CONTINUING EDUCATION

WORKSHOPS

HUMAN SERVICES WORKSHOPS

Develop skills in solving interpersonal conflicts.

Develop effective skills to enhance interpersonal communication.

Develop strategies to deal successfully with anger.

Review communication techniques, therapeutic relationships, and
the role both play in assisting clients who are exhibiting challenging
behaviours. As well, this module provides an introduction to various
mental illnesses and the components of a mental status assessment.
There are many reasons why a client may be exhibiting a challenging
behaviour and understanding these reasons can help the caregiver in
preventive planning.

MEDICAL WORKSHOPS

Improve your skills in data collection and recording client-care
information.

Gain knowledge in anatomy and physiology, pathology, assessment,
equipment, nursing implications, and care as they apply to chest tubes.

Learn insertion and care of nasogastric and gastrostomy tubes.

Learn about lifts and transfers required in agency/institutional settings,
including topics such as body mechanics, transfer techniques, and the
principles of mechanical lifters.

Learn about patient classification and documentation systems.

Learn initiating, maintaining, and discontinuing saline and heparin locks
on established IVs.

Learn to care for clients with staples, sutures, and drains. You will study
anatomy, care, removal, and assessment.

Learn proper care of a tracheostomy. This workshop includes topics like
anatomy and physiology, pathology, assessment, equipment, nursing
implications, and care.

In this workshop, you will learn to insert and remove bladder catheters.
You will review the female and male urinary systems and discuss the
importance of fluid balance, the purpose of catheterization, and the
principles of sterile technique. Adaptations for home setting included.

Contact us for more information about the above workshops.
Phone: 403-410-1499
Email: contintinuingeducation@bowvalleycollege.ca

VISIT US AT BOWVALLEYCOLLEGE.CA
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CONTINUING EDUCATION

CONTINUING EDUCATION

TUITION AND FEES

Tuition fees must be paid in full when registering. Tuition fees can be
paid at the Office of the Registrar (3rd Floor, North Campus) by:

e Cash

e Interac Direct Payment
e Visa or MasterCard

¢ Money order

o Certified cheque

e Purchase order

e Personal Cheques

You may also pay by credit card by calling us at 403-410-1400.

In addition to tuition, Bow Valley College sometimes collects other
mandatory fees to enhance your student experience and help you get
the most out of your time at BVC.

Technology Fee - The Technology Fee provides new or ongoing
improved technology services to students. These fees are levied on all
eCampusAlberta courses.

WITHDRAWALS, CANCELLATIONS AND REFUNDS

Students withdrawing from a course may be eligible to receive a
refund of their tuition based on the refund guidelines and fee schedule,
provided there are no outstanding financial accounts and the student
has followed the formal withdrawal/cancellation procedures of the
College.

To withdraw from a non-credit course please email registration@
bowvalleycollege.ca. To withdraw from a credit course, students must
notify the academic department. Failing to report to class or ceasing

to attend a course or program does not constitute withdrawal and

no refund will be assessed under these circumstances. The period of
enrolment is calculated from the day on which the program commences
to the last day of attendance.

Approved refunds are issued within two to three weeks of notification
of student withdrawal or cancellation. Payments originally made by
cash, cheque, debit, or money order are refunded via cheque. Payments
originally made by Visa or MasterCard are refunded back to the credit
card originally used for payment. Any outstanding fees will be deducted
from the total refund amount.

Compassionate grounds may be considered with official documentation
(i.e., medical certificate).

Students who are terminated from their program of study by the College
are not eligible for a refund of tuition fees.

TO REGISTER CALL 403-410-1400

Cancellation prior to the first day of class will result in a 100% refund
of tuition. Withdrawal by the end of the first day of class will result in a
100% refund. No refund will be granted after the first day of class.

Alternate Schedule/Delivery Credit Programming

Cancellation prior to the first day of class will result in a 100% refund
of tuition and fees, excluding non-refundable confirmation fee if
applicable. Withdrawal within 10 business days from the start of the
course/program will result in a 100% refund of tuition. Other student
fees will not be refunded. Withdrawal between 11 and 20 business
days from the start of the course/program will result in a 50% refund
of tuition. Other student fees will not be refunded. No refund will be
granted 21 days or later from the start of the course/program.

Students are permitted to transfer courses for medical or employment

reasons only that arise prior to the start date of the program/course. In
such circumstances, a written request for a transfer must be submitted
to the Office of the Registrar with a valid medical certificate or a letter
on the employer’s letterhead. A fee is charged for this change.

Bow Valley College reserves the right to cancel programs or courses
due to insufficient enrolment or other unexpected circumstances. Any
courses cancelled by Bow Valley College will result in 100% refund with
no administrative fees.

For information about Tuitions, Withdrawals and Refunds for full-time
programs, please see pages 111 and 112 of this Course Guide.

