -10hrs

AMT111 Canadian Aviation Regulations 1 -24hrs

AMT112 Flight Controls Fixed Wing and Rigging -8hrs

AMT114 Practical Projects -218hrs
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Semester 2

AMT121 Canadian Aviation Regulations 2 -24hrs
AMT122 Non Destructive Testing Corrosion -24hrs
AMT123 Aircraft Aerodynamics Rotary -16hrs
AMT124 Human Factors in Aviation -8hrs
AMT125 Aircraft Maintenance Inspections -32hrs
AMT126 Basic Electricity AC -16hrs

AMT127 Turbine Engine Theory -24hrs

AMT128 Piston Engines 1- 32hrs

AMT129 Reciprocating Components -54hrs
AMT130 Electrical Systems -37hrs

AMT132 Practical Projects 2 -188hrs

Semester 3

AMT210 Instrumentation and Avionics -40hrs
AMT211 Dynamic Systems -30hrs

AMT212 Aircraft Protection Systems -48hrs
AMT213 Weight and Balance -8hrs

AMT?214 Piston Engines 2 -36hrs

AMT215 Propellers -24hrs

AMT216 Turbine Engine Systems -32hrs
AMT217 Landing Gear -24hrs

AMT218 Rotary Flight Controls and Rigging -16hrs
AMT219 Turbine Engine Systems -24hrs
AMT?220 Practical Projects 3 -173hrs

Semester 4
AMT221 Canadian Aviation Regulations 3 -16hrs
AMT?222 Practical Projects 4 -439hrs

Program Information and Completion Guide
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Coversheet for OGOP 102 Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
SUBMISSION TO EDUCATION COUNCIL COVER SHEET
(To be used when a decision by Council is required.)

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

documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed
as an agenda item.

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

1. What are you asking the Council to consider?
To approve the updated course outline for OGOP 102.

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

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

2. What is the rationale for the request?
Updated in Post-Admission requirement due to the industry replacing the Electronic General Safety

Orientation (eGSO) certificate with the Common Safety Orientation (CSO) certificate.
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.)
n/a

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

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

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

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

Campus Program Staff

In Support
of Proposal
Dean Mark Heartt Yes X No[]
Assoc. Dean Leo Manning Yes X No[]
Yes [ | No []
Yes [ | No [ ]

Name Feedback/Concerns Raised

Regional Program Staff

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

Name Feedback/Concerns Raised

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

Yes [ | No []

Yes [ | No []

Name Feedback/Concerns Raised

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

In Support

Name Feedback/Concerns Raised of Proposal

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

This would include and not limited to an electronic version of the Submission Cover Sheet and
Course Outline to be sent to Education Council Secretary (A. Holloway).
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\\unit20\pub\EdCo Secretary\090422 Education Council\EdCo Submissions\2020\OGFO\Coversheet for OGOP 102 Apr 2020.docx



mailto:aholloway@nlc.bc.ca



8. Do you wish to present your proposal to the Council in person? Yes
If not, who will present it?
How much time is needed for the presentation? 1 min.
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Course Outline OGOP 102.
Prepared by: Mark Heartt Date: April 14 2020
In consultation with (please list by name):
Date received by Education Council Secretary: April 14, 2020

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008 Submission to EdCo Form Page 3
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OGOP 102 Apr 2020.pdf
Northern Lights
College

COURSE OUTLINE

Effective Date: April-20

Course Code: OGOP 102

Credits: O

Course Title: Work Practicum

Course Description: Students will be placed in an industry setting for a period of 80 hours. They will be exposed to
operating terminology and become involved in the daily routine and duties performed by an Oil and Gas Field
Operator. Placements will be arranged only upon recommendation of the Instructor, and efforts will be made to
provide placements in line with student preferences. Employers will be requested to provide a variety of tasks in

line with the student’s learning objectives.

Prerequisite(s): None

Co-requisite(s): None

Non-Course Prerequisite(s): Workplace Hazardous
Materials Information System (WHMIS)
Occupational First Aid — Level 1

H2S Alive

Common Safety Orientation (CSO)

All four certificates must be valid for the term of the
Practicum.

Pre- OR Co-requisite(s): Enrolment in the Qil and Gas
Field Operations Program

Program: Oil and Gas Field Operations

Former Course Code/Equivalent Course(s): None

Cross-Listed Course: None

Academic/Course Level: Vocational: First year

Precluded Course(s): None

Delivery Mode(s):
Face-to-Face

L] Online

L] Videoconference
L] Teleconference

[] Computer Based Training (CBT)

Breakdown Hours Per Duration Primary
Lecture 0.00 i+
Tutorials/Seminar 0.00 T
Laboratory 0.00 i
Field Experience/Clinical 0.00 T
Shop/Teaching Kitchen 0.00 .
Practicum/Preceptor 80.00 i
Co-op 0.00 i
Other Contact Hours 0.00 i

Total 80.00
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College

COURSE OUTLINE

..|II'.. Northern Lights

Detailed Course Content/Topics: Students will be exposed to oil and gas field operational terminology and become
involved with the routine and duties performed by an Qil and Gas Field Operator.

Learning Outcomes or Objectives: Students will demonstrate their ability to follow safe work practices, perform
assigned tasks, and maintain positive and cooperative professional working relationships with peers.

Grading System: Pass/Fail Passing Grade: Pass

Evaluation Methods:
Other Employer evaluation 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: [1 Yes No Programs:

Author Contact Details:
Author Name: Mark Heartt Phone: 250-784-7501
Program: Campus: Dawson Creek

Email: mheartt@nlc.bc.ca

Authorization Signatures:
Author: Date:
Author Credentials:

Dean/Designate: Date:

Education Council Chair: Date:
Date Last Reviewed/Updated: 22/04/2020
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Cover Sheet Youth Explore Trades Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
SUBMISSION TO EDUCATION COUNCIL COVER SHEET
(To be used when a decision by Council is required.)

In order for the Education Council to carefully consider your request, we ask that the following
documentation be prepared and submitted 28 days prior to meeting dates for Council before it is addressed
as an agenda item.

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

1. What are you asking the Council to consider?

To approve the program completion guide for Youth Explore Trades Sampler program, and course
outline YETS 091

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

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

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

What is the rationale for the request?
The course hours are lowered from 360 to 300 to line up with ITA guidelines. (The total weeks do not
change.)

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

e 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

Form Revised: February 2008





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

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

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

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

Campus Program Staff

In Support
of Proposal
Dean Mark Heartt Yes X] No []
Associate Dean Leo Manning Yes [X] No []
Yes [ | No []
Yes [ | No [ ]

Name Feedback/Concerns Raised

Regional Program Staff

In Support
of Proposal
Registrar Warren Stokes Yes []No []
VP Academic Loren Lovegreen Yes [ ] No []
Yes [ | No []
Yes [ | No [ ]

Name Feedback/Concerns Raised

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

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

Name Feedback/Concerns Raised

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

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

Name Feedback/Concerns Raised

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

This would include and not limited to an electronic version of the Submission Cover Sheet and
Course Outline to be sent to Education Council Secretary (A. Holloway).
8. Do you wish to present your proposal to the Council in person? Yes

Form Revised: February 2008 Submission to EdCo Form Page 2
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If not, who will present it?
How much time is needed for the presentation? 10 mins
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Program Information and Completion Guide for
Youth Explore Trades Sampler and new Course Outline YETS 091.
Prepared by: Leo Manning Date: Apr 12020
In consultation with (please list by name): Mark Heartt.
Date received by Education Council Secretary: April 2 2020

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008 Submission to EdCo Form Page 3
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Guide Youth Explore Trades Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
REGISTRAR’S OFFICE
PROGRAM INFORMATION AND COMPLETION GUIDE

Program Name: Youth Explore Trades Sampler
Credential/Certification: None
Date Submitted: April 2020
Effective Date: September 2020

Program Contact: trades@nlc.bc.ca

Dean: Mark Heartt

Document Author: Mark Heartt

Program Description: The Youth Explore Trades Sampler (YETS) course introduces
students in grades 9 - 12 (primary focus is grades 10 and 11) to a variety of trades
paths available at NLC. Students have the opportunity to sample various trades in order
to make an informed choice. They will gain a clearer understanding of the standards,
materials, instructional methods and academic performance associated with a trade,
before commiting to a classic dual credit or apprenticeship educational pathway. This
course provides a well aligned entry point into the Dual Credit Trades and
Apprenticeship training opportunities available at Northern Lights College. Students will
be introduced to 5 trades and participate in the BC Secondary School level Work
Experience (WEX) program through their local school district to complete a 2 week work
practicum.

Admission Requirements: Currently enrolled in Grades 9-12

Length of Program: (weeks and total hours) 12 weeks / 300 hours

Program Intake: (start/finish dates) Sept - Nov / Feb - May

Available Seats: 16

Application Deadline: 30 days in advance of program start date
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Program Information and Completion Guide

Career Prospects: None

Affiliations/Partnerships: SD59, SD60, SD81 and the ITA

Location: Mobile/any campus

Additional Requirements/Supplies: (fees, supplies, materials)
CSA approved steel toed safety boots

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

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

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

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

YETS 091 Trades Sampler (300 hours)

Page 2 of 2
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YETS 091 Apr 2020.pdf
Northern Lights
College

COURSE OUTLINE

Effective Date: September-20

Course Code: YETS 091

Credits: 0

Course Title: Trades Sampler

Course Description: The Trades Sampler course introduces students to a variety of trades in a short period of time.
It is intended to help students gain a clearer understanding of the standards, materials, instructional methods and
academic performance associated with various apprenticeship training paths and assist them in chosing the trade
they wish to pursue. This course provides a well aligned entry point into the foundation trades and apprenticeship
programs available at Northern Lights College. The trades students can emplore could include, but are not limited
to, Carpentry, Mechanics, Plumbing, Electrical, Professional Cook and Welding.

Prerequisite(s): None

Co-requisite(s): None

Non-Course Prerequisite(s): None

Pre- OR Co-requisite(s): None

Program: Youth Explore Trades Sampler

Former Course Code/Equivalent Course(s): YETS 090

Cross-Listed Course: None

Academic/Course Level: Pre-College: Other

Precluded Course(s): None

Delivery Mode(s):
Face-to-Face

L] Online

[ Videoconference
[ Teleconference

[] Computer Based Training (CBT)

Breakdown Hours Per Duration
Lecture 100.00
Tutorials/Seminar 0.00
Laboratory 0.00
Field Experience/Clinical 0.00
Shop/Teaching Kitchen 200.00
Practicum/Preceptor 0.00
Co-op 0.00
Other Contact Hours 0.00

Total 300

Primary

~

O I S B

B I B

Detailed Course Content/Topics: Use Safe Work Practices

Control workplace hazards
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Northern Lights
"'Il". College

COURSE OUTLINE

Use OHS regulations and WorkSafeBC standards
Use personal protective equipment (PPE)
Describe fire protection

Use fire extinguishers

Use Tools and Equipment

Use common hand tools

Use common portable power tools
Organize Work

Read and interpret drawings

Describe codes and regulations

Use codes and regulations

Workforce Certificates

WHMIS training

Level 1 First Aid training

Employment Engagement

Attend a worksite visit

Attend a guest speaker event

Learning Outcomes or Objectives: The Trade Sampler course allows you to try out 5 different trades. You'll learn
the basics of those trades and get a sense of which you would like to pursue while you gain the practical skills and
certifications that many trades employers are looking for.

Grading System: Attendance Passing Grade:

Evaluation Methods:

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.

L] 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: Mark Heartt Phone: 250 784 7501

Program: Trades Sampler Campus: Dawson Creek

Email: mheartt@nlc.bc.ca
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College
COURSE OUTLINE
Authorization Signatures:
Author: Date:
Author Credentials:
Dean/Designate: Date:
Education Council Chair: Date:

Date Last Reviewed/Updated: 22/04/2020
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Cover Sheet ABT Apr 2020.pdf
NORTHERN LIGHTS COLLEGE
SUBMISSION TO EDUCATION COUNCIL COVER SHEET
(To be used when a decision by Council is required.)

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

Revisions to admission requirements for the Certificate in Applied Business Technology

(Administrative Assistant), to formally acknowledge English proficiency standards for applicants

whose first language is not English and for applicants who hold a degree from a Philippine post-
secondary institution.

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 provide clarity as NLC prepares to accept international students into the full-year Applied Business
Technology program.
3. Describe the effect of this proposal on:
support staff: Not applicable.
College (facilities, timetabling, etc.): Not applicable.
Library (new material and/or copyright issues): Not applicable.
4. What do you estimate the cost of implementing this request will be in terms of financial and/or
human resources? (Use separate sheet for detail or budget if necessary.)
Not applicable.

Will the proposed request have any possible effects on students' eligibility for financial aid?
Not applicable.

5. Anticipated Transfer Credit - If Applicable (Cite specific course codes and titles if possible.)
List B.C. Universities Anticipated Transfer Credit
Not applicable.

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

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

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

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

Form Revised: February 2008





Campus Program Staff

Name Feedback/Concerns Raised In Support
of Proposal
Dean Yes X No []
Steve Roe
Program Yes X] No []
Instructor
Sylvia Fraser
Program Yes [X] No []
Instructor
Patti Lamusse
Yes [ ] No[]
Regional Program Staff
Name Feedback/Concerns Raised In Support
of Proposal
Registrar Yes X] No []
VP Academic Yes [ ] No []
Director, Yes [X] No []
International
Education
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.)

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

Name Feedback/Concerns Raised

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

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

Form Revised: February 2008 Submission to EdCo Form Page 2
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8. Do you wish to present your proposal to the Council in person? Yes
If not, who will present it?
How much time is needed for the presentation? 5 mins
9. Additional comments:
10. Suggested wording for motion:
THAT the Education Council approves the revised Program Information and Completion Guide
for Certificate in Applied Business Technology (Administrative Assistant), effective September
2020.
Prepared by: Steve Roe Date: 27 March 2020
In consultation with (please list by name):
Scott Clerk, Warren Stokes, Sylvia Fraser, Patti Lamusse.

Date received by Education Council Secretary: March 27" 2020

Requester notified re: date/time item on agenda:

PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION

Form Revised: February 2008 Submission to EdCo Form Page 3
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Guide Admin Assistant Apr 2020.pdf
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: April 2020
Effective Date: September 2020

Program Contact: Sylvia Fraser and Patti Lamusse

Dean: Steve Roe

Document Author: Steve Roe

Program Description: Students will receive in-depth training in the use of current
software packages used in the business world, with a focus on written communications
and administrative procedures.

Admission Requirements:

la. 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 equivalent within the previous five years; alternatively, a
minimum CAAT score of 11.9 in Reading Comprehension.

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 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 6.0 overall with no band less than 6.0.

AND

2. Math requirement for all applicants: any Ministry-approved Math 10 course or MATH
040--044 or equivalent within the previous five years; alternatively, a minimum CAAT
score of 10.9 in Number Operations.

Note: Applicants should have a basic familiarity with computers and a minimum typing
speed of 15 wpm.
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Program Information and Completion Guide

Length of Program: (weeks and total hours) Full-time: 39 weeks; 850 hours. Part-time
study is available online.

Program Intake: (start/finish dates) September to June

Available Seats: 20 in Dawson Creek; 20 in Fort St. John; 18 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)
None

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

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

Page 2 of 3
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Program Information and Completion Guide

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 | (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 Calculations (30 hrs)

ABTC 121 Electronic Spreadsheets | (30 hrs)

ABTC 133 Word Processing | (60 hrs)

ABTC 151 Accounting Il (60 hrs)

ABTC 153 Word Processing 1l (60 hrs)

ABTC 154 Administrative Procedures and Records Management (45 hrs)

ABTC 161 Electronic Spreadsheets Il (45 hrs)

ABTC 165 Business English (90 hrs)

ABTC 173 Keyboarding Il (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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E-1_02.pdf
e Northern Lights College

- BC’s Energy College

Academic Monitoring Policy Number: E-1.02
Category: Education
Effective Date: September 2018
Approval Process: Section 24 of the College & Institute Act
Approval Date: February 2018
Date Last Reviewed: February 2018

POLICY

Northern Lights College is a community-focused provider of education; our central intention is working towards the
success of learners.

In order to fulfill our obligations to our learners, it is necessary that we keep track of academic outcomes and
intervene when we see that performance requirements are not being met.

The requirement to withdraw is the most serious intervention. Should a learner successfully complete courses at
another institution while required to withdraw from the College, transfer credit will not be accepted.

PURPOSE

For learners to succeed in their studies, the Academic Monitoring Policy has been developed as a mechanism for
intervening when minimum academic outcomes are not being met.

This policy establishes the minimum academic performance standards as a Term Grade Point Average (GPA) of 2.00
or higher. Students not achieving this minimum standard will be subject to the Academic Monitoring Policy.

SCOPE
This policy is relevant to students who are registered in term-based programs in which a GPA is calculated.
PROCEDURE

If a student fails to achieve the minimum standard of academic performance, defined as a Term GPA of 2.00 or
higher, the Academic Monitoring Policy defines performance standards and outlines protocol to be used.

Five working days following the grading deadline for the term, the Registrar’s Office will review student files to
identify learners achieving below the minimum standard of academic performance. When a student achieving
below the minimum is identified, the following steps will be taken:
1. The Registrar will notify the Program Chairs and Deans of all students who did not achieve the minimum
GPA of 2.00 during the term and their Academic Monitoring status.
2. The Registrar will write to the student indicating their Academic Monitoring status and any requirements to
meet with the Program Chair or to stop attending (in the case of Required to Withdraw).
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3. A notation will be placed on the student’s record indicating the level of monitoring.

A multi-level approach has been developed to provide learners with multiple opportunities to succeed and to make
clear the escalation of severity. Please see Appendix A for a flow chart illustrating the sequence of events.

Level One: Academic Alert

Students beginning the term in Good Standing, and with a term GPA of less than 2.0 will be placed on
Academic Alert.

a. The student will be required by the Registrar in writing to meet with the Program Chair for
immediate intervention. The purpose of the meeting is to identify any barriers to success and to
determine a path to support for the student.

b. The Registrar’s Office will prevent registration from occurring effective the last day to withdraw
for the semester that monitoring was imposed until authorization from the Program Chair has been
received.

Level Two: Academic Restriction

Students beginning the term on Academic Alert, and who fail to return their term GPA to 2.0 or greater will
be placed on Academic Restriction. The following steps will be taken:
a. The student will be notified by the Registrar in writing.
b. The student will be required to meet with the Program Chair for approval to register in courses for
the current semester.
c. The student will be restricted to a maximum of eleven (11) credits. The program chair will identify
specific courses and/or an explicit learning plan required for the student.
d. The Registrar’s Office will drop students from any registered courses on the last day to add or drop
of the current semester unless notification from the Program Chair was received.

Level Three: Required to Withdraw

Students beginning the term on Academic Restriction, and who fail to return their term GPA to 2.0 or
greater, will be Required to Withdraw for a withdrawal period of eight months or two terms. The following
steps will be taken:
a. The student will be notified by the Registrar in writing.
b. The student will be dropped by the Registrar from any courses subject to the Academic Monitoring
Policy.
c. The student will be prevented from registering in future semesters.
i.  Exception for upgrading and developmental learning: Students who are Required to
Withdraw are permitted to enroll only in Career and College Preparation courses during the
withdrawal period.

Excluding appeal, the student has two options for proceeding following Level Three: Required to Withdraw
notification:
1. The student may remain withdrawn for a minimum withdrawal period of eight months or two
semesters.
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a. Nearing the end of the Required to Withdraw period and prior to registration, the student
will meet with the program chair for academic advising. The returning student will be
placed at Level Four: Academic Probation. Maximum course load is 17 credits.

2. Theintent of this policy is not to withdraw students for more than 8 months or two consecutive
terms. Due to timetabling limitations, this may happen unintentionally. Therefore, a student may
request an exception to the waiting period in order to return after four months or one term if the
student can reasonably demonstrate an appropriate course load is not available in their returning
semester, subject to approval by the Program Dean(s).

a. Documentation required would reasonably demonstrate that less than 15 credits of
relevant course work is available in the returning semester. The program chair would
facilitate this information for the student. Note: NLC is not obligated to provide an
exception, even when documentation is provided.

b. If an exception is granted, upon re-registering, the student will be placed at Level Four:
Academic Probation. The student must meet with the Program Chair to be eligible to
register and will be restricted to register in a maximum of seventeen (17) credits.

Level Four: Academic Probation

Students returning after a Required to Withdraw period are placed on Academic Probation. In order to
register for classes, they will need to meet with the Program Chair, and they will be restricted to a
maximum of 17 credits. If the student completes the term with a GPA of 2.0 or higher, they will be
returned to Good Standing. If the student does not achieve a GPA of 2.0, they will be moved to Level
Three: Required to Withdraw.

Return to Good Standing

Students will be returned to Good Standing in any semester following achievement of a term GPA of 2.0 or
greater.

Appeals Procedure

This policy is subject to the conditions of appeal as outlined in the STUDENT APPEALS policy (E-2.10). Note that
extenuating circumstances leading to a term GPA less than 2.0 should be addressed through Late Withdrawal,
Academic Appeal, or Request for Variance.

DEFINITIONS

Cumulative Grade Point Average: The sum of all grade points earned divided by all credits attempted in the
learner’s history at NLC.

Minimum Academic Performance: The minimum academic performance is a grade point average (GPA) of 2.00 or
higher, normally calculated by term (Grade Point Average or GPA) or cumulatively (Cumulative Grade Point Average
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or CGPA).

Term Grade Point Average (GPA): The sum of all grade points earned in a term divided by all the credits attempted
in the term. If a course is repeated to replace a failed or other grade, the higher grade will always be used to
calculate GPA or to determine standing. A course may not be repeated more than twice within 5 years of the first
unsuccessful completion attempt.

Term-based programs: Programs that normally follow the semester academic schedule as defined by the Education
Council. This typically includes University Arts and Science and Business Management programs.

STAKEHOLDERS

Education Council
NLC Students
NLC Faculty

RELATED POLICIES AND REFERENCES

E-1.10 Academic Appeal Policy
E-1.07 Evaluating Students Policy
E-2.10 Student Appeals Policy
Request for Variance (Process)
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Academic Integrity Policy Number: E-1.08
Category: Educational
Effective Date:
Approval Process: Section 24

Approval Date:
Date Last Reviewed:

POLICY

Intellectual or academic integrity is the foundation for the development and acquisition of knowledge.
Therefore, it is essential for all members of the Northern Lights College community to abide by the
principle of academic integrity and contribute to maintaining those principles. The College reserves the
right to take actions that maintain the principles of academic integrity.

The concept of academic integrity involves relying on one’s own work for academic success and
progression, in accordance with college policies and procedures. All suspected contraventions of
academic integrity will be investigated.

There are three general ways to demonstrate a lack of academic integrity: fraud, cheating and
plagiarism. Disciplinary action may vary depending on the situation.

The College has a responsibility to establish and maintain an Academic Integrity Standing Committee.
The mandate of this committee is to provide adjudication, interpretation, maintenance of the
appendices, and support in the application of this policy.

PURPOSE

This policy aims to fortify and maintain the academic integrity of Northern Lights College while
respecting fairness to students.

SCOPE
This policy applies to any student, past or current, of Northern Lights College.
PROCEDURE

I Investigation
a. Given the diversity of infractions (fraud, cheating, plagiarism), there are three key
components required during the investigation of a suspected infraction that occurs within a
course:
e The instructor or employee (e.g., invigilator) will work with the Chair to establish the
validity of the suspicion. The Chair will consult the repository.
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e Instructors are responsible for communicating with the student during the investigation
(e.g., D2L, email, verbal conversation, notation on a submitted document), and
maintaining a written record of the communication.

o Note, the instructor’s communication is not required to disclose any details
regarding the investigation, if there is a rationale for this omission.

o Note, if the student is exonerated during the investigation, the instructor will
notify the student

e Students are responsible to cooperate in a timely fashion with the investigation and
provide any evidence which could exonerate themselves. After two business days with
no student response, the process will continue with the assumption that there is no
exonerating evidence.

Infractions that occur outside of a course, such as when an individual contributes to

infractions made by active students, will be investigated by the Chair.

If the Chair and instructor cannot decide whether an infraction occurred, the Chair will

consult the Academic Integrity Standing Committee for advice.

II.  Adjudication
Once an infraction has been established, the Chair (and instructor if applicable) will use Appendix A
to determine severity.

a.

If the severity of the infraction is deemed a Lesser Infraction, the Chair, in consultation with

the instructor, will determine and apply the penalty using Appendix B.

If the severity of the infraction is deemed a Serious Infraction, the penalty will be

determined by the Academic Integrity Standing Committee using Appendix B.

e The Committee may request the Chair (and instructor if applicable) do further
investigation.

e The Committee may choose to assign no penalty. Note that a record of the incident will
be recorded in the Repository.

e If the penalty is an in-course penalty, the Standing Committee will direct the Chair and
Instructor to execute the penalty.

e If the penalty is a failing grade due to discipline (FD) and/or suspension, the Standing
Committee will recommend the penalty to the Dean.

e If the penalty is expulsion, the Standing Committee will recommend the penalty to the
Vice-President Academic.

If the Chair and instructor cannot establish the severity of the infraction, the Chair will direct

the matter to the Academic Integrity Standing Committee for adjudication.

If, during the investigation, it is discovered that the integrity of an evaluation tool has been
compromised:

a.

o

The Chair can recommend to the Dean that the results of the evaluation tool be considered
null and void.

The Dean may then require the crafting of a new evaluation tool; and

The Dean may then require all students to complete the new evaluation tool;

Time is of the essence; however, submission of final grades may be delayed.
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Il Notification
a. The student will be notified in writing:
i. by the Chair if the penalty is in-course.
ii. by the Dean if the penalty is a failing grade due to discipline (FD) and/or suspension
and/or cease and desist order.
iii. by the Vice-President Academic if the penalty is expulsion.
b. A copy of this notification will be kept in a repository of Academic Integrity infractions.
c. The Registrar’s Office will be notified of any penalties that include failing grade due to
discipline (FD), suspension or expulsion, and these notations will form part of the
student’s formal record (transcript).
d. The student will be informed of all appeal policies that apply to the resulting decision.

APPEAL
Students have the right to appeal decisions implemented through this policy.
In-course decisions must follow the Academic Appeal (grade) policy.

All other decisions must follow the Student Appeal policy and must be submitted within five working
days of notification.

DEFINITIONS
Academic Integrity — the moral code or ethical policy of academia. This includes values such as

avoidance of cheating or plagiarism; maintenance of academic standards; honesty and rigor in research
and academic publishing.

Cheating — obtaining or attempting to obtain, or aiding another to obtain credit for work, or any
improvement in evaluation of performance, by any dishonest or deceptive means including infraction of
stated evaluation protocols.

Deduction — a deduction is derived by subtracting the penalty from an existing grade, in order that the
impact of the penalty is consistent to all students, regardless of assessed performance. For example, a
40% penalty on an assessment tool that was awarded 62% would result in a grade of 22%.

Expulsion — a requirement to no longer attend the College in any capacity for an indefinite period of
time. Expelled students must seek written approval from the Vice-President Academic no sooner than
three years after expulsion to begin attending the College again.

Evaluation tool — any assessment method that is graded. Examples may include observation, self-
assessments, assignments, quizzes, tests, final exams, projects, oral and written reports, reviews of

performance and portfolios.

Fraud — an act of deception committed for the purpose of gaining an unauthorized benefit or depriving
the College of a benefit.

In-course — penalties and decisions that do not automatically result in course failure.
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Lesser infractions — typically initial infractions and usually lack intent. See Appendix A for examples.

Plagiarism — involves using someone else’s ideas, words, and works and not giving them credit for it.

Reduction — a reduction is derived by multiplying the penalty against the existing grade and subtracting
the penalty from the existing grade. For example, a 40% penalty on an assessment tool that was
awarded 62% would result in a grade of 37.2%. This method results in inequitable penalty assessment,
so is not used in the context of this policy.

Repository — an informal database accessible to the Chairs that houses all adjudications issued to
students. Records are no longer relevant after a period of ten years of non-attendance at the College.

Serious infractions — typified by a student that behaves with an intent to receive a benefit they, or
others, have not earned. See Appendix A for examples.

Suspension — a temporary requirement to cease attending the College. Suspensions can be effective
immediately, and be for a maximum of one year. Courses unrelated to the punitive event and in
progress will be recorded as required to withdraw (RW).

STAKEHOLDERS

Northern Lights College Board of Governors
Northern Lights College Executive

Northern Lights College Faculty and Staff
Northern Lights College Students

RELATED POLICIES AND REFERENCES

A-5.04 Student Non-Academic Code of Conduct
E-1.01 Academic Appeal

E-1.07 Evaluating Student

E-1.14 Withdrawal

E-2.10 Student Appeals

E-4.05 Student Rights and Responsibilities
A-5.16 Copyright
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Academic Integrity — Appendix A (Infractions) Policy Number: E-1.08.01
Category: Educational
Effective Date:
Approval Process: Section 24
Approval Date:
Date Last Reviewed:

INFRACTIONS

Lesser Infractions

Lesser infractions are typically initial infractions and usually lack intent. Examples include (but are not
limited to):
Minor amounts of quotation with inadequate citation
Failure to protect unpublished work

Minor amounts of paraphrase

O

Paraphrase is material that has been reworded, but follows the original closely with
respect to length and content. It is not often used in academic writing, where summary
is preferred. An example of paraphrase is:

Original: “Sarcasm in ordinary parlance is sometimes used as an equivalent for irony, but
it is better to restrict it to the crude and taunting of apparent praise for dispraise.”
Acceptable paraphrase: Abrams explains that “sarcasm” in everyday speaking is often
confused with the term “irony” but there is a distinction because the former is often less
sophisticated and abuses by pretending to admire (81).

Minor amounts of faulty paraphrase (patch writing)

O

Faulty paraphrase is when material has been partially or completely reworded, and
follows the original too closely with respect to length and content. It is often referred to
as patch writing. For example, ‘Nearly all pain can be relieved,” could be changed to
‘Almost all suffering can be soothed’ or ‘a deduction is derived by subtracting the
penalty from an existing grade’ becomes ‘a deduction is inferred by subtracting the
penalty from a current evaluation’.

Minor amounts of plagiarism

Minor amount of missing citations

Possession of unauthorized evaluation tools. Unsolicited possession may be mitigated by
alerting College officials.

Serious Infractions

Serious infractions are typified by a student that behaves with an intent to receive a benefit they, or
others, have not earned. Examples of serious infractions include, but are not limited to:

Repeated infractions, even if considered lesser.

Providing falsified documents.

Impersonating an individual or group of individuals.

Lying or misrepresenting oneself or one’s circumstances to a college employee.
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Submitting work prepared by someone else, in whole or part, without the instructor’s approval.
This includes submitting purchased work.

Pirating, using, consulting, accessing or attempting to access unauthorized material during
quizzes or examinations.

Copying from, or looking at the work of other students during a quiz or examination, or while
completing other types of assignments.

Exposing or conveying information to other students during quizzes or examinations, or while
completing other types of assignments, e.g., permitting another student to access one’s
electronic file.

Attempts to use another student’s password, or sharing one’s password with others, for any
college-supported website (e.g., WebAdvisor, Desire2Learn, myApps). Note, all students are
expected to change their password upon first access to these sites and protect them.
Extensive amounts of copied material, written or verbal, without attribution.

Use of paraphrasing tools or significant amounts of faulty paraphrase. Note, extensive use of
even proper paraphrasing techniques may also be problematic, especially in an academic paper.
Resubmitting your own assignments more than once without obtaining the permission of the
current instructor (i.e., multiple submission or self-plagiarism).

Failure to cite or significant undercitation; citing sources that were not actually consulted;
fabricating sources.

Infractions that impact another student

Distribution of unauthorized evaluation tools.

History
Created/Revised/Reviewed | Date Author Approved By
Education Council May 2012

Curriculum Subcommittee
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Academic Integrity — Appendix B (Penalties) Policy Number: E-1.08.02
Category: Educational
Effective Date:
Approval Process: Section 24

Approval Date:
Date Last Reviewed:

PENALTIES

Penalties for Lesser Offenses

The purpose of the penalties for a lesser offense is to encourage a student to learn. The general
principle is that the maximum effect of a given penalty would be equivalent to 10% of the final course
grade. If a maximum penalty would exceed the 10% maximum, the matter must be forwarded to the
Academic Integrity Standing Committee. Note that penalties are applied independently of the
evaluation tool.

Sample penalties are below:

Mandatory enrollment in and successful completion of NLC's remediation course within five

working days of receiving notification of an Integrity Policy infraction.

o Failure to complete the course by the imposed deadline will result in an additional 10%
deduction off the final grade in addition to any other assigned penalty.

No grade deduction.

An opportunity to correct and resubmit an assignment with or without a grade deduction.

Generally, the overall impact of the deduction will be a maximum of 10% of the final grade.

o Consequences to the student for failing to provide an adequate resubmission must be
determined, and could be as severe as a zero grade on the assighment regardless of its
course weighting.

An additional assignment that provides the student with an opportunity to demonstrate that

they understand the principles and practices associated with Academic Integrity.

A grade deduction of up to 100% with no opportunity to repeat the assessment tool.

o This can be administered at the prerogative of the instructor and the Chair for assignment
tools worth less than or equal to 10% of the final course grade.

o If the assessment tool is worth more than 10% of the final grade, the situation will be
referred to the Standing Committee.

A reduced final grade in the course, up to a maximum of 10%.

In rare circumstances, an exam may be considered null and void. The student will be given an

opportunity to rewrite an equivalent examination within three business days of notification.

The grade earned on the rewrite is the exam grade.
o Consequences for failing to re-write the exam is that the null grade will stand.

A letter be placed on a student’s permanent record.

Any combination of the above.
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Penalties for Serious Offenses

The purpose of penalties for serious offenses is to apply sanctions as a deterrent for future offenses.
These penalties are adjudicated or recommended by the Academic Integrity Standing Committee. Note
that penalties are applied independently of the evaluation tool.

Should a student successfully complete courses at another institution while suspended or expelled from
the College, transfer credit will not be accepted. Note that courses affected by suspension or expulsion
but not directly related to the incident will be recorded as Required to Withdraw (RW).

Sample penalties are below.

e Any combination of the measures administered under the penalties for lesser offenses, but with
no limitations for maximum penalty.

e Withholding or revoking a privilege.

e Afailing grade due to academic discipline (FD) with or without suspension.

e A suspension from the College with stipulated conditions for return.

e Cease and desist order

e Expulsion from the College for a minimum of three years.

e Revoking a credential

e Criminal offenses will be dealt with accordingly

History
Created/Revised/Reviewed | Date Author Approved By
Education Council May 2012

Curriculum Subcommittee
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Academic Integrity Standing Committee Policy Number: E-1.08.04
Terms of Reference Category: Educational

Effective Date:

Approval Process: Section 24
Approval Date:

Date Last Reviewed:

MANDATE

The mandate of this committee is to provide adjudication as required by the policy, interpretation as
needed by stakeholders, maintenance of the appendices, and support in the application of the Academic
Integrity Policy.

PROCEDURES

The Committee will maintain the definitions and examples included in Appendix A (Lesser and
Serious Infractions) by motion and approval.

The Committee will maintain the definitions and examples included in Appendix B (Penalties) by
motion and approval.

The Committee will share best practices around preventing and investigating incidents of
cheating, plagiarism or fraud.

The Committee will establish a weekly meeting schedule for adjudication. Only adjudications
will be considered at these meetings. A minimum of three Committee members that are not
directly connected to the incident must be present to carry out adjudication. The Chair bringing
forward the incident must be present. Decisions will be made by consensus of the three
members present, such that outcomes are consistent and defensible.

The Committee may alter its Terms of Reference by approval of Education Council.

MEMBERSHIP
The Membership are expected to be/become cognizant of current proceedings and judgments
pertaining to Canadian copyright legislation and academic integrity. It will consist of the following:

all Program Chairs

Information Technologist as appointed by the Chief Information Officer
all Associate Deans

up to two faculty at large appointed by the Vice-President Academic

LENGTH OF TERM

Faculty at large will serve a term of one academic year, being renewed September 1.
All other members are on-going by virtue of office.
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MEETINGS AND CONDUCT OF BUSINESS

e Meeting of the entire group will occur a minimum of once per year, or at the discretion of the
Committee Chair.

e The Committee Chair will be elected from within the membership by the members.

¢ Quorum of the Committee is at least 50% plus one of eligible members.

e The Adjudication Working Group will meet weekly at a scheduled and convenient time for all
Program Chairs. All decisions will be shared with the committee of the whole.

¢ If a committee member is also involved in a case as the instructor associated with the incident,
they must recuse themselves from adjudication for this incident.

e The Chair may invite guests to meetings as their discretion such as when expertise is required.

History

Created/Revised/Reviewed | Date Author Approved By

Created Policy Subcommittee
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Meeting of March 25, 2020

Dawson Creek Dial In

Fort St John Dial In

Fort Nelson Dial In

Chetwynd Dial In

Participants:

Faisal Rashid (Faculty At Large)  *Chair
Megan Bedell (Faculty At Large)  *Vice-Chair
Andy Amboe (Faculty At Large)

Tracy Donnelly (Administration)
Rob-Roy Douglas (Faculty At Large)
Darren Giersch (Staff)

Jourdan Gohn (Student)

Gurleen Grover (Student)

Russ Haugen (Faculty At Large)
Rupinder Kaur (Student)

Sandeep Kaur (Student)

Marcus Kearney (Faculty At Large)
Brandon Mackinnon (Faculty At Large)
Cindy Page (Faculty At Large)

Lana Sprinkle (Faculty At Large)

Warren Stokes (Administration)

Mike Gilbert (Board Representative)
Audra Holloway (Recording)

Absent: Sean Logie Loren Lovegreen Bryn Kulmatycki
Richard Resener  Steve Roe

Guest(s): Leo Manning

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

W. Stokes asked for (at the request of Anndra Graff) the removal of Agenda #14.
L. Manning will present Agenda Items #4 to #10.

Agenda was adopted as amended.
2. Adoption of Minutes, February 26, 2020
20.03.01 M/S —-BEDELL/STOKES

Motion: THAT the minutes of February 26, 2020 be adopted as circulated.
CARRIED
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3. Action List

Education Council Process Flowchart — in process

New Course Outline Form — in process

Decision Item(s)

N : hani :
*Decision by L. Manning and W. Stokes to postpone submission until the April 22,
2020 Education Council meeting.

N : . hnic
*Decision by L. Manning and W. Stokes to postpone submission until the April 22,
2020 Education Council meeting.

6. Automotive Service Technician Foundation
L. Manning explained that the submission included the addition of the NLC POWER
program as an Admission Requirements option, the addition of wording regarding
the reading break, the addition of 10 hours to the ASTF 101 course length and the
removal of any reference to the repealed ‘Trades and Apprenticeship Safety and
Attendance’ policy.
L. Manning added that there was an additional change required to the submitted
Program Completion Guide. The Credential wording should be: Certificate in
Automotive Service Technician.
Upon review of the ASTF 101 document it was discovered that the shop hours
showed 570 hours — this was updated to 580 hours (bringing the total course hours
to 910 hours)
Upon review of the Program Guide it was discovered that the Length of Program
showed 980 hours — this was updated to 990hrs (33 weeks) and under Required
Course ASTF 101 showed 900 hours — this was updated to 910 hours.
W. Stokes asked about the wording in the Course Description of ASTF 101. L.
Manning replied that it is correct, and the wording ‘Level 1’ should be included.

20.03.02 M/S —STOKES/DOUGLAS

Motion: THAT the Education Council approves the revised Program Information and
Completion Guide for the Auto Service Technician Foundation program, and the revised course
outlines for ASTF 101 and ASTF 150 as amended.

CARRIED

7. Heavy Mechanical Trades Foundation
L. Manning explained that the submission included the addition of the NLC POWER
program as an Admission Requirements option, the addition of wording regarding
the reading break, the addition of HMTF 155 Course Outline and the removal of any
reference to the repealed ‘Trades and Apprenticeship Safety and Attendance’ policy.
B. Mackinnon asked about the four trades paths listed at the start of the Program
Guide as there are only three descriptive paragraphs. Upon review it was
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discovered that the third paragraph included two paths and decision was made to
move the fourth path to its own paragraph.

B. Mackinnon asked about the wording in the HMTF 155 Course Outline that states
‘describe the conditions necessary to support a fire’. L. Manning explained that the
statement was correct.

20.03.03 M/S —~AMBOE/KEARNEY

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

Completion Guide for Heavy Mechanical Trades Foundation program, the revised Course

Outlines HMTF 101, HMTF 150 and the new Course Outline HMTF 155 as amended.
CARRIED

. Millwright Foundation
L. Manning explained that for the submission they had removed the 'Enhanced'
component of level 2 training in order to respond to industry feedback and aligned
the program with traditional ITA Foundation level training. He further explained that
the submission included the addition of the NLC POWER program as an Admission
Requirements option, the addition of wording regarding the reading break, the
shortening of the course length of MILL 160, the lengthening of MILL 100 and the
removal of any reference to the repealed ‘Trades and Apprenticeship Safety and
Attendance’ policy.
L. Manning noted that there were two additional changes required for the
submission: Course Numbering — MILL 100 should be MILL 101

— MILL 160 should be MILL 161
After review of documents it was discovered that the Program Guide had the
incorrect number of weeks listed. Program Guide document was updated to show
26 weeks in the ‘Program Description’.
B. Mackinnon asked about the 60hr vs 80hr listed within MILL 161. A. Amboe
explained that would be due to the fact that when NLC is unable to get a practicum
placement for a student, the student would be able to do the practicum at NLC. He
further explained that NLC employees have a 30hr work week and the student would
therefore receive a 60hr practicum.

20.03.04 M/S -KEARNEY/HAUGEN
Motion: THAT the Education Council approves the revised Program Information and
Completion Guide for the Millwright Foundation program, and the revised course outlines
MILL 101 and MILL 161 as amended.

CARRIED

. Welder Foundation

L. Manning explained that the submission included the addition of the NLC POWER
program as an Admission Requirements option, the addition of wording regarding
the reading break and the removal of any reference to the repealed ‘Trades and
Apprenticeship Safety and Attendance’ policy.

B. Mackinnon noted that on the submission Coversheet the instructor does not have
a check next to ‘In Support of Proposal’. L. Manning answered that he is in approval
of the changes/updates.
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20.03.05 M/S —PAGE/KEARNEY
Motion: THAT the Education Council approves the revised Program Information and
Completion Guide for the Welder Foundation program, and the revised course outline WELF
101 as presented.

CARRIED

10. Advanced Certificate in Culinary Arts Program
L. Manning explained that the Advanced Certificate in Culinary Arts consist of a 32-
week program designed to encompass ITA Levels 1 and 2 of Professional Cook
training, with a 30-hour Capstone course to complete at the end. He further
explained that the capstone project was designed to demonstrate and be evaluated
as a culmination of all things learned throughout the two levels. Activities will include
a dining event demonstrating each individual's skill at menu planning, dining setup,
dining service, preparing quality food, delivery timing, and dining cleanup.
B. Mackinnon asked about the Total Hours listed in the Program Guide (870 hours)
because when the Total Hours of each of the Required Course were added up it
equaled 1050 hours. L. Manning explained that this would be what the student
would be accredited with (with the ITA), not the actual length of the program.
L. Manning and W. Stokes discussed the Institutional entry pathways and concluded
that in the future there may be a change to a program type similar to the Applied
Business Technology program at a later date.
W. Stokes added that the credential listed in the Program Guide should be:
Advanced Certificate in Culinary Arts.

20.03.06 M/S —-KEARNEY/HAUGEN
Motion: THAT the Education Council approves the new Program Information and Completion
Guide for the Advanced Certificate Culinary Arts program and the new Course Outline PCOI
290 as amended.

CARRIED

L. Manning left the meeting.
Subcommittee Standing Reports

11.Education Policy Subcommittee
L. Sprinkle thanked the Policy subcommittee members for their hard work on the
policy being presented today (Agenda #15).

12.Curriculum Subcommittee
A. Holloway reported that the subcommittee meets next on April 2, 2020 to review
documents for the next (April 22, 2020) meeting.

13.Admissions and Standards Subcommittee
M. Bedell explained that the subcommittee met Monday March 23, 2020 using
‘Microsoft Teams’. She further explained that the subcommittee continues to work
on the revised Admissions policy with much of the meeting’s conversation centered
on ‘deferrals’ — with regards to the current Covid19 issue.
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Information/Discussion

14, 2020-21 NLC Budget Presentation

*Removed from Agenda at request of Anndra Graff.

15. DRAFT Academic Integrity Policy
L. Sprinkle explained that the draft policy had been brought to Education Council for
review and consultation. She further explained that the Appendices and the TOR
are procedural pieces and are to be refined and maintained by the Standing
Committee in the form of appendices and best practices documents. These do not
contain content which necessarily belongs inside the Policy document, but in the
supporting documents maintained by the Committee. Training for Chairs and
Standing Committee members will be based on those documents of reference.
She thanked everyone that had already sent the subcommittee thoughtful feedback
and asked that Education Council members direct any additional comments and
suggestions to either herself or A. Holloway. The intent is to bring the documents
back again to the April 22, 2020 meeting.

16. Continuing Education
T. Donnelly presented the CE courses:
CE CT19 Introduction to InDesign CC

CE CT20 Microsoft Office 2016 Value Suite

CE CT21 Introduction to Microsoft Excel 2019 - Office 365

CE CT22 Introduction to Microsoft Word 2010

CE HW33 Young Yoga Masters: Themes and Dreams Yoga Teacher
CE HW34 Applied Suicide Intervention Skills Training (ASIST)

CE PD20 Northern Health: Violence Prevention workshop

CE PD21 Keep.Me.Safe: Staff workshop

Notes:
*Reminder to members: Chair and Vice-Chair elections are held at the April Education
Council meeting.

Adjournment — 225 p.m.
Next Meeting — April 22, 2020

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: April 22, 2020

Education Council
Assigned to &

Action Date Assigned Follow-Up Action Status
Education Council Process W. Stokes Review current flowcharts, *awaiting New In Progress
Flowchart A. Holloway provide recommendations Course Outline

September 2014 | for improvement Process/
Procedures

Policy Subcommittee

Date Assigned Follow-Up Action Status
E-1.03 Honesty-Academic Feb 2018 DRAFT sent out to Apr 2020 In Progress
Integrity stakeholders

Form completed

To create the Process/ June 2019 - to

New Course Outline Form Procedure documents for
Jan 2019 ; start work on In Progress
Process/Procedure the New Course Outline s )
Form remaining docs:
June 2020
E-1.09 Honor List To Start
E-1.14 Withdrawal To Start

Educational Policies currently being worked on/reviewed by members

of NLC Policy committee
Assigned to &

Date Assigned

Nov 2015

E-2.10 Student Appeals (Warren Stokes)

Feb 2019

E-4.02 Access (Lorelee Mathias)

E-1.12 Student Practicum Oct 2019
Placements (Anndra Graff)
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