
Vancouver Community College 
EDUCATION COUNCIL 

MEETING AGENDA - DRAFT  
January 9, 2018, 3:30 – 5:30 pm, Room 5025 BWY-A 

Item Topic Time Speaker Pre-reading materials Action Pages 
1. Call to Order 1 min Todd Rowlatt 
2. Acknowledgement 1 min Todd Rowlatt 
3. Adopt Agenda   1 min Todd Rowlatt January 9, 2018 Agenda Approval 1-2

4. Approve Past Minutes 1 min Todd Rowlatt December 12, 2017 Minutes Approval 3-10

5. Enquiries & Correspondence 1 min Todd Rowlatt Information 
6. Business Arising 

a) Integrated Plan 2018/19 20 min Kathryn McNaughton Information 
b) Student Mental Health Presentation 15 min Nona Coles Information 
c) English Language Requirement Update 10 min Rachel Warick ELPR Web Strategy, 

equivalency tables 
Information 11-17

d) Health Sciences English Language
proficiencies table

10 min Debbie Sargent Decision Note, SHS Admission 
Requirements table 

Approval 18-19

7. Committee Reports 
a) Curriculum Standing Committee David Branter 

i) Update: MDRT Admission Requirements 5 min Gordon McIvor Decision Note, CDAF, PCG Approval 20-27

ii) Update: Legal Admin Assistant Admission
Requirements

5 min Dennis Innes Decision Note, CDAF, PCG Approval 28-39

b) Policy Standing Committee Mike Tunnah 
i) D.1.2 Selection of Library Materials 5 min Todd Rowlatt Decision Note, policy, 

procedures 
Approval 40-45

ii) C.3.2 Program Review & Renewal 5 min Todd Rowlatt Information Note, policy, 
procedures 

Information 46-52

c) Appeals Oversight Committee 2 min Debbie Sargent Verbal report Information 
d) Program Review and Renewal Committee 2 min Jo-Ellen Zakoor Verbal report Information 

8. Chair Report 5 min Todd Rowlatt Verbal report Information 
9. Student Report 5 min Kimberly Sanchez Verbal report Information 
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Item Topic Time Speaker Pre-reading materials Action Pages 
10. Next Meeting: 

February 13, 2018, 3:30-5:30, Room 240 DTN 
1 min Todd Rowlatt  

 
Information  

11. Adjournment 1 min Todd Rowlatt    
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Vancouver Community College 
EDUCATION COUNCIL 

 
MEETING MINUTES - DRAFT 

December 12, 2017, 3:30 – 5:30 pm, Room 5025, BWY  

 

Item Topic Discussion 
1.  Call to Order The meeting was called to order at 3:35pm. 
2.  Acknowledgement T. Rowlatt acknowledged that the meeting is being held on the traditional unceded territory of 

the Sḵwxw̱ú7mesh Úxwumixw (Squamish), xʷməθkʷəy̓əm (Musqueam) and Tsleil-Waututh 
peoples. 

3.  Adopt Agenda Motion: Moved by P. Yeung and seconded THAT Education Council adopt the agenda for the 
December 12, 2017 meeting as presented. All in favour. Motion carried. 

4.  Approve Past Minutes Motion: Moved by J. Theny and seconded THAT Education Council approve the minutes of the 
November 14, 2017 meeting as presented. All in favour. Motion carried. 

5.  Enquiries & Correspondence There were none. 
6.  Business Arising J. Gossen and C. Snyder-Lowe presented. A summary sheet was handed out to Council members. 

 

In 2016/17, VCC serviced 913 international students from 49 different countries. This year, VCC is 
hosting 955 international students, with that number expected to grow during the January intake. 
J. Gossen reported that the IRCC saw a 22% increase in international students during 2016, with a 
large increase in students coming from India. She also noted that International Education has 
initiatives in place to begin marketing and recruiting in other countries to increase diversity. 
Students are most interested in the post-graduate and two-year diploma programs, as they often 
lead to visas that may result in a residency pathway. 
 

A. Candela asked if there were processes in place to address systemic barriers and cohort 
representations, such as proportional male/female students, Indigenous representation, etc. J. 
Gossen explained that all the students are vetted on admission requirements, and it depends on 
the source countries. She noted that the new Canadian Business Management program had a 50-
50 male/female representation, but International Education is ultimately looking for the best fit 
for the program. 
 
T. Rowlatt inquired about the workload of international students. C. Snyder-Lowe explained that 
full-time international students can work a maximum of 20 hours per week in addition to their 
studies, otherwise they lose their full-time student status. During scheduled breaks, they are able 
to work more hours, but the challenge for students is finding that work-school balance. 
 

 a) International Education presentation 
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Item Topic Discussion 
M. Tunnah asked what benefits of international-only cohorts International Education has seen. J. 
Gossen noted that building in the language support and socio-cultural competencies into already 
existing programs has been extremely valuable. She noted that working towards building 
intercultural competencies into all programs and departments would be beneficial, so all 
instructors, staff and students are able to interact with other cultures. 
 

K. Sanchez asked what other support students receive from International Education. C. Snyder-
Lowe explained the services available.  

 b) VCC and Adler University Partnership K. McNaughton presented on the MOU. She explained that the partnership between VCC and 
Adler University is in the very early stages, with more conversation and consultation needed. She 
noted that the Provincial Council of Presidents met recently, and one of the focal points was 
student mental health – K. McNaughton was a panelist that presented on VCC’s students. She is 
hopeful that the partnership with Adler will be able to meet the needs of students, and begin 
looking at the experiences that faculty and staff are having, and how those support needs are 
being met.  
 

N. Coles noted that while she is excited to see more discussion on student mental health taking 
place, she cautioned the Council to consider several aspects of the Adler partnership.. She noted 
that Adler is not an accredited university for psychologists, and it may be difficult for them to find 
placements and internships. N. Coles also noted that visiting counselling students need 100 
clinical hours of supervision to work with students, a target that Adler students generally have not 
been meeting. N. Coles stressed that the College needs to be aware of the work profile of the 
incoming Adler students and that VCC ensures it has a positive impact on VCC students and the 
College. N. Coles has asked for a very clear understanding of what Adler University wants, and 
what their students will be able to do, including criteria for assessments. 
 

K. McNaughton will continue to bring forward follow up as consultations continue on this 
partnership. 
 

A. Candela asked if Counselling and Disability Services will have additional faculty to support the 
College. K. McNaughton explained that this is an ongoing conversation in support, and they will 
be looking both internally and externally to maximize available resources. She also noted that the 
root causes of anxiety and depression, both institutionally-caused and other pressure points, 
need to be investigated, including meeting the needs of VCC’s culturally diverse demographics. 
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Item Topic Discussion 
 c) Concept Paper: Business and Project 

Management 
D. Innes presented the concept paper. The intended start date is September 2019, and will 
combine the first year of Canadian Business Management with a year of project management for 
a two-year, post-degree diploma. The program is designed for international students, and the 
department is working heavily with International Education. 
 

There was some discussion on whether students would qualify for the external project 
management certificate. D. Innes explained that students will be prepared for entry-level project 
management positions through this program, but will not have reached the number of work 
hours required for the external certificate. However, A. Petrone noted that the program will be 
able to help students prepare for the CAPM certification. There are currently two articulation 
agreements in place for this program. 
 
Council accepted the concept paper for Business and Project Management for information and 
the Chair will report it to the Board of Governors. 

7.  Committee Reports Motion: Moved by D. Branter and seconded THAT Education Council approve the updates to the 
International Culinary program, including the change in admission requirements, credit weighting, 
and omnibus course prerequisite motion. 
 

C. Gill outlined the changes to the International program, including removing FOODSAFE as an 
admission requirement and integrating it into the course content of 1511 Kitchen Orientation, the 
inclusion of CULI 1509, and reducing the credits of CULI 2511 from 12.5 to 8.5. 
 

The Council recommended updating the effective date to May 2018, and specifying “academic 
IELTS” in the admission requirements section. 
 

All in favour. Motion carried. 

a) Curriculum Committee Reports 
i) Update: International Culinary Arts 

Program 

ii) Update: Auto Glass Apprenticeship Motion: Moved by D. Branter and seconded THAT Education Council approve the updates to 
AGAP 1011 Auto Glass Technician Apprentice, including ITA mandated changes to Course 
Learning Outcomes, as well as contact hours resulting in a credit weighting change. 
 

D. Branter noted that the January 2018 effective date was discussed at Curriculum Committee, 
and the Registrar’s Office agreed to implement the course on this timeline due to the ITA-
mandated changes. 
 
All in favour. Motion carried. 
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Item Topic Discussion 
iii) Denturist Sciences Revised 

Program documents 
Motion: Moved by D. Branter and seconded THAT Education Council approve the documentation 
for the Denturist Sciences Diploma revised program. 
 
D. Branter noted for the Council that a serious conversation on credit weighting for this diploma 
was discussed at Curriculum Committee. 
 

K. Izumi noted that the September 2018 effective date is critical, as this program’s revitalization 
has created a large gap in the industry. Facilities upgrades are currently the main challenge in 
achieving the September 2018 goal, and K. Izumi expressed concern with industry repercussions 
and the program’s reputation if the timeline goals are not achieved. 
 

D. Sargent noted that the evaluation plans in several course outlines need to be updated with 
more detail, and that the PLAR offerings for third-level courses needs to be removed. There were 
also some typo and wording changes that need editing.  
 

All in favour. Motion carried. 
iv) Update: Terms of Reference Motion: Moved by D. Branter and seconded THAT Education Council approve the update to the 

membership list in the Curriculum Committee Terms of Reference. All in favour. Motion carried. 
v) Update: PN Admission 

Requirement Changes 
Motion: Moved by T. Rowlatt and seconded THAT Education Council approve the changes to the 
admission requirements for the Practical Nursing Diploma and the Access to Practical Nursing 
Diploma. 
 

T. Rowlatt explained that this request came directly to Education Council due to the required 
changes from the regulatory body, and that current applications for the program are closed due 
to these changes. Applications will reopen if Council decides to approve these changes.  
 

D. Sargent explained that the admission requirements are set by the provincial curriculum, which 
is currently under review. She noted that there may be additional changes coming forward to the 
program, but the main admission requirements for the generic program are agreed upon. The 
regulatory body is firm on the IELTS scores. D. Sargent let the Council know that students who are 
currently waitlisted will still receive offers, and the changes will be applied once the applications 
reopen. 
 

