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Welcome

in Vancouver, participate in sports and club activities, develop your 
leadership skills, or join the student association, Columbia remains 
committed to providing guidance and support. Our friendly teachers, 
counsellors, librarians, tutors, and nurses will help make your 
experience at Columbia College a memorable one.

I encourage you to seek out all the opportunities this college has to 
offer. Let Columbia College help you spring into your future – the 
start of an exciting and successful journey.

Best wishes,

Dr. Trevor Toone
Principal, Columbia College

The Columbia College community welcomes 
you. This college has a long and proud history. 
Since 1936 Columbia College has offered 
quality educational programs designed 
to prepare students like you for university 
admission. 

But we are more than a college. We are a 
close-knit community that is here to help you 
grow and achieve your goals. Whether you 
want to conduct research, volunteer, find a job 

Territorial Acknowledgement
Columbia College is located on the traditional and unceded 
territories of the Musqueam, Squamish, and Tsleil-Waututh 
peoples, meaning that these lands were never formally surrendered 
or given away by Indigenous nations.

When we participate in Columbia College life as students, teachers, 
and staff members, we are mindful of the learning and unlearning 
that takes place inside and outside the classroom. We reflect on 
our positionalities and migration histories, and how we relate to 
each other in this diverse community. Most importantly, we strive 
to connect our work with the efforts of Indigenous peoples in their 
struggle for sovereignty and self-determination. 
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Email, Student Portal, & WiFi
As a Columbia College student, you are automatically given a user 
account for our IT systems.  This includes your own personal 
College e-mail account, as well as a Portal page and access to the 
College WiFi network.

Remember to regularly check your College email and Student Portal 
for important information from your instructors and news and 
announcements about College events and activities.

Mail: mail.columbiacollege.bc.ca
Portal: student.columbiacollege.bc.ca

Log-in Info
Username = your student ID number
Password: cc! + your date of birth (MMDDYY)
(e.g. cc!082195 if your birthday is August 21, 1995)

Welcome to Columbia College. This handbook includes a guide for 
your orientation and registration, as well as information that will 
help you to be a successful Columbia College student.
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academic Schedule

WINTER SEMESTER 2018

Dec 12-15  Registration for continuing students.
Dec 18-21 & 27-29  Orientation and Registration for new   
   students.
Jan 2-5   Orientation and Registration for new   
   students. (Registration for continuing   
   students.)
Jan 8    Winter Semester classes begin.
   First day of course changes. First day of  
   late registration.
Jan 12    Last day of late registration. Last day to  
   add or change courses.
   Last day to drop courses without any   
   notation appearing on transcript.
   Last day to drop courses and claim refunds  
   (subject to Refund Policies).
Feb 10 & 12   Family Day Holiday. College closed.
Mar 7    Professional Development Day. No classes.
Mar 12    Last day for course withdrawals.
Mar 20    Graduation and Awards Ceremony.
Mar 30    Good Friday. College closed.
Apr 7    Last day of classes.
Apr 9-14   Final Examinations.
Apr 17-20   Registration for continuing students.
Apr 23-27, 30 &  Orientation and Registration for new      
May 1-4  students. (Registration for continuing   
   students.)
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SUMMER SEMESTER 2018

Apr 17-20  Registration for continuing students.
Apr 23-27, 30 &  Orientation and Registration for new  
May 1-4  students. (Registration for continuing   
   students).
May 7   Summer Semester classes begin.
   First day of course changes. First day of  
   late registration.
May 11   Last day of late registration. Last day to  
   add or change courses.
   Last day to drop courses without any   
   notation appearing on transcript.
   Last day to drop courses and claim   
   refunds.
May 21   Victoria Day. College closed.
June 26   Graduation and Awards Ceremony
June 30 & July 2 Canada Day Holiday. College closed.
July 9   Last day for course withdrawals.
Aug 4   Last day of classes.
Aug 6   British Columbia Day. College closed.
Aug 7-11  Final Examinations.
Aug 14-17  Registration for continuing students.
Aug 20-24 & 27-31 Orientation and Registration for new   
   students. (Registration for continuing   
   students).
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2:00pm
CHEMISTRY

8:00pm
STUDY

1:00pm
BREAK

5:00pm
TUTOR

4:00pm
MEET FRIENDS

12:00pm
GROUP PROJECT

10:00am
PHYSICS

a day in the LiFe oF a CC Student
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Placement information
English Placement Information

Students without an external test score such as IELTS or TOEFL 
are required to take our Language & Writing Assessment (LWA). If 
you do not already have an English Placement (see your Letter of 
Acceptance), then you will receive your appointment on a day before 
your registration day. 