VISIT US AT BOWVALLEYVALLEYCOLLEGE.CA



Continuing Education Course Registration Form cB??‘.L'..l.i.E‘!'

E C
Course Title Start Date Days of Week Fees
(dd/mm/yy)
1 M T W R F S
O 0O0O0Oodn
2 M T W R F S
O 0O0O0Oodn
3 M T W R F S
O 0O0O0Oodn
4 M T W R F S
N I I O
Bow Valley College Student Number
Have you ever applied to Bow Valley College before? [ Yes [] No If yes: ’ ‘ ‘ ‘ ‘ ‘ ‘

Are you working toward a Bow Valley College Certificate Program? [] Yes [ No If yes, what program?
Personal Information

Legal Last Name Middle/Second Name
Legal First Name Date of Birth Gender
[IMale [ JFemale
Address yyyy/mm/dd Postal Code
City Province Country
Home Phone Alternative Phone
Email

How did you hear about Bow Valley College?

[] Recruitment/Career Fair (] Friend/Relative [ Counsellor [] Radio Ad
] Newspaper Ad [ Tradeshow L1 BvC Alumni [ internet : :
] Agent L] High School [] Current BVC Student (please specify website)

Payment Options

[Jcash [ Certified Cheque %\'\//ilsaitercard’ R

Name on Credit Card (Please Print)

DECLARATION OF APPLICANT

The information collected on this form is collected under the authority of the Post-Secondary Learning Act, the Freedom of Information and Protection of Privacy Act, the Statistics Act (Canada) and the
Taxation Act (Canada). | understand that all documentation submitted in support of this or any subsequent application for admission, financial award or any appeal or petition becomes the property of the
College and will not be returned to me. The information will become part of my student record and will be disclosed to relevant Bow Valley College departments for the purposes of administration of policies,
procedures, programs, services, registration, tax receipts, scholarships and awards, graduation, follow-up educational information, research, and alumni programming. In addition, | authorize Bow Valley
College to disclose or request information to and from the federal and provincial governments to meet reporting requirements and to determine eligibility for services and funding, as well as to the Bow Valley
College Students’ Association and cooperating agencies in accordance with contractual agreements. For more information regarding the collection or use of this information, contact the Office of the Registrar
at 332 - 6 Avenue SE, Calgary, Alberta T2G 456. Phone 403-410-1400 or toll-free in Alberta 1-866-428-2669.

| certify that | have read and understood all the instructions and information accompanying this application form and that all statements made in connection with this application are true and complete in all

respects. | understand that misrepresentation, falsification of documents, or withholding requested information are serious offences which may result in the cancellation of my admission and/or registration at
Bow Valley College. If | am admitted, | agree to be bound by the rules and regulations in existence or as amended from time to time by the Bow Valley College Board of Governors.

Date Signed: Applicant’s Signature:

VISIT US AT BOWVALLEYCOLLEGE.CA
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Photography Tour of Scotland

Join writer and photographer Julie Vincent for an unforgettable spring tour
of Scotland, May 2012. Learn how to get the most out of your cameraamid
the splendor of the Scottish Highlands.

Highlights include:

e Historic Culloden Battlefield
e Stone Circles of Clava Cairns
e Speen Bridge

¢ Inverlochy Castle

e Ben Nevis Scotch Distillery

e Drumnadrochit and Urquhart Castles
e Fort Augustus

e Inverness

e Fort William

e Edinburgh

e Loch Ness

This 8-day touris based in Inverness with overnight stays in Edinburgh and
Fort William. For more information or to book, please call 403-410-1546.

BoiVniEy
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NOTES

TO REGISTER CALL 403-410-1400

NOTES



LEARN MORE.
EARN MORE. |
DO MORE.

1t's your life; live it better.

Bow Valley College offers 60+ certificate and diploma
career programs in Business, Administration, Health Care,
Justice Studies, and Human Services, as well as Academic
Upgrading, ESL, and Continuing Education programs.

Call today about our new Aboriginal Addictions Counselling
Services Certificate, Public Relations Diploma, Sustainable
Business Managment, and Global Tourism Management &
Marketing Diploma programs.

Start in January, May, or September. Call today!

1-866-428-2669

bowvalleycollege.ca/more

*On average BVC grads earn an extra $2,700 per year in salary for every year they studied at BVC. (CCBenefits Study)



COURSE GUIDE INDEX

COURSE GUIDE INDEX

Aboriginal Programs 66
Academic Preparation 68
Academic Upgrading Programs 65
Accounting and Financial Management Certificate 20
Accounting 107
Administration Programs 7
Administrative Professional Certificate 8
Admissions 99
Adobe Courses 119
Airdrie Campus 84
Application Process 99
Apprenticeship Exam Preparation 67
Artstream 67
AutoCAD 109
Autodesk m
Banff Campus 84
Building Maintenance m
Business 111
Business Administration Diploma 22
Business Programs 19
Campus Tours 3
Canmore Campus 84
Career Connection 89
Career Services 88
Computers 115
Connexion Carriere 89
Contact Information 2
Continuing Education 105
Corporate Readiness Training Program 91
Correctional Studies (Justice Studies Diploma) 55
Customs and Logistics 118
Dental Business Assistant Certificate 10
Desktop Publishing 119

Directions for Immigrants in Trades and Professional Careers 93

Directory

Distance Education

81

TO REGISTER CALL 403-410-1400

Early Learning and Child Care Certificate 50
Early Learning and Child Care Diploma 52
eCampusAlberta 86
ed2go Online — Non-Credit 149
Education Assistant Certificate 53
Educators and Trainers — Professional Development 120
E-Learning 83
English as a Second Language (Full-Time programs) 58
English as a Second Language (Part-Time programs) 60
English for Academic Purposes 59
English Language Proficiency Requirements 6
Essential Skills 9
Events Management Diploma 24
First Aid 121
GED 71
Global Tourism Management and Marketing Diploma 26
Health Care Aide Bridging to Practical Nurse 46
Health Care Aide Certificate 34
Health Care Programs 33
High River Campus 85
High School Courses 68
Home Inspection 122
Hospital Unit Clerk Certificate 1"
How to Apply 99
Human Resources 124
Human Resources Management Certificate 27
Human Services Programs 49
Information Technology 125
Insurance 125
Interior Decorating 126
Interior Decorating and Merchandising Diploma 29
International Education 75
Interpreting 128
Justice Studies Diploma 55




COURSE GUIDE INDEX

Law Enforcement (Justice Studies Diploma) 55 Student Services 3

Legal Assistant Diploma 13 Success in the Workplace 95

Literacy Programs A Sustainable Business Management 32

Maintenance Management 134 Tea sommelier 147

Management Development 135 The Live a Better Life Series - Arts, Culture and More 130

Medical Courses 137 TOWES 9

Medical Office Assistant Certificate 15

Microsoft Courses 116 Veterinary Office Assistant Certificate 17
Volunteer Opportunities 64,74

Nutrition Manager Certificate 36

Okotoks 85 Web Development 148

Online Program and Courses 83 Withdrawals — Continuing Educations 152
Withdrawals (Credit programs) 104

Personal Finance 139 Workshops 150

Pharmacy Technician Bridging 140

Pharmacy Technician Diploma 37 Youth Justice (Justice Studies Diploma) 55

Pharmacy Technician Professional Transition Certificate 38

Practical Nurse Diploma for Internationally Educated Nurses 44

Practical Nurse Diploma 40

Practical Nurse Re-Entry Program 43

Pre-Practical Nurse Courses 73

Private Investigation 141

Project Management 142

Prospective Student Centre 3

Public Relations Diploma 31

Quickbooks 108

Recreation Therapy Aide Certificate 48

Refunds — Continuing Education 152

Refunds (Credit programs) 104

Registration (Continuing Education) 153

Registration (Credit programs) 99

Schedule of Dates 2

School Age Programming 144

Self defence 145

Simply Accounting 108

Social Media 145

Student for a Day Program 3

VISIT US AT BOWVALLEYCOLLEGE.CA
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CAMPUS MAPS

CAMPUS MAPS

BOW VALLEY
COLLEGE
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Easy to get to, Bow Valley College is just one block from the C-Train City
Hall station and has bus stops on both the north and south side of the
building. Parking is not currently available; however, there is a drop-off
area on 6th Avenue and many public parking lots in the area.

Our downtown Calgary campus means you can get to school easily —
the C-Train is just a block away, and many transit buses stop right at our
door. For further information about convenient transit routes for your
needs, please visit www.calgarytransit.com

TO REGISTER CALL 403-410-1400

332 - 6th Ave S.E.
403-410-1400

e Aboriginal Centre

¢ Academic Foundation

o Applied Research Office

® Bookstore

 Business & Industry Training
® BVCWorks

o Cafeteria

o Computer Labs

e Continuing Education

¢ Health & Community Care

615 MacLeod Trail S.E.

® Health Services

¢ Information Technology Systems
e Learning Resource Services
 Registrar

o Security Desk

o Shipping & Receiving, Lock
cutting, Lost & Found

o Student Advising

® Student Services, Student
Information, Photo ID

o Workplace Training Services (WTS)

Note: Due to campus expansion it is possible that these

locations could change.

® Assessment Centre

e Career Connections

o Centre for Career Advancement
o ESL Classrooms

 ESL Main Reception
 Executive Office

o Faculty, Staff Offices

o Full-time ESL

e Fund Development

® Human Resources

* International Education

e International Student Registration
e Language Labs

® Marketing & Communications

* TOWES

5th AVENE.

NORTHGATE VILLAGE MALL
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320, 433 Marlborough Way N.E. 403-297-2552

 3rd Floor Aboriginal Programs, Employment Preparation and Academic

Upgrading