T. Rowlatt invited C. Leggatt to the table. C. Leggatt voiced concerns over student support to 
meet the new admission requirements, as they are now higher than what students in the current 
Pathways 8 can achieve. C. Leggatt asked how students will be supported to reach these new 
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Item Topic Discussion 
IELTS levels, and noted that there is no supports present in the College for the highest IELTS 
listening level. C. Leggatt asked how the regulatory body ensures institutions are meeting these 
requirements. D. Sargent explained that the regulatory body does site visits every five to seven 
years to approve the program, and that all approved institutions are on their website. 
 

All in favour. Motion carried. 
b) Policy Standing Committee 

i) C.1.6 Registration 
D. McMullen introduced the policy, explaining that its purpose is to build an environment of 
accountability and create a proactive approach in supporting student success. He noted that the 
auditor general has inquired why students are allowed beyond three repeated course attempts. 
D. McMullen also explained that VCC’s Duty to Accommodate would override any procedures this 
policy puts in place. D. Stevenson, T. Marks and S. Wiwchar presented data and the Student 
Development perspective in support of this policy. 
 

A. Candela and T. Thomson presented on the ABE perspective, and expressed concern that the 
unique nature of their students has not been taken into consideration with this policy. It was also 
unclear whether this policy took the Indigenous Education Protocols into consideration. 
 

D. Sargent asked what other institutions policies are around numbers of attempted repeats. D. 
McMullen noted that a number of other institutions across Canada and B.C. have similar policies 
in place. A. Candela suggested looking what the government is looking for in terms of student 
success numbers may be beneficial. 
 

D. Wells stressed that flexibility and creativity in helping students is critical. He noted that more 
time is not always the key to success, and that other circumstances may prevent students from 
attending classes. He suggested that creative program changes may be necessary to benefit these 
students. 
 

Council decided that all interested stakeholder groups meet in mid-January to discuss an action 
plan regarding the policy, and how best to promote student success. 

c) Appeals Oversight Committee No report 
d) Program Review & Renewal 

Committee 
No report 

8.  Elections T. Rowlatt turned over the Chair to the Vice President, Students, Academic & Research, Kathryn 
McNaughton, to run the election. 

a) Chair Election of EDCO Chair: 
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Item Topic Discussion 
First call for nominations: 
T. Thomson nominated T. Rowlatt. Nomination accepted. 
Second call for nominations: 
There were none. 
Third call for nominations: 
There were none. 
 
By acclamation, Todd Rowlatt was announced the Chair of Education Council. 

b) Vice-Chair Election of EDCO Vice-Chair: 
First call for nominations: 
N. Coles nominated J-E. Zakoor. Nomination accepted. 
Second call for nominations: 
There were none. 
Third call for nominations: 
There were none. 
 

By acclamation, Jo-Ellen Zakoor was announced the Vice-Chair of Education Council. 
c) Two Executive Committee Members Election of Officers of the EDCO Executive (2 positions): 

First call for nominations: 
K. Crossett nominated P. Yeung. Nomination accepted. 
Second call for nominations: 
A. Candela nominated T. Thomson. Nomination accepted. 
Third call for nominations: 
There were none. 
 
By acclamation, Paul Yeung and Taryn Thomson were announced Officers of the Executive of 
Education Council. 

d) Standing Committee Chairs 
i) Appeals Oversight Committee 
ii) Curriculum Committee 
iii) Education Policy Committee 
iv) Program Review & Renewal 

Committee 

Election of Appeals Oversight Committee Chair: 
First call for nominations: 
D. Wells nominated D. Sargent. Nomination accepted. 
Second call for nominations: 
There were none. 
Third call for nominations: 
There were none. 
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Item Topic Discussion 
 

By acclamation, Debbie Sargent was announced the Chair of the Appeals Oversight Committee. 
 

Election of Curriculum Committee Chair: 
First call for nominations: 
M. Tunnah nominated D. Branter. Nomination accepted. 
Second call for nominations: 
There were none. 
Third call for nominations: 
There were none. 
 

By acclamation, David Branter was announced the Chair of Curriculum Committee. 
 

Election of Education Policy Committee Chair: 
First call for nominations: 
D. Branter nominated M. Tunnah. Nomination accepted. 
Second call for nominations: 
There were none. 
Third call for nominations: 
There were none. 
 
By acclamation, Mike Tunnah was announced Chair of the Education Policy Committee. 
 

Election of Program Review & Renewal Committee Chair: 
First call for nominations: 
P. Yeung nominated J-E. Zakoor. Nomination accepted. 
Second call for nominations: 
There were none. 
Third call for nominations: 
There were none. 
 
By acclamation, Jo-Ellen Zakoor was announced Chair of the Program Review & Renewal 
Committee. 

9.  Chair Report No report 
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Item Topic Discussion 
10.  Student Report K. Sanchez reported that the SUVCC has begun the decertification process from the Canadian 

Federation of Students. The decision stems from ongoing corruption within the organization 
relating to financial mismanagement that affects B.C. students, and it is no longer in the best 
interest of VCC’s students that the SUVCC remain a part of the CFS. 

11.  Next meeting January 9, 2018 3:30-5:30pm BWY 5025 
12.  Adjournment Motion: Moved by M. Tunnah and seconded THAT Education Council adjourn the December 12, 

2017 meeting. The meeting was adjourned at 6:01pm. All in favour. Motion carried. 
 
ATTENDEES:  Todd Rowlatt Jo-Ellen Zakoor David Branter Mike Tunnah  
 Dave McMullen Kathryn McNaughton Nona Coles  Karen Crossett 
 Andrew Candela Taryn Thomson Paul Yeung  Janet Theny 
 Elle Ting Debbie Sargent David Wells  Kimberly Sanchez  
 Ali Sayad Mousavi Azad 
 
REGRETS: Robert Kunka     
     
GUESTS: Tanny Marks Sheri Wiwchar Dave Stevenson Carrie Leggatt 
 Jennifer Gossen Cathy Snyder-Lowe Dennis Innes Al Petrone 
 Collin Gill Brett Griffiths Ken Izumi   
 
RECORDING SECRETARY: Carlie Deans 
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WEBSITE INTRO PARAGRAPHS COPY 

English Language Proficiency (ELP) Requirements 

English is the language of instruction at VCC. All students must demonstrate that they have an 
acceptable level of English language proficiency (ELP) in listening, speaking, reading & writing to ensure 
your success in an English post-secondary environment.   

Information on this page is for guidance only.  See official Program Content Guides or Course 
Outlines for specifics for your program of study.  

To learn more about the English requirements for your specific program, speak with a 
VCC Advisor <link to advising> or VCC International <link to Int Ed> 

Note: Admission requirements for some VCC programs may also include proof of academic 
English coursework. See [link to academic requirement options] for details 
 
 

Some VCC Health Science programs have specific English Language Proficiency (ELP) 
requirements - refer to these program level admission requirements for details:  [link to 
Health Science table] 

• Pharmacy Technician 
• Health Care Assistant 
• PN 
• Access to PN 
• Dental Hygiene 
 

To meet the your program/course English Language Proficiency (ELP) requirement in all four skills, 
you must have documentation that shows:  

Successful completion of at least 3 years of full-time, face-to-face, secondary or post-secondary 
English education with the following criteria: 

• Instruction was conducted in English 
• Completed in a country where English is recognized as an official language [link to countries 

list] 
• Completed at a school/institution where English is the medium of instruction 
Please note:  
• ESL courses are not considered in the 3 year calculation. 
• Failing grades/courses and online courses will not be counted when calculating full-time 

attendance or face-to-face credits. 
• Courses can be a combination of secondary and post-secondary education. 

If you do not have official documentation to demonstrate the above English Language Proficiency (ELP) 
requirement, you can meet the requirement for your program by successfully completing one of the 
following options (see individual eligibility requirements to determine which is best for you) 
 

- Completion of at least 3 credits of English in a recognized and accredited Canadian post-secondary 
institution (with a minimum of 60%) [Advising had a question – shouldn’t this be 64%, which is a C+ - to 
match the Academic Equivalency for English 12 with a C+.  IE: 64% = C+], where English is the medium 
of instruction OR Completion of a degree, from a recognized International post-secondary institution, 
where English is the medium of instruction, in a country where English is one of the official languages 
[link to countries list]  
Please note: For programs of study outside of Canada, your international credentials may need to be 
officially evaluated [link to BCIT International Credential Evaluation Service] 
 

- Completion of an approved EAL course in Listening, Speaking, Reading & Writing, at the level required 
for your program (includes all articulated ESL courses) [link to Waterfall A]  
 

- Completion of a VCC course approved to meet the Reading & Writing ELP requirements for your 
program combined with completion of an approved VCC Listening & Speaking course at the ELP level 
required for your program [link to Waterfall B]  
 

- Assessment scores in Listening, Speaking, Reading and Writing, at the ELP level required for your 
program [link to Waterfall C] 
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WEBSITE INTRO PARAGRAPHS COPY - END 

 

WATERFALL - A  

Approved English as an Additional Language (EAL) courses that satisfy English Language 
Proficiency (ELP) in all 4 skills (listening, speaking, reading & writing) 

   
 English 12  English 11 English 10 

ESL Pathways 8 
ELSK 0820 & 
0815* 

 Satisfied Satisfied Satisfied 

ESL Pathways 7 
ELSK 0720 & 
0715* 

 n/a Satisfied Satisfied 

LINC 8  n/a Satisfied Satisfied 

VCC 1101   

Minimum of 60% 
Advising question – 
64%? To match Eng 
12 with a C+ 

Minimum of 50% Minimum of 50% 

BCIT COMM 0005 
& COMM 0030  80% in both 50 % in both 50% in both 

*same mark required for each course 
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WATERFALL – B 

To demonstrate ELP, you can combine a VCC Reading & Writing course 
with a VCC Assessment Listening & Speaking score.   

Approved VCC courses that satisfy Reading & Writing ELP requirements 

*Note: courses listed may not be accepted for all VCC programs. See individual program or course 
admission requirements for eligibility details 

  
English 12 level English 11 level English 10 level 

ESL Pathways R/W 8 
ELSK 0820  Satisfied Satisfied Satisfied 

ESL Pathways R/W 7 
ELSK 0720 n/a Satisfied Satisfied 

VCC Writing Skills 1076 
& Reading and Study 
Skills 1076[1] 

Satisfied Satisfied Satisfied 

VCC Communication for 
Health Sciences 
CCAC 1084 
Only for select health 
sciences programs [link 
to HS table] 

Satisfied Satisfied Satisfied 

ESL Pathways Intensive 
Reading & Writing  
ELSK 0930 

n/a Satisfied Satisfied 

[1] same mark required for each course 

 

Approved VCC courses that satisfy Listening & Speaking  ELP requirements 

  
English 12 level English 11 level English 10 level 

ESL Pathways L/S 8 
ELSK 0815  Satisfied Satisfied Satisfied 

ESL Pathways L/S 7 
ELSK 0715 n/a Satisfied Satisfied 
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WATERFALL – C 

Assessment Test scores that satisfy English Language Proficiency (ELP) 
 
When using non-VCC assessment scores to demonstrate ELP, all four skills must be tested.  
 
A VCC Listening & Speaking assessment score may be combined with a VCC Reading & 
Writing course to demonstrate ELP.  Ex: ESL Pathways Reading & Writing 8 (ELSK 
0820) and VCC ELA Listening 25/30 & Speaking 27/30 to demonstrate English 12 level 
English proficiency.  
 
* Note: not all VCC programs or courses accept all the tests listed below. See individual program 
or course admission requirements for exemptions or speak with a VCC Program Advisor for 
details 

 Minimum scores listed 
English 12 level English 11 level English 10 level 

VCC English 
Language 
Assessment  
(VCC ELA)* 
VCC 
assessment 

Listening: 25/30 
Speaking: 27/30 
Reading: 50/70 
Writing (essay only): 16/20 

Listening: 24/30 
Speaking: 26/30 
Reading: 45/70 
Writing (essay only): 14/20 

Listening: 24/30 
Speaking: 26/30 
Reading: 45/70 
Writing (essay only): 14/20 

CLBPT 
(Canadian 
Language 
Benchmark 
Placement 
Test)* 
VCC 
assessment 

*See table A below for non-EAL, benchmarked programs that accept CLBPT scores as proof 
of ELP 

TOEFL** 
(internet-
based) 

Listening: 22 
Speaking: 23 
Reading: 22 
Writing: 23 
OVERALL: 90 

Listening: 16 
Speaking: 18 
Reading: 18 
Writing: 18 
OVERALL: 70 

See program for specific TOEFL 
scores required 

IELTS** 
(academic 
module) 

Listening: 6.0 
Speaking: 7.0 
Reading: 6.0 
Writing: 6.5 
OVERALL: 6.5 

No less than 5.5 in R/W/L/S 
OVERALL: 6.0 

See program admission 
requirements for specific IELTS 
scores required 

CAEL 

Listening: 60 
Speaking: 60 
Reading: 60 
Writing: 60 
OVERALL: 60 

OVERALL: 50 
No less than 50 in R/W/L/S 

See program admission 
requirements for specific CAEL 
scores required  

BCIT COMM 
0015 & 
COMM 0033  

80% in both 50 % in both 50 % in both 

*Scores valid for 1 year 
** scores valid for two years 
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The Benchmarked programs below will accept CLBPT scores, ESL Pathways or VCC LINC report 
cards as proof of English Language Proficiency.  

*Note: CLBPT scores indicate results gained through a test.  CLB levels indicate levels achieved 
through a course.  Some programs or courses accept CLB levels but not CLBPT scores for 
admission.  Only the applied programs below will accept CLBPT scores for admission.   

  CLBPT scores required to meet admission 
requirements 

Benchmarked programs Listening Speaking Reading Writing 

Administrative Assistant  7 7 7 7 

Automotive Collision Repair 6 6 6 4 

Baking and Pastry Arts 7 7 7 6 

Baking and Pastry Arts - ESL 5 5 5 4 

Culinary arts (PC1 & PC2)  7 7 7 6 

Culinary Arts (Professional Cook 1) – ESL 5 5 5 4 

Visual Communications Design Certificate NEEDS 
NEW NAME 

8 8 7 7 

Drafting Technician - all options NEEDS NEW NAME 8 7 8 7 

Hospitality Management - diploma 8 7 8 8 

Hair Design & Skin and Body Therapy   7 6 6 4 

Health Care Assistant – per BC Care Aid & 
Community Worker Registry [link to program Pg] 

 
7 7 6 6 

Health Care Assistant ESL – (VCC requirements) 
*Please note – VCC Entrance requirements for HCA 
ESL are higher than those required by the BC Care 
Aid Community Worker Registry  [link to program pg] 

 

6 6 6 5 

 
 
 
COUNTRIES LIST – waterfall heading 
Same as current list on ELPR web pages 
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1 
 

ACADEMIC ENGLISH – Equivalency Tables 
The courses and assessments listed below are examples of potential equivalencies to academic English 
admission requirements.   
 

The equivalencies listed below should be used as a guide only. The term ‘equivalent’ is only considered valid 
within the VCC system – it does not necessarily imply BC articulated equivalency.  Individual programs may not 
accept certain items on this list.  Please refer to individual Program Content Guides or Course Outlines for details 
or speak to a VCC Advisor. 
 

VCC Program Advising <link> 
VCC International Education <link> 
VCC Continuing Studies <link> 

 
The VCC Admissions office <link> will determine if items not included below are eligible to meet academic 
English requirements. 
 

PLEASE NOTE: The tables below do not apply for VCC Health programs.  Please see the Health Sciences English 
Admission Requirements page for acceptable equivalencies for admission into VCC Health Sciences programs 
<link>For VCC Continuing Studies Health programs or courses, please refer to the tables below.  
 

Courses 

Equivalency examples English 12[1] 

"B" grade 
English 12[1] 

"C+" grade 
English 12[1] 
"Pass" grade English 11 English 10 

Post-secondary English  
equivalent to  
VCC’s English 1100 or 
1101 

C+  C C- Pass Pass 

Provincial level ABE 
classes 
(VCC 0981 & 0991[2]) 

B C+ C Pass Pass 

Advanced level ABE 
classes 
(VCC 0861/0871) 

N/A N/A N/A Pass Pass 

Intermediate level ABE 
classes 
VCC 0741 & 0751[2] or  
0750 & 0752[2] 

N/A N/A N/A N/A Pass 

ESL Pathways R/W 8 & 
L/S 8 
ELSK 0820 & 0815 [2] 

Satisfied Satisfied Satisfied Satisfied Satisfied 
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Academic English – Proposed ‘equivalency’ tables – November 9, 2017 

2 
 

Tests and Assessments 
Equivalency 
examples 

English 12[1] 

"B" grade 
English 12[1] 

"C+" grade 
English 12[1] 
"Pass" grade English 11 English 10 

VCC ABE Reading 
and Writing 
Assessment 
Candidates must 
meet criteria for 
this assessment 
<link to AC web> 

Reading: 60 
Writing: 52 
Essay: 0991  

n/a 
see scores for 
Eng 12 with a B 

n/a 
see scores for 
Eng 12 with a B 

Reading: 50 
Writing: 40 
Essay: 0871  

Reading: 50 
Writing: 35 
Essay: 0752  

VCC English 
Language 
Assessment  
(VCC ELA)* 
Candidates must 
meet criteria for 
this assessment 
<link to AC web> 

Listening: 25/30 
Speaking: 27/30 
Reading: 50/70 
Writing (essay 
only): 16/20 

n/a 
see scores for 
Eng 12 with a B 

n/a 
see scores for 
Eng 12 with a B 

Listening: 24/30 
Speaking: 26/30 
Reading: 45/70 
Writing (essay 
only): 14/20 

Listening: 24/30 
Speaking: 26/30 
Reading: 45/70 
Writing (essay 
only): 14/20 

IELTS** 
(academic 
module) 
Candidates must 
meet criteria for 
this assessment 
<link to ELP pgs> 

Listening: 6.0 
Speaking: 7.0 
Reading: 6.0 
Writing: 6.5 
OVERALL: 6.5 

No less than 6.0 
in R/W/L/S 
OVERALL: 6.5 

n/a 
see scores for 
Eng 12 with a C+ 

No less than 5.5 
in R/W/L/S 
OVERALL: 6.0 

See program 
admission 
requirements 
for specific 
IELTS scores 
required 

TOEFL** 
(internet-based) 
Candidates must 
meet criteria for 
this assessment 
<link to ELP pgs> 

Listening: 22 
Speaking: 23 
Reading: 22 
Writing: 23 
OVERALL: 90 

Listening: 20 
Speaking: 20 
Reading: 20 
Writing: 20 
OVERALL: 80 

n/a 
see scores for 
Eng 12 with a C+ 

Listening: 16 
Speaking: 18 
Reading: 18 
Writing: 16 
OVERALL: 70 

See program for 
specific TOEFL 
scores required 

UBC LPI[3] Essay level: 5 
Essay score: 35 

Essay level: 5 
Essay score: 30 

Essay level: 4 
Essay score: 26 

Essay level: 4 
Essay score: 24 

Essay level: 3 
Essay score: 22 

BCIT COMM 
0015 or  
COMM 0005 

80% 70% 60% 50% 50% 

LET (Langara 
English Test) 4 3 3 3 2 

 CAEL 

Listening: 60 
Speaking: 60 
Reading: 60 
Writing: 60 
OVERALL: 60 

n/a 
see scores for 
Eng 12 with a B+ 

n/a 
see scores for 
Eng 12 with a B+ 

OVERALL: 50 
No less than 50 
in R/W/L/S 

See program 
admission 
requirements 
for specific CAEL 
scores required 

*Scores valid for 1 year 
** scores valid for two years 
[1] English 12 First People is equivalent to English 12.  
Communications 12 is not equivalent to English 12, but it can be used for entry into programs requiring English 11 or lower. 
[2] Same mark required for each course. 
[3] LPI scores valid for 2 years. 
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DECISION NOTE 
 

 
PREPARED FOR:   Todd Rowlatt, Chair 
 Education Council 
 
DATE: January 2, 2018 
 
ISSUE:  Implementation of a new School of Health Sciences Admission Requirements  
  Summary Grid 
 
BACKGROUND: 
The School of Health Sciences (SHS) programs require both Academic English and proof of 
English Language Proficiency for admission.  In the past there has been some confusion and 
misunderstanding of what this means, resulting in inconsistent information being communicated 
to prospective students.  Some students were admitted without adequate proficiency skills to be 
successful in their program because of the misunderstanding.   This has led to higher than 
expected attrition rates.  
 
DISCUSSION: 
The SHS, in collaboration with the English Language Proficiency Requirement (ELPR) Project 
leader and other key stakeholders, has developed an Admission Requirement Summary Grid for 
Health Sciences programs.   This grid more specifically provides a summary of the English and ELP 
requirements for all programs in the SHS. 
 
Based on past confusion regarding the English and English Language Proficiency requirements, 
this grid is intended to provide clarity to staff and to prospective students.   It is proposed that 
this grid be linked to the ELPR webpage for quick access to the specific requirements in Health 
Sciences.  
 
 
RECOMMENDATION:   
That Education Council approve the new School of Health Sciences Admission Requirements 
Summary Grid to be included as a link on the ELPR webpage.   
 
 
PREPARED BY:   
Karima Samnani, Operations Manager, School of Health Sciences 
Debbie Sargent, Dean, School of Health Sciences  
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SHS Admission Requirements (Updated December 19 2017)
Students in SHS must meet all requirements below.

BSN PN PN-ACCESS HUC HCA HCA-ESL MLA Pharm Tech OPTA CDA DRC Dent Tech DHYG

1.  Grade 12 Graduation or **equivalent

2.  Minimum Academic Level English - one of the following

a. Secondary level English in BC or equivalent Gr 12 with B Gr 12 with B Gr 12 with B Gr 10 Gr 12 with B Gr 12 with B Gr 12 with B Gr 12 with B Gr 12 with C Gr 12 with C+
b. University level transferable credits in English (with a minimum grade of C+) in Canada or another country* where the principal language of 
instruction is English

         min 6 
credits

         min 6 
credits

c. Testing Options:           IELTS (Academic)
TOEFL
CAEL
CAAT
CLBPT

d. VCC Programs/Courses:     Pathways 8 (Reading, Writing, Listening, and Speaking)
 CCAC 1084
 CCAC 1076

e. VCC Assessments (ELA, ABE)

3.  English Language Proficiency - one of the following

a. Full-time secondary or post-secondary education at an articulated institution where English is the language of instruction and one of the 
country's official language min 3 years min 3 years min 3 years min 7 years min 3 years min 3 years min 3 years min 3 years min 3 years
b. Testing Options:           IELTS (Academic)

TOEFL
CAEL
CELPIP
CLBPT
CELBAN

c. VCC Programs/Courses:     Pathways 8 (Reading, Writing, Listening, and Speaking)
d. VCC Assessments (ELA)

4.  Additional program specific requirements

**Students who have been awarded a degree from a recognized post-secondary institution where English is the principal language of instruction

SCHOOL OF HEALTH SCIENCES - Programs
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2 January 2018 
 
PREPARED FOR: Education Council  
 
ISSUE: Changes to: Medical Device Reprocessing Technician (MDRT) Certificate 
 
    
 
BACKGROUND: 
This proposal, presented by Rebeccah Bennett, describes changes to the MDRT admissions 
requirements and PCGG information.  The changes proposed are to remove the requirement for 
applicants to have the CPR ‘C’ certification as it is not a job requirement for MDRT in any Canadian 
Health Authority.  The other change is to add the mandatory 90% attendance requirement to the 
program PCG.  Students are aware of this requirement through the student handbook and clinical 
checklist but to comply with policy C.1.5 the information should also be in the PCG. 
 
DISCUSSION: 
The committee asked for some clarifications.  The 90% attendance is for the combined theory and 
clinical courses. It was noted that the clinical portion of the program is instructor-led, making it 
straightforward to track student attendance.   
 
 
RECOMMENDATION: That Education Council approve the changes to: Medical Device Reprocessing 

Technician Certificate 
 
 
 
 
 
    
Prepared by: 
David Branter  
Chair, Curriculum Committee  
 

DECISION NOTE 
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  Curriculum Development Approval Form 

[VCC-CDAF-20161102]  Page 1 of 3 

 

Use this form to outline revisions to existing curriculum or to describe the development of new 
curriculum. Complete one form for each submission to Curriculum Committee. 
 

PROGRAM/COURSE NAME(S):   Medical Device Reprocessing Technician Certificate 
 

ANTICIPATED START DATE:   February 1, 2018 
 
Curriculum Developer:  Rebeccah Bennett  Title: Program Coordinator 
 
School/Centre: Centre for Continuing Studies   Department:  Health Sciences 
 
E-mail:  rbennett@vcc.ca    Phone/Ext.: 8674 
 
 

A) DEVELOPMENT TYPE (select all that apply) 
 

 NEW PROGRAM 
 

 
 

 NEW COURSE(S) 
 

Program has never been offered before at VCC or program has undergone significant 
and extensive changes to its PCG and/or course outlines, where these changes impact 
the nature or overall direction of a program.  
 
Course has never been offered before at VCC either as a standalone course or as part 
of a new or existing program; or is a replacement course. 
This course replaces: ______________________________________________ 
 

X     CHANGE TO A 
        PROGRAM 
        AND/OR COURSE 

 
 
 
 
 
 
 
 
 
 

(select all that apply) 
 Program/Credential 
 Prior Learning Assessment and Recognition (PLAR) 
X   Program Admission Requirements 
 Program Learning Outcomes (Indicate outcome number(s): __________) 
 Grading system (at variance with policy C.1.1 Course/Program Grading) 
 Program duration/maximum allowable time for completion 
 Program GPA requirements 
 Program/Course Credit Hours 
 Course Evaluation Plan (at variance with policy C.1.1 Course/Program Grading) 
 Course sequencing (that impacts the year the course is offered in) 
 Other: __________________________________________________ 

 
 

X     MINOR REVISION 
       TO A PROGRAM  
       AND/OR COURSE 

 

 (select all that apply) 
 Program/Course Description 
 Program Purpose 
 Recommended Student Characteristics 
 Course Sequencing (that does not impact year the course is offered in) 
 Course Name/Number 
 Course Pre-requisite(s)/Co-requisite(s) 
 Course Learning Outcomes 
    Course Evaluation Plan (within policy C.1.1 Course/Program Grading) 
 Instructional Delivery Mode 
 Language (e.g., Typos, Spelling Errors, etc.) 
X     Other: Evaluation of Student Learning in PCG 
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  Curriculum Development Approval Form 
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B) ATTACHED DOCUMENTATION 
 

X    Program Content Guide 
All new, revised or replacement courses must be approved in advance with the Registrar’s 
Office. 
 

Course name and number: ________________________________________   
Course name and number: ________________________________________   
(Add additional lines if required) 

 

C) RATIONALE 
 

1. For revisions to existing courses or programs, provide an explanation of the change(s) being 
requested and reason(s) for making the change.   
For new courses, provide a rationale for developing the course. 

1. Removal of CPR ‘C’ as an admission requirement upon acceptance. CPR is not a job requirement 
for MDR Technicians in any of the Health Authorities across Canada. 
 
2. Addition of the 90% Mandatory Attendance Requirement in the PCG. The attendance 
requirement is already in the student clinical checklist and corresponding rubric, and it is also in 
the MDRT Student Handbook. In accordance with Policy /Procedure C.1.5 it also needs to be 
added to the PCG. 
In particular, during the clinical course, students do not have an opportunity to make up missed 
clinical shifts, and as such a high attendance requirement is necessary so that students are able to 
master the competencies in the different areas of the MDR department.  

 

2. Are there any expected costs as a result of this proposal? 
N/A 
 

D) CONSULTATION CHECKLIST (select all that apply) See Appendix A for consultations guidelines. 
 

INTERNAL CONSULTATIONS FEEDBACK (include date received) 

SCHOOLS 

 Continuing Studies 
 

Claire Sauvé, Sr. Program Coordinator CS. In support of changes 
Oct & Nov, 2017 
Gordon McIvor, Dean of Continuing Studies, in support of 
changes Nov, 2017 

   

   

EDUCATIONAL AND STUDENT SERVICES 

 Aboriginal Education and 
Community Engagement (AECE)  

 Assessment Centre  

 Centre for Instructional 
Development  

 Counselling & Disability Services 
(CDS) 

Ron Kee, Department Head Disability Services.  Email support  
Nov 2017 

 Financial Aid  
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  Curriculum Development Approval Form 
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 Learning Centre   

 Library  

 Registrar’s Office / Advising / 
Recruitment  

 Related additional Student Services Tanny Marks, Arbiter of Student Issues, email support Nov 2017 

 VCC International and Immigrant 
Education  

FINANCIAL AND OPERATING 

 Communications and Marketing  

 Facilities   

 Finance  

 Information Technology (IT)  

 Institutional Research (IR)  

 Safety and Security  

EXTERNAL CONSULTATIONS FEEDBACK (include date received) 

 PAC/CEG Approved in PAC meeting June 2017 

 Affiliation, Articulation and/or 
Accreditation bodies N/A 

 PSIPS  

 DQAB  
 

E) FINAL REVIEW AND SIGN OFF 
 

Approval verifies that each signatory has carried out the responsibilities assigned under the 
Curriculum Development and Approval Policy. 

 

1. As Department Leader I certify that:  
a. Faculty in the department (and School, if appropriate) have been consulted and approve of the 

proposed changes; and 
b. All needed consultation has taken place with internal and external stakeholders, including industry 

and/or community partners.  
c. The curriculum meets institutional standards and the educational needs of students. 

 

Rebeccah Bennett______ by e-mail_______________ December 6, 2017_________ 
Name Sign off Date 

 

2. As Dean/Director I certify that:  
a. Documentation meets the standards of the College, and all policies and procedures have been adhered 

to; and 
b. Resources required to offer and support the course/program have been assessed. If additional 

resources are needed, steps to secure the needed resources have been initiated. 
 

Gordon McIvor______________ by e-mail______________ December 6, 2017________ 
Name Sign off Date 
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 Medical Device Reprocessing 
Technician  
Certificate 

 
 

Program Content Guide 
 
 
 
 
 
 
 
 
  
  Effective Date: February 2018 
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Goal 
The purpose of the Medical Device Reprocessing Technician Certificate Program is to provide 
learners with the knowledge and skills to be able to reprocess reusable medical devices 
appropriate to an entry-level Medical Device Reprocessing Technician (MDRT) position. 
Graduates will be eligible to apply for MDR positions in hospitals and private clinics throughout 
Canada. 
 
Admission Requirements 

• Grade 12 graduation or equivalent 
• Proof of English proficiency and English 12 with a ‘C+’ or equivalent 
• OACP 1108: Medical Terminology 1 or equivalent, taken within the last five years 
• MSKL 1104: Interpersonal Communication Skills – Health or equivalent 

 

Applicants are recommended to attend an MDRT Certificate Information Session. 
 

Upon acceptance: 
• Criminal Record Check (CRC). : In accordance to the Criminal Records Review Act, all 

individuals who work with vulnerable adults and/or children must complete a Criminal 
Records Check through the Ministry of Justice. Applicants to the program will be 
responsible for any costs incurred in the Criminal Record Check. 

• Submission of a negative TB skin test. If the skin test is positive, proof of a negative TB 
chest x-ray is required. 

• A  VCC Immunization Record must be completed. Immunizations in the following are 
strongly recommended: 

o Diphtheria/Tetanus 
o Polio 
o Measles, Mumps, and Rubella 
o Hepatitis B 
o Influenza (on an annual basis) 
o Chicken Pox 

 
Prior Learning Assessment & Recognition (PLAR) 
n/a 
 
Program Duration 
The program is 16 weeks.  The student must complete the theory and clinical portions 
simultaneously in order to graduate. 
 
Program Learning Outcomes 
Upon completion of this program, graduates will have acquired the knowledge and ability to: 

1. Demonstrate responsibility and accountability of Medical Device Reprocessing (MDR) 
duties by performing duties in an ethical and legal manner to ensure patient safety and 
recognizing the importance of ongoing professional development 

2. Use infection prevention and control measures in all areas of MDR clinical practice 

3. Follow written work instructions and perform MDR tasks  

4. Work safely, independently and collaboratively in an MDR Department 

5. Safely and correctly operate a variety of equipment used in MDR 

6. Communicate accurately with co-workers and customers to complete writing, speaking and 
listening tasks associated with MDR 

7. Solve problems appropriate to the clinical assignment by drawing on knowledge from the 
field of MDR  
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This document is not to be copied or transmitted in any form without the consent of VCC © 

Instructional Activities, Design and Delivery Mode 
This is a full-time face-to-face program with on-line supported learning.  Classes are scheduled 
Monday to Friday.  Hours may vary.  The clinical placement may include some evenings. 
 
The program is divided into two components: theory and clinical.  Both components are taken 
simultaneously.  The theory component is delivered through classroom instruction, group 
discussions, case-studies, and simulations.  Students apply theoretical knowledge in the clinical 
practicum, which takes place in hospital MDR Departments. 
 
Evaluation of Student Learning 
Evaluations will be done throughout the program.  In the theory component, evaluations will be based 
on case-studies, assignments, quizzes, and exams.  The clinical practicum is evaluated by instructor 
observation, assessment of practical skills, and reflective journaling. 
   
Students must achieve at least B- in the theory course (MDRT 1201) and an S in the clinical course 
(MDRT 1211) in order to complete the program.  All assignments in the clinical course must be 
successfully completed and students must achieve at least three out of four on every competency on 
the final competency evaluation in order to pass the clinical course.  If students do not successfully 
complete the clinical course then they will not be readmitted into the program without approval of the 
department leader. 
 
The MDRT program is an applied program where students learn the hands-on skills of Medical Device 
Reprocessing on a daily basis. As this is a professional program based on CSA Standards, students 
must attend 90% of theory and clinical classes.  
 
Recommended Characteristics of Students 

• Good command of spoken and written English language. 
• Ability to attend to detail, to work accurately and neatly, and to manage time effectively. 
• Ability to work under close direction as well as ability to act with initiative as member of a 

health care team. 
• Ability to work in a busy atmosphere and to respond quickly to both verbal and written 

requests. 
• Ability to work in a hospital setting. Previous hospital experience may be an advantage. 
• Ability to behave respectfully in the workplace. 
• Reliable and dependable with good work habits. 
• Flexibility to adjust to shift work. 
• Absence of health problems which may affect ability to lift, stand for long periods, or 

perform repetitive movements. 
• Absence of allergies to substances on the skin. 
• Ability to lift at least 25 lbs, stand for a long period of time, and work in a specially designed 

environment. This program is not recommended for women who are pregnant, individuals 
with recent or chronic back injuries, and students with chronic skin conditions. 

 
Courses 
 

Term Course # Course Name and Description Credits 
1 1201 Medical Device Reprocessing Theory 7.0 
1 1211 Medical Device Reprocessing Clinical 20.0 

 
 Total Program Credits: 27.0 
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Transcript of Achievement 
 
The evaluation of learning outcomes for each student is prepared by the instructor and reported to the Student 
Records Department at the completion of semesters.  
  
The transcript typically shows a letter grade for each course. The grade point equivalent for a course is obtained 
from letter grades as follows: 
 
Grading Standard 

Grade Percentage Description Grade Point 
Equivalency 

A+ 90-100  4.33 
A 85-89  4.00 
A- 80-84  3.67 
B+ 76-79  3.33 
B 72-75  3.00 
B- 68-71 Minimum Pass 2.67 
C+ 64-67 Failing Grade 2.33 
C 60-63  2.00 
C- 55-59  1.67 
D 50-54  1.00 
F 0-49  0.00 
S 70 or 

greater 
Satisfactory – student has met and mastered a clearly defined 
body of skills and performances to required standards 

N/A 

U  Unsatisfactory – student has not met and mastered a clearly 
defined body of skills and performances to required standards 

N/A 

I  Incomplete N/A 
IP  Course in Progress N/A 
W  Withdrawal N/A 

Course Standings 
R  Audit. No Credit N/A 

EX  Exempt. Credit granted N/A 
TC  Transfer Credit N/A 

 
 
Grade Point Average (GPA) 
 
1. The course grade points shall be calculated as the product of the course credit value and the grade value. 
 
2. The GPA shall be calculated by dividing the total number of achieved course grade points by the total number 

of assigned course credit values. This cumulative GPA shall be determined and stated on the Transcript at the 
end of each Program level or semester. 

 
3. Grades shall be assigned to repeated courses in the same manner as courses taken only once. For the purpose 

of GPA calculation of grades for repeated courses, they will be included in the calculation of the cumulative 
GPA. 

 
VCC Education and Education Support Policies 

There are a number of Education and Education Support policies that govern your educational 
experience at VCC, please familiarize yourself with them. The policies are located on the VCC website at: 

http://www.vcc.ca/about/governance--policies/policies/ 
 
 

This document is not to be copied or transmitted in any form without the consent of VCC © 
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2 January 2018 
 
PREPARED FOR: Education Council  
 
ISSUE: Changes to: Legal Administrative Assistant Full Time Certificate 
 
    
 
BACKGROUND: 
This proposal, presented by, Helen Roberts, describes changes to the Admission Requirements for the 
Legal Assistant program.  Specifically the proposal removes the requirement for a letter from an 
employer testifying to work experience.  Such letters have proven difficult and sometimes impossible for 
students to obtain.  Faculty are confident that the level of experience can reliably be assessed from 
students’ CVs.  The possibility of requesting a letter from an employer when deemed necessary still 
exists.  
 
DISCUSSION: 
The committee asked that the department ensure the Registrar’s Office knows the necessary/acceptable 
information that student CVs should contain and that there be clarity about who pursues confirmation 
from an employer (department or RO) when necessary.    
 
 
RECOMMENDATION: That Education Council approve the changes to: Legal Administrative Assistant Full 

Time Certificate. 
 
 
 
 
 
    
Prepared by: 
David Branter  
Chair, Curriculum Committee  
 

DECISION NOTE 
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Use this form to outline revisions to existing curriculum or to describe the development of new 
curriculum. Complete one form for each submission to Curriculum Committee. 
 

PROGRAM/COURSE NAME(S):   Legal Administrative Assistant 
 

ANTICIPATED START DATE:   February 2018 
 
Curriculum Developer:   Helen Roberts  Title:  Department Head 
 
School/Centre:   Hospitality, Food Sciences & Applied Business   
Department:  Applied Business 
 
E-mail:  hroberts@vcc.ca     Phone/Ext.:  8525 
 
 

A) DEVELOPMENT TYPE (select all that apply) 
 

 NEW PROGRAM 
 

 
 

 NEW COURSE(S) 
 

Program has never been offered before at VCC or program has undergone significant 
and extensive changes to its PCG and/or course outlines, where these changes impact 
the nature or overall direction of a program.  
 
Course has never been offered before at VCC either as a standalone course or as part 
of a new or existing program; or is a replacement course. 
This course replaces: ______________________________________________ 
 

CHANGE TO A 
PROGRAM AND/OR 
COURSE 

 
 
 
 
 
 
 
 
 
 

(select all that apply) 
 Program/Credential 
 Prior Learning Assessment and Recognition (PLAR) 
   Program Admission Requirements 
 Program Learning Outcomes (Indicate outcome number(s): __________) 
 Grading system (at variance with policy C.1.1 Course/Program Grading) 
 Program duration/maximum allowable time for completion 
 Program GPA requirements 
 Program/Course Credit Hours 
 Course Evaluation Plan (at variance with policy C.1.1 Course/Program Grading) 
 Course sequencing (that impacts the year the course is offered in) 
 Other: __________________________________________________ 

 
 

 MINOR REVISION 
TO A PROGRAM 
AND/OR COURSE 
 

 (select all that apply) 
 Program/Course Description 
 Program Purpose 
 Recommended Student Characteristics 
 Course Sequencing (that does not impact year the course is offered in) 
 Course Name/Number 
 Course Pre-requisite(s)/Co-requisite(s) 
 Course Learning Outcomes 
 Course Evaluation Plan (within policy C.1.1 Course/Program Grading) 
 Instructional Delivery Mode 
 Language (e.g., Typos, Spelling Errors, etc.) 
 Other: _____________________ 
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B) ATTACHED DOCUMENTATION 

 

    Program Content Guide 
 

 Course Outline(s)   
All new, revised or replacement courses must be approved in advance with the Registrar’s 
Office. 
 

Course name and number: ________________________________________    
 

C) RATIONALE 
 

1. For revisions to existing courses or programs, provide an explanation of the change(s) being 
requested and reason(s) for making the change.   
For new courses, provide a rationale for developing the course. 

The current admission requirements are confusing for applicants and admissions officers.  They 
require students to provide letters from employers, which is impossible for most new immigrants 
and difficult for others.  We do not need employer letters in most instances and can rely upon 
applicants’ resumes to confirm they have administrative assistant experience and knowledge of 
Microsoft Word.  The changes are meant to clarify the admission requirements and the current 
practice. 
 

The PCG currently says: 
Admission Requirements 
Successful completion of the Vancouver Community College Administrative Assistant Program or  
equivalent program completed in the English language; OR 
Minimum of one year’s administrative assistant experience as verified by employer, and the follow
ing: 

             Grade 12 completion, or equivalent 
             English 12 with a C, or English Language Proficiency, or equivalent 
             A tested keyboarding speed of 50 gross words per minute on a 5 minute test with a  

         maximum of 5 errors 
             Certified course completion, or experience using word processing software (MS Word    

             preferred) as verified by an employer 
  

The updated PCG now says: 
Successful completion of the Vancouver Community College Administrative Assistant Program or  
equivalent program completed in the English language; OR 
Minimum of one year’s administrative assistant experience using MS Word, as demonstrated by 
the applicant’s resume (with confirmation from an employer, if requested), and the following:  

• A tested keyboarding speed of 50 gross words per minute on a 5-minute test with a maximum of 5 
errors 

• Grade 12 completion or equivalent 
• English 12 with a C grade, or equivalent  

OR  
              English Language Proficiency at an English 12 level 

 
2. Are there any expected costs as a result of this proposal? 
No. 
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D) CONSULTATION CHECKLIST (select all that apply) See Appendix A for consultations guidelines. 
 

INTERNAL CONSULTATIONS FEEDBACK (include date received) 

SCHOOLS 

x Faculty/Department Legal Administrative Assistant instructors (various dates). 

x Department Support Staff Various dates. 

 Other Department(s)  

EDUCATIONAL AND STUDENT SERVICES 

x Aboriginal Education and 
Community Engagement (AECE) 

Tami Pierce sent email on Nov 28, raising a question about 
mature students, which she then directed to the Registrar.   

x Assessment Centre 
Rachel Warick requested some minor changes to the English 
language requirement by email on Nov 28 and Dec 1.  Changes 
have been incorporated. 

x Centre for Instructional 
Development 

No response received to emails sent to Marilyn Heaps and Andy 
Sellwood on Nov 27. 

x Counselling & Disability Services 
(CDS) 

No response to emails sent to Ron Kee and Nona Coles on Nov 
27. 

x Financial Aid No response to email sent to Murray MacGregor on Nov 27. 

x Learning Centre  No response to email sent to Emily Simpson on Nov 27. 

x Library No response to email sent to Shirley Lew on Nov 27. 

x Registrar’s Office / Advising / 
Recruitment 

Denis Seremba (Nov 22/17 email) and Paul Yeung (Nov 20/17 
email), the admissions officer assigned to our department 
programs, agreed with the changes.  No response to email sent 
to Dave McMullen on Nov 27. 

x Related additional Student 
Services 

Wendy LaFrance (Advising) sent an email on Dec 4 stating that 
the proposed changes were excellent. 

x VCC International and Immigrant 
Education No response to email sent to Jennifer Gossen on Nov 27. 

FINANCIAL AND OPERATING 

x Communications and Marketing No response to email sent to Karen Wilson on Nov 27. 

x Facilities No response to emails sent to Jerry Guspie and Steve Horn on 
Nov 27. 

x Finance No response to email sent to Jamie Choi on Nov 27. 

x Information Technology (IT) No response to email sent to Peter Gregorowicz on Nov 27. 

x Institutional Research (IR) No response to email sent to Brian Beacham on Nov 27. 

x Safety and Security No response to email sent to Surinder Aulakh on Nov 27. 

EXTERNAL CONSULTATIONS FEEDBACK (include date received) 

 PAC/CEG  

 Affiliation, Articulation and/or 
Accreditation bodies  

 PSIPS  
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 DQAB  

 
E) FINAL REVIEW AND SIGN OFF 

 
Approval verifies that each signatory has carried out the responsibilities assigned under the 
Curriculum Development and Approval Policy. 

 
 

1. As Department Leader I certify that:  
a. Faculty in the department (and School, if appropriate) have been consulted and approve of the 

proposed changes; and 
b. All needed consultation has taken place with internal and external stakeholders, including industry 

and/or community partners.  
c. The curriculum meets institutional standards and the educational needs of students. 

 
Helen Roberts ___________________________ Dec 6, 2017 
Name Sign off Date 

 
 
2. As Dean/Director I certify that:  

a. Documentation meets the standards of the College, and all policies and procedures have been adhered 
to; and 

b. Resources required to offer and support the course/program have been assessed. If additional 
resources are needed, steps to secure the needed resources have been initiated. 

 

Dennis Innes  December 7, 2017 
Name Sign off Date 
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Purpose 
 
This specialist program is intended for graduates of the Administrative Assistant 
Program, as well as experienced administrative assistants wishing to work in the legal 
field. Graduates may find employment in a variety of positions, as a junior legal 
administrative assistant or a legal office support employee in the following organizations:  
law firms, offices of notaries public, legal departments of large corporations, real estate 
companies, insurance companies, financial organizations and government departments. 

Program Learning Outcomes 
 
Graduates of this program will have acquired the skills and knowledge to: 
• Create, edit, print, store and retrieve legal documents and correspondence  
• Perform legal administrative assistant duties and procedures in the areas of 

corporate law, conveyancing, litigation, family law, and wills and estates 
• Apply time management principles and set priorities 
• Analyze and solve problems independently and collaboratively 
• Communicate effectively and respect confidentiality 
• Keyboard quickly and accurately, proofread effectively, and transcribe from audio 

dictation 
Instructional Activities, Design and Delivery Mode 
 
The Legal Administrative Assistant Program is offered on a full-time basis with 24 hours’ 
class time per week over 4-1/2 months, and a two-week practicum, totalling 5 months.  
Attendance is mandatory:  three or more absences may result in withdrawal from the 
program. 
 
This is an intensive certificate program with the main emphasis on practical skills training 
including keyboarding and transcription. Students will work individually and in groups. 
When appropriate, theory is presented in lectures, videos, and demonstrations. Both 
practical and theoretical knowledge may be supported with field trips to Law Courts and 
to law offices. 
 
There is a two-week practicum at the end of the program.  The Department places 
students temporarily in law firms or law-related offices as an introduction to the legal 
office environment and to allow students the opportunity to apply skills learned in the 
program. The student must successfully complete all the other legal courses, in order to 
go on practicum. 
 
A Program Advisory Committee meets periodically to monitor training needs and 
requirements of the industry. 

Program Duration 
 
This program is five months (21 weeks) in length.   Students must complete this program 
within three years.  
Evaluation of Student Learning 
 
Students are evaluated through theory and practical examinations, assessment of 
assignments and performance in a practical environment. 

35



Program Content Guide 
Legal Administrative Assistant – Full Time___________________________________________  4 
Credential 
 
Students receive a VCC certificate upon successful completion of the program, if 
students achieve a GPA of 2.33 or higher. 

Admission Requirements 
 
Successful completion of the Vancouver Community College Administrative Assistant 
Program or equivalent program completed in the English language; OR 
 
Minimum of one year’s administrative assistant experience using MS Word, as 
demonstrated by the applicant’s resume (with confirmation from an employer, if 
requested), and the following:  
 

• A tested keyboarding speed of 50 gross words per minute on a 5-minute test with 
a maximum of 5 errors 

• Grade 12 completion or equivalent 
• English 12 with a C grade, or equivalent  

OR  
English Language Proficiency at an English 12 level 

Prior Learning Assessment & Recognition (PLAR) 
 
Prior Learning Assessment & Recognition is not available for the courses in this 
program. 

Recommended Characteristics of Students 
 
• Ability to accept responsibility and to plan and reason logically 
• Ability to follow instructions and work under pressure 
• Good organizational skills 
• Adaptability to change 
• Ability to work cooperatively with others 
• Competency in business arithmetic 
 
Course Credits 
 Course Name  Credits 
OADM 1450 Legal Office Procedures  3.0 
OADM 1452 Corporate Law  3.0 
OADM 1451 Conveyancing  4.0 
OADM 1454 Litigation  4.0 
OADM 1453 Family Law  2.0 
OADM 1455 Wills and Estates  2.0 
OADM 1460 Speed and Accuracy Development   1.0 
OADM 1456 Practicum  2.0 
   
 Total Credits 21.0 
 

 

This guide is intended as a general guideline only. The College reserves the right to make 
changes as appropriate.  
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Course Descriptions 
  

OADM 1450 Legal Office Procedures  3.0 Credits 
 This course introduces students to the skills necessary to be effective in 

a legal environment. Topics covered include federal and provincial 
legislative processes and court systems, legal documents, legal 
correspondence, confidentiality and professional responsibility, fees and 
billing, legal research and citations of law, vocabulary, and transcription. 

  

OADM 1452 Corporate Law   3.0 Credits 
 This course covers different business structures, corporations, 

incorporation procedures, post-incorporation procedures, annual 
maintenance, and dissolution procedures. Students prepare documents 
acceptable for electronic filing with the Registrar of Companies and 
handle files as a corporate legal administrative assistant, including 
preparation of correspondence, share certificates, and registers. 
Vocabulary and transcription are included. 

  

OADM 1451 Conveyancing  4.0 Credits 
 This course covers real property transactions and mortgage documents. 

Students handle conveyancing files, including preparation of statements 
of adjustments, and documents acceptable for filing at the Land Title 
Office. Assignments include vocabulary, transcription and preparation of 
the documents required to complete a residential conveyance. 
Procedures required to file documents electronically at the Land Title 
Office are also covered. 

  

OADM 1454 Litigation  4.0 Credits 
 This course covers the process by which civil actions proceed in the 

British Columbia Supreme Court and offers practical experience in the 
preparation of civil British Columbia Supreme Court documents ready for 
filing in the Court Registry, preparation of correspondence and 
documents, as well as vocabulary and transcription. 

  

OADM 1453 Family Law   2.0 Credits 
 This course covers federal and provincial family legislation, family law 

agreements, uncontested divorce proceedings, joint divorce proceedings 
and contested divorce proceedings. Students prepare documents 
acceptable for filing with the Divorce Registry of the British Columbia 
Supreme Court. Assignments include preparation of legal 
correspondence and documents, vocabulary, and transcription. 

  
  

37



Program Content Guide 
Legal Administrative Assistant – Full Time___________________________________________  6 
OADM 1455 Wills and Estates  2.0 Credits 
 This course covers the preparation of wills and codicils, and the 

documents necessary to apply for grants of Letters Probate and Letters 
of Administration. Students prepare documents acceptable for filing at 
the Probate Registry, and for the transmission and distribution of estates; 
they also prepare correspondence and documents, learn vocabulary, 
and practice transcription. 

  

OADM 1460 Speed and Accuracy Development 1.0 Credit 
 This course helps students develop keyboarding speed and accuracy, 

using selected timed writings and drills.  
  

OADM 1451 Practicum  2.0 Credits 
 This two-week practicum in a law office or the legal department of a 

government or business gives students practical experience in applying 
the knowledge and skills acquired during the program.  
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Transcript of Achievement 
 
The evaluation of learning outcomes for each student is prepared by the instructor and reported to the Student Records 
Department at the completion of semesters.  
 
The transcript typically shows a letter grade for each course. The grade point equivalent for a course is obtained from 
letter grades as follows: 
 
Grading Standard 

Grade Percentage Description Grade Point 
Equivalency 

A+ 96-100  4.33 
A 91-95  4.00 
A- 86-90  3.67 
B+ 81-85  3.33 
B 76-80  3.00 
B- 71-75  2.67 
C+ 66-70  2.33 
C 61-65  2.00 
C- 56-60  1.67 
D 51-55 Minimum Pass 1.00 
F 0-50 Failing Grade  0.00 
S 70 or 

greater 
Satisfactory – student has met and mastered a clearly defined 
body of skills and performances to required standards 

N/A 

U  Unsatisfactory – student has not met and mastered a clearly 
defined body of skills and performances to required standards 

N/A 

I  Incomplete N/A 
IP  Course in Progress N/A 
W  Withdrawal N/A 

Course Standings 
R  Audit. No Credit N/A 

EX  Exempt. Credit granted N/A 
TC  Transfer Credit N/A 

 
 
Grade Point Average (GPA) 
 
1. The course grade points shall be calculated as the product of the course credit value and the grade value. 
 
2. The GPA shall be calculated by dividing the total number of achieved course grade points by the total number of 

assigned course credit values. This cumulative GPA shall be determined and stated on the Transcript at the end of 
each Program level or semester. 

 
3. Grades shall be assigned to repeated courses in the same manner as courses taken only once. For the purpose of 

GPA calculation of grades for repeated courses, they will be included in the calculation of the cumulative GPA. 
 

VCC Education and Education Support Policies 
There are a number of Education and Education Support policies that govern your educational experience at 

VCC, please familiarize yourself with them. The policies are located on the VCC website at: 
http://www.vcc.ca/about/governance--policies/policies/ 

 
 

This document is not to be copied or transmitted in any form without the consent of VCC © 
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December 18, 2017 
 
PREPARED FOR: Education Council 
ISSUE: D.1.2 Selection of Library Materials policy and procedures  
 
 
BACKGROUND:  
This policy and related procedures set out the guidelines for the selection and retention of library 
materials. It establishes selection criteria, formats, and discusses the importance of consultation 
throughout the entire process. 
 
DISCUSSION: 
There was no community feedback received. There were a few minor edits made to the policy and 
procedures, however these edits did not constitute any substantive changes.  
 
MOTION: 
MOVE THAT Education Council approves D.1.2 Selection of Library Materials policy and procedures.  

 
 
Prepared by: 
Mike Tunnah 
Chair, Education Policy Committee 

DECISION NOTE 
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POLICY 

 
Policy No.  D.1.2 
Title Selection of Library Materials 
Approving Jurisdiction Education Council 
Policy Sponsor Vice President, Academic, Students & Research 
Last Revised/Replaces May 5, 2009 
Effective Date  
Signed by  

 
CONTEXT AND PURPOSE 
This policy provides guidelines for decisions on the selection and retention of material by the 
Vancouver Community College (VCC, the College) Library. The process facilitates the 
development of a library collection that supports VCC’s educational programs, teaching and 
learning, and applied research activities of its students and instructors. 
 
SCOPE AND LIMITS 
This policy applies to VCC Library employees who select or deselect materials for the VCC Library 
collection. This policy does not apply to material selected by instructors as readings for courses 
and required textbook for programs.  
 
STATEMENT OF POLICY PRINCIPLES 
1. Materials selected for inclusion in VCC Library collections will support educational, research, and 

administrative activities at VCC.  
2. These materials will be in keeping with the Canadian Library Association’s Statement on Intellectual 

Freedom, providing for the widest diversity of views and expression, including those which are 
unorthodox or unpopular with the majority. 

3. The Library actively consults instructors around the development of the collection that supports 
delivery of courses, student needs, research, and professional development. Other College employees 
and students are welcome to make suggestions for materials to be included in the collection.  

4. The Library collections are planned in a systematic way that ensures the best use of allocated funds. It 
is based on a number of criteria including FTE enrollment of students, core subject requirements, use 
statistics per subject classification, and available funds.  

5. Ongoing review of Library materials is necessary in order to maintain a collection that is 
relevant to current users. 
 

DEFINITIONS 
Collection: All materials in all formats acquired by the VCC Library for the College. 
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Library Materials: Print and non-print materials collected, processed, and made accessible to 
users by libraries. They comprise books, periodicals, pamphlets, reports, maps, manuscripts, and 
all other forms of audiovisual records. 
 
Deselection: The removal of Library materials from the Library collection (also referred to as 
“weeding”). 
 
RELATED POLICIES & LEGISLATION 
Legislation: 
Copyright Act (RSC, 1985, c C-42)  
 
Policies: 
D.1.3 Copyright Policy 
 
RELATED PROCEDURES 
Refer to D.1.2 Selection of Library Materials.  
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PROCEDURES 

 
Policy No.  D.1.2 
Title Selection of Library Materials 
Approving Jurisdiction Education Council 
Policy Sponsor Vice President, Academic, Students & Research 
Last Revised/Replaces May 5, 2009 
Effective Date  
Signed by  

 
PROCEDURES  
Criteria for the Selection of Materials  

1. The following selection criteria are used in making the decision to acquire materials: 
 

a. Relevance: supports courses and programs, accreditation processes, employee 
professional development, scholarly activity, teaching and learning.  

b. Quality: authorial credentials and publisher reputation; accuracy; currency; 
inclusion in standard guides; favourable reviews in standard bibliographic 
sources. 

c. Value: intellectual, literary, artistic or social value of the content.  

d. Core: represents foundational collections for academic institutions. 

e. Diversity: representative of a wide diversity of views and expression. 

f. Level: suitable to the curricula and learning outcomes. Materials will be acquired 
for instructors to use in the preparation of courses, research, and professional 
development activity. 

g. Language: primarily English language, but other languages are purchased that 
directly support learning outcomes.  

h. Format: accessible; appropriate for use; content integrity; added value; 
compatibility with the college network, durability and stability. If usage and 
access warrant, items may be acquired in more than one format,  

i. Cost: price relative to average costs for materials in the subject area, as well as 
costs for acquiring, processing and housing or providing access. 

j. Existing Holdings: augments or updates the existing collection. The availability of 
material through interlibrary loan may be a consideration. 

k. Demand: as indicated by use of similar material; requests by instructors and 
students. 

l. Duplication: one copy of each item is purchased except when demand is 
sufficient to justify the purchase of additional copies or when more than one 
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campus Library will benefit from owning the material. Multiple copies of core 
resources may also be purchased where warranted by high demand at one 
location; supplementary resources are made available through intercampus 
delivery rather than duplicated. 

 
Formats 

2. The Library collects materials in formats best suited to the user and the content. 
3. Materials in electronic formats are preferred when they meet several of the following 

criteria: 
a. Ease of accessibility (via College network and on various devices) 
b. Ease of use 
c. Current, broad coverage 
d. Full text content 
e. Content suitable to format 
f. Reliable vendor  
g. Reasonable cost 
h. Availability of usage statistics 
i. Fair licensing terms  

 
Cooperative Agreements with Library Consortium  

4. VCC Library is a member of resource-sharing cooperatives among post-secondary 
institutions in British Columbia. Decisions to acquire products are made as a librarians 
group based on selection criteria listed in this document and in consultation with the 
Library Dean.  

5. Library collections are enhanced through reciprocal borrowing agreements between BC 
post-secondary institutions and through provincial and national interlibrary borrowing 
and lending services. 

 
Collection Evaluation 

6. Librarians evaluate the VCC collection in the following ways: 
a. Consultation with instructors; 
b. Assessing the relevance of the collection to VCC curriculum; 
c. Assessing if areas of the collection are sufficient to support programs; 
d. Analyzing utilization statistics; 
e. Cost/benefit analyses; and/or 
f. Consideration of the College’s and Library’s strategic plans. 

7. Ongoing subscriptions to print or e-resources (such as an online database or a print 
journal) are reviewed on a regular basis due to rising costs.  

 
Deselection 

8. Deselection (weeding of materials) is based on an item’s current inability to meet the 
Criteria for the Selection of Materials outlined above, as indicated by system-generated 
statistical reports, and physical condition.  

 
Other Types of Materials  

9. Textbooks: 
a. Students are expected to purchase assigned course textbooks.  
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b. The Library usually acquires one copy of the textbook.  When there is demand 
and budget permits, the Library will acquire a maximum of two copies of a 
textbook.  

c. If there is insufficient funding to purchase textbooks, a librarian will approach 
the department to determine if additional copies are available which can be 
added to the Library collection. 

10. Gifts and Donations: 
a. VCC Library welcomes donations to enhance the existing Library collections.  
b. In addition to the selection criteria listed above, the following selection and 

retention criteria will be applied to gifts: 
i. Donations fall within the scope of the Library’s collections and enhance 

the learning and teaching at the college 
ii. Space constraints dictate that the acceptance of items is based on the 

uniqueness of the material in the context of the existing collection 
iii. The physical condition of the materials is acceptable 
iv. The donor places no conditions on the disposition and use of the 

material offered 
v. The Library has the equipment to provide access to the format offered 

vi. The licensing (if any) allows circulations and borrowing of the material  
c. VCC Library will not issue tax receipts for gifts and donations. 
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December 18, 2017 
 
PREPARED FOR: Education Council 
ISSUE: C.3.2 Program Review and Renewal policy and procedures  
 
 
BACKGROUND:  
This revised policy lays out the process for annual program reviews and also program renewals. This 
policy was revised by a working subcommittee. It clearly differentiates the process for annual reviews 
and also for the more lengthy and comprehensive program renewal process.  
 
DISCUSSION: 
Education Policy committee discussed changes to the process included in this revision. Most notably is 
the inclusion of the Program Review and Renewal Committee, a standing committee of Education 
Council that is tasked with being involved in both the annual review and also the renewal process. The 
policy also clearly explains the process for annual reviews and the process for the more comprehensive 
and infrequent program renewals.    
 
RECOMMENDATION: 
Education Policy Committee provides policy C.3.2 Program Review and Renewal policy and procedures 
to Education Council for information and recommends it be posted for community feedback.    

 
 
Prepared by: 
Mike Tunnah 
Chair, Education Policy Committee 

INFORMATION NOTE 
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         POLICY   
 

Policy No. C.3.2 
Title Program Review and Renewal 
Approving Jurisdiction Board of Governors; Education Council 
Policy Sponsor Vice-President Academic, Students & Research 
Last Revised/Replaces May 2011 
Effective Date  
Signed by  

DRAFT 13 December 2017 
 
CONTEXT AND PURPOSE 
Vancouver Community College (VCC; the College) is dedicated to providing high quality programming 
that leads to success in a student’s chosen pathway. The College has a series of quality assurance 
processes that are designed to strengthen and maintain its programs; this includes governance review, 
yearly review, in-depth renewal, and short- and long-term planning activities. This policy guides two 
parts: Program Review and Program Renewal.   
 
Under Section 23(1) of the College & Institute Act, Education Council must advise the Board, and the 
Board must seek advice from Education Council, on the development of educational policy for the 
following matters (f) evaluation of programs and educational services.  
 
SCOPE AND LIMITS 
This policy applies to all College programs that lead to a credential approved by the Board of Governors.  
 
The assessment of program quality is based on applicable national, provincial, or discipline/professional 
standards, and meets the quality assurance requirements as established by the provincial government. 
 
Some programs are required to conduct reviews by external accrediting bodies. Where elements of the 
external review are consistent with College requirements for Program Renewal, the external 
accreditation process can be used in place of a Program Renewal, either fully or in part. Results from 
accreditation processes will be reported in the same manner as internal Program Renewals.  
 
Program Review and Renewal does not address the performance evaluation of personnel, which is 
appropriately carried out through the established procedures of relevant collective agreements.  
 
STATEMENT OF POLICY PRINCIPLES 

1. VCC ensures that all of its programs are current, relevant and of the highest quality by 
conducting Program Reviews and Program Renewals.  

2. The activities are guided by the College’s mandate, values, mission, and integrated plans. 
Recommendations and action plans are integrated into department and College-wide strategic 
and budget plans.  

47



Page 2 of 2 
C.3.2 Program Review and Renewal Policy 
 

3. Program Reviews are conducted annually and are completed collaboratively by departments. 
The focus is on understanding the current state of the program, and planning for continuous 
improvement. Action plans are developed within the context of the program department’s 
ability to complete tasks.  

4. Program Renewals are comprehensive, forward-looking, and formative, building from the 
findings and action plans developed during the annual Program Reviews. They are collaborative, 
inclusive, and transparent processes. They provide the opportunity for consultation with 
stakeholders, including faculty/instructors, staff, administrators, current students, past students 
and graduates, industry and community representatives, and employers.   

5. Review and Renewal are evidence-informed, and address a wide range of criteria and all aspects 
of the learning environment.  

6. Activities are reasonable in scope, and depend on the size of the department and the 
resources/supports available. 

7. Program Review and Renewal are relevant and meaningful for the specific program, and allow 
flexibility to accommodate particular program circumstances. 

 
DEFINITIONS 
Accreditation: The process whereby the College demonstrates to an external regulatory body that a set 
of professional competencies have been taught and evaluated within the program. 
 
Program Review: An annual assessment of select key performance indicators that assist a program in 
monitoring the state of teaching and learning, and addressing issues and opportunities in a continual 
and timely manner.  
 
Program Renewal: A reflective, in-depth formative assessment of a program, with input from internal 
and external reviewers, for the purpose of improving educational quality and the student experience.  
 
Program Review and Renewal Committee (PRRC): A standing committee of Education Council tasked 
with supporting the educational quality of the College by ensuring that College programs are regularly 
reviewed. 
 
Quality Assurance: A framework of processes and activities designed to strengthen and maintain 
program excellence and the student experience. At VCC, this includes program review and renewal, 
governance review of curriculum, educational services review, and an integrated planning approach. The 
framework meets the requirements for quality assurance set by the British Columbia provincial 
government.  
 
RELATED POLICIES & LEGISLATION 
Legislation: 
College and Institute Act, section 23(1)(f) 
 
Policies: 
C.3.1 Program Advisory Committees  
C.3.14 Curriculum Development and Approval Process 
D.1.1 Educational Services Review 
 
RELATED PROCEDURES 
Refer to C.3.2 Program Review and Renewal Procedures. 
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         PROCEDURES   

Policy No. C.3.2 
Title Program Review and Renewal 
Approving Jurisdiction Board of Governors; Education Council 
Policy Sponsor Vice-President Academic, Students & Research 
Last Revised/Replaces May 2011 
Effective Date  
Signed by  

DRAFT 13 December 2017 
 
PROCEDURES 
 
A. ANNUAL PROGRAM REVIEW 

1. A report for each program is compiled by Institutional Research (IR) annually. The Vice President 
Academic, Students and Research (VP-Academic)’s Office will inform Department Leaders when 
the reports are ready for review with the faculty/instructors, support staff, and/or 
administrators of the program. The report can be adjusted based on the needs of a particular 
program at the request of the department, but  will typically include:  

a. Student profile data 
b. Student Outcomes Data from BC Student Outcomes Survey and VCC Student Survey 
c. Student enrolment data 
d. The previous year’s departmental Action Plan.  

2. The Department Leader or delegate, in consultation with department members, completes a 
report that provides: 

a. Comments on the data provided by IR; 
b. Any additional information about the program (optional);  
c. A reflection on teaching , learning and assessment methodologies used in the program; 
d. An update on the previous year’s departmental Action Plan, and  
e. A departmental Action Plan for the upcoming year.  

3. The Dean reviews this report, adds any additional comments, and approves the report prior to 
submitting it to the VP-Academic. 

4. The VP-Academic shares the Program Review reports with Program Review and Renewal 
Committee (PRRC). The PRRC meets with all of the Deans to discuss the reports, including a 
review of the previous year’s action plans. 

5. The PRRC reports to Education Council and other College bodies regarding trends and barriers 
affecting the College. This can include: upcoming curriculum changes, new programs, curriculum 
development funding, capital or facility needs, educational technology, accreditation, and 
Program Renewal. 
 

B. PROGRAM RENEWAL 
6. The VP-Academic will bring a draft five year Renewal schedule to the PRRC for discussion, and a 

final version to Education Council for information in September of each year. Two (2) to five (5) 
will be scheduled in a typical year. 
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7. The Program Renewal schedule is based on a need for revitalization identified in the annual 
Program Review process, a significant change in the field/industry, or at the request of the 
department.  

8. Degree programs are renewed every five (5) to seven (7) years. 
9. Where there are several related programs, the program areas should be scheduled for Program 

Renewal at the same time to increase the efficiency of the process and increase integration 
among related programs. 

10. Program Renewal will typically not exceed twelve (12) months in length but will vary according 
to the capacity of the program area and size of the program.  

11. A typical Program Renewal will include: 
a. An internal self-study of the program; 
b. An external review of the program; 
c. A report that summarizes the self-study and external review reports, and includes 

recommendations and any institutional responses; and 
d. An action plan guiding changes to the program. 

 
Program Renewal Steering Committee 
12. An ad hoc steering committee is struck by the VP-Academic for each Program Renewal. 
13. It will typically consist of: 

a. Instructional Associate as Chair 
b. Dean of the program 
c. Department Leader of the program 
d. One (1) to three (3) program instructors (depending on size of department and 

availability) 
e. One (1) departmental staff person, where applicable 
f. Director of Institutional Research or delegate 
g. Other members as necessary (e.g. school operations manager). 

14. The Steering Committee will have an initial launch meeting to orient members to the process, 
discuss the key questions or issues to focus on, set an expected timeline for deliverables, and 
identify needed resources for a successful Renewal process. 

 
Internal Self-Study 
15. The department, supported by the Steering Committee, conducts an internal self-study that 

systematically reviews the program strengths, weaknesses, needs, and recommendations for 
quality improvement.  

16. The self-study will be comprehensive and evidence-informed, and will include the use of a broad 
range of data as appropriate to the context of the program under review. All self-study reports 
will contain, at a minimum, sections on: 

a. Curriculum and Instruction  
b. Instructors and Staff 
c. Student Outcomes 
d. Student Support Services 
e. Program Planning and Administration 
f. Physical Environment  

17. The indicators and metrics will be agreed upon through consensus by the department and 
Steering Committee. 

18. Data will typically be collected from a variety of sources such as: 
a. Annual Program Reviews 
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b. Faculty/instructors and staff from the department 
c. Educational support services 
d. Current and past students, and graduates 
e. Program Advisory Committee, industry stakeholders, community representatives, and 

employers 
f. Institutional Research reports, such as enrolment or completion data 
g. Curricular documents such as Program Content Guides, Course Outlines, course syllabi, 

and program handbooks.  
h. Program and course evaluations 
i. Input from the Faculty Association, CUPE, and the Students’ Union. 
j. Financial reports 
k. Labour market data 
l. Comparable programs at other institutions 

19. The department, with the support of IR, will analyze the data collected. The Department Leader 
or delegate, supported by the Steering Committee, will prepare a report with findings and 
recommendations that focuses on purposeful and reasonable suggestions for change and 
identifies the existing strengths of the program.  

20. The Department Leader or delegate provides the self-study report to the Steering Committee 
for final approval.  

 
External Review 
21. An external review team will usually consist of two (2) to three (3) members selected by the 

Steering Committee, with at least one team member being from an academic institution. The 
team members will typically be: 

a. Experts who are academic peers from other post-secondary institutions; or 
b. An appropriate industry/employer/community representative with expertise in the 

field. 
22. The external review will typically include: 

a. A review of the self-study report; 
b. A site visit; and 
c. Input from students, faculty/instructors, staff, administration, educational support 

services, and representatives from external stakeholder groups. 
23. The external review team will submit a report to the Steering Committee that identifies 

strengths and recommendations for improvement. This report will be available to the 
department. 

 
Summary Report 
24. The Steering Committee will ask for any responses to the external report, either from the 

department, Dean, or VP-Academic.  
25. The Steering Committee will prepare a final report that summarizes the key findings and 

recommendations of the self-study and the external review. The Steering Committee will 
provide final comments or recommendations.   

 
Action Plan 
26. The department, supported by the Steering Committee, will prepare an action plan based on the 

Renewal recommendations. This report will identify: 
a. Key projects and initiatives 
b. Resources needed for completion 
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c. Reasonable timelines for the completion of the projects 
d. An evaluation plan to validate the effectiveness of the identified projects  

 
Reporting 
27. The summary report and action plan is sent to the VP-Academic, to the PRRC, and to Education 

Council for information. 
 
C. PROGRAMS WITH EXTERNAL ACCREDITATION 

28. Programs that undergo Review by an external accrediting body are required to submit a 
summary report that reflects the findings of the accreditation review, final recommendations 
and action plan. The summary report is sent to the VP-Academic, to the PRRC, and to Education 
Council for information.  

 
D. PLANNING AND ACCOUNTABILITY 

29. The Department Leader and the Dean will monitor and report out on the action plans from 
annual Program Review, Program Renewal, and program accreditation as part of the College’s 
integrated planning process. 

30. The PRRC will track action plans and follow up as needed.  
31. The PRRC and the VP-Academic will identify major trends, goals, needs, barriers, and action 

items, and prepare reports for Education Council and other appropriate committees.  
32. The VP-Academic will seek the advice of Education Council on the major trends and goals arising 

from Program Reviews and Renewals. 
 
RELATED POLICIES 
Refer to C.3.2 Program Review and Renewal Policy. 
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