The LWA is two and a half hours long and consists of two parts: a 
multiple choice grammar test, and an essay component. 

Following the LWA, some students may be asked to take the English 
Placement Test (EPT) to further determine their level of English.  
When you arrive for your registration, you will be informed if you are 
required to take this test.  

English Requirements (Minimum Scores)

IELTS 
(Academic 
Test) Score

Overall 
Band

6.5 6 5.5 5.5

Writing 
Band

6 6 5.5 5

You can register in: Eng 101 Eng 100 Eng 099* Eng 098*
Other 
External 
Exam 
Results:

see http://www.columbiacollege.ca/admissions/
placement-tests/english-language-requirements for more 
information.

* If your placement is English 098 or 099 then it is mandatory for you to 
take English in your first semester.
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Math Placement Information
All students registering in university level mathematics,science, 
computer science, and economics classes at Columbia College 
are required to take the Math Placement Test (MPT) on their 
registration day.  For sample MPT questions, visit: www.
columbiacollege.ca/admissions/placement-tests. The MPT is 
one hour and forty minutes long.  The test consists of 50 multiple 
choice questions.

Math Placement

MPT 
Score

0-8 9-18 19-27 28+ 36+

Can 
register 
in:

Math 090 Math 110 Math 100 Math 111 Math 113

The MPT can be retaken once 12 weeks after the first attempt (if you do 
not take a Math course in your first semester).  



9

registering for your courses

High School Secondary Program: University-bound 
students who wish to complete the last one or two 
years of high school in Canada and gain university 
admission. 

 

University Transfer Program: High school graduates 
and university bound students who wish to gain 
university admission at the 1st and 2nd year levels.

 

Associate Degree Program: For students who wish 
to complete a whole qualification at Columbia 
College.  The Associate Degree takes two years (six 
semesters) to compete. 

Arts Science
Liberal Arts (General 
Arts), Business 
Administration,  
Economics,  
Communication, 
Psychology, Political 
Science

General Science, 
Computer Science,  
Mathematics

You can change your program after your first 
semester. 

Your choice of courses will be determined by your 
English Placement, Math Placement, Program and 
Concentration. 
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Planning your courses
Arts, Science or Business?  
• If you are planning to complete an Associate Degree Program, any 
university transferable courses you choose in your first semester 
will count toward your degree requirement.
• If you are a University Transfer Program student, ask a counsellor 
for assistance in course planning. 

Read course descriptions
• Read course descriptions in the calendar or online to ensure you 
are interested in the material and meet the prerequisites to take a 
course.

Create a schedule
• On the timetable, find 3 to 4 courses you want to take (i.e. Engl. 
100, Anth 110, Math 110).
• Many courses have multiple sections (i.e. Art 100 sec. 8, 10, 15 or 
161) that meet on different days and/or at different times.
• Some courses may by full so create a backup plan.
• Watch out for courses that clash (courses that are offered on the 
same day and time).
• Do not schedule 8 hours of class in a row! Schedule a break to eat, 
study and rest.
• We recommend that you register in an English course in your first 
semester (English 098 and English 099 is mandatory).
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Attend your registration appointment at 2:30 PM
• Get your schedule approved by a counsellor.
• Register online through the Student Portal (counsellors and 
volunteers will be available to help you). 

Do you wish to add or change courses? 
You can change your courses on your student portal in the first 
week of classes, or before this by seeing a counsellor at Student 
Services. If you have any problems, email us at this address: 
registration@columbiacollege.ca.

The last day to make a change to your schedule is Friday, January 
12th at 5pm.  After this date, if you drop a course you will not 
get any refund and the course will show as Withdrawn on your 
Transcript. 
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how to read the Columbia College timetable

Times and Days

Columbia College classes are usually 1 hour and 55 minutes long.

Most classes begin at 8 am, 10 am, 12 pm, 2 pm, 4 pm, or 6 pm 
(times are listed on the left side column of the timetable).

Most classes are offered on:
- Monday and Thursday
- Tuesday and Friday
- Wednesday and Saturday

Classes can be scheduled 2, 3, or 4 days a week.

You can see the days of the week classes are offered on in the left
hand column or at the bottom of each course box.

Course Boxes

Columbia College classes are offered Monday - Saturday.

The days of the week classes are scheduled on are listed 
underneath the course name.

M = Monday
T = Tuesday
W = Wednesday
R = Thursday
F = Friday
S = Saturday
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Class time

Class day

Class name/number

Section/time

Days of the 
week class is 
scheduled.

Remember that you 
cannot register in 
two classes which 
are scheduled at the 
same time!

Winter SeMeSter 2018
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Medical insurance
Private Medical Insurance (1st semester)
When you first arrive at Columbia College, you will be automatically 
enrolled for Medical Insurance with Guard.me. 

This policy offers coverage of up to $5,000,000 Canadian Dollars 
and enables students to attend walk-in clinics across Vancouver 
and the Lower Mainland for free by showing their Insurance Card. 

For more information, visit: www.guard.me/columbiacollege. 

Information on how to use the insurance, and what to do in an 
emergency, will be given to you during the Health & Wellness 
session on your Orientation & Registration day. 

You will also receive a Guard.me card when your ID card is 
produced. Remember to carry this with you at all times, in case of 
an emergency.

Government Insurance – MSP (2nd semester onwards) 
On your registration day, you will be given information and an 
application form for BC Government Medical Insurance (MSP).  All 
students must apply for this insurance when they first arrive in 
Canada.  It takes three months for this insurance to be processed.  
It is your responsibility to apply for MSP, and mail the application 
along with a photocopy of your Study Permit.  

If your MSP card arrives before March 31st, you may be eligible for 
a partial refund of your Guard.me coverage if you have not used the 
policy.  Come and see a member of staff in Student Services to find 
out.  
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health & Wellness
Feeling sick? If you are not feeling well, here are some suggestions:

1. See the Columbia College Nurse, a Counsellor, the Security Guard 
or one of Columbia College’s certified First Aid Attendants. More 
information is posted on the door of the Nurse’s office.

2. See a doctor. If you have guard.me coverage, visit https://www.
guard.me/columbiacollege/clinic-search.php to find a clinic near 
where you live where you will not have to pay. If you have MSP, you 
can visit any clinic and you will not have to pay.  

In an emergency situation, proceed directly to the nearest hospital 
via taxi or ambulance (dial 911). 

Dentists
See either the College Nurse or the Yellow Pages for a list of 
Dentists in the Lower Mainland.  The closest Walk-in Clinic is the 
Pacific Centre Dental Group in Pacific Centre. Dental work is not 
covered under your medical insurance. It is a good idea to ask for 
the dentist’s fee before having any dental work done.

Home Stay
If you need accommodation in Vancouver, the College can arrange 
for you to stay with one of our host families. Please visit https://
www.columbiacollege.ca/student-services/ for more information.
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Student id Card
Every student must have a Student ID card for the following 
reasons: 
• It provides confirmation that you are a current student. 
• It serves as your College library card.
• It is a printing card which can be topped up in the Library.
• It can also entitle you to certain discounts when you purchase 
goods and services in the community.  

You can get your ID card from Student Services after you have 
completed your registration. 

There is a $5.00 charge for replacing lost or stolen cards. 
Each semester, you must re-validate your card by going to Student 
Services.

buy books

You can purchase your school books from the College Bookstore.  
See the list posted outside the bookstore or go online at http://
www.cctalks.com for information on which texts are required. 

The Bookstore also sells: 
• School supplies 
• Locker rentals
Cash and credit card are both accepted. All textbooks are sold at 
list price. 

Tip: You can also buy second-hand books from fellow students 
who have previously taken your classes from http://www.
books2go.ca/Columbia.
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tutors
The first semester of studies can be challenging. To help you, we 
offer FREE tutoring services in English, Math and Economics. You 
may book up to two 30-minute sessions per student per subject 
per week. Book an appointment with a tutor online by visiting 
http://www.CCTalks.com/tutoring

Plagiarism

At Columbia College, the presentation of another person’s words, 
thoughts, or ideas as one’s own is considered a serious offence in 
all courses. This includes copying from the lnternet, books or other 
sources such as your classmate’s work. In Canada it is considered 
an act of academic dishonesty for which penalties exist. Course 
outlines contain statements about plagiarism and cheating 
and the penalties associated with such acts. Our instructors 
also remind students to avoid plagiarism and cheating.  Please 
familiarize yourself with the College’s Plagiarism and Cheating 
Policy and Protocol, which can be found in the Columbia College 
Calendar.

The Library has a useful guide on citing and plagiarism here: 
http://www.columbiacollege.ca/library/citation-plagiarism-
guides.
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General conduct & attendance
Your instructor will report you if you are not attending regularly and 
you could have marks deducted from your final grades.

Regular attendance is required of students in all classes, lectures, 
and laboratories. Students who miss a substantial number of 
classes in any course during the semester may be considered 
to be disruptive to the orderly functioning of the course and the 
Academic Board of the College may decide to bar them from 
attending future classes. The decision of the Academic Board is 
final and any refunds owing will be according to the refund policy.
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Student activities
We’re here to make sure you have an awesome time at Columbia 
College by helping you make new friends and build new skills. 
Here’s some of what we offer for your enjoyment:

Trips: Whistler and Victoria are just some of the amazing places 
we visit every semester with guided tours and fun activities. 

Clubs: Badminton, soccer, swimming, dragonboat and arts and 
crafts are just some examples of the fantastic FREE clubs we run 
at the college. 

Activities: Whitewater rafting, skiing and snowboarding, Go 
Karting, paintball and even bungee jumping are just some things 
our students have done in the past.

Events: Greatly discounted tickets for Vancouver Canucks ice 
hockey games, Whitecaps soccer games and movies.

For information on trips, activities, clubs and events visit http://
www.CCTalks.com or come say hello to us in Student Services!
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Working & Studying
Can I work while I am studying at Columbia College?
International students in Canada may work for up to 20 hours 
per week during regular academic sessions, and full-time during 
scheduled breaks, which is the time between semesters.  

To be eligible for the above, you must:
• Have a valid study permit.
• Be a full-time student (taking 9 credits or more).
• Be studying in the University Transfer or Associate Degree 
programs at Columbia College.  

If you no longer meet any of the above requirements (e.g. you are 
no longer enrolled in full-time studies) you must stop working. 

For more information about working off-campus as an international 
student, visit this page: http://www.cic.gc.ca/english/study/work-
offcampus.asp

Can I take a break from my studies for a semester and work?
You may be eligible to take a break from your studies for a 
semester and work full-time if you satisfy all of the following 
criteria:   
• Your Study Permit must indicate that you may work off-campus;
• You registered in at least 24 credits in the 2 consecutive 
semesters immediately before the semester you want to take off;
• You have passed at least 21 credits in those 2 semesters and 
have a GPA in those 2 semesters of at least 1.7;
• You have paid a non-refundable deposit of $1500 for the 
semester following the semester you take off and have verified your 
status with a Counsellor in Student Services.  

As long as you fulfill all of the criteria above, you may take any 
semester off; it does not have to be Summer.  If you are unsure if 
you meet the criteria, visit a counsellor in Student Services.  
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Can I apply for a Post-Graduation Work Permit?
Once you have completed your Associate Degree at Columbia 
College, you may be eligible for a work permit that will allow you to 
work for up to three years after graduation. 

• You must have been studying full-time continuously for the 
duration of your degree. 
• You must submit your application within 90 days of the date that 
your final exam results for your final semester are published.
• You must have a valid study permit when you submit your 
application.
• After completing your studies, you can work full-time while 
waiting for a decision on your post-graduation work permit 
application if, at the time you submitted your application, you:
 • had a valid study permit,
 • had completed your program of study,
 • were eligible to work off campus without a permit, and
 • did not work off campus more than 20 hours a week   
 during academic sessions.
• You can obtain only one post-graduation work permit in your 
lifetime.

For more information about the Post Graduation Work Permit 
Program, visit this page: http://www.cic.gc.ca/english/study/
work-postgrad.asp 

Important College Policies

For information on important college policies such as refund 
and appeal, go to the Columbia College calendar webpage at 
http://www.columbiacollege.ca/registrations-and-records/
college-calendar and the college policies page at http://www.
columbiacollege.ca/about/college-policies.
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Library
1. We have textbooks but quantities and borrowing periods are 
limited.

The library has a few copies of required textbooks that you can 
borrow for up to 3-hours at a time. These textbooks come in handy 
if you forget yours at home, but we recommend you purchase a 
copy of all required textbooks as access to the library’s copies is 
not guaranteed!
 
2. You can borrow phone chargers at the library!

Phone running out of power? Head to the library to borrow a phone 
charger for 3 hours.

3. The librarians can help you find sources for research 
assignments.

Need to find sources for a research paper? The librarians can teach 
you how to find articles and books in the library’s databases.

4. The library has a popular fiction collection!

Like to read? You can borrow popular fiction books from the library 
including Clockwork Angel, Harry Potter, Me Before You, The Fault 
in Our Stars and many many more! 

5. The library has computers and printers you can use.

Need to type or print your assignment? Head over to the library 
to use the computers. The librarians can also help you use the 
computers and printers if you have questions or run into a problem.

6. The library’s online citation and course guides are very useful.

Any time you use another person’s ideas or words for an 
assignment, you have to “cite” the source according to the rules of 
a specific citation style. The library has easy to understand online 
MLA & APA citation guides that can be a huge help when you’re 
citing your sources! 
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7. You have free access to 1000s of online journals through the 
library’s databases.

The library pays for subscriptions to online databases so that 
you can access high-quality, published articles from journals, 
magazines and newspapers for free! Assignments at Columbia 
require that you use these sources instead of relying on Google 
and Wikipedia. If you’re not sure how to search the databases, ask 
a librarian!

8. Did we mention we have books?

What’s a library without books? We have print books that you can 
borrow for 3 weeks at a time, as well as thousands of electronic 
books!

9. Your student card is your library card.

Have you received your student card yet? If so, you’re ready to 
borrow! 

10. The librarians are nice and want to help!

We care about your success and are here to help. We promise we 
don’t bite and we enjoy helping you!
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top tips for keeping in touch 
with the latest CC news
• Check your Student Portal: here you will find out information 
about your classes and important updates related to the college. 
The Portal address is: student.columbiacollege.bc.ca

• Check your College e-mail account on a regular basis to see our 
weekly news and assignments from your instructors.

• Visit the College website at www.columbiacollege.ca for course 
descriptions. 

• Check www.CCTalks.com for information on registration, working 
in Canada and volunteering. 

• Like our Facebook page for daily updates, events and 
competitions: www.facebook.com/ccactivities.

• Follow us on Instagram for an insight into CC life:                             
@ColumbiaCollege1936.

• Download our Guard.me App for information on insurance and 
how to make a claim: Search for “Columbia College” in the Google 
Play or Apple Store. 

Please Note: Columbia College has made every effort to ensure 
that the contents of this handbook are correct as of its date 
of publication. Columbia College is not responsible for any 
inaccuracies due to errors, omissions or changes that may take 
place after its publication.

Icons made by Freepik from www.flaticon.com
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Main Campus
438 Terminal Ave.
Vancouver, BC
V6A 0C1  Canada

T +1 604 683 8360
F +1 604 682 7191
E admin@columbiacollege.ca

North Campus
333 Terminal Ave.
Vancouver, BC
V6A 4C1  Canada

        www.facebook.com/ccactivities
        @columbiacollege1936

www.columbiacollege.ca

SPrinG
INTO YOUR FUTURE


