UCN Traditional Territory Acknowledgement: University College of the North
acknowledges that it’s campuses in The Pas and Thompson are located in Treaty No. 5
territory; along with UCN Education & Training Centres, these are the traditional
territories for many Indigenous peoples whose relationship to the land creates a rich
heritage for our northern learning community.

UCN’s campuses and Post-Secondary Education Access Centres are located on the traditional lands of
the Cree, Dene, and Oji-Cree.
UCN’s campuses in The Pas and Thompson are located in Treaty # 5 territory. UCN Education &
Training Centres are located in Bunibonibee Cree Nation (Oxford House), Chemawawin Cree Nation
(Easterville), Churchill, Flin Flon, Misipawistik Cree Nation (Grand Rapids), Nisichawayasihk Cree Nation
(Nelson House), Norway House Cree Nation, Pimicikamak Cree Nation (Cross Lake), St. Theresa Point
First Nation, and Tataskweyak Cree Nation (Split Lake) are also located in the traditional territory of the
signatories to Treaty # 5.
The UCN Education & Training Centre on the Mathias Colomb First Nation (Pukatawagan) is found
within Treaty # 5 territory; however, the First Nation is a signatory to Treaty # 6.
The UCN Education & Training Center in Swan River is located in Treaty # 4 territory.
This publication created and distributed through the Reconciliation, Research and Academic Innovation Department
of University College of the North.
©2022
Academic Development University College of the North
Box 3000
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The Pas, ManitobaR9A 1M7
(204) 627-8579
Thank you to the Deans, Directors, faculty members and staff who provided ongoing revisions to
ensure the accuracy and usefulness of the material in this year’s UCN Faculty Handbook
The Faculty Handbook is an ever-evolving document. Please notify the Educational Developer, Janet Sainsbury,
(jsainsbury@ucn.ca ), with revisions and updates.
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Aaniin, Bitaemo, Bonjour, Boozhoo, Tanshi, Tansi, Welcome, Wotzye

Welcome to the 2021-22 academic year at University College of the North! You will have
opportunities to try new teaching strategies, get involved with faculty governance or other venues
for university-college service activities, and, of course, involve yourself in either applied or theoretical
research projects.
UCN has an array of talented and committed faculty members who teach in a wide range of college and
university programs. We are also privileged to have non-teaching staff who ensure that the necessary
supports are in place. This academic year will see the eighth year of the new UCN campus building at
our Thompson location. Together with our Oscar Lathlin Research Library at the campus in The Pas,
opened in 2013-14, as well as a variety of new Post-Secondary Education Access Centres (PSEAC), we
are creating a modern and highly-technological learning environment for all of ourstudents.
The purpose of this handbook is to provide you with a brief aide memoire of the critical aspects of
supporting our students and delivering high quality programming. We also encourage you to explore
the UCN web site www.ucn.ca, and the 2020- 21 UCN Academic Calendar. These are great sources
providing more in-depth information on a host of topics related to academics, governance, policies,
our Post-Secondary Education Access Centers (PSAC) and much more.
If you have any questions that are not addressed in this handbook, please do not hesitate to contact
your Dean. Our virtual doors are always open, too – please call or email, to best follow public health
guidelines.
We greatly appreciate your commitment and professional expertise, and want your teaching
experience to be successful and rewarding for both you and your students! We welcome those of you who are
new to UCN, and encourage you to take advantage of opportunities to learn more about us.Your
contributions are valued, and we are so glad that you’ve made the decision to join us.
Dan Smith, PhD
Vice-President Academic & Research
dsmith@ucn.ca

Harvey Briggs
Associate Vice President
Reconciliation, Research and Academic
Innovation
hbriggs@ucn.ca
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INTRODUCTION TO UNIVERSITY COLLEGE OF THE NORTH
Welcome to University College of the North! This Faculty Handbook is intended to present
general information about UCN; to highlight some of the important policies, procedures, and
practices; and to make faculty aware of supports available to enhance teaching and research.

While all COVID-related restrictions have been lifted at UCN, students
may, if they wish, continue to wear a face covering. Should COVID
conditions change, additional restrictions may be put in place.

UCN is proudly tasked to promote educational development in northern Manitoba. UCN boasts
two main campuses, one in The Pas and one in Thompson, twelve Post-Secondary Education
Access Centres (PSEAC), and a variety of teaching locations, including Winnipeg. Geographically,
UCN provides postsecondary programming to 80% of the province’s area. A complement of
approximately 400 faculty, staff, and Elders provide instruction and support to our more than
2000 students.

Mission Statement

University College of the North serves Northern communities and people with education,
training, teaching, learning and research, while being inclusive and respectful of diverse
Indigenous and Northern values.

Vision Statement

Guided by the Seven Sacred Teachings, University College of the North is building better futures
for a stronger North.

The Seven Sacred Teachings

Truth – Wisdom – Honesty – Humility – Courage – Love – Respect
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Four Strategic Directions

The four strategic directions act as a framework to inform planning and priorities at UCN.

Support Student
Success

Advance an Agenda
of Reconciliation

UCN
will
recruit
more
students, provide them with
access to post-secondary
opportunities, and support
them through to graduation.
UCN will provide relevant and
flexible programming leading
to good job opportunities.

Responding to the Calls
to Action in the Truth and
Reconciliation Commission’s
report, UCN’s curriculum,
systems, and processes
will support and reflect the
strengths of Indigenous
peoples in the north.

Engage With
Communities and
With Industries
Recognizing that a strong
Manitoba depends on a strong
north, UCN will partner with
industry and communities in
programming, research,
and economic development
activities, including facilitating
participation of northerners in
the digital economy.

Ensure Responsible
Administration
Quality, effectiveness, and
efficiency will permeate all
that we do.

UCN Code of Ethics

The University College of the North code of ethics was approved by UCN’s Interim Governing
Council on May 18, 2005. The code acts a guide for the work conducted by staff and faculty at
UCN.
Core Value
Code of Ethics

Justice – We respect the individual rights of our employees and students.
All staff will support the principle of due process and protect the human rights of all staff and
students. The University College will maintain responsible and fair policies and procedures in all
matters affecting students and staff. All employees will act to prevent intimidation, all forms of
harassment, and discrimination.

Core Value

Respect - We celebrate the diversity of our students, staff and communities. We accept the rights
of others to hold values and beliefs that differ from our own and recognize that this is a source of
institutional strength and a foundational principle in creating an affirming and stimulating
intellectual and social environment.
All employees will act with integrity in the relationship with others to create a diverse environment

Code of Ethics
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that appreciates, understands, and accepts individuals from differing backgrounds.
Core Value
Code of Ethics

Core Value
Code of Ethics

Core Value
Code of Ethics

Core Value
Code of Ethics

Core Value
Code of Ethics

Generosity - We will willingly avail our intellectual, spiritual, cultural and physical resources to the
benefit of those we serve. We will provide institutional and individual support to cultural
enrichment and leadership within the region.
We will embed Aboriginal values within the programs and services of the University College of the
North. We will not use positions for personal gain or private interest. The Government of
Manitoba's Conflict of Interest Legislation and University College of the North Conflict of Interest
Policy will bind employees.
Excellence and Education – We value and commit to providing equitable lifelong learning
opportunities that are accessible and of highest quality.
All staff shall promote the importance of education and shall not unfairly deny any student the
right to academic, counseling and other institutional services. Staff shall not provide services that
are not within the boundaries of their professional competence and will refer students to
appropriate university college resources (i.e. counseling services, health services). Employees shall
maintain currency and expertise in their field through continuing education and professional
development opportunities.
Honesty and Integrity – Academic and personal honesty are essential elements for the
maintenance and credibility of an educational institute.
Employees must represent their qualifications and professional credentials accurately. Plagiarism
or any other forms of academic dishonesty are not tolerated. It is expected that members of the
University College of the North and its partners will ensure research activities are conducted in
accordance with the accepted ethical standards of academic research and scientific practice.
University College employees will ensure that all information presented for public or internal use is
accurate, void of misleading or ambiguous statements and free of omissions of detail. University
College employees will deal honestly and in confidence with each other with respect to
performance or job-related matters and will adhere to the professional code of conducts of each
profession.
Privacy – Privacy and confidentiality are expected by students and staff of the University College of
the North.
Personal confidential information shall not be collected unless required for the effective provision
of service. Such information will not be shared without the individual’s consent and will not be
used for purposes other than the original intent. Confidential information shall not be used for
anything other than for that which it was intended. Confidential information shall be shared only
with authorized parties, unless consent is given or required by law. Confidential student
information, assignments or any other work shall not be shared unless the student has given
permission.
Stewardship – We acknowledge that we have been entrusted with society’s resources, and with
the responsibility to ensure that these resources are used solely to advance the interests of society.
All staff will act with integrity, trustworthiness and objectivity in the production, analysis and
distribution of information, particularly financial information. Staff will act in the interests of the
University College, except where those interests are in conflict with the interests of society, and will
put the interests of the University College above their own. Professional staff will continually
upgrade their skills and knowledge so they may at all times exercise professional judgment in
accordance with their professions’ ethical standards. All staff will act with due care and will exercise
the judgment appropriate to their positions. No staff member will be involved, either by statement
or omission, with any information s/he knows or ought to know to be false or misleading.
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UCN Governance Structure
UCN has a tri-council governance structure consisting of a Governing Council, Learning
Council and a Council of Elders. UCN’s Learning Council may be thought of as a parallel
body to the Academic Senate found at many other post-secondary institutions. What
makes UCN unique and innovative is its Council of Elders. These three Councils are
mandated by Manitoba’s UCN Act.
Governing Council

The Governing Council is comprised
of 20 members from locations as far
south as Winnipeg to as far north as
Thompson, plus areas in between.
The membership provides a wide
representation of secondary and
postsecondary
education,
northern
and
southern
communities, the Council of Elders,
Learning Council, and UCN faculty,
staff and students.
The Governing Council operates
within a policy governance model
under which the council’s policies
guide the work of the Council and
the UCN President & Vice-Chancellor

Learning Council

The Learning Council is comprised of
up to 32 members representing
college and university faculty,
academic administration, academic
resources, academic services, the
student body, the Governing Council,
and the Council of Elders.
Its standing committees ensure
representation from the council
itself, but also from various
constituencies throughout UCN,
including students, college and
university faculty members and staff,
to ensure a broad representation of
knowledge, ideas, and input.

Council of Elders

The Council of Elders consists of 17
members 14 of which represent the
various communities that UCN
serves. UCN’s Governing Council,
Learning Council, and Student
Association Council also have
representation on the Council of
Elders.
The involvement of the Council of
Elders in ongoing activities of UCN
has included, but is not limited to,
representation on the Learning
Council and Governing Council, as
well as the standing committees of
the Learning Council and internal
UCN committees such as selection
committees for UCN faculty and nonfaculty positions. The council
provides guidance on academic
development, Aboriginal culture, and
actively participates in UCN
conferences and events.

Learning Council Standing Committees

The Learning Council is responsible for the academic policy of the university college and for
determining courses or programs to be offered; setting criteria for admissions, examinations,
student evaluations, development and course/program evaluation; determining degrees,
certificates, and diplomas to be granted; establishing faculties, internal disciplinary jurisdiction;
establishing procedures for appeals process; and curriculum development.
The Learning Council is to advise the Governing Council, and the Governing Council must seek
advice from the Learning Council, about the following matters: the mission, vision and values of
the university college; policies on the qualifications of teaching staff; the terms of an agreement
to develop and deliver joint academic programs.
The work of the Learning Council is supported by the following Standing Committees:
Academic Planning
Appeals
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Awards
Curriculum and Standards
Executive
Equity
Research, Education, and Learning

Office of the UCN Tri-Council

The Office of the UCN Tri-Council is responsible for coordinating and facilitating the activities of
the Governing Council, and the Council’s standing and ad hoc committees; the Council of
Elders; and the Learning Council. The Office provides administrative and advisory services to
these bodies and serves as the repository of information and data on all matters relating to the
three Councils. The Office provides advice and guidance on jurisdiction, strategy, policy and
process.
Tanya Pidskalny
UCN Tri-Council Executive Officer
Phone: (204) 627-8649
Email: tpidskalny@ucn.ca
For more information about UCN’s Governance:
https://www.ucn.ca/sites/governance/Pages/Governance.aspx

UCN Academic and Research Plan

University College of the North’s (UCN) Academic and Research Plan 2020-2025, ēmēskanākiyak kaskitamasuwinihk isi creating pathways to success, represents the Learning
Council’s response to UCN’s Strategic Plan, and establishes a framework to help ensure that
teaching, learning and research at UCN is high quality, responsive and contributes to
reconciliation with Indigenous peoples.
This Academic and Research Plan establishes three Pillars:
1. Kawi-ototemittuwin Kiskinohamakewinik mina Kiskinohmasiwinik ako
5

Kiskinohamakan Soniya Natohcikwewin: Reconciliation in Teaching, Learning and
Scholarship
2. Kweskinakohewttaw kiskinwamakewin: Transformative Education
3. Kiskinohomakwewin mina kiskinawamakewin Natamakewin Ka ati isi nipwakayak:
Academic and Scholarly Excellence.
Access the plan at:
https://www.ucn.ca/aboutucn/Documents/Academic%20and%20Research%20Plan%2020202025.pdf
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Campus Locations, Education & Training Centres, and Work Force Development
Centres
The Pas Campus
7th and Charlebois, The Pas, Manitoba R9A 1M7
Phone: 204-627-8500 Toll-Free: 1-866-627-8500
Thompson Campus
55 UCN Drive, Thompson, Manitoba R8N 1L7
Phone: 204-677-6450 Toll-Free: 1-866-677-6450
Education & Training Centres
Bunibonibee Cree Nation (Oxford House), Chemawawin Cree Nation (Easterville), Churchill, Flin Flon, Mathias Colomb First
Nation (Pukatawagan), Misipawistik Cree Nation (Grand Rapids), Nisichawayasihk Cree Nation (Nelson House), Norway
House Cree Nation, Pimicikamak Cree Nation (Cross Lake), St. Theresa Point First Nation, Tataskweyak Cree Nation (Split
Lake)
Workforce Development Centres
Swan Valley Workforce Development Centre ( Swan River)
Northern Workforce Development Centre (Thompson)
Training Centres
Opaskwayak Cree Nation Training Centre (Opaskwayak)
Northern Manitoba Mining Academy (Flin Flon)

Education & Training Centres and Workforce DevelopmentContact
Information
UCN Bunibonibee (Oxford House) Education & Training
Centre
General Delivery, Oxford House, MB R0B IC0
Phone: (204) 538-2270

Northern Manitoba Mining Academy
77 Second Avenue, Flin Flon, MB R8A 1K8
Phone: (204) 687-7038

UCN Flin Flon Education & Training Centre
4 Hart Avenue, Flin Flon, MB R8A 0G4
Phone: (204) 687-1560

UCN Pimicikamak (Cross Lake) Education & Training
Centre
P.O. Box 370 Cross Lake, MB R0B 0J0
Phone: (204) 676-2677

Northern Workforce Development Centre
UCN Chemawawin (Easterville) Education & Training Centre 55 UCN Drive, Thompson, Manitoba R8N 1L7
Box 144 Easterville, MB R0C 0V0
Phone: 204-677-6450
Phone: (204) 329-2420
UCN Norway House Education & Training Centre
Box 880 Norway House, MB R0B 1B0
UCN Churchill Education & Training Centre
P.O. Box 1000 Churchill, MB R0B 0E0
Phone: (204) 359-6296
Phone: (204) 675-2975
OCN Training Centre (Opaskwayak)
Otineka Mall, Opaskwayak, MB R0B 2J0
Phone: (204) 620-1705

UCN Mathias Colomb Cree Nation (Pukatawagan) Education UCN St. Theresa Point Education & Training Centre
& Training Centre
Box 449 St. Theresa Point, MB R0B 1J0
Box 323 Pukatawagan, MB R0B 1G0
Phone: (204) 462-2266
Phone: (204) 553-2099
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UCN Misipawistik (Grand Rapids) Education & Training
Centre
Box 238 Grand Rapids, MB R0C 1E0
Phone: 639-2684
UCN Nisichawayasihk (Nelson House) Education & Training
Centre
Box 454 Nelson House, MB R0B 1A0
Phone: 484-2886

Swan River Workforce Development Centre
P.O. Box 726 Swan River, MB R0L 1Z0
Phone: (204) 734-4419
UCN Tataskweyak (Split Lake) Education & Training
Centre
Box 160 Split Lake, MB R0B 1P0
Phone: (204) 342-2621

Community and Industry Solutions

Community and Industry Solutions delivers customized training, continuing education, contract
solutions, and life-long learning options to northern Manitoba. Courses and programs are
provide in the following:
• Business and Management
• Community Support and Development
• Computers and Technology
• Education and Professional Development
• Equipment and Transportation
• Health and Safety
• Trades and Industrial
For more information visit:
https://soar.ucn.ca/ICS/Programs/Community_and_Industry_Solutions/
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Academic Divisions

UCN is structured into four faculties and the Adult Learning Centre. UCN offers between twenty and
thirty different programs annually. The following chart lists the academic divisions, the programs
offered, and the head of the area.
Education & Training Centres
Lynette Plett, Associate Vice-President of Access
General Studies: Adult Education
Mature Student High School Diploma
Faculty of Arts, Business, and Science
Kim Laycock, Dean
Bachelor of Arts
Bachelor of Business Administration
Business Administration
Community Economic Development
Office Assistant
Kenanow Faculty of Education
Gina Guiboche, Dean
Kenanow Bachelor of Education
Early Childhood Education
Early Learning and Child Care
Educational Assistant
Faculty of Health
Vicki Zeran, Dean
Bachelor Nursing
Diploma in Practical Nursing
Health Care Aide
Law Enforcement
Primary Health Care Paramedic
Faculty of Skilled Trades, Apprenticeship and Technology
Gary Melko, Dean
Apprentice training
Heavy Duty Mechanics
Automotive Technician
Industrial Welding
Introduction to Construction Trades
Carpentry/Woodworking
Natural Resources Management Technology
Culinary Arts
Electrical Trades Fundamentals

9

GETTING STARTED – LOGISTICS
This section of the Handbook focuses on logistical and administrative details related to working
at UCN.

Office Space, Mailboxes and Facility Keys
The Dean will arrange office space for instructors in The Pas and Thompson. Additionally, the
Dean will arrange for office, classroom, and other keys as required (as issued through UCN
Facilities Management). Faculty members are not to have keys copied, and any lost or stolen
keys need to be reported to the Facilities Management as soon as possible. In the event that
new or alternate space is required, direct requests to your Dean for consideration by the Space
Allocation Committee.
The Access Centre Coordinator will arrange office and classroom space for Post-Secondary
Education Access Centre (PSEAC) faculty.
The Adult Learning Centre Program Coordinator will arrange office and classroom space for
Adult Learning Centre (ALC) Instructors in Thompson.
The Deans will arrange for faculty members to have access to a mailbox. Mailboxes and keys in
The Pas are issued through Purchasing/Store Department. At the Thompson Campus, mailboxes
and keys are issued through the StoreKeeper.
Mailbox locations:
The Pas – main entry foyer near the Registration Office
Thompson – main floor outside of the loading dock.
Education & Training Centres – contact your Centre CoordinatorWorkforce
Development Centres (WDC) – contact the WDC Manager
Opaskwayak Cree Nation Training Centre – contact the Community Education Coordinator
Northern Manitoba Mining Academy (NMMA) – contact NMMA Operations Coordinator
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Employee ID Cards

Faculty are issued UCN ID cards annually for use in UCN Libraries and for after-hours access to
UCN facilities. In The Pas, ID cards are created by Library Services and in Thompson ID cards
are created by Student Services Reception. In Easterville and Norway House, the cards are
created at the library and in all other Post-Secondary Education Access Centres (PSEAC)
coordination should be done to have ID cards created in either Thompson or The Pas.
Note: Verification of employment status is required prior to issuing ID cards – ensure that HR
has you listed in their database prior to scheduling your photo and ID creation in The Pas or
Thompson.

Parking

In both The Pas and Thompson, scrambled parking is in effect. You will receive a map indicating
the designated parking areas with your parking pass.
Since parking space is limited and there are no assigned parking spots available, parked vehicles
are monitored and checked for proper display of the parking pass within the pass designation. If
a pass is not displayed or the vehicle is parked out of its designated parking area, either a
warning or a ticket may be issued at Security’s/Management’s discretion. Please ensure your
parking pass is clearly displayed in your windshield from your rearview mirror whenever you
are parked in a UCN parking stall.
For Post-Secondary Education Access Centre parking see your Centre Coordinator.

Computer Access and Email

You will be provided with a UCN email address when you start your employment with UCN.
The standard protocol for UCN employee emails is: first initial + full last name @ ucn.ca (all
lower case). For example, if you want to send an email to UCN employee Mary Jones, it likely
will be: mjones@ucn.ca. An exception to this protocol is when two people have the same first
initial and last name, in which case one member will likely have a middle initial added to their
email address.
A staff directory is available on the upper right-hand side of UCN.ca and a global address book
is searchable in Outlook from the To: line of any email.
Your UCN email login can be used to login to any computer on the UCN network, whether
that be in a lab, library or lecture podium. In order to access library databases, you must
contact the local librarian to establish an account. In The Pas: contact Heather Smith
204.627.8561 or hsmith@ucn.ca, in Access and Education Centre Communities: Cheryl
Sinclair 204.627.8541 or csinclair@ucn.ca and in Thompson: Betty Braksma 204.677.6408 or
ebraaksma@ucn.ca.
UCN Acceptable Use Agreement: All staff and faculty are required to sign an acceptable use
form as part of hiring process. The agreement is based on policy IT-01-01 Acceptable Use of
Computers & Communication Resources. It is your responsibility to become familiar with this
policy which can be found online at:
https://soar.ucn.ca/ICS/Welcome/Policies/Internal_Policies.jnz
To access the policy, you will need to sign in using your user name and UCN password.
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Phone

UCN staff and faculty in The Pas and Thompson, in most cases, will be assigned a phone line.
In The Pas and Thompson, the phone system is an Internet-based Voice-Over-IP (VoIP) that is
administered by the UCN IT Department. Phone lines for community-based instructors will be
determined by the respective Post-Secondary Education Access Centre Coordinator or
Community Education Coordinator.

Voicemail and Cell Phones

All VoIP phones should have access to UCN voicemail. Your default ‘pin number’ for initial
voicemail access/setup is "123456". You should change this pin ASAP. To access your new
voicemail, press the "messages" button on your phone. The number for accessing voicemail
from outside UCN is 204-627-8595 for The Pas local, or 855-738-8805 from outside The Pas
and in North America. Access to phone documentation can be found at
For any phone/voicemail service issues, contact the VoIP Administrator or email
support@ucn.ca. Emailing support@ucn.ca will automatically generate a support ticket.
Cell phones and wireless devices are subject to reporting procedures as defined by IT policy
IT- 01-02, which can be found by going to
https://soar.ucn.ca/ICS/Welcome/Policies/Internal_Policies.jnz
To access the policy, you will need to sign in using your user name and UCN password.

Fax Machines

Not all faculty offices are equipped with fax machines; however, fax machines are available for
faculty use through various locations at the main campuses and PSAEC’s. Please check the UCN
Telephone/Fax Directory for a number and location nearest you, or contact your Dean for more
information.

Room Bookings

Internal Users
The Academic Coordinator’s office is responsible for booking of all UCN classrooms for use by
instructors for courses in The Pas and Thompson, and some Post-Secondary Education Access
Centres (PSEAC). Instructors in need of additional class time in Thompson or The Pas must
email scheduling@ucn.ca directly.
PSEAC instructors should contact their centre coordinator for room schedules. Note: all
changes to class schedules must be approved by the Faculty Dean and be in the best interest
of students’ schedules.
UCN employees are able to book rooms for meetings and events through Celcat and should
contact the Academic Coordinator’s office for their Celcat login information.
External Users
Scheduling of classroom space or other UCN space (boardrooms, cafeteria, etc) for use that is
not course related can be made by printing a booking form and emailing it to
bookings@ucn.ca. The booking forms may be found at:
UCN.ca – Faculty & Staff – Room Bookings
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https://www.ucn.ca/sites/studentdevelopment/Pages/Event-Booking.aspx

Photocopying

Photocopying
The print shop, located on The Pas campus, is a self-serve operation. The print shop is for
UCN faculty and staff use only, and can be accessed with a classroom key; security will also
grant access when presented with a staff card. There are two copiers in the room for your
copying and printing needs, and the computer in the shop is logged into a generic account for
use to print from. In Thompson, photo copiers are located in the common areas of each floor
which allow for both printing and copying. On Thompson campus, contact IT to be linked to a
common area printer to print from your computer and to be assigned a copier ID number to
the nearest machine. For additional paper in Thompson, contact a Learning Technologies
Facilitator (LTF): ltf@ucn.ca.

Collective Agreement

UCN recognizes the Manitoba Government and General Employees Union (MGEU) as the sole
and exclusive bargaining agent for faculty, except where specifically excluded by agreement
within the current collective agreement. The current collective agreement is located at:
https://soar.ucn.ca/ICS/Employee_Info/Human_Resources/
You will need to sign in using your user name and UCN password.

Human Resources Forms & New Employee Orientation

Employee Assistance Plan (EAP) information

Collective Agreement UCN April 1, 2018 to May 31, 2022
Dayforce Logon Procedure
Dayforce is an online platform where employee leave is tracked
Faculty Work Plan
HRD form - Human Resources Development Application must be completed and submitted to
the dean for approval to be supported to attend professional development activities.
Check with your dean to confirm HRD application deadlines
Leave Form - Must be completed to request and to account for all leave time (including sick
and vacation leave)
Seniority Report
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SUPPORT FOR TEACHING AND RESEARCH CENTRE FOR LEARNING, EDUCATION, AND
RESEARCH – CLEaR
The Centre for Learning, Education, and Research (CLEaR) is committed to strengthening
teaching and research across all UCN programs. Additionally, CLEaR provides leadership and
guidance to ensure that Indigenous knowledge and practices are embedded in curriculum,
teaching practices, and research. The work done within and by CLEaR will adhere to established
quality assurance standards.
The work of CLEaR focuses on four main areas:
•
Curriculum development – Academic Development
•
Indigegogy – Academic Development
•
Teaching supports (focused on technology) – Instructional Services
•
Research
•

Faculty/librarian professional development

The work of CLEaR aligns with UCN’s mission, vision, Seven Sacred Teachings, and strategic
directions.
CLEaR provides training, resources, and activities to the entire UCN community which include:
•
Creating and maintaining an online repository of resources and website links;
•
Providing support, mentorship, and guidance in Indigegogy;
•
Organizing presentations and workshops on teaching and instructional technology
topics;
•
Providing support for remote course delivery;
•
Coordinating a new faculty orientation (distinct from the human resources orientation);
•
Working with faculty to identify, develop, and share critical skills and best practices in
research;
•
Providing leadership in projects and initiatives focused on Indigegogy, pedagogy, and
research;
•
Offering mentorship between faculty members;
•
Recognizing exemplary faculty instructional practices and research endeavours; and
•
Creating a culture of collaboration among faculty to enhance instructor skills and
improve the learning outcomes for students.
The work of CLEaR is supported by the units for the Reconciliation, Research, and Academic
Innovations department.
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RECONCILIATION, RESEARCH, AND ACADEMIC INNOVATION

ACADEMIC DEVELOPMENT, INSTRUCTIONAL SERVICES, LIBRARIES, RESEARCH

CENTRE FOR LEARNING, EDUCATION, AND RESEARCH

In addition to the support provided by RRAI, direction is provided to CLEaR through an Advisory
Committee. The CLEaR Advisory Committee has representatives from faculties, Post-Secondary
Access Centres, and Industry and Training Solutions.
For more information or to access the services of CLEaR, contact the Director of CLEaR, Ann
Barbour-Stevenson (abarbour-stevenson@ucn.ca).
The following section highlights the role and services provided by each of the RRAI units that
supports CLEaR.

Academic Development

The members of the Academic Development team:
• Work with faculty to promote best practices in teaching and learning
• Assist with course and curriculum planning and delivery (including effective teaching,
teaching strategies, innovations in adult education field, approaches to assessment)
• Assist with program and course development and renewal
• Create resource to support teaching at UCN
• Provide support to faculty with quality assurance initiatives such as Program Reviews,
Program Advisory Committees, and Student Course Evaluation surveys
• Provide leadership to UCN’s reconciliation mandate
• Work with faculty to ensure that curricula reflect Indigenous and northern philosophies,
values, traditions, languages, and teaching methodologies
• Provide support with respect to general understanding of the indigenization of UCN’s
curricula, practices, and processes
• Work collaboratively with faculty, staff, Elders, external organizations and communities
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Academic Development Contacts
abarbourstevenson@ucn.ca

Janet Sainsbury

Manager of Academic
Development
Educational Developer

Ethel Nyabeze

Quality Assurance Coordinator

enyabeze@ucn.ca

Melanie Belmore

Indigenous Projects Manager
/Indigenous Curriculum Specialist
Indigenous Projects Officer/
Indigenous Curriculum Specialist
Indigenous Curriculum Specialist

mbelmore@ucn.ca

Ann Barbour-Stevenson

Valdine Flaming
Naithan Lagace

jsainsbury@ucn.ca

vflaming@ucn.ca
nlagace@ucn.ca

If a faculty member is unsure who to contact for support from the Academic Development
team, email Ann Barbour-Stevenson. She will ensure that you are connected with the
appropriate team member(s).

Indigegogy

Teaching and learning at UCN is high quality, responsive and contributes to reconciliation and
indigegogy at UCN begins with a range of inclusion attitudes, perspectives and behaviours. By
incorporating indigeogy in all teaching and learning at UCN, faculty can empower both
students and themselves with transformative acts which support reconciliation. Teaching and
learning with indigegogy is an all-encompassing commitment which is recommended for all
people working within a post-secondary environment. Indigeogoy is an ethical response to
question of providing higher education in northern Manitoba, a region in which 70% of the
population consists of Indigenous peoples.
•
•
•
•
•

Indigegogy directly concerns all teaching and learning environments at UCN such as
classrooms, labs, campuses and Access Centres.
Indigegogy is ultimately grounded in the specific place, language and culture of the
Indigenous peoples and communities of northern Manitoba.
Indigegogy applies to all human interactions in those learning environments including
those mediated by educational technology.
Indigegogy may be implemented and practiced by all at UCN who are engaged in
direct teaching and learning.
Indigegogy in teaching and learning at UCN is practiced according to diverse personal
and professional orientations, affiliations, and aspirations.

Teaching with indigegogy is based in self-reflection and reciprocal relationship which includes
the four ways of knowing: emotional, spiritual, cognitive and physical. Including these ways of
knowing in your curriculum may help you ensure that the knowledge found in your course is
holistic, experiential, place-based and intergenerational. You need not be an expert in
Indigenous knowledges to teach with indigeogy; simply begin by questioning what counts as
knowledge in your field and begin searching for Indigenous perspectives in one of the UCN
libraries.
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For resources on incorporating indigegogy, reach out to any one of our Indigenous Curriculum
Specialists.

Instructional Services
Instructional Services supports students and faculty in the use of technology in teaching and
learning. IS manages UCN’s learning technologies and advises on best pedagogical practices
for their use. IS maintains UCN’s learning management system, UCNLearn, and provides
course-related supports for it and related technologies, including Can8 and web conferencing
(e.g., Zoom).
Instructional Services staff provide orientations, training and supports to faculty and students
for online and technology-mediated teaching and learning. Services available include:
•

course design and development for online, blended and distance teaching

•

recommendations based on learning theory and best practices such as the Quality
Matters standards

•

selection and alignment of online technology tools

•

orientation and training on educational technologies and course design

•

setup, orientation and supports for UCNLearn (UCN’s online course management
system)

•

classroom supports for online, blended and technology-mediated courses
(connections, exam proctoring support)

For more information: https://soar.ucn.ca/ICS/Programs/RRAI/Instructional_Services/

Instructional Services Contacts
Terralyn McKee

Learning Technologies Specialist

tmckee@ucn.ca

IS’s Learning Specialists consult with faculty on course design. They promote
pedagogically appropriate applications of technology. And they determine strategic
directions for the acquisition and use of learning technologies at UCN.
Sarah Warner

Learning Technology Supervisor

swarner@ucn.ca

The Learning Technology Supervisor manages the daily activities of UCN’s Learning
Technology Facilitators (LTFs). The LTFs assist faculty, instructors and students
participating in online, blended and remote classes.

Learning Technology Facilitators
Learning Technology Facilitators (LTF) are educational assistants. They work as a team to
support faculty members and ensure a positive student learning experience. For more about
working with LTFs and the services they provide, please refer to the ‘Guide to Instructional
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Services’ available here.
Technology supports are available from 8:30 a.m. to 9 p.m. Monday to Friday and by special
arrangement during off-hours. Contact sheets for the LTFs are posted in each distance
classroom. These comprehensive contact lists are to be used by instructors, staff and
students when assistance is required during class sessions.
Note: Many LTF services require lead time. LTFs need at least 48 hours’ notice for
photocopying and other support services such as classroom setup, supervision and
equipment assistance. Assistance with video streaming or electronic file preparation requires
more time – schedule early! Contact the Learning Technology Supervisor at swarner@ucn.ca.
For the Invigilation Support request form:
https://soar.ucn.ca/ICS/Programs/RRAI/Instructional_Services/Academic_Integrity.jnz?portle
t=Handouts

Library Services
UCN has physical library facilities on campus in The Pas (library@ucn.ca) and Thompson
(libraryth@ucn.ca), as well as the joint-use Public Libraries listed below. Everyone must have
a UCN photo identification card in order to borrow material from the Library. UCN ID cards
need to be renewed at the start of the new school year. Library staff can assist with locating
and obtaining materials within our collection or from external sources for use in your classes.
For more detailed information refer to the Faculty and Student Support section of this
document.

Library Contacts

Cheryl Sinclair
Regional Libraries Administrator
csinclair@ucn.ca
Heather Smith
Librarian, Oscar Lathlin Research Library hsmith@ucn.ca
Monica Mun
Librarian, Wellington & Madeleine Spence Memorial Library
mmun@ucn.ca
More details about Library Services can be found in the Student and Faculty Support Services
section of this Handbook.

Research Office

The UCN Research Office is a part of Office of Reconciliation, Research and Academic
Innovation (RRAI). It provides the support services listed below to facilitate research and
scholarly activity by faculty, non-instructional staff, Elders and students relating to their
professional disciplines or areas of study.
Research policies & resources
• Liaison with UCN Research Ethics Board (REB)
• Liaison with UCN Animal Care Committee (UCN ACC)
18

•
•
•

Liaison with UCN Research, Education & Learning (REAL) Committee
Liaison with Centre for Learning, Education and Research (CLEAR)
External events & opportunities related to research

The word ‘research’ is intended to encompass a broad range of enquiry by UCN faculty, nonteaching staff, students, and Elders. These lines of enquiry take different forms within a range
of contexts including, for example, learned academic study in the humanities; discovery
research in the sciences; social innovation in the social sciences; applied research in
technology and trades programs; practicums in health; capstone projects in business; and
action research and land-based projects in education programs.
RRAI is one component of a larger interconnecting environment supporting research at UCN
that also includes the REAL committee of UCN’s Learning Council, the CLEAR, the UCN REB
and the UCN ACC. All research-related activity falls under the authority of the Vice-President,
Academic & Research as well as the Vice-President, RRAI.
UCN’s Manager of Research is the ‘go-to’ person for information regarding policies,
procedures or forms; involving human participants or animals in research; signing authority
for research agreements; applying for research funding; hiring a student research assistant;
and other research-related topics. The UCN Researcher Guide provides essential information
and links on these topics, and is accessible at
https://www.ucn.ca/sites/RI/Research/Pages/Research.aspx

Research Office Contact
Guru Chinnasamy, Ph.D.
204-677-6363

Manager of Research gchinnasamy@ucn.ca

More details about the Research Office can be found in the Student and Faculty Support
Services section of this Handbook.

https://www.ucn.ca/sites/library/locations/thompson/Pages/Thompson_Location.aspx
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TEACHING AT UCN

This area of the Handbook highlights policies and procedures specific to teaching at UCN. Many
of the sections refer the reader to further information available on UCN’s website, on the
intranet, and in the Academic Calendar. The information contained in this section provides a
brief overview of key information relevant to teaching of UCN.

Academic Schedule 2022 - 2023

College and university programming in scheduled in four terms:
Term 10
June 1, 2022 – August 26, 2022
Term 20
August 29, 2022 – December 23, 2022
Term 30
January 3, 2023 – April 21, 2023
Term 40
April 24, 2023 – June 20, 2023
Adult Learning Centre courses are scheduled in two semesters:
Semester 1 September 7, 2022 – January 27, 2023
Semester 2 February 6, 2023 – June 27, 2023

Refer to the Academic Calendar for details about other important dates (e.g. registration
periods, voluntary withdrawal dates, breaks, etc.) at https://soar.ucn.ca/ICS/Programs/

Bookstore and Ordering Course Materials

Faculty members are responsible for selecting texts and other student supplies required for
each assigned courses and programs. Every May and November, the previous year’s booklists
and order forms are sent by the UCN Bookstore Supervisor to each Faculty Dean. The Deans’
administrative assistants distribute the lists to faculty members for review and revision.
Revised booklists should be returned to the same administrative assistants who then return
the revised booklists and completed order forms to the Bookstore Supervisor. Bookstore
order forms are available from the Bookstore Supervisor and should always be sent to your
Dean’s administrative support before an order is placed.
For ALC courses: the Program Coordinator distributes the lists to ALC Instructors for review
and revision and returns the revised booklists and completed order forms to the Bookstore
Supervisor.
To Order Textbooks:
1. Revised booklists must include course codes, title, publisher and current ISBN’s. All
new textbooks must be listed on the Bookstore order form.
2. Faculty members are asked to mark changes, additions and deletions on the existing
booklists rather than submitting lists by electronic format.
3. Please include a signed copy of the booklist for bookstore records.
4. Please allow 4-6 weeks when placing orders to ensure time for backorders and
deliveries to remote communities.
Bookstore orders are placed for one current academic term only. Instructors must make
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arrangements with the bookstore to carry over textbooks from term to term. Booklists are
distributed bi-annually to best support academic scheduling and ordering deadlines are
strictly followed.
Please use textbooks with return privilege whenever possible so that unsold textbooks can
be returned for credit. Textbooks purchased without return privilege and those returned
with restocking/shipping fees will be charged to the budget of the originating program.
Free Instructor desk copies are available from the Publishers and must be ordered directly by
the Instructor. Optional textbooks should be listed as such. This allows students to have
correct documentation for the sponsorship funds allotted for textbooks.
Printed course packs are not sold by the Bookstore and are available through the library
website only. To coordinate an online course pack, contact the UCN Librarian. Custom lab
manuals can be printed and sold through the bookstore, and must be formatted and ready to
print before being submitted to the Bookstore Supervisor.

Course Outlines

For each course assigned, the faculty member must develop a course outline that is approved
by the faculty Dean and distributed to students during the first scheduled class. Deadlines for
the submission of outlines to the dean differ by faculty; please consult with your Dean for the
appropriate deadline.
The expectations for and the content of course outlines are articulated in policy AC-03-03. The
policy is located on the intranet. To access the policy, staff and faculty must log in.
https://soar.ucn.ca/ICS/Welcome/Policies/
To prepare an outline, faculty should:
• Use the most current and approved version of UCN’s course outline template. The
course outline is stored on the UCN intranet
https://soar.ucn.ca/ICS/Employee_Info/Academic_Division/
•

Be sure to include your current contact information. Email contact between students
and faculty members, and between faculty members and Dean, must be through their
UCN email accounts.

•

Obtain the course calendar description, learning outcomes, and grading scale from the
Dean and/or faculty members. Course descriptions, learning outcomes, traditional
territory acknowledgment statement and grading scale are fixed. These elements
cannot be changed without obtaining appropriate approval.
Be specific in terms of dates and requirements for assessments (i.e. exams, papers, etc.).

•
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•

Always include a specific Voluntary Withdrawal Date in your outline. The Voluntary
Withdrawal Date is supplied by Enrolment Services. Voluntary Withdrawal dates are
listed in the Academic Calendar at UCN.ca (https://soar.ucn.ca/ICS/Programs/).

•

Email the outline to the Dean for review, signature, and dating.

•

When the signed and dated copy has been received from the Dean, photocopy or post a
copy of the signed outline in UCNLearn. Ensure that students have access to the course
outline for the first scheduled class period.

Faculty members, who plan to include student-negotiated terms within the course outline,
must provide a course outline within the first week of courses. Consult your Dean for guidance
on this process for University courses.
Information about specific requirements of the course outline and related policies are
highlighted below.

Course Learning Outcomes

As described in Police AC-03-03, faculty are expected to use the approved course learning
outcomes. Beginning in the 2020-2021 academic year, all new course and revised courses are
expected to include at least one learning outcome that is inclusive of Indigenous knowledge,
pedagogy, or content. Assistance in developing course learning outcomes is available from
Academic Development staff.

Voluntary Withdrawal Date

Each course will have a designated voluntary withdrawal (VW) date. Students may withdraw
from any course without academic penalty prior to the course withdrawal date. These dates
are required information in the course outline students receive and are calculated by
Enrolment Services. For courses that fall outside of the regular course schedule faculty
members will contact Enrolment Services for the course VW date.
Registration Revision Request (Withdrawal) forms are available through Enrolment Services
and students must submit the forms to Enrolment Services prior to the deadline. Students who
fail to withdraw prior to the deadline, but stop attending classes, will receive a grade of F. ALC
students will receive a grade of 0%. Please assist your students in understanding this rule.
Policy AC-01-16 Voluntary Withdrawal and AC-01-20 Retro Active Withdrawal guidelines and
rules for withdrawal. The policies are located on the UCN intranet
(https://soar.ucn.ca/ICS/Welcome/Policies/). To access the policy, staff and faculty must first
log in to SOAR.
Additional information about withdrawal practices and procedures can be found in the
academic calendar sections 6.20 Involuntary Withdrawal, 6.26 Retroactive Withdrawal, and
6.28 Voluntary Withdrawal (https://soar.ucn.ca/ICS/Programs/).
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UCN Grading Scale

The approved Course Outline template includes the authorized UCN grading scale -

Some courses/programs/faculties may utilize different grade scales.
For more information, see policy AC-03-02 Grading
(https://soar.ucn.ca/ICS/Welcome/Policies/).

Statement of Academic Integrity

A Statement of Academic Integrity is mandatory for all course outlines and is included on the
approved course outline template. The definitions of and procedure for dealing with academic
integrity can be found in the Academic Calendar (https://soar.ucn.ca/ICS/Programs/).
For more information, see policy AC-01-26 Academic Integrity
(https://soar.ucn.ca/ICS/Welcome/Policies/).
Forms of academic dishonesty include:
a)
using unauthorized materials in examinations or other evaluations;
b)
plagiarism;
c)
falsifying data or documents;
d)
cheating or helping others cheat in any way;
e)
any other acts which compromise the integrity of the evaluation process.
All instances of academic dishonesty will result in a grade of zero for the assignment or
occurrence, and could be grounds for suspension from the course. Instances of multiple
infractions of academic dishonesty may result in suspension from the University College for a
period of twelve months as of the date of the infraction. Any decision regarding academic
dishonesty may be appealed.

Class Lists

Course lists are available for faculty on the SOAR section of the UCN website https://soar.ucn.ca/ICS/Faculty_and_Advisors/
Additionally, class lists can be found in each UCN course shell under the Communication tab.
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Student Withdrawal from Course

A student wishing to withdraw from a course must forward a completed Registration Revision
Request form to Enrolment Services by the last date for Voluntary Withdrawal without
academic penalty. A grade of VW will be recorded for the course. Students will receive a
grade of F in those courses from which they do not formally withdraw. The onus is on the
student to complete the registration revision form and to ensure that it is received by
Enrolment Services by the required date. Informing the faculty or staff member of intent to
withdraw or not attending class does not constitute a withdrawal.
Once the withdrawal form has been processed by enrollment services, the student’s name
will be removed from the class list. A student is not required to notify their instructor or
professor of their intention to withdraw from a course.
Additional information about the withdrawal process can be found in the Academic Calendar
(https://soar.ucn.ca/ICS/Programs/).

Student Attendance

It is important that all faculty members communicate to their students the importance of
regular attendance in classes, labs, and special course events. Research has shown that regular
attendance is a key factor in student success. Faculty members are responsible for recording
student attendance, as is appropriate, and to have that attendance information available as
needed. Attendance records are key pieces of evidence that are used by faculty, Deans and
other academic administrators, counsellors and others when advising students on their
progress or when dealing with other situations, such as requests for extensions of assignments,
test/exam deferrals, student appeals and questions from sponsors. Not having this information
available will negatively impact any potential holistic decisions that may need to be made
regarding your students.
It is important to keep daily attendance records, for both face-to-face and for technologymediated courses. Learning Technologies Facilitators (LTFs) can provide ideas to faculty as to
how to take attendance when teaching remotely.
Please direct any general queries related to student attendance tracking and expectations to
your Dean.
NOTE: Faculty members must ensure that the student has provided release of
information in accordance with FIPPA (Freedom of Information Protection and
Privacy Act) before disclosure of any student information to external agencies (ie:
sponsors, employers, parents).

Cancellation of a Class

Only in exceptional circumstances should a faculty member cancel any scheduled instructional
activity (e.g. class, lecture, seminar, lab, etc.). When specific steps must be followed in all cases.
Check with the Department’s Office and/or Chair for specific procedures.
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Learning Technologies Facilitators / Educational Assistants
Learning Technologies Facilitators (LTFs) support faculty in the use of learning technologies.
Technology supports are available from 8:30 a.m. – 9:00 p.m. Monday – Friday and by special
arrangements during off-hours. Contact sheets for the LTFs have been posted in each room
designated for videoconferencing, web conferencing and distance learning. They are
comprehensive contact lists to be used by instructors, staff and students if assistance is required
during class sessions.
Learning Technologies Facilitators (LTF) work in a team approach with faculty members in order
to ensure a positive student learning experience. For more information on working with
Learning Technologies Facilitators, and the services they provide, please refer to the document:
‘Guide to Instructional Services’. Copies are sent to Faculty every fall or may be accessed online
at UCN https://soar.ucn.ca/ICS/Programs/RRAI/Instructional_Services/.

Tests & Examinations: Administration and Invigilation
The administration and invigilation of exams adheres to policy AC-01-34 Student Evaluation
Examination ((https://soar.ucn.ca/ICS/Welcome/Policies/).
Exams are typically invigilated by faculty members. However, this is not always the case,
particularly for technology-mediated courses in multiple locations. Faculty who require support
to invigilate exams being written in multiple locations should contact the Learning Technologies
Supervisor (ltf@ucn.ca) well in advance of the exam date. A flowchart of the process for
requesting invigilation support is seen on the next page.
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Procedures for Remote Invigilation Support – via Learning Technology Facilitator
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The Centre for Learning and Research (CLEaR) can provide support to faculty in the creation
of their exams.

Supplemental Exams

Faculty identify on course outlines whether the course supports Supplemental Exam privileges.
Guidelines and criteria for supporting Supplemental Exam privileges can be found in policy
AC-01-05 Supplemental Examination (https://soar.ucn.ca/ICS/Welcome/Policies/).

Incomplete Course Work

Faculty will provide students with every reasonable opportunity to complete course
requirements. In exceptional circumstances, an instructor may assign a student a grade of INC
(incomplete). Final grades of INC should not be assigned indiscriminately. ALC Instructors must
review both the assignment of an INC grade as well as the plan to support students with the
ALC Program Coordinator, prior to grade submission.
When a grade of INC will be assigned when the faculty member has approved a student’s
‘Request for an Incomplete Grade’ form to the instructor. An INC (incomplete) grade
automatically becomes an F (Fail) 45 calendar days after the end of the term unless a grade
adjustment has been submitted to Enrolment Services.
Policy AC-01-08 Incomplete grade policy highlights criteria, process and procedures related to
incomplete grades (https://soar.ucn.ca/ICS/Welcome/Policies/).

Grade Submission

Faculty must log into through SOAR to submit grades online
(https://soar.ucn.ca/ICS/Faculty_and_Advisors/).
Faculty must submit the final grade for courses with no final exam within five business days of
the last day of scheduled classes. For courses with final exams, faculty must submit final grades
within five business days of the last day of the exam period. For more information, see AC-0302 Grading (https://soar.ucn.ca/ICS/Welcome/Policies/).
Adherence to these deadlines helps to ensure student records are complete, subsequent
registration permitted, end of term academic performance is calculated and graduation
documents prepared in time for students to convocate. Sponsoring agencies also require
information on their students’ progression and graduation to continue to support them. Please
see the Academic Calendar and policy AC-03-02 for a list of possible grades and grading
symbols. Please note that the grading symbols AU, CR, FIW, GNR RW, VW and W are assigned
by Enrolment Services, and will be printed on the grade sheets when faculty receive them.
Faculty may not assign these grades. In addition to letter grades (or percent grades by ALC)
faculty may use only these grading symbols: FL, FNS, INC, P, S, and U. Note that S and U are
assigned only for non-credit courses.
As per policy AC-03-10 Faculty Student Records, faculty are expected to grades, exams, tests,
and papers for one year before destroying them (https://soar.ucn.ca/ICS/Welcome/Policies/).
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Grade sheets will be emailed to instructors who teach courses in Post-Secondary Education
Access Centres (PSEAC) and Workforce Development Centres.

Grade Adjustment

Once a final grade has been submitted, it may only be changed by formally completing a ‘Grade
Adjustment Form’. Grades may be changed in the event of an error in calculation, or when an
incomplete grade is to be revised. Grade change forms are available at
https://soar.ucn.ca/ICS/Employee_Info/Academic_Division/
Once the Grade Adjustment Form has been completed, please submit the form to your Dean.
The Dean’s Office or the Post-Secondary Education Access department will submit the
completed form to Enrolment Services. For ALC Instructors, please submit the form to the ALC
Program Coordinator.

Academic Appeals

Students have the right to appeal an assessment of skill demonstrations and/or clinical,
practical, or work experiences; marks earned on individual assignments, tests and
examinations; and final grades. Policy AC-01-06 Academic and Disciplinary Appeals governs the
appeals process (https://soar.ucn.ca/ICS/Welcome/Policies/).
Also, the appeals processes and procedures are outlined in the Academic Calendar
(https://soar.ucn.ca/ICS/Programs/).

Student Feedback on Learning Experience

Student feedback on learning experience reports are mandatory for every course at UCN
(Collective Agreement, 75:08(a)).End-of-course reports provide valuable feedback from
students, and allow UCN to continually assess and improve upon the learning experiences of
its students.
University College of the North is committed to excellence in teaching, academic programming and
students' learning experiences. Each term, UCN conducts surveys to get student feedback on their learning
experience in their courses and gather valuable information that will help maintain and improve the quality
of courses and teaching at UCN.
Feedback surveys are available for all courses at UCN; see Collective agreement, 17.08(a) and Policy AC-0118 -Student Feedback on Learning Experience (SFLE) ( under review). The Quality Assurance Coordinator
manages the course feedback process.
For courses they are enrolled in, students will receive an invitation via email with a link to complete their
surveys. Students can also access the survey via links available in the students' UCNLearn accounts.
For courses that run for one entire term, the first invitation is sent approximately twenty-one days before
the course's end date. When this first invitation is received, the students can access the survey. The survey
remains open for two weeks or one week before the course end date. After the first week, students who
have not completed the survey will receive a reminder to encourage participation.
For courses shorter in duration than an entire term, enrolled students will receive their initial invitation
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email closer to the end date of the course date, and the course survey window will be appropriate to the
course length.
Effective Fall Term 2022, UCN will be using a new online course feedback tool called Qualtrics. This tool
offers enhanced reporting capabilities through interactive dashboards and the ability to export course
survey reports as PDFs. Student feedback reports will be available through the Qualtrics Dashboard
reporting tool to all UCN faculty and deans; 7 days after the end of the course date.
For more information about the UCN's online student feedback survey process or how you can help
increase student survey response rates, please contact the Quality Assurance Coordinator at sf@ucn.ca.

Confidentiality of Student Information and Retention of Student Records

Faculty must adhere to the Freedom of Information and Protection of Privacy Act (FIPPA) (See
Policies Section in this document). Faculty must keep students’ personal information private
and secured, refrain from sharing student information, and ensure that you have consent and
the legal right to share the information before you share personal information with anyone
but the student in question.
As per policy AC-03-10 Faculty Student Records (https://soar.ucn.ca/ICS/Welcome/Policies/),
all paper-based faculty student records must be secured in a locked filing cabinet within a
secure location. All faculty student records, paper or digital, must be disposed of within
appropriate timelines as follows:
Student withdraws from faculty/department/program: Retain records from the withdrawal
date plus three years, then destroy.
Student graduates or completes the program: Retain records for three years after graduation
or completion, then destroy.
Records associated with clinical/practicum activity such as the solicitation, receipt and
evaluation of criminal records check, vulnerable person check, child abuse check, adult abuse
check, immunization and any supporting documents and related correspondence: Retain
records until end of use plus six months, then destroy.
Student exams, tests and papers: Retain records until end of course plus one year, then
destroy.

Teaching for Learning in Applied Education Certificate Program

(the revised Certificate in Adult in Education Program)
University College of the North partners with Red River College Polytechnic to offer the Teaching for
Learning in Applied Education (TFL) program. The program focuses on entry-level skills instructors need to
be effective teaching adults in an applied learning environment. This program supports research that
suggests knowledge and skills related to teaching for learningas well as subject area expertise are integral to
student, instructor and institutional success.
Upon successful completion of this program, students will be awarded a post-graduate
certificate from Red River College Polytechnic.
The program is a condition for employment for UCN college instructors (as per the UCN
collective agreement Article 54). However, all faculty and staff may be eligible to enroll. For
information about the TFL program, contact Ann Barbour-Stevenson
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abarbourstevenson@ucn.ca

Academic Policies, CASL, FIPPA, and PHIA

All UCN staff and faculty must adhere to UCN policies and it is the responsibility of the faculty
member to familiarize themselves with the approved policies. The Learning Council and its
standing committees are responsible for the development and review of academic policies.
Additionally, faculty are expected to adhere to certain provincial and federal regulations. In
addition to UCN policies, this section highlights FIPPA, PHIA and CASL regulations.

Academic Policies
All faculty and staff at UCN are expected to be familiar with and to follow UCN’s approved
academic policies. UCN policies are located on the UCN intranet
(https://soar.ucn.ca/ICS/Welcome/Policies/).
The academic policies are sorted into four categories:
AC-01
Student policies
AC- 02
Faculty policies
AC-03
Programs
AC-04
Research
The following list highlights academic policies closely related to teaching and research at UCN.
AC-01-05
Supplemental Examinations
AC-01-06
Academic and Disciplinary Appeals
AC-01-08
Incomplete Grade
AC-01-10
Absence from Tests
AC-01-13
Course Repeats
AC-01-16
Voluntary Withdrawal
AC-01-18
Student Rating of Instruction
AC-01-20
Retroactive Withdrawal
AC-01-23
Academic Performance
AC-01-26
Academic Integrity
AC-01-27
Student Discipline
AC-01-28
Student Code of Rights and Responsibilities
AC-01-34
Student Evaluation Examination
AC-03-02
AC-03-03
AC-03-08
AC-03-10
AC-04-02

Grading Policy
Course Outlines
Indigenous Curriculum
Faculty Student Records
Integrity in Research and Scholarly Activity

Information Technology Policies
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UCN Information Technologies policies are also located on the UCN intranet
(https://soar.ucn.ca/ICS/Welcome/Policies/).
The following Information Technology Policy is most relevant to teaching and research at UCN:
IT-01-01
Acceptable Use of Computer and Communication Resource Policy

Canadian Anti-Spam Legislation (CASL)

Canada's Anti-Spam Legislation (CASL) has been put into effect to deter unsolicited electronic
messages. CASL prohibits organizations from sending Commercial Electronic Messages (CEMs)
unless the sender has the consent of the recipient. CASL also prescribes mandatory content for
CEMs, such as sender identification, contact information, and an unsubscribe mechanism.
More information about CASL can be found at https://crtc.gc.ca/eng/internet/anti.htm.

Freedom of Information and Protection of Privacy Act (FIPPA)

Freedom of Information and Protection of Privacy Act (FIPPA)
As a publicly funded post-secondary institution, staff and faculty at UCN are required to
follow the Freedom of Information and Protection of Privacy Act (FIPPA). FIPPA is provincial
legislation intended to make public bodies more open and accountable by providing the
public with a right of access to records and to protect personal information from
unauthorized collection, use, or disclosure by public bodies.
Some Privacy Do’s
• Do keep students’ personal information private and secured, in a place that only you
can access when you’re not using it.
• Do keep personal information to yourself.
• Do make sure that you have consent and the legal right to share the information
before you share personal information with anyone but the student in question.
• Do reach out to ask questions if needed.
Some Privacy Don’ts
• Don’t leave personal information out where others can see it.
• Don’t talk about students’ progress/grades/life circumstances with people who don’t
need to know it.
• Don’t assume that people on the phone/email saying that they’re the student’s
sponsor/the RCMP/relatives etc. are who they say they are. Even if they are, they
might not have the authority to get whatever information they’re trying to get.
• Don’t discuss one student’s progress with other students.
• Don’t give information to people in the community where you’re working unless
you’re authorized to by law or with consent.
• Don’t be afraid to ask questions!
• First Nations are not covered by FIPPA. This doesn’t mean that they don’t have
confidentiality policies or privacy policies, just that they do not fall under provincial
privacy and access information statutes. Just remember that full, written, free consent
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should be obtained by UCN before any personal, or personal health, information is
given to anybody who isn’t directly involved.
UCN should take care of most of the consent forms re. talking to sponsors, etc. If you’re unsure
whether consent forms have been signed, check with your immediate supervisor.
If you want to know more, or have questions/comments/concerns, about FIPPA legislation
contact:
Meaghan Buchanan
Access and Privacy Officer, UCN
mbuchanan@ucn.ca 204-627-8561 (ext. 2)

Personal Health Information Act (PHIA)
PHIA provides the legislative framework for managing the information of practices of
Personal Health Information (PHI) in Manitoba. PHI is recorded information about an
identifiable individual related to:
•
the individual’s health or health care history
•
the provision of health care to the individual, including a doctor’s note
•
payment for health care
•
Public Health Information Number (PHIN) and any identifying number or symbol
•
an identifying information about an individual that is collected in the course of, and is
incidental to, the provision of health care or payment of health care.
When PHI is required, UCN must protect the privacy of individuals in the collection, use
disclosure, security, retention, and destruction of PHI. Individuals have an expectation that
UCN will protect the confidentiality of the PHI in its custody. PHI must not be disclosed
except under specific, limited conditions.
For more information about PHIA, contact Meaghan Buchanan, Access and Privacy Officer,
UCN mbuchanan@ucn.ca or 204-627-8561 (ext. 2).

Student and Faculty Support Services

A variety of resources are available at UCN to support both faculty and students. Faculty are
encouraged to become familiar with and to access these resources.

Writing Centre
The Writing Centre is a partnership between the Faculty of Arts, Business, and Science and
the Kenanow Faculty of Education. Instructors and professors volunteer their time to tutor
students and to help students acquire academic writing skills. In Thompson the Writing
Centre is located in room 202B. A schedule of tutor availability is posted outside each of the
Writing Centres to facilitate student drop-in.
In addition to the in-person support, UCN also offers the FABS Online Writing Support. The
FABS Online Writing Support enables students to access with their writing remotely.
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help
Due to current health restrictions, the Writing Centre is available online only, except when
arrangements can be made and open to ALL students from all locations at:
https://www.ucn.ca/sites/academics/facultyarts/res/Pages/FABS-Online-WritingSupport.aspx

Peer Tutoring
Peer tutors are available to provide academic assistance to all UCN students. Any student can
apply to be a tutor or to be tutored. The Peer Tutor project is a joint venture between UCN’s
Student Association and UCN’s Learners Assistance Centre
Students can seek tutoring services independently. Faculty can also refer students to the
service.
For more information - https://www.ucn.ca/sites/studentdevelopment/LAC/Pages/TutoringServices.aspx

Learners' Assistance Centre (LAC)
The LAC offers free and confidential learning assistance to students enrolled in
college/university courses. To access services, students may walk-in, be referred, make an
appointment, or attend a workshop.
The LAC provides resources to students regarding:
• learning styles and study strategies,
• research,
• writing (including outlines, rough drafts and editing)
• exploring student success strategies (skills for reading and understanding content,
note-taking, time management, preparing for and writing tests/exams, memory
strategies),
• preparing for oral presentations,
• basic computer uses,
• basic math,
• resume building assistance
Services also include computers for student use, resource books for loan, basic math and
English reviews, test/exam supervision, handouts on math, writing, and study skills. The LAC
staff provides small group and individualized tutoring along with workshops on specific topics
on request.
Tutor.com is a virtual tutoring service supported by the LAC, currently available to all UCN
students via the library website. Access to tutor.com is free for all students and available in all
subjects.
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Contact information for both LACs is online at:
https://www.ucn.ca/sites/studentdevelopment/lac/Pages/Learner's-Assistance-Centre.aspx

Financial Aid and Awards Office
University College of the North Financial Aid and Awards staff serve as a resource to students
and prospective students seeking financial assistance-related information in the areas of
sponsorship, awards, bursaries and scholarships, and student loans. They offer personal
assistance to students in completing various forms, including government financial aid
documents, and they also deliver training sessions related to student aid, awards, and
budgeting. All awards are listed online at:
www.ucn.ca/awards

Student Accessibility Services (SAS)
UCN is committed to providing inclusive and accessible learning opportunities, to eligible students who
identify as having documented disability by providing reasonable accommodations.
In order for students to receive accommodation they must:
1. Disclose their disability status as soon as possible. This can be done by declaring their disability on
their admission application or by contacting the SAS office at any point in time.
2. Provide documentation of their disabilities by the appropriate practitioner.
Once disability documentation has been provided, Student Accessibility Services (SAS) will meet with the
student to identify accommodation needs and develop an accommodation plan with feedback from
instructors and relevant professionals. After staff has met with the student, they will draft an
accommodation letter for delivery to the student’s instructors, with the student’s consent.
Students must inform SAS of any new accommodation needs as they arise during the term and must
maintain communication with SAS throughout their program length to ensure accommodation letters are
delivered to instructors every term.
SAS coordinates and trains students in the use of tools and technology and refers students for services at
UCN and externally as needed. SAS are a resource to both students and faculty in ensuring Manitoba Human
Rights and the Accessibility for Manitoban’s Act are followed.
Some accommodations can take several months to implement depending on resources and funding.
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Accommodation Examples
This list is not exhaustive and each accommodation is implemented to suit unique student
needs.
Accommodation
Coordination of internal counselling,
tutoring, invigilation or note taking

Disability
Any

Zoom Texts
Dragon /Kurzweil
Podiums
Laptops + Audio Book + Other Programs
HoverCam
Amplifiers
Alternate Textbooks Modifications
Audio recorders
Private Exam Space

Learning disability
Learning disability
Pain problems
Vision Impairment
Visual impairment
Hearing loss
Blind / vision impairment
Learning disability
Vision impairment or learning disabilities

Assignments/Exams Format and Deadlines Any
Mobility aids
Mobility Impairments
Referrals for: Formal Assessments, Mental
Any
Health Counseling, Manitoba Possible,
Canadian Institute for the Blind
Faculty members may also contact the Learning Technologies Specialist in the Research &
Academic Excellence Department for assistance with specific technologies for students
requiring accommodation. The Learning Technologies Specialist will liaise with SAS for provision
of technology for accessibility services.
Intake paperwork for SAS is online at:
https://www.ucn.ca/sites/accessibility/Pages/accessibility.aspx
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Support Services

The Student Counselling office is staffed by experienced counsellors and operate on a short term and
confidential basis. Students in need of long-term counselling services can be provided with an appropriate
referral.
Student counselling services are available during regular office hours, 8:30 am to 4:30 pm, Monday through
Friday except statutory holidays
Short-term counselling and support are available for:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Personal and academic stress
Policy interpretation
Sexual violence
Anxiety and depression
Relationship problems
Transition
Domestic abuse
Sexuality
Trauma and violence
Procrastination
Attendance issues
Student appeals
Grief and Loss
Suicidal ideation
Addictions
Bullying and harassment

Faculty can direct students to meet with a counsellor using the early intervention process.
https://www.ucn.ca/sites/studentdevelopment/Pages/Counsellors.aspx

Early Intervention
The Early Intervention (EI) is a process whereby Faculty initiates an Early Intervention when they see that a
student is struggling in their course or program. EI’s can be initiated for academic, personal or disciplinary
reasons. This process is to be initiated only after the faculty has attempted to address the situation with the
student (if at all possible) without resolution to the issue. The faculty is the first line of contact for students
and as such every attempt to intervene should begin here. In the event that a student is struggling
academically or personally and you may refer them to support stuff such as the:
•

Counsellor – for personal issues such as family issues or school related concerns (i.e.
daycare/housing).

•

Academic Advisor – for academic Issues such as lack of attendance, low academic
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standards or course load adjustments.
•

Learners Assistance Centre Coordinator – for learning support issues such as tutoring,
study skills, research using computer skills, prepping for finals for those students
experiencing learning difficulties or poor study habits.

Faculty can access and complete an Early Intervention request online at:
https://www.ucn.ca/sites/empinfo/Pages/Employee-Information.aspx
Once the form is received, staff will confirm receipt with Faculty and follow up with the student
to address the concern. If the issue is not addressed through the EI process, (2 EI’s for
University and 3 EI’s for College) then Faculty can escalate their concern and fill out an Action
Plan for Success (APS) form located online next to the Early Intervention form:
https://www.ucn.ca/sites/empinfo/Pages/Employee-Information.aspx
Due to FIPPA, some EI and APS discussions may not be shared with faculty or
sponsors.

Academic Advisors

Students are supported in course selection and career decision-making through a network of
academic advisors and assessment officers. Each student should meet one-on-one with an
academic advisor prior to registration to ensure that the student selects courses that will best
support their goals. Advisors work with students throughout the year to assist student success.
Academic Advisors at Thompson Campus:
College: Joan Harper jharper@ucn.ca
University/IUS: Candace Bignell cbignell@ucn.ca
Academic Advisors in The Pas:
Bambi Melko bmeko@ucn.ca
Leslie Holowachuck lholowachuck@ucn.ca
Academic Advisor for Health:
Coralee Bolton cbolton@ucn.ca

Work Integrated Learning (WIL)
UCN’s Centre for Career and Work-Integrated Learning helps UCN students access the guidance
and support needed to explore career options, build work search tools, and search successfully
for work.
The Centre’s staff also works with faculty to embed career education in courses and programs.
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The Centre provides the following services for faculty:
• Orientation presentations to the Centre for Career and Work Integrated Learning
• Career development and education seminars
• Mock interview support
• Program specific career event support
• Work placement support
As a member of Co-operative Education and Work-Integrated Learning (CEWIL) Canada, the
Canadian Association for Career Educators and Employers (CACEE), the Manitoba Association
for Career Development (MACD) and licensed through the Canadian Council for Career
Development (CCCD), our the programs and services adhere to the highest quality standards
and professional best practices across Canada.
To learn more about the Centre for Career and Work-Integrated Learning visit:
https://soar.ucn.ca/ICS/Programs/Centre_for_Work_Intergrated_Learning/

Recreation
The Pas campus offers various recreational activities overseen by a Recreation Coordinator. The
recreational services include a weight room and gymnasium for student and faculty use. For
information about recreation activities and services, contact the Recreation Coordinator at 204627-8535.

Student Centres
Ininwi kiskinwamakewin (People’s Place of Learning) and Mamawechetotan (Let’s all work
together to help one another)
The Mamawechetotan Centre located at The Pas campus and the Ininwi Kiskinwamakewin Centre
located at the Thompson campus are committed to the traditional teaching and sharing of
Indigenous cultures. Each Centre delivers activities and programs which are open to all staff and
students. Both Centres are part of the Office of the Dean of Students (Academic & Research
Division), University College of the North.

Ininwi kiskanwamkewin and Mamawechetotan Centres Support Programs and Services
Elder Program

Counseling and traditional teachings.

Counseling (academic, personal,
etc.)

Liaison between students and sponsor or
representatives of other agencies and organizations.
Provides student services as needed. Provide referrals to
UCN Student Services and other specialized counselling
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Resource List

To provide information on university college programs
and services including maintaining a list of individuals to
use as resource for the university college as a service for

Role Model Program

To promote and encourage the adoption of healthy
lifestyles. Role models are often people within the
community and can be brought in to the Centre to share

Circle Meeting (Sharing Circles)

The Circle Meeting is the traditional way many
Indigenous peoples come together in a respectful
manner for the purpose of teaching, listening, learning,
and sharing. This could be some degree of healing to the
mind, the heart, the body, or the spirit. We encourage

Campus Elders
UCN has a long-established Elder Program under the direction of the Dean of Students. The Elder
is available for advice and counsel to staff and students. Please be prepared to offer tobacco to
an Elder in reciprocity of the knowledge you may be seeking.
In Thompson: Elder Lynda Neckoway room 134B in the Ininiw Kiskanwamakewin Centre
In The Pas: Elder Ernie Samette office number 2, room 154A in the Mamawechetotan Centre

UCN Research Office
The word ‘research’ is intended to encompass a broad range of enquiry by UCN faculty, non- teaching staff,
students, and Elders. These lines of enquiry take different forms within a range of contexts including, for
example, learned academic study in the humanities; discovery research in the sciences; social innovation in
the social sciences; applied research in technology and trades programs; practicums in health; capstone
projects in business; and action research and land- based projects in education programs.
RRAI is one component of a larger interconnecting environment supporting research at UCN that also
includes the REAL committee of UCN’s Learning Council, the CLEAR, the UCN REB and the UCN ACC. All
research-related activity falls under the authority of the Vice-President, Academic & Research as well as the
Vice-President, RRAI.
UCN’s Research Manager is the ‘go-to’ person for information regarding policies, procedures or forms;
involving human participants or animals in research; signing authority for research agreements; applying for
research funding; hiring a student research assistant; and other research- related topics. The UCN
Researcher Guide provides essential information and links on these topics, and is accessible from the UCN
home page by following this path:
https://www.ucn.ca/sites/RI/Research/Pages/Research.aspx
UCN expects all research undertaken by faculty, non-teaching staff, Elders and students to adhere
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to the highest possible standards of integrity and conduct. All UCN researchers, as well as those
conducting research in affiliation with UCN, are expected to abide by UCN’s policies on research
integrity, and conflict of interest in research. Links to these policies are contained in the UCN
Researcher Guide. Visit: https://www.ucn.ca/sites/RI/Research/Pages/Services-for-Researchers.aspx
Involving people in research and scholarly activity can range from simple surveys, to doing
interviews on personal matters, to providing blood samples or more invasive medical procedures,
All researchers planning to involve human participants must abide by UCN Policy and Procedures
Governing Ethical Conduct of Research Involving Humans. A link to this policy is contained in the
UCN Researcher Guide.
This policy was developed directly from the Tri-Council Policy Statement: Ethical Conduct for
Research Involving Humans (known as TCPS2). A link to TCPS2 is contained in the UCN Researcher
Guide. TCPS2 was jointly developed by the Natural Sciences and Engineering Research Council
(NSERC), Social Science and Humanities Research Council (SSHRC) and Canadian Institutes of
Health Research (CIHR), the three main federal agencies that fund research in Canada. The three
core principles of TCPS2 are Respect for Persons, Concern for Welfare, and Justice. Chapter 9 of
TCPS2 focuses on the ethics of research involving First Nations, Métis and Inuit people.
Regardless of the level of involvement of human participants, UCN’s Research Ethics Board (REB)
will need to review and approve the ethics of proposed research. Course-based research work
also requires ethics approvals from the REB. Faculty, staff and instructors planning to involve
human participants in their course-based research work must contact well in advance the UCN
Office of Research or REB for guidance and ethics approvals. The REB is an autonomous body
reporting directly to UCN’s Vice-President, Academic & Research.

Animal Care Committee
UCN’s Animal Care Committee (UCNACC) is responsible for reviewing proposals and protocols
where animals would be used in teaching, research or testing. It also reviews proposals for other
types of animal use such as keeping fish tanks or terrariums in campus offices, use of animals in
ceremonial or special events, etc. Establishment of the UCNACC is in keeping with movements
nationally and globally toward ensuring humane and ethical treatment of animals in
postsecondary and other institutional settings.
The UCNACC is an autonomous body reporting directly to UCN’s Vice-President, Academic &
Research. Its activities are guided and informed by resources available through the Canadian
Council on Animal Care, the primary recognized authority on institutional animal use programs
and animal care committees in Canada.
A link to UCN’s policy on animal use can be found in the UCN Researcher Guide. Visit:
https://www.ucn.ca/sites/RI/Research/Pages/Services-for-Researchers.aspx
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For research projects where UCN space, staff time or resources are being committed, it may
happen at the beginning and/or at various stages as your project progresses that a third party
asks you to sign some kind of agreement or other document. These can take a variety of forms
and have various names, depending on their purpose. Some examples are Research Agreement,
Research Contract, Non-Disclosure Agreement, Confidentiality Agreement, Material Transfer
Agreement, Technical Services
These can be legally enforceable agreements containing contractual terms and obligations with
respect to the performance of research and research-related activities or the use of materials.
Individual faculty or non-teaching staff members do not have authority to sign such researchrelated documents on behalf of UCN. In all instances where a third party asks you to sign such a
document, researchers are required to bring it to the attention of the Manager of Research
and/or Associate Vice-President, RRAI.

UCN Core Research Fund / Seed Grant
UCN allocates funding annually from its core operational budget to support research and
scholarly activity. Eligible expenses include such things as travel; hiring student research
assistants or others to provide services; equipment, materials and supplies; honoraria; and
small incentives for research participants. Seed grants are awarded through a competitive
process managed by UCN Seed Grant Committee, which is a subcommittee of UCN REAL
Committee.
For Further Information
Guru Chinnasamy, Ph.D.

Manager of Research

gchinnasamy@ucn.ca
204-677-6363

Library Services

UCN has academic libraries on the two main campuses in The Pas and Thompson. UCN also operates public
libraries in the communities of Norway House, Pukatawagan and Easterville. In addition, library staff can be
requested to visit or present virtually to Post-Secondary Education Access Centres throughout the year to
support the use of library services for students and staff. To schedule information or instruction sessions,
please contact your nearest UCN librarian.
UCN partners with the three northern communities to develop, maintain, and operate public libraries for:
• Chemawawin Public Library in Easterville
• Norway House Public Library
• Pukatawagan Public Library
To request materials from the library collection in the Pas: contact library e-mail
library@ucn.ca To request materials from the library collection in Thompson, contact the
circulation desk: libraryth@ucn.ca. For any UCN Public Library collections, contact the regional
library administrator: Cheryl Sinclair: csinclair@ucn.ca.
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Library Hours

Library hours vary with the academic sessions. Please check the Library web site or with the
library staff regarding times. Everyