NORTHERN LIGHTS COLLEGE EDUCATION COUNCIL
Meeting to be held January 27, 2021 at 1:15pm
Dawson Creek – Microsoft Teams
Fort St John – Microsoft Teams
Fort Nelson – Microsoft Teams
______________________________________________________________________
AGENDA
Acknowledgement:
It is a privilege to honor the many nations participating in our college community and to thank you for sharing your traditional lands with us.  All my relations.

1. Adoption of Agenda								F. Rashid

2. Adoption of Minutes November 25, 2020					F. Rashid


3. Action List Review								F. Rashid



Decision
4. [bookmark: _Hlk34296084][bookmark: _Hlk34217266]YETS 091									L. Manning



Motion: THAT the Education Council approves the revised Course Outline YETS 091.

5. Carpenter Apprenticeship							L. Manning





Motions: 
a) THAT the Education Council approves the revised Program Information and Completion Guide for Carpenter Apprenticeship and the Course Outlines for CARA 390 and CARA 450.
b) THAT the Education Council approves the discontinuation of the course CNST 400.




6. Professional Cook 2 Institutional Entry					L. Manning




Motions: 
a)  THAT the Education Council approves the revised Program Information and Completion Guide for Professional Cook 2 Institutional Entry and the new Course Outline PCOI 202.
b)  THAT the Education Council approves the discontinuation of the course PCOI 201.

7. Advanced Certificate in Culinary Arts					L. Manning



Motion: THAT the Education Council approves the revised Program Information and Completion Guide for Advanced Certificate in Culinary Arts.

8. In Camera: Honorary Associate of Arts Degree Nominations 2021	W. Stokes	
*note: confidential HAAD meeting documents will be emailed to members.

[bookmark: _Hlk62039220]Motion: THAT the Education Council moves to endorse and recommend to the College Board of Governors that the candidate(s) be awarded an Honorary Associate of Arts Degree for 2021.

Subcommittee Standing Reports
9. Education Policy Subcommittee						W. Stokes

10. Curriculum Subcommittee							A. Holloway

11. Admissions and Standards Subcommittee					W. Stokes

Information/Discussion
12. Educational Policies Subcommittee TOR					F. Rashid
· Membership, Chair position







13. Education Council Membership						W. Stokes
· Elections, Vice-Chair position




14. Advanced Certificate in Management Program Guide			A. Holloway
Minor correction of Course Title for MGMT 104 (Effective May 2020)



15. Continuing Education								T. Donnelly
*all Course Outlines can be found on D2L
CE AC83 Music Made Easy
CE BE30 Small Business Marketing on a Shoestring
CE BE31 Start Your Own Small Business
CE CT80 Introduction to Oracle
CE CT81 Creating WordPress Websites
CE CT82 Designing Effective Websites
CE CT83 Introduction to Adobe Acrobat X
CE CT84 Intermediate WordPress Websites
CE CT85 Intermediate Photoshop CC
CE CT86 Introduction to Photoshop CC
CE CT87 Intermediate Photoshop CS6
CE CT88 Mastering Your Digital SLR Camera
CE CT89 Photographing Nature with Your Digital Camera
CE CT90 Photographing People with Your Digital Camera
CE CT91 Photography Suit
CE CT92 Marketing Your Business on the Internet
CE CT93 Achieving Top Search Engine Positions
CE CT94 Introduction to Photoshop CS6
CE CT95 Introduction to Lightroom Classic CC
CE CT96 Photoshop CC for the Digital Photographer II
CE CT97 Photoshop Elements for the Digital Photographer
CE CT98 Photoshop Elements for the Digital Photographer II
CE CT99 Photoshop CC for the Digital Photographer
CE CT100 Secrets of better photography
CE HW55 Healthy Aging
CE HW56 Food, Nutrition and Health
CE PD78 Supervising Others
CE PD79 Trust Building and Resilience Development
WFTR TI49 Power Engineering Exam Preparation

Next Meeting – February 24, 2021 

Adjournment


Cover Sheet YETS 091 Jan 2021.pdf


Form Revised: February 2008 


NORTHERN LIGHTS COLLEGE 
SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


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


To approve the revised course outline for Youth Explore Trades Sampler 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. 
 


 2.  What is the rationale for the request? 
To update the grading system for YETS 091 to align with recent ITA standards. 
(The Grading System changed from 'Attendance' to 'Pass/Fail') 
 


 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 


Name Feedback/Concerns Raised In Support 
of Proposal 


Dean Mark Heartt Yes  No 
 No   


            Yes  No   
Interim Dean Leo Manning Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar Warren Stokes Yes  No  
VP Academic      Yes  No  
            Yes  No  
            Yes  No  


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


Name Feedback/Concerns Raised In Support 
of Proposal 


    Yes  No  
            Yes  No  
            Yes  No  


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


Name Feedback/Concerns Raised In Support 
of Proposal 


      ITA Yes  No  
            Yes  No  
            Yes  No  


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


proposed request?   
n/a  


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


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



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


 
How much time is needed for the presentation?  1 min.                                                       


 
9. Additional comments: 


none 
 
10. Suggested wording for motion:  


THAT the Education Council approves the revised Course Outline YETS 091. 
 


Prepared by: Leo Manning     Date: Nov 25 2020 
 
In consultation with (please list by name):       
 
Date received by Education Council Secretary:  November 25, 2020 
                                    
Requester notified re: date/time item on agenda:       
                                                        
 
 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
 
 





		SUBMISSION TO EDUCATION COUNCIL COVER SHEET
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COURSE OUTLINE 


 
 


 


Page 1 of 3 
 


Effective Date: February-21 


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 choosing 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 explore 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): Breakdown Hours Per Duration Primary 


☒ Face-to-Face Lecture  100.00  
☐ Online Tutorials/Seminar 0.00  
☐ Videoconference Laboratory  0.00  
☐ Teleconference Field Experience/Clinical 0.00  
☐ Computer Based Training (CBT) Shop/Teaching Kitchen 200.00  
 Practicum/Preceptor 0.00  
 Co-op 0.00  
 Other Contact Hours 0.00  
  Total 300  


  
    


Detailed Course Content/Topics: Use Safe Work Practices 
Control workplace hazards 







 
COURSE OUTLINE 
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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: Pass/Fail Passing Grade: Pass 


 
Evaluation Methods: 
Quizzes/Tests/Assig
nments 


100% Choose an item. Click here to enter text.% 


 


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


1  
 


 
   


Textbooks are subject to change.  Please consult instructor syllabus for current list of textbooks. 


Any supplies required will be indicated in admittance package, program guide and/or instructor syllabus. 


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


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


Author Contact Details: 
Author Name:  Mark Heartt    Phone: 250 784 7501 
Program:  Trades Sampler    Campus: Dawson Creek 
Email: mheartt@nlc.bc.ca 



http://www.bctransferguide.ca/





 
COURSE OUTLINE 
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Authorization Signatures: 
Author: ________________           Date: _______________________   
Author Credentials: _______________________   


Dean/Designate:________________________ Date: _______________________ 


 


Education Council Chair: __________________  Date:  _______________________  
Date Last Reviewed/Updated: 27/01/2021 
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NORTHERN LIGHTS COLLEGE 


SUBMISSION TO EDUCATION COUNCIL COVER SHEET 


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


 


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


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


as an agenda item. 


 


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


 


 1.  What are you asking the Council to consider? 


To approve the revised program completion guide for Carpenter Apprenticeship training, and the course 


outlines for CARA 390 and CARA 450. And to discontinue the CNST 400 course. 


 


 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? 


Effective March 2021, updates were made to the course outline for level 4 to reflect harmonization-


based curriculum alignment. CARA 450 now harmonizes with ITA curriculum. And, to accommodate 


students transitioning from current level (CNST 300) training to harmonized level 4, CARA 390 is 


added. 


 


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


 


• students or prospective students 


none 


 


• present course offerings 


none 


 


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


none 


 


• faculty 


none 


 


• support staff 


none 


 


• College (facilities, timetabling, etc.) 


none 


 


• Library (new material and/or copyright issues) 


none 


 


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


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


nil 


  


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


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


 


 List B.C. Universities     Anticipated Transfer Credit 


 


n/a 


 


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


n/a 


 


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


n/a 


 


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


 


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


 


 Campus Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Dean Mark Heartt Yes X   No   


Instructor Stephen Janssen Yes X   No   


            Yes  No  


            Yes  No  


  


 Regional Program Staff 


Name Feedback/Concerns Raised 
In Support 


of Proposal 


Registrar Warren Stokes Yes  No  


       Yes  No  


            Yes  No  


            Yes  No  


  


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


Name Feedback/Concerns Raised 
In Support 


of Proposal 


            Yes  No  


            Yes  No  


            Yes  No  


  


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


institutions and/or professional bodies, etc.)  


Name Feedback/Concerns Raised 
In Support 


of Proposal 


            Yes  No  


            Yes  No  


            Yes  No  


  


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


proposed request?   


Yes 


 


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


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


 



mailto:aholloway@nlc.bc.ca
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8. Do you wish to present your proposal to the Council in person?  


  


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 


Carpenter Apprenticeship and the Course Outlines for CARA 390 and CARA 450.  


 


THAT the Education Council approves the discontinuation of the CNST 400 course. 


 


Prepared by: Stephen Janssen/Wanda Dyck    Date: Dec 11 2020 


 


In consultation with (please list by name):  


 


Date received by Education Council Secretary: Jan 18, 2021  


                                    


Requester notified re: date/time item on agenda:       


                                                        


 


 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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Page 1 of 2 


NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Carpenter Apprenticeship Training  
Credential/Certification:  NLC will report the technical training outcome 


for this level to the ITA for credentialing purposes 
Date Submitted:  January 2021 


Effective Date:  March 2021   
  
 


Program Contact:  Stephen Janssen         
 
 
Dean:  Mark Heartt          
 
 
Document Author:  Stephen Janssen       
 
 
Program Description:  Carpenters build and repair a vast array of structures made of 
wood, wood-substitutes, and other materials. Many work for construction companies, 
contractors, and maintenance departments while others are self-employed. Carpenter is 
a nationally designated trade under the Interprovincial Red Seal program. Carpenters 
assemble and erect forms for concrete, wood and metal frame construction, and use 
plans and instruments to prepare for excavating and shoring. On smaller projects, they 
direct concrete placement, and install exterior and interior finish materials such as 
siding, doors, windows and cabinets. Levels 1 - 4 reflect a harmonized curriculum.    
 
 
Admission Requirements:        
Level 1 
Registered Apprentice with the Industry Training Authority or proof of successful 
completion or related Foundation Trades Training program. 
 
Level 2 
Successful completion of Level 1 Apprenticeship Technical Training or 
successful challenge of the Industry Training Authority Level 1 Placement Exam 
 
Level 3 
Successful completion of Level 2 Apprenticeship Technical Training or 
successful challenge of the Industry Training Authority Level 2 Placement Exam 
 
Level 4 
Successful completion of Level 3 Apprenticeship Technical Training or  
successful challenge of the Industry Training Authority Level 3 Placement Exam    
 
 







 Program Information and Completion Guide 


Page 2 of 2 


Form Revised: January 2008 


Length of Program: (weeks and total hours) 28 weeks / 840 hours   
 
 
Program Intake: (start/finish dates) Please refer to Trades Training Schedule 
 
 
Available Seats:  16 
 
 
Application Deadline:  One week prior to course start date   
 
 
Career Prospects:  Opportunities exist in the local and regional industry for 
Carpenters.  Above average salaries are offered, as well as, excellent working 
environments. 
 
 
Affiliations/Partnerships:  Industry Training Authority 
 
 
Location:  Dawson Creek 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
CSA approved footwear, clear lense safety glasses 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
No  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
100 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
CARA 150  Carpenter Apprenticeship Level 1 (210 hours)  
CARA 250  Carpenter Apprenticeship Level 2 (210 hours) 
CARA 350  Carpenter Apprenticeship Level 3 (210 hours) 
CARA 450  Carpenter Apprenticeship Level 4 (210 hours) 
 
In addition, students may be required to attend and complete Gap Training when 
transitioning from Classic to Harmonized levels.  
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COURSE OUTLINE 
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Effective Date: March-21 


Course Code: CARA 390 Credits: 0 


Course Title: Carpenter Apprenticeship Level 3 Gap Training 


Course Description: This course is a requirement to bridge the training gap between the Classic Level 3 and the 
Harmonized level 4 Carpenter training levels.  
 


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


Non-Course Prerequisite(s): Eligibility as indicated by 
the Industry Training Authority 


Pre- OR Co-requisite(s):  None 


 


Program: Carpenter Apprenticeships Training 


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


Academic/Course Level: Apprenticeship: Level 3 Precluded Course(s): None 
 


Delivery Mode(s): Breakdown Hours Per Duration Primary 


☐ Face-to-Face Lecture  17.00  
☒ Online Tutorials/Seminar 0.00  
☐ Videoconference Laboratory  0.00  
☐ Teleconference Field Experience/Clinical 0.00  
☐ Computer Based Training (CBT) Shop/Teaching Kitchen 0.00  
 Practicum/Preceptor 0.00  
 Co-op 0.00  
 Other Contact Hours 0.00  
  Total 17.00  


  
    


Detailed Course Content/Topics: B2 – Use Construction Drawings and Specifications (reflected Ceiling Plans). G8 
Install Specialized Formwork (Architectural formwork, Lay out for the installation of pre-cast, concrete 
components). I1 Describe Roofing materials (Entire Competency). I7 Install Interior Floor, Ceiling and Wall Systems 
(Stud walls and partitions; suspended Ceilings) 







 
COURSE OUTLINE 
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Learning Outcomes or Objectives: This course follows the prescribed ITA provincial curriculum for Carpenter. This 
documents can be found in its most current form at https://www.itabc.ca/sites/default/files/docs/carpenter-
harmonization-transition-plan.pdf 
 


Grading System: Pass/Fail Passing Grade: Pass 


 
Evaluation Methods: 
Participation 100%   


 


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


1  
Various Instructors 


Level 3 Gap Binder 
Queen’s 
Printers 


2020 No Idea 


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


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


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


Author Contact Details: 
Author Name:  Stephen janssen   Phone: 1-250-467-3246 
Program:  Carpentry Apprenticeship   Campus: Dawson Creek 
Email: sjanssen@nlc.bc.ca 


Authorization Signatures: 
Author: ________________           Date: _______________________   
Author Credentials: RSS Carpentry, RSS Joinery   


Dean/Designate:________________________ Date: _______________________ 


 


Education Council Chair: __________________  Date:  _______________________  
Date Last Reviewed/Updated: 27/01/2021 


 



http://www.bctransferguide.ca/
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COURSE OUTLINE 
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Effective Date: March-21 


Course Code: CARA 450 Credits: 0 


Course Title: Carpenter Apprenticeship Level 4 


Course Description: This course follows the Level 4 Industry Training Authority curriculum. Focus is placed on the 
BC Building Code in the areas of stairs, fire walls and step code, as well as developing the organizational skills 
involved in construction jobs. Site layout and surveying will include total station use and lay out of circles from a 
fixed location.  Circular and winder stair construction, roof framing, including unequal-slope and polygon roofs as 
well as timber framing, decks, interior finishes, and floor systems are all included, as well as a review of building 
science and seismic requirements. Those who successfully complete level 4 will have completed all levels of 
training and are eligible to write the Interprovincial Red Seal exam. 
 


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


Non-Course Prerequisite(s): Eligibility as indicated by 
the Industry Training Authority 


Pre- OR Co-requisite(s):  None 


 


Program: Carpenter Apprenticeship Training 


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


Academic/Course Level: Apprenticeship: Level 4 Precluded Course(s): None 
 


Delivery Mode(s): Breakdown Hours Per Duration Primary 


☒ Face-to-Face Lecture  104.00  
☐ Online Tutorials/Seminar 0.00  
☐ Videoconference Laboratory  0.00  
☐ Teleconference Field Experience/Clinical 0.00  
☐ Computer Based Training (CBT) Shop/Teaching Kitchen 106.00  
 Practicum/Preceptor 0.00  
 Co-op 0.00  
 Other Contact Hours 0.00  
  Total 210.00  
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Detailed Course Content/Topics:  
Documentation and Organizational Skills 
- Interpret Building Codes and Bylaws  
- Plan and organize work  
- Describe contract documents  
- Use construction specifications  
- Use plans and drawings  
- Estimate costs from construction drawings   
Survey Instruments and Equipment  
- Use site layout equipment  
Site Layout   
- Prepare Building Site  
- Describe site considerations, site preparations, hoarding, pre-excavation preparation, drainage systems, and 
backfilling  
Wood Frame Construction 
- Describe and build Stair Systems – including geometric stairs and balustrades   
- Describe and build Roofing Systems – including unequal slope intersecting roofs   
- Describe and build Specialized Framing system   
- Describe and perform Renovations and Additions   
- Describe and build Timber and Engineered Wood Construction   
- Describe and build Decks and Exterior Structures    
Finishing Materials 
- Describe and install Interior Finishes – interior wall finishes and trims   
- Describe and install Interior Floors, Ceiling and Wall Finishes – describe specialized floor systems   
Control the Forces Acting on a Building  
- Describe the forces acting on a building  
- Describe the construction detail for wood frame seismic application  
- Determine construction practices based on design loads and bearing capacities of soils.  


Learning Outcomes or Objectives: This course follows the prescribed ITA Provincial curriculum for Carpenter Level 
4. This document can be found in its most current form at: http://www.itabc.ca/program/carpenter 
 


Grading System: Percentage Grades Passing Grade: 70% 


 
 
Evaluation Methods: 
Quizzes/Tests/Assig
nments 


35% Practical Work 35% 


Final Exam 30%   
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Page 3 of 3 
 


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


1  
National Research Council 


BC Building Code 
Queen’s 
Printers 


2018 7610004121 


2  
Open School BC  


Level 4 BC Module 
Queen’s 
Printers 


2020 978-0-7726-
7837-9 


3  
Vogt F., & Nauth M.  


Carpentry 
Nelson, Nelson 
canada 


2019 978-0-17-
657042-2 


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


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


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


Author Contact Details: 
Author Name:  Stephen Janssen   Phone: 1-250-467-3246 
Program:  Carpenter Apprenticeship   Campus: Dawson Creek 
Email: sjanssen@nlc.bc.ca 


Authorization Signatures: 
Author: ________________           Date:  ______________________  
Author Credentials: RSS Carpentry, RSS Joinery   


Dean/Designate:________________________ Date: ______________________ 


 


Education Council Chair: __________________  Date:  ______________________  
Date Last Reviewed/Updated: 27/01/2021 


 



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


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


To approve the revised program completion guide for Professional Cook 2 and new course outline for 
PCOI 202.  
 


 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? 
We have changed the course number to PCOI 202 and removed 'apprentice' from the certificate name 
to clearly differentiate it from the Direct Entry program.We have also corrected the total hours of PCOI 
202 to align with ITA requirements.  
 


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


• students or prospective students 
Increase in training hours and fees 
 


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


n/a 
 


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


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


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


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


Name Feedback/Concerns Raised In Support 
of Proposal 


Dean       Yes  No 
 No   


Assoc. Dean Leo Manning Yes  No   
            Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar Warren Stokes Yes  No  
VP Academic Loren Lovegreen Yes  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 


Instructor Michael French Yes  No  
            Yes  No  
            Yes  No  


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


Name Feedback/Concerns Raised In Support 
of Proposal 


            Yes  No  
            Yes  No  
            Yes  No  


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


proposed request?   
Yes 


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



mailto:aholloway@nlc.bc.ca
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8. Do you wish to present your proposal to the Council in person? Yes 
  


If not, who will present it?                                                                                      
 


How much time is needed for the presentation?  5 mins                                                       
 


9. Additional comments: 
We will need to discontinue course PCOI 201, as PCOI 202 replaces it. 


 
10. Suggested wording for motion:  


1) THAT the Education Council approves the revised Program Information and Completion Guide for 
Professional Cook 2 Institutional Entry and the new Course Outline PCOI 202. 
2) THAT the Education Council approves the discontinuation of Course PCOI 201. 
 


Prepared by: Leo Manning     Date: Dec 16, 2020 
 
In consultation with (please list by name):       
 
Date received by Education Council Secretary:  January 25, 2021 
                                    
Requester notified re: date/time item on agenda:       
                                                        
 
 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


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


Date Submitted:  January 2020 
Effective Date:  February 2021   


  
 


Program Contact:  trades@nlc.bc.ca         
 
 
Dean:                 
 
 
Document Author:  Leo Manning       
 
 
Program Description:   
The Professional Cook program follows ITA prescribed course curriculum for 
institutional entry to Professional Cook 2. Learners will perform all phases of kitchen 
activities including the preparation and presentation of vegetables, soups, sauces, 
meat, fish and poultry; cold kitchen items; desserts, baking, pastry; basic menu 
planning/costing as well as knowledge of safety, sanitation and food storage. Learners 
will also gain valuable knowledge of human and customer relations which will enable 
them to become leaders in their field. Learners will move to partially independent 
tasking in level 2, performing a variety of cooking and food preparation. There are 
standardized ITA exams upon completion of this level, accompanied by the work-based 
training hours necessary for ITA Level Certifications.    
 
 
Admission Requirements:   
Successful completion of PCOI 101 or equivalent as indicated by the Industry Training 
Authority.    
 
 
Length of Program: (weeks and total hours) 14 weeks/420 hrs    
 
 
Program Intake: (start/finish dates) around February 
 
 
Available Seats:  8 
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Application Deadline:  All completed applications must be received one month prior to 
the start of the program. Completed applications received after this date will be 
reviewed based on seat availability.   
 
 
Career Prospects:  Professional Cooks work in a variety of settings including: camps, 
institutional kitchens, family restaurants, hotels, cruise ships, ferry boats, resorts, 
nursing homes, hospitals, catering operations, and airlines.  
 
 
Affiliations/Partnerships:   
Industry Training Authority  
Go 2 (Industry Training Organization who monitors all hospitality type industry training 
for ITA)  
Northern Alberta Institute of Technology (NAIT)  
School Districts 59, 60, 81 and 87  
 
 
Location:  Northern Lights College Dawson Creek Campus 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Textbooks 
Learning Guides 
Study Guide (Optional) 
Uniforms will be included in Instructional Related Fees 
 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
No  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
100% 
 
 
Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
PCOI 202 Professional Cook 2 Institutional Entry (420 hours) 
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Effective Date: February-21 


Course Code: PCOI 202 Credits: 0 


Course Title: Professional Cook 2 Institutional Entry 


Course Description: Students who enroll in this program will perform all phases of kitchen activities including the 
preparation and presentation of vegetables, soups, sauces, meat, fish and poultry; cold kitchen items; desserts, 
baking, pastry; basic menu planning/costing. Student will gain knowledge of safety, sanitation and food storage, as 
well as human and customer relations. 
 


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


Non-Course Prerequisite(s): Eligibility as indicated by 
the Industry Training Authority. 


Pre- OR Co-requisite(s):  None 


 


Program: Professional Cook 2 Institutional Entry 


Former Course Code/Equivalent Course(s):  PCOI 201 Cross-Listed Course: None 


Academic/Course Level: Apprenticeship: Level 2 Precluded Course(s): None 
 


Delivery Mode(s): Breakdown Hours Per Duration Primary 


☒ Face-to-Face Lecture  140.00  
☐ Online Tutorials/Seminar 0.00  
☐ Videoconference Laboratory  0.00  
☐ Teleconference Field Experience/Clinical 0.00  
☐ Computer Based Training (CBT) Shop/Teaching Kitchen 280.00  
 Practicum/Preceptor 0.00  
 Co-op 0.00  
 Other Contact Hours 0.00  
  Total 420.00  
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Detailed Course Content/Topics:  
OCCUPATIONAL SKILLS 
Trade knowledge 
Menu planning 
Ordering and inventory 
Ingredients and nutritional properties 
Human resource and leadership skills 
Cost management 
Front of house 
STOCKS, SOUPS, AND SAUCES 
Soups 
Sauces 
VEGETABLES AND FRUITS 
Vegetables 
Vegetarian dishes 
STARCHES 
Potatoes 
Pastas and farinaceous products 
Rice, grains, and legumes 
MEATS 
Cut and process meats 
Cook meats 
POULTRY 
Cut and process poultry 
Cook poultry 
SEAFOOD 
Cut and process seafood 
Cook fish 
Cook shellfish 
GARDE-MANGER 
Dressings, condiments and accompaniments 
Salads 
Hors d'oeuvre and appetizers 
Presentation platters 
Baked Goods and Dessert 
Pastries 
Yeast products 
Cakes and tortes 


Learning Outcomes or Objectives: This course follows the prescribed ITA Provincial curriculum for Professional 
Cook 2. This document can be found in its most current form at:  http://www.itabc.ca/program/professional-cook-2 
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Grading System: Percentage Grades Passing Grade: 70% 


 
Evaluation Methods: 
Quizzes/Tests/Assig
nments 


30% Practical Work 70% 


 


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


1  


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


On Cooking 


Prentice Hall, 
Toronto 
Canada 


 Click here to 
enter text. 


2  
Industry Training Authority Learning Guide 


Professional Cook 
ITA BC  Click here to 


enter text. 


3  


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


On Cooking Study Guide 


Prentice Hall, 
Toronto 
Canada 


 Click here to 
enter text. 


Textbooks are subject to change.  Please consult instructor syllabus for current list of textbooks. 


Any supplies required will be indicated in admittance package, program guide and/or instructor syllabus. 


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


This Course is Required By other Programs: ☒  Yes  ☐  No   Programs:  Advanced Certificate in Culinary Arts 


Author Contact Details: 
Author Name:  Michael French MA, C.C.C.   Phone: 250-784-1220 
Program:  Professional Cook   Campus: Dawson Creek 
Email: mfrench@nlc.bc.ca 


Authorization Signatures: 
Author: ________________           Date: ______________________   
Author Credentials: MA, C.C.C.   


Dean/Designate:________________________ Date: ______________________ 


 


Education Council Chair: __________________  Date:  ______________________  
Date Last Reviewed/Updated: 27/01/2021 


 



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


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


To approve the revised program completion guide for Advanced Certificate in Culinary Arts  
 


 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.  What is the rationale for the request? 
Changed course PCOI 201 to PCOI 202 and corrected the hours to align with ITA requirements. 
 


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


• students or prospective students 
Increase in training hours and fees 
 


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


n/a 
 


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


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


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


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


Name Feedback/Concerns Raised In Support 
of Proposal 


Dean       Yes  No 
 No   


Assoc. Dean Leo Manning Yes  No   
            Yes  No  
            Yes  No  


  
 Regional Program Staff 


Name Feedback/Concerns Raised In Support 
of Proposal 


Registrar Warren Stokes Yes  No  
VP Academic Loren Lovegreen Yes  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 


Instructor Michael French Yes  No  
            Yes  No  
            Yes  No  


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


Name Feedback/Concerns Raised In Support 
of Proposal 


            Yes  No  
            Yes  No  
            Yes  No  


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


proposed request?   
Yes 


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



mailto:aholloway@nlc.bc.ca
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8. Do you wish to present your proposal to the Council in person? Yes 
  


If not, who will present it?                                                                                      
 


How much time is needed for the presentation?  5 mins                                                       
 


9. Additional comments: 
      


 
10. Suggested wording for motion:  


THAT the Education Council approves the revised Program Information and Completion Guide for 
Advanced Certificate in Culinary Arts. 
 


Prepared by: Leo Manning     Date: Jan 12 2021 
 
In consultation with (please list by name):       
 
Date received by Education Council Secretary:  January 25th 2021 
                                    
Requester notified re: date/time item on agenda:       
                                                        
 
 PLEASE ATTACH ALL RELEVANT SUPPORTING DOCUMENTATION 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Culinary Arts  
Credential/Certification:  Advanced Certificate in Culinary Arts 


Date Submitted:  January 2021 
Effective Date:  February 2021   


  
 


Program Contact:  trades@nlc.bc.ca         
 
 
Dean:             
 
 
Document Author:  Leo Manning       
 
 
Program Description:  The Advanced Certificate in Culinary Arts is a 35-week program 
designed to encompass ITA Levels 1 and 2 of Professional Cook training, with a 30-
hour Capstone course at the end.  
 
Students will perform all phases of kitchen activities including the preparation and 
presentation of vegetables, soups, sauces, meat, fish and poultry; cold kitchen items; 
desserts, baking, pastry; basic menu planning/costing as well as knowledge of safety, 
sanitation and food storage.  
 
Students will also gain valuable knowledge of customer service which will enable them 
to become leaders in their field. Level 1 starts in a fully supervised environment, 
performing basic cooking and food preparation tasks, while the Level 2 environment 
allows students a partially independent role in performing the same variety of tasks.  
 
At the end of each course level there is an ITA Certificate of Qualification (C of Q) 
exam. Upon completion of Professional Cook 1, students will receive 600 hours of work-
based training. The remaining 400 of the required 1000 hours can be obtained through 
employment in any external agency providing food services while taking the Advanced 
Certificate program. Upon successful completion of Professional Cook 2, students will 
receive an additional 240 hours of work-based hours.  
 
Students will only be eligible to write their C of Q for Professional Cook 2 at the 
completion of their full 1000 work-based training hours. 
 
The Capstone project (30 hours) is 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. 
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Successful completion of both levels of Professional Cook studies and exams will result 
in an ITA Level 2 Professional Cook qualification. With the additional completion of the 
Capstone project, NLC will award an Advanced Certificate of Culinary Arts.  
 
Students that choose to work concurrently while attending classes have sufficient time 
to complete the 400 hours required to write the C of Q at the end of Level 2 (working 
approximately 15 hours/week). 
  
A reading week (30 hours) is included between PCOI 101 and 202. These hours are not 
included in total program hours.   
 
 
Admission Requirements:   
Provide British Columbia secondary school transcripts or equivalent indicating 
successful completion of Grade 10 level that includes: 
• Grade 10 English, OR Career and College Preparation ENGL 030 (Advanced/Grade 
10) with C+ or higher; 
• Grade 10 Math (Apprenticeship and Workplace Math), OR Career and College 
Preparation MATH 030 (Intermediate Developmental Math), MATH 031(Intermediate 
Trades Math) or MATH 035 (Intermediate Algebraic Math) with C+, or higher. 
OR  
ESTR 037 (Intermediate-Level Essential Skills for Trades) with 67%, or higher;  
OR 
Completion of the POWER program at NLC is considered acceptable for entry 
OR 
Complete the following sections of the Canadian Adult Achievement Test (CAAT): 
• Reading Comprehension: 11.0 grade equivalent or higher 
• Number Operations: 11.0 grade equivalent or higher 
• Problem Solving: 11.0 grade equivalent or higher 
 
International an IELTS Academic score of 5.5 with no score less than 5.  Other English 
language tests may be accepted by decision of the Dean, in consultation with the 
International Education Department and the Office of the Registrar. 
 
Dual Credit 
• Grade 10 level completion that includes Grade 10 English, Grade 10 Math 
(Apprenticeship and Workplace Math), each with C+, or higher. 
 
Post-Admission Requirements: 
After being accepted into the program but before classes begin, students will be 
required to provide proof of the following certification:  
• FoodSafe Level 1  
* All certificates must be valid for the term of the program. Failure to provide proof will 
result in removal from the kitchen environment until provided.    
 
 
Length of Program: (weeks and total hours) approx 35 weeks, 1050 hours   
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Program Intake: (start/finish dates) September 
 
 
Available Seats:  16 
 
 
Application Deadline:  All completed applications must be received one month prior to 
the start of the program.  Completed applications received after this date will be 
reviewed based on seat availability.   
 
 
Career Prospects:  Professional Cooks work in a variety of settings including: camps, 
institutional kitchens, family restaurants, hotels, cruise ships, ferry boats, resorts, 
nursing homes, hospitals, catering operations, and airlines.  
 
 
Affiliations/Partnerships:  Industry Training Authority  
Go 2 (Industry Training Organization who monitors all hospitality type industry training 
for ITA)  
Northern Alberta Institute of Technology (NAIT)  
School Districts 59, 60, 81 and 87 
 
 
Location:  Dawson Creek Campus 
 
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Textbooks 
Learning Guides 
Study Guide (Optional) 
Uniforms will be included in Instructional Related Fees 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
70% 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
100% 
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Required Courses:  (list courses required to complete credential  
                                   and total hours for each course) 
PCOI 101 - 600 HOURS  
PCOI 202 - 420 HOURS 
PCOI 290 - 30 HOURS     
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EDUCATION COUNCIL 
EDUCATIONAL POLICIES SUBCOMMITTEE 


  TERMS OF REFERENCE   


         
 


 
EFFECTIVE:    November 2013 
REVISED:     
REVIEWED:  October 2016 
RELATED POLICIES:    


 


 


PURPOSE 
 
Mandated under the College and Institute Act, R.S.B.C. 1996, Section 24, subsection 2, and 
on behalf of and as guided by Education Council, the Committee will review current 
educational policies and recommend revisions, and/or develop new policies as requested in 
consultation with appropriate members from the breadth of the College. The Committee will 
look for criteria which define excellence in educational policy including but not limited to: 
clarity; consistency with other policies and with the College Statement of Mission, Values 
and Goals; currency; comprehensiveness; integrity; educational merit; and relevance to the 
college and the communities it serves.  
 
MEMBERSHIP 
 


 A minimum of two Education Council members  


 Two to Four faculty members, reflecting the various areas of the College, at least 
one of whom is a member of Education Council.  


 One to two staff members, who may be members of Education Council.  


 One administrator, who may be a member of Education Council  


 The Registrar should be a standing member  


 One to two students, who may be members of Education Council.  
 


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


Quorum 
 
A face to face or real time meeting of the Committee may proceed when at least one-half of 
the membership is in attendance.  
 
Chair  
 
An Education Council member will serve as Chair of the Committee. The chairperson will be 
elected annually by the members of the Committee. 
 
Process  
 
The Committee will set a regular meeting time and space and respond to Education Council 
on policies under review and the process or final outcome of those reviews. All 
recommendations, revisions and drafted new policies will be submitted to the Administration 
committee for consultation and Education Council for approval. 
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MANDATE OF THE EDUCATION COUNCIL 


The mandate of the Education Council is as outlined in the College and Institute Act. 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section24 


 
 


COMPOSITION OF COUNCIL 


 


2.1 Elected Members 
 


Election to the Education Council is in accordance with the provisions of the 
College and Institute Act. 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion12 


NLC Education Council will have 16 elected voting members as follows: 


 10 faculty* members 


 4 student* members 


 2 support staff* members 
*see Definitions  


 
2.2     Eligibility for Election 
 


As outlined in the College and Institute Act – Section 15 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion15  


Elected members must be nominated and elected by eligible* members from 
their representative group*.  


*see Definitions  
 


2.3      Election Rules 
 


As outlined in the College and Institute Act – Section 17 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion17  


Election rules will be reviewed immediately following each election and published 
on the NLC Education Council website. 


 
2.4      Non-Elected Members 
 


As outlined in the College and Institute Act – Section 15 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion15  
NLC Education council will have 4 non-elected voting members as follows: 


 4 educational administrator members (that are appointed by the 
President) 



http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section24

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section12

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section12

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section15

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section15

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section17

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section17

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section15

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section15
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 NLC Education council will have 2 non-elected non-voting members as follows: 


 The president 


 1 college board member – appointed by board. 
 
 
2.5      Term of Office 
 


The term of office for Council members is in accordance with the College and 
Institute Act 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion16 


 Faculty and support staff members – two years from the time of their 
election. 


 Students - one year from the time of their election (October). 


 Educational administrators – two years from the time of their appointment. 


 Board member – one year from the time of their appointment. 
 


2.6    Filling Vacancies on the Education Council          


 
2.6.1  Election Times                                                     


 
An election to fill a vacancy must commence as quickly as possible and 
must be held within 90 days of vacancy. 


 
The normal timing of elections for the Student positions on the College 
Board and the Education Council is October.                          


 
2.6.2 Filling Vacancies by Election                                          
 


The normal process for filling vacancies on the Education Council is by 
election, in accordance with the College and Institute Act.                            


 
In the case of a vacancy brought on by the resignation of an            
Administrator, the Chair is to inform the College President that a new 
appointment needs to be made.                                        
(This bylaw is subject to a legal opinion)                              


 
2.6.3 President Appointed Staff Vacancies 


           
The President may appoint interim members from program areas not 
represented to fill vacancies on the Education Council until the next 
election is held.  


 
 
  



http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section16

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section16
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2.7 Officers of the Council                                                
 


The officers of the Education Council are the Chair and the Vice Chair. Both 
positions are elected by the voting members of the Education Council, usually in 
April. The newly elected officers will assume their duties in September.   The 
Registrar will appoint an individual to conduct the election. The term of office is 
one year. Incumbents may stand for re-election.      


 


2.7.1   Vacancy  
 


          Should a vacancy occur in the seat of Chair and/or Vice Chair, a new    
          Chair/Vice Chair will be elected at the next scheduled meeting. 
 
                        


ROLES AND DUTIES OF COUNCIL MEMBERS 


 
3.1 Code of Ethics 


 
The members of the Council are covered by the H-1.13 Standards of Ethical 
Conduct Policy 


 
3.2 Conflict of Interest 
 


The members of the Council are covered by the Northern Lights H-1.13 
Standards of Ethical Conduct Policy 


 
3.3 Duty to Participate 


 
Each member of the Education Council has the duty to participate in a manner 
which promotes the efficient and effective operation of the Council in accordance 
with the purposes of the College and Institute Amendment Act and as provided 
for in the Council's Bylaws. 


 
 3.3.1  Meeting Absence 


 
A meeting absence should be communicated to the Education Council 
Secretary in advance of the meeting. 


 
3.3.2 Consecutive Absences 
 


In the case of two consecutive absences (excused or not), the Chair 
should be in verbal communication with the member to determine the 
attendance difficulty. The Council may recommend to the Chair that the 
absentee member be suspended and determine if a replacement is 
necessary according to current bylaws of the Education Council. 
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3.3.3 Leaves 
 


If the leave* will span more than two consecutive meetings the seat will be 
considered ‘vacant’ and an election will need to be called. 
*see Definitions. 


 
3.4 Duties of the Education Council Chair 
 


The duties of the Chair include, but are not limited to, the following: 
a)     calling meetings of the Council 
b)     setting the agenda for meetings of the Council 
c)     presiding over meetings of the Council 
d)     being the official spokesperson for the Council 
e)     serving as ex officio member of all committees of the Council 
f) representing the Education Council at the College Board meetings and any 


other meeting to which the invitation is extended to the Chair of the 
College's Education Council 


g)     coordinating all business and operations of the Council. 
 
 
3.5 Duty of the Education Council Vice Chair 
 


The duty of the Vice Chair is to fulfill the duties of the Chair during his or her 
absence and to carry out any of the Chair's duties at his or her request.         


 
3.6 Recording Secretary                                                      
 


A Recording Secretary, assigned to the Education Council by the College       
Administration, is responsible for recording the business of the Council and 
maintaining pertinent records. Further, the Recording Secretary assists the Chair 
in all aspects of the conduct of the Council's affairs, including committee 
meetings.  
 
 


MEETINGS OF COUNCIL 


 
4.1 Meeting Schedule 
 


The Council is normally scheduled to meet regularly on the fourth Wednesday of 
the month, during the afternoon.  There are no meetings scheduled for July, 
August or December. 
 
Other meeting times are at the call of the Chair or, in the absence of the 
Chair, the Vice Chair. 
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4.2 Notice of Meeting 
 


A meeting to be conducted at the normally scheduled time needs not have 
written notice the schedule being deemed to be the notice. For all other 
meetings, Council members are to be given ten working days’ written notice, 
which commences the day the notice is delivered to the members' work or study 
location. 


 
4.3 Notice of Meeting When No Quorum Will Be Present 
 


The Chair (or in the absence of the Chair, the Vice Chair) may call a meeting of 
the Council, even when there will be no quorum present. Such a meeting will be 
called only in an extra ordinary circumstance when there is a need for the 
Educational Council to express an opinion on a matter (or matters) or where a 
decision needs to be made. 
 
Normally, the notice of meeting will be the same as for a regular notice, i.e. ten 
working days. In the event that this is not possible the maximum time 
available for giving notice will be the notice period. In no circumstance, 
however, can there be less than three working days’ notice provided. All 
members of the Council must be sent a written notice of meeting at their normal 
work or study location. 
The notice must provide a sufficient rationale as to why there is the need to 
conduct a meeting in the likely or known absence of a quorum. 


 
4.4 Quorum 


 
The quorum for a regular meeting of the Council is a simple majority of the 
voting positions which are filled. The meeting must be chaired by the elected 
Chair or Vice Chair or, in the event neither is able to be present, a Council 
member appointed by the Chair. 
 


4.5       Business Conducted at a Meeting Where No Quorum Is Present 
 


Any business conducted at a meeting (regular or otherwise) where there is no 
quorum present it will be considered as unofficial and subject to ratification at the 
next meeting held where a quorum is present. Any communication coming out of 
a meeting where no quorum was present shall be prefaced with a clear indication 
that the communication is subject to ratification. 
 
While this provision covers a meeting called knowing that there will likely be no 
quorum, it is possible for a regular meeting with an insufficient quorum to 
continue under this same provision, providing all members present are in 
agreement. 
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4.6       Extending a Meeting 
 


In the event the business of the Education Council is not completed within the 
announced meeting finish time, a majority vote in favor of extending the meeting 
beyond this time is required of all those present. 


 
4.7      Submissions to Education Council 
 


Persons wishing to have an item placed on the agenda are required to submit the 
item according to the "Process for Submissions to the Education Council" and 
using the prescribed forms.  
(See Appendix for copy of Process for Submissions) 
 


4.8       Robert's Rules of Order 
 


Except as otherwise provided, all proceedings of the Council shall be governed 
by Robert's Rules of Order. 


 
4.9    Consideration of Submissions Outside of Regular or Special Meetings of 


the Education Council 
 


In the event a submission delivered to the Education Council is time sensitive 
and requires consideration by the Council prior to the Council next convening in a 
regular or special meeting, or where it is deemed inefficient to convene a regular 
or special meeting, the following provision is available: 
 
It is the Chair of the Education Council, or the Vice Chair in the absence of 
the Chair, who determines whether this provision for consideration of a 
submission outside of a regular or special meeting will be activated. 
 
In the event the Chair determines the circumstances warrant consideration then 
every reasonable effort needs to be made to bring together a group consisting of, 
at minimum, the Education Council Chair, a faculty representative, a support staff 
representative, a student representative and an administration representative to 
consider the submission. In the event that not all the noted areas are able to be 
represented, there still needs to be a minimum of five Education Council 
members present. As well, all Education Council members need to be informed 
via e-mail of the time and place for the meeting (with a minimum of two working 
days’ notice) along with the subject of the submission. All Education Council 
members are welcomed to participate as full members at the meeting. 
 
The group considering the submission is able to make an interim decision. 
This interim decision is then subject to ratification at the next regular or 
special meeting of the full Education Council. 
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COMMITTEES 
 
6.1       Appointment 


 
The Council may appoint ad hoc and standing committees as it, from time to 
time, shall determine. 
 


6.2       Membership 
 
The Council will determine the membership, the method of appointment or 
election of members, and the terms of reference to said committees.  
The membership of committees may vary and may include non-members of the 
Council, and even a majority of non-members. 


 
6.3 Conduct of Business 


 
All committees of the Council will conduct their business according to the 
bylaws of the Council. 
 


6.4      Term 
 
The term of an ad hoc committee will end upon fulfillment of the Terms of 
Reference of the committee. The membership of standing committees will be 
reviewed annually. 
 


6.5       Council Chair Ex Officio Member 
 
The Council Chair will be an ex officio member of all committees. 


 
6.6       Review 
 


Northern Lights College Education Bylaws will be reviewed at a minimum every 
3 years. 


 
 
 
DEFINITIONS 
 
7.1      Faculty  
 


As outlined in the College and Institute Act – Definitions 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion1   
Includes an instructor, librarian, tutor, counsellor, research associate, program 
coordinator or other employee of the institution that a collective agreement 
between the bargaining agents, as defined in section 1 of the Labour Relations 



http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1
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Code, for the institution and faculty members specifies to be a faculty member
  


7.2 Eligible faculty  
 


A regular employee of the College at the time nominations are called. 
As defined in the Collective Agreement (BCGEU LOCAL 0710 – NLC FACULTY 
Effective from April 1, 2014 to March 31, 2019, Definitions - Page 1, 13 (a) and 
(b)): (a) “Regular Full-Time Employee” - means a person who holds an 
appointment to ongoing work with a full-time annual workload within one (1) or 
more departments or functional areas. (b) “Regular Part-Time Employee” - 
means a person who holds an appointment to an ongoing annual workload of 
less than full-time within one (1) or more departments or functional areas. 


 
7.3      Support staff 
 


As outlined in the College and Institute Act – Definitions 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion1   
The employees of the institution who are not the president, educational 
administrators or faculty members 
  


7.4 Eligible support staff 
 


A regular employee of the College at the time nominations are called.  For 
Support Staff this definition is broader than defined in the Collective Agreements, 
and includes the Campus Administrators, Director of Facilities, Executive Director 
of HR, HR Advisors, Associate Registrar, Director of Student Services, Health 
and Safety Advisor, Executive Assistants, and other individuals who may fall 
outside the traditional definition of support staff. 
As defined in the Collective Agreement (BCGEU LOCAL 0710 – NLC SUPPORT 
Effective from July 1, 2014 to June 30, 2019, Definitions - Page 1, 8 (a)): 
“Regular Employee” means an employee who is employed for work which is a 
continuous full-time or continuous part-time nature. 
As defined in the Collective Agreement (BCGEU LOCAL 0710 – NLC SUPPORT 
Effective from July 1, 2014 to June 30, 2019, Page 48, Article 25.1 (b)) a 
temporary employee who has been employed longer than 1522.5 hours over a 
two year period is considered to be a regular employee 
 


 
7.5      Educational administrator 
 


As outlined in the College and Institute Act – Definitions 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion1   



http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1
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Means a dean, vice president or similar employee of the institution whose 
primary responsibility is to provide administrative services in support of education 
or training offered by the institution, and does not include the president 


 
7.6      Eligible student member 
 


Any student enrolled at NLC taking a minimum of two courses, and who is paying 
the NLC Students' Association fee (or having tuition paid for by a sponsoring 
organization). Both full and part-time students are eligible.  
An interested student that has not paid the NLC Students’ Association fee could 
make him/herself eligible by simply paying the Students' Association fee. 


 
7.7      Representative group 
 


As outlined in the College and Institute Act – Definitions 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion1   
(a) a bargaining agent, as defined in section 1 of the Labour Relations Code, for 
faculty members or for support staff, or 
(b) a student society or student organization for which fees are collected under 
section 19 or 21 of this Act 


 
7.8      Leave 
 
 As outlined in the in the Collective Bargaining Agreements: 
 Leave of Absence with pay – absent from duty with permission and with pay.  


Leave of Absence without pay – absent from duty with permission but without 
pay. 


 
 
 APPROVED BY:  
 
 ______________________ 
 Education Council Chair 
 
 
 ______________________ 
 Date  
 
 
 
 
 
 
 
 



http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section1
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APPENDIX 
 
 
 
COLLEGE CODE OF ETHICS                                                        
 
8.1   Code of Ethics 
 


Members of the college community recognize that personal relationships with their 
students or those employees they supervise can place them in an awkward 
situation. Certainly there are exceptions where such behaviour would be deemed 
acceptable by the test of a reasonable person, but, given the power relationship in 
such situations, and/or perceived inequities by third parties, this type of behaviour 
is more likely to be judged to be inappropriate.             


 
Members of the college community recognize the need to avoid conflicts of 
interest. 


 
In declaring this ethical code the college acknowledges that there can be 
circumstances which test its definitiveness. It is recognized that one safeguard for 
exceptions is to declare them to an appropriate individual. 


 
The members of the Council are covered by the Northern Lights College Human 
Resources Policy H-1.13 Standards of Ethical Conduct Policy 
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APPENDIX 
 
 
  
CONFLICT OF INTEREST CONSIDERATIONS 
 
9.1 Conflict Defined 
 


A conflict can exist/has the potential to exist/can be seen to exist/where an 
Education Council member has a particular interest in an item being discussed and 
decided upon. This particular interest can be in terms of the member's personal 
situation, employment status, academic status, departmental resourcing, work 
assignment, or other direct or even indirect College involvement. 
 


Declaration/Identification of Conflict 
 
An Education Council member, when dealing with an agenda item where the member 
sees him/herself in a conflict of interest situation, is expected to declare this conflict. 
The Council Chair will adjudicate the situation, upon advice from the Council. 
 
Similarly, if an Education Council member believes another member is in a conflict of 
interest situation, he/she has a responsibility to raise the issue with the Chair. 
 
In addressing a conflict situation, the intent is to ensure the outcome of the discussion 
or decision is not influenced by an opinion or vote that is knowingly in conflict. It is up to 
the Chair to determine the extent to which a member in conflict can participate in the 
discussion and any subsequent voting. 
 
In the event that it is the Chair who is in a conflict situation, the Vice Chair will 
adjudicate the situation. 
 
An appeal of an adjudication of conflict of interest by the Chair is by way of a 
challenge to the Chair. 
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APPENDIX 
 
 
 
SUBMISSIONS TO EDUCATION COUNCIL 
 
10.1 Process for Submissions to Education Council 


*to be updated 
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Education Council Elections 
 
1.1 College and Institute Act 


 
Election rules are outlined in the College and Institute Act – Section 17. 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#sect


ion17  


Election rules will be reviewed immediately following each election and published 
on the NLC Education Council website. 


 
 
Election Rules for Faculty and Support Staff for Education Council 
 
Nominations 


 
2.1 Eligibility 


 
In order to be a candidate for the Education Council a:  
 
2.1.1 Support Staff Member 
 


 Must be nominated by two other support staff members.  


 Must be a regular employee of the College at the time nominations are called.  
For Support Staff this definition is broader than defined in the Collective 
Agreements, and includes the Campus Administrators, Director of Facilities, 
Executive Director of HR, HR Advisors, Associate Registrar, Director of 
Student Services, Health and Safety Advisor, Executive Assistants, and other 
individuals who may fall outside the traditional definition of support staff. 


 As defined in the Collective Agreement (BCGEU LOCAL 0710 – NLC 
SUPPORT Effective from July 1, 2014 to June 30, 2019, Definitions - Page 1, 
8 (a)): “Regular Employee” means an employee who is employed for work 
which is a continuous full-time or continuous part-time nature. 


 As defined in the Collective Agreement (BCGEU LOCAL 0710 – NLC 
SUPPORT Effective from July 1, 2014 to June 30, 2019, Page 48, Article 25.1 
(b)) a temporary employee who has been employed longer than 1522.5 hours 
over a two year period is considered to be a regular employee 


 
2.1.2 Faculty Member 
 


 Must be nominated by two other faculty members.  


 Must be a regular employee of the College at the time nominations are called. 


 As defined in the Collective Agreement (BCGEU LOCAL 0710 – NLC 
FACULTY Effective from April 1, 2014 to March 31, 2019, Definitions - Page 
1, 13 (a) and (b)): (a) “Regular Full-Time Employee” - means a person who 
holds an appointment to ongoing work with a full-time annual workload within 
one (1) or more departments or functional areas. (b) “Regular Part-Time 



http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section17

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96052_01#section17
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Employee” - means a person who holds an appointment to an ongoing annual 
workload of less than full-time within one (1) or more departments or 
functional areas. 
Note: An employee who is a regular employee on a temporary contract may 
be nominated; however, in the event that the employee's contract is not 
renewed during a term of office, the elected position will be deemed to be 
vacant. A "by-election" may or may not be held, depending on the length of 
time remaining in the term and as determined by the Education Council. 


 
2.2 Procedure 


 


 The nominee must submit to the Registrar's Office a completed Nomination Form 
within the time period that nominations are open. Normally the nomination period 
is ten business days.  Faculty members nominated for the Education Council 
must identify the program area in which they are standing for election. 
 


 The Registrar can extend the nomination period if the number of nominations is 
less than the number required to fill all seats. 
 


 Any seats filled by acclamation* will be announced by the Registrar at the end of 
the Nomination period. 
*See Definitions 
Note: An employee may nominate up to as many individuals as there are 
positions available within that employee's group, i.e. a faculty member may 
nominate up to ten faculty persons for the ten faculty positions available on the 
Education Council. 


 
Voting 
 
3.1 Eligibility 
 


 Every College faculty member or support staff member who is a regular 
employee five days prior to the election is eligible to vote. Faculty members will 
only vote for faculty positions and support staff members will only vote for 
support staff positions. 
 


 Voters list will be produced by Registrar’s department and will be available upon 
request. 


 
3.2 Faculty Program Areas 
 


 For faculty positions on the Education Council the ballot will identify all persons 
standing for election in each of the following four program areas: 
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o Pre-College* - two representatives 
o Vocational* - three representatives 
o Undergraduate* - three representatives 
o Non-instructional* - two representatives 


*See Definitions 
Note: A faculty nominee who instructs or works in more than one program area 
must decide at the time of nomination which program area he/she will 
represent. 


 


 A faculty voter may vote for candidates from each of the program areas on the 
ballot. 


 
3.3 Faculty At Large 
 


IF there are fewer nominations received than required for the number of 
representatives listed above then all faculty seats will move to a single group 
termed “Faculty at Large”.  This group will consist of all 10 faculty seats and the 
faculty nominations received will be used to fill these seats regardless of program 
area of nominee. 


 
3.4 Support Staff Positions 
 


The two support staff positions on the Education Council are open to support 
staff from all campuses.  


 
3.5 Voting Procedure 
 


 The voting procedure will be determined by the Registrar, NLC President and 
Education Council Chair and will be reviewed yearly. 


 


 There is a voting period of ten working days.  
 


 
Counting of Ballots 
 
4.1 Procedure 
 


 The counting of ballots will take place in a secure campus location. 
 


 Only those ballots received by 4pm on the last day of the Election period will be 
counted. 


 


 The Registrar will ensure that each eligible voter is in the Eligible Voters List. 
 


 The Registrar, Education Council Secretary (or other NLC employee) and one 
scrutineer* (that the Registrar does not supervise) will then count the ballots. A 
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memo, signed by the Registrar and indicating the results of the election will be 
sent immediately to all locations: 


1) Candidates 
2) NLC staff 


*See Definitions 
 


 Ballots received after the time allowed (late ballots) will be date / time stamped 
and kept with any spoiled ballots. They will be held until after the time allowed for 
an appeal of the Election, and then destroyed. 


 


 The ballots will be retained for an election appeal period of ten working days. In 
the absence of an appeal, the ballots will be destroyed.                          


 
Election Appeal                                     
 
5.1 Procedure 
 


The appeal procedure will be:                                              


 Any eligible voter may appeal the election                                           
 


 An appeal must be made in writing to the Registrar, stating the reason for the 
appeal, and be signed and dated by the appellant. The appeal must be received 
by the Registrar's Office within ten working days of the release of results by 
Registrar’s Office.         


 


 The Registrar and the two scrutineers will review the written appeal and, if  
necessary, interview the appellant 


 


 The Registrar, within 5 business days, will provide the appellant with a written 
decision about the appeal  


 


 The appellant has five working days upon receipt of the Registrar's decision to 
submit a further appeal. This appeal is to an Election Appeal Committee 
consisting of the President, Education Council Chair, faculty representative, 
support staff representative. Both the Registrar and the Appellant must be heard 
by this Committee, and the Committee may call others as well. The Committee's 
decision is final and binding.              
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Election Rules for Student Elections for Education Council  
 
Nominations 
 
6.1 Eligibility 
 


 Any student enrolled at the College taking a minimum of two courses, and who is 
paying the NLC Students' Association fee, is eligible to be nominated. Both full 
and part-time students are eligible. 


 


 The student should also be attending the College, i.e. being enrolled for the full 
instructional year. In the event a student withdraws during the instructional year, 
the elected position will be declared vacant. 


 
6.2 Procedure 
 


 In order to be a candidate for the Education Council an eligible student must be 
nominated by two other eligible students. 


 


 The nominee (i.e. the person seeking election) must submit to the Registrar's 
Office a completed Nomination Form (available from the Registrar's Office or 
from Campus Services) within the time nominations are open. 


 
Note: A student may nominate as many individuals as there are positions available 
for election, e.g. a student may nominate up to four students for the four student 
positions available on the Education Council  


 


 Both the nominee and the two nominators must completely fill out the Nomination 
Form. This includes the "Student Identifier" which must either be the student's 
number as assigned by the College or be the student's month and year of birth.  


 


 The nomination form must be received at the Office of the Registrar within the 
time and in the manner as specified in the email/online. 


 
Voting 
 
7.1 Eligibility 
 


 Any student who is enrolled at the College and is paying tuition (or having tuition 
paid for by a sponsoring organization) and the NLC Students' Association fee, is 
eligible to vote. Both full and part-time students are eligible. 


 


 (The only students who do not pay the Students' Association fee are those 
enrolled in Work Force Training and Continuing Education courses. An interested 
WFTR or CE student could make him/herself eligible by simply paying the 
Students' Association fee.) 
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7.2 Procedure 
 


In order to vote a student will:                                                      
 


 Have access to a Candidates' Statements                                  
 


 Be given an official ballot 
 


NOTE:  an "official” ballot has the Registrar’s Office election seal. 
 


 A student coming to vote will be required to present a piece of identification and 
their NLC student ID # in order to receive his or her ballot, i.e. the voting official must 
be satisfied that the person requesting his or her ballot is that person. 


 


 Ballots will be collected on each campus and forwarded to the Registrar's Office 
for counting. 


 


 The specific voting procedure is as follows: 
 


7.2.1 If the student voter name is in the ballot book 
 


a) Student comes to poll and after satisfying the voting official that he or she is 
an eligible voter (show acceptable ID), receives his/her ballot 


 
b) Student signs the ballot book against their name 


 
c) Student takes ballot to voting booth and marks voting choice 


 
d) Student places ballot in box. (Student Services may scan ballots to 


Registrar’s Office)                                                      
 


7.2.2 If a student voter name is not in ballot book 
 


a) Student comes to poll and after satisfying the voting official that he or she is 
an eligible voter (show acceptable ID), receives his/her ballot. 


 
b) Student prints name and College Student ID number and then signs at the 


end of ballot book  
 


c) Student takes ballot to the voting booth and marks voting choice 
 


d) Student returns to poll with ballot 
 


e) Ballot is put in a white business envelope, student prints name and College 
Student ID number and signs name on envelope 







NLC Education Council Election Rules 


Page 10 of 12 


 


 
f) Student places sealed envelope containing ballot in box. 


 
 7.2.3 Advance Polling 
 


This ‘Advance Poll’ option is available only for a five day time period. 
a) Student goes to Student Services and after satisfying that he or she is an 


eligible voter (show acceptable ID), receives his/her ballot. 
b) Student signs the ballot book against their name 
c) Student completes ballot and returns it to Student Services 
d) Student Services scans all ballots to Registrar's Office at the end of advance 


poll time. 
 
Counting of Ballots 
 
8.1 Procedure                                                
 


 The counting of ballots will take place in a secure campus location. 
 


 The Registrar, Education Council Secretary (or other NLC employee) and one 
scrutineer* (that the Registrar does not supervise) will then count the ballots. A 
memo, signed by the Registrar and indicating the results of the election will be 
sent immediately to all locations: 


1) Candidates 
2) NLC staff and students                         
*See definitions 
 


 Ballots received after the time allowed (late ballots) will be date / time stamped 
and kept with any spoiled ballots. They will be held until after the time allowed for 
an appeal of the Election, and then destroyed. 


 


 The ballots will be retained for an election appeal period of ten working days. In 
the absence of an appeal, the ballots will be destroyed.                                    


 
Election Appeal 
 
9.1 Procedure 
 


The appeal procedure is as follows: 
 


 Any eligible voter may appeal the election 
 


 An appeal must be made in writing to the Registrar, stating the reason for the 
appeal, and be signed and dated by the appellant. The appeal must be received 
in the Registrar's Office within ten working days of the release of results by 
Registrar’s Office. 
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 The Registrar and the scrutineers will review the written appeal and, if necessary,    
interview the appellant                                                               


 


 The Registrar, within five business days, will provide the appellant with a written 
decision about the appeal                                                                    


 


 The appellant has five working days upon receipt of the Registrar's decision to  
submit a further appeal. This appeal is to an Election Appeal Committee 
consisting of the President, Education Council Chair, faculty representative and 
support staff representative. Both the Registrar and the Appellant must be heard 
by this Committee, and the Committee may call others as well. The Committee's 
decision is final and binding,      


 
 
Definitions 
 
10.1 Acclamation 


 
In Canada, an individual is said to be elected or returned by acclamation when 
no other candidate has come forward at an election and no vote is held. 
 


10.2 Pre-College 
 
NLC Programs: 
 Career and College Preparation (CCP/ABE) 
 English as a Second Language 


 
10.3 Vocational 


 
NLC Programs: 
 Career Technical 
  Applied Business Technology 
  Health Care Assistant 
  Practical Nursing 
 Trades/Apprenticeship  


 
10.4 Undergraduate 


 
NLC Programs: 
 Business Management 


University Arts and Sciences 
 Early Childhood Education and Care 
 Education Assistant 
 Family Resource Practitioner  
 Social Services Worker 
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10.5 Non-instructional 


 
Includes:  
 Aboriginal Student Advisor 


Admissions Officer 
 Coordinator of Aboriginal Relations & Services 
 International Education Coordinator 
 Regional Librarian 
 Trades and Apprenticeship Coordinator 
 Workforce Training Coordinator 


 
10.6 Scrutineer 


 
NLC staff member that assists in the conduct of a vote and may collect, verify 
and count votes or ballots. 
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NORTHERN LIGHTS COLLEGE 
REGISTRAR’S OFFICE 


PROGRAM INFORMATION AND COMPLETION GUIDE 
 


Program Name:  Business Management   
Credential/Certification:  Advanced Certificate in Management  


Date Submitted:  June 2019 
Effective Date: May 2020   


  
 


Program Contact:  Chair, University Arts and Sciences 
(Cindy Broberg cbroberg@nlc.bc.ca, Dawson Creek campus; Issoufou Soumaila 
isoumaila@nlc.bc.ca, Fort St. John campus)         
 
 
Dean:  Steve Roe          
 
 
Document Author:  Lisa Verbisky, Mark Heartt, Steve Roe       
 
 
Program Description:   
The Advanced Certificate in Management is designed for current managers, volunteers 
and other individuals who are interested in developing their leadership skills while they 
are working. To supplement existing education and work experience, the program 
addresses management concepts such as accounting, business law, entrepreneurship, 
human resource management, and project management. The curriculum is relevant 
across a wide variety of employment sectors, public, private, and non-profit. 
 
All required courses are available both face-to-face and online.  Not all elective courses 
are available online.  Online study is available on a part-time basis only.  Full-time study 
can be obtained through a combination of online and face-to-face courses.    
 
 
Admission Requirements:   
*English is the language of instruction in all programs at NLC, thus it is imperative that 
NLC students meet minimum English Language Proficiency requirements. 
 
*In University Arts and Sciences and Related Programs, it is understood that the 
minimum English Language Proficiency requirement is that required to graduate from a 
Canadian high school program conducted in English. This is defined in the English 
Language Requirement document. 
 
plus, 
 
a. Official transcripts demonstrating graduation from a post-secondary certificate, 
diploma, or degree program; or, 
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b. Official transcripts demonstrating certification from a Red Seal Trades program or 
equivalent program; or, 
 
c. Two years of management or leadership work experience as demonstrated by a 
resume with two professional references; or, 
 
d. Two current professional letters of reference written and dated within a year of 
application outlining the applicant’s suitability and readiness for the program.  
 
*Note that some University Arts and Sciences and related programs elective courses 
have specific pre-requisites. Meeting the entrance requirements for program does not 
ensure course pre-requisites have been met for all available courses.    
 
 
Length of Program: (weeks and total hours) 450 hours in total. Full time students who 
begin the program in September can complete within two semesters or 30 weeks of 
study.  Depending on a student's start-date, academic readiness, and academic 
progress, additional semesters may be necessary. Part-time study is an option. 
 
 
Program Intake: (start/finish dates) September or January start dates are 
recommended.  May starts are possible, but course selection is limited at that time. 
 
 
Available Seats:  30 
 
 
Application Deadline:  Last day for late registration as indicated in the NLC Calendar.  
International students should contact the International Department for deadlines specific 
to their situation.   
 
 
Career Prospects:  The objective of this program is to enhance skills and employment 
opportunities for graduates interested in advanced management positions.  Relevant 
fields include childcare or resource program administration, educational administration, 
executive coaching, human resource management, municipal or provincial governance, 
natural resource management, and trades management. 
 
 
Affiliations/Partnerships:  Northern Lights College courses generally transfer 
individually to other colleges, universities, and institutes in British Columbia. Students 
will receive transfer credit for courses as noted in the BC Transfer Guide (see 
http://www.bctransferguide.ca). 
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Location:  To accommodate individuals who may be working full-time, this program is 
available online and may be taken on a part-time basis. Alternatively, students who are 
able to attend NLC's Fort St. John and Dawson Creek campuses may enroll part-time or 
full-time in online and/or face-to-face courses. Some elective courses may only be 
available face-to-face at these campus locations. 
  
 
Additional Requirements/Supplies:  (fees, supplies, materials)  
Ready access to a computer with a reliable internet connection is essential for all 
students, regardless of their chosen delivery model. A basic familiarity with Microsoft 
Office applications is also recommended. 
 
 
Eligibility for Canada Student Loans:  (Yes or No) 
Yes, for domestic students.  No, for international students.  
 
 
Required Minimum Grade:  (overall and/or minimum within a course) 
'C' grade (60%) cumulative GPA; 'D' grade (50%) minimum in a course. 
 
 
Residency Requirement:  (percentage of courses which must be taken at NLC) 
50%; note that a minimum 60% or 'C' grade (60%) is required for courses to be 
considered for transfer into this program. The age of the course will also be considered 
in course transfer. 
 
 
Required Courses:  (list courses required to complete credential) 
ENGL 110: Business Communications (3 credits; 45 hrs) 
MGMT 104: Principles of Management (3 credits; 45 hrs) 
MGMT 120: Financial Accounting (3 credits; 45 hrs) 
MGMT 204: Human Resource Management (3 credits; 45 hrs) 
MGMT 280: Safety Management (3 credits; 45 hrs) 
MGMT 301: Management Skills for Supervisors (3 credits; 45 hrs) 
MGMT 430: Business Ethics and Social Responsibility (3 credits; 45 hrs) 
MGMT 450: Project Management (3 credits: 45 hrs) 
 
Entrepreneurial focus: two of the following electives: 
CPSC 101: Introduction to Computing (3 credits; 45 hrs) 
ECON 105: Principles of Economics (3 credits; 45 hrs) 
MGMT 107: Introduction to Marketing (3 credits; 45 hrs) 
MGMT 210: Advertising and Promotion (3 credits; 45 hrs) 
MGMT 219: Entrepreneurship: Start up (3 credits; 45 hrs) 
MGMT 228: Business Law (3 credits; 45 hrs) 
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Managerial focus: two of the following electives: 
CPSC 101: Introduction to Computing (3 credits; 45 hrs) 
FNST 102: Treaties and Aboriginal Rights (3 credits; 45 hrs) 
LAND 241: Petroleum Fundamentals (3 credits; 45 hrs) 
MGMT 221: Managerial Accounting (3 credits; 45 hrs) 
MGMT 228: Business Law (3 credits; 45 hrs) 
MGMT 302: Business Sustainability and the Environment (3 credits; 45 hrs) 
POLI 200: Politics and Pipelines (3 credits; 45 hrs) 
 
Non-Profit Managerial focus: two of the following electives: 
CPSC 101: Introduction to Computing (3 credits; 45 hrs) 
FNST 100: Aboriginal Peoples of Canada (3 credits; 45 hrs) 
MGMT 107: Introduction to Marketing (3 credits; 45 hrs) 
MGMT 228: Business Law (3 credits; 45 hrs) 
MGMT 303: Non-Profit Management (3 credits; 45 hrs) 
PSYC 224: Organizational Behaviour (3 credits; 45 hrs)  
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General Academic English Language Proficiency Requirements 


 


1. Overview 


English is the language of instruction in all programs at NLC. Thus, it is imperative that NLC 


students meet minimum English Language Proficiency requirements. 


In University Arts and Sciences and additional baccalaureate-level programs, students are 


required to have English Studies 12, English First Peoples 12, ENGL 050, or an equivalent 


course.  Required final grades are specified by program.   


2. Select Baccalaureate-Level Programs 


The following English Language Requirement applies to the Associate of Arts Degree (general)1; 


to diplomas in Archaeology, Business Management,2 Criminology, Interactive Technologies and 


Game Design, Land and Water Resources, and Social Services Worker; and to certificates in 


Business Management and University Arts and Sciences.3 


A. Domestic students4 and students from countries5 that practice Standard Written English must 


have official transcripts demonstrating that they have met one of the following English 


Requirements with a "B" grade or higher: English Studies 12, English First Peoples 12, English 


050, or English 099; alternatively, any university-level English course6 with a "C" grade or 


higher. Students who do not meet one of the above English requirements must complete the NLC 


Writing Assessment for appropriate course placement. 


B. International students and domestic students who received their secondary education in 


French or another language must show that they have met the NLC English requirement for 


baccalaureate-level programs specified above by demonstrating one of the following: 


• An IELTS result with an overall score of 6.0 or higher with no band less than 6.0.  Students with a 


writing band of 6.0 are required to complete English 099 with a "B" grade or higher in their 


initial semester. Alternatively, NLC will accept a TOEFL iBT of 78, Canadian Academic English 


Assessment (CAEL) 60 overall band, Canadian Language Benchmark Assessment (CLBA) 8 in each 


section, Pearson Test of English (PTE) 57, Michigan English Language Assessment Battery 


(MELAB) 76, Cambridge-Michigan Language Assessment (CaMLA) 69 plus NLC's Writing 


Assessment. 


 


• Documented completion of a post-secondary credential that is assessed as equivalent to a 


similar program from a reputable Canadian institution with its own appropriate English 


Language Requirement. 


 


• Documented completion of the last two years of full-time Canadian secondary school education 


in English with a minimum grade of “B” in English 12, English Studies 12, English Literature 12, 


English 12 First Peoples, or equivalent. 


 


• Completion of NLC’s English for Academic Purposes (EAP) 060-level Certificate.  


 


Where international students and domestic students who received their secondary education in 


French or another language are unable to provide an appropriate IELTS score or equivalent, such 


students may be conditionally enrolled in an NLC program with permission of the Chair. Upon 


arrival at NLC, these students will be assessed by the ESL department and transferred to the 


appropriate level of the EAP program as necessary. 


___________________________________ 
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1Not applicable to the Associate of Arts Degree (Health Studies) or to the Associate of Science Degree. 
2Not applicable to the Executive Assistant Diploma. 
3Not applicable to the Engineering Certificate, the Engineering Studies Certificate, the General University 


Arts and Sciences Certificate, the Indigenous Human Services Worker Diploma. 
4Except those whose secondary education was conducted in French or in another language. 
5 Australia, England, Ireland, New Zealand, Scotland, Wales, United States of America. 
6 From reputable institutions in Canada or from the above list of countries that practice Standard 


Written English. 
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NORTHERN LIGHTS COLLEGE  


EDUCATION COUNCIL  
Meeting of November 25, 2020  
Dawson Creek Regional 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 


Carolina Arango Henao (Student) 


Tracy Donnelly (Administration) 


Darren Giersch (Staff) 


Kajal Gill (Student) 


Gurleen Grover (Student) 


Harsimar Kaur (Student) 


Loren Lovegreen (Administration) 


Brandon Mackinnon (Faculty At Large) 


Cindy Page (Faculty At Large) 


Richard Resener (Faculty At Large) 
Warren Stokes (Administration)  


Audra Holloway (Recording)  
    
Absent:  Lana Sprinkle  Bryn Kulmatycki  Rob-Roy Douglas  
  Sean Logie   Russ Haugen  Mike Gilbert  
  Steve Roe   Andy Amboe   


           
Guest(s):  Leo Manning  Issoufou Soumaila    
     
 


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


sharing your traditional lands with us.  


 
1.  Adoption of Agenda 


 
Agenda was adopted as circulated. 


           
2.  Adoption of Minutes, October 28, 2020 
 


20.11.01 M/S –PAGE/KAUR 
 


 Motion: THAT the minutes of October 28, 2020 be adopted as presented. 
 CARRIED 


 
3.  Action List  
 


Education Council Process Flowchart – In progress  
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Decision Item(s) 
 
4. Advanced Certificate in Culinary Arts      


L. Manning explained that the submission was to add International Admission IELTS 
Requirements to the Program Completion Guide.  He added that it would increase 
accessibility to International students. 
W. Stokes asked about the placement of the International IELTS score paragraph 
after the Dual Credit statement in the Admission Requirements section.   Decision by 
Education Council to move the International IELTS score paragraph above the Dual 
Credit paragraph.  W. Stokes added that the International requirements can be 
addressed when added to the website and noted that in the future the Admission 
Requirements will need to be standardized/styled. 
B. Mackinnon asked about the listed Length of Program of 32 weeks (870 hours).  L. 
Manning answered that this was correct. 


 
20.11.02 M/S PAGE/STOKES 
 
Motion: THAT the Education Council approves the revised Program Information and 


Completion Guide for Advanced Certificate Culinary Arts as amended.  


 CARRIED 
L. Manning left the meeting. 
 
5. MGMT 109      
 I. Soumaila explained that the submission was to correct an error regarding the 


Course Content and Learning Outcomes listed in the MGMT 109 Course Outline that 
had been submitted and approved at the Education Council October meeting. 


 W. Stokes asked about the wording ‘Management 103’ in the Course Description.  
He noted that it should actually be the Course Rubric MGMT 103 (Foundations in 
Financial Accounting Level 1), as there is no course called ‘Management 103’.   


 
 20.11.03 M/S –LOVEGREEN/PAGE 
 


Motion: THAT the Education Council approves the revised Course Outline MGMT 109 as 


amended. 


 CARRIED 
I. Soumaila left the meeting 
 


 
Subcommittee Standing Reports 
 
6. Education Policy Subcommittee - A. Holloway explained that the group had not 
met since the last meeting. She added that the group is looking at the possibility of 
meeting twice per month. 
  
 
7.  Curriculum Subcommittee - A. Holloway reported that the group met to review the 
November meeting documents. She added that the group meets next on December 3rd 
to review any January documents that may have been submitted early. 
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8.  Admissions and Standards Subcommittee - M. Bedell reported that group would 
be meeting next on December 4th.  A. Holloway added that recently there had been an 
email sent out to look for additional members for the subcommittee. 
 
 
Information/Discussion 
 
9. Continuing Education  - T. Donnelly presented the recent CE/WFTR courses that 
were ready for enrollment:   


CE BE29 Business and Marketing Writing 


CE CT75 Microsoft Excel – Pivot Tables 


CE CT76 Blogging and Podcasting for Beginners 


CE CT77 Intermediate Microsoft Word 2019/Office 365 


CE CT78 Intermediate Microsoft Excel 2019/Office 365 


CE CT79 Introduction to CSS3 and HTML5 


CE HW54 Complementary and Integrative Health 


CE PD74 ED2GO Final exam re-take 


CE PD75 Skills for Making Great Decisions 


CE PD76 Achieving Success with Difficult People 


CE PD77 Fundamentals of Supervision and Management II 


WFTR RE02 CFES - Fitness Knowledge Course 


WFTR RE03 CFES - Personal Trainer Course 


WFTR RE04 CFES - Weight Trainer Instructor Course 


 
 
Notes:   


- F. Rashid acknowledged and thanked all of the health care workers in the 
College and the community that are keeping our NLC community safe.  He also 
thanked everyone at NLC for following the health and safety protocols in the 
College community. 


- H. Kaur brought forward a question regarding registration of Business 
Management students.  F. Rashid asked that she email A. Holloway with her 
question and she will forward to L. Lovegreen. 


 
 
Adjournment – 148 p.m.  
 
 
Next Meeting – January 27, 2021 (no meeting in December) 
  
 
 


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


could be subject to amendment. 
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ACTION ITEM LIST 


AS OF: Nov 25, 2020 
 


Education Council 


Action 
Assigned to & 
Date Assigned 


Follow-Up Action 
Due 
Date 


Status 


Education Council Process 
Flowchart 


W. Stokes 
A. Holloway 


September 2014 


Review current flowcharts, 
provide recommendations 
for improvement  


*awaiting New 
Course Outline 


Process/ 
Procedures 


In Progress 


 


Policy Subcommittee 


Policy  Date Assigned Follow-Up Action 
Due 
Date 


Status 


New Course Outline Form 
Process/Procedure  


Jan 2019 


To create the Process/ 
Procedure documents for 
the New Course Outline 
Form 


Form completed 
June 2019 - to 
start work on 


remaining docs:      
2021 


In Progress 


E-1.09 Honor List    In Progress 


E-1.14 Withdrawal    In Progress 


E-2.06 Criminal Record 
Search for Students 


May 2020 
Email sent by NLC College 
Policy Committee for review 


 
Being 


Reviewed 


E-1.11 Student Field Trips May 2020 
Email sent by NLC College 
Policy Committee for review 


 
Being 


Reviewed 


E-1.12 Student Practicum 
Placement* 


Sep 2020 
Email sent by NLC College 
Policy Committee for review 


 To Start 


 


Educational Policies currently being worked on/reviewed by members 


of NLC Policy committee 


Policy 
Assigned to & 
Date Assigned 


E-2.10 Student Appeals 
Nov 2015 


(Warren Stokes) 


E-4.02 Access 
Feb 2019 


(Lorelee Mathias) 


E-1.12 Student Practicum 
Placements* 


Oct 2019 
(Anndra Graff) 
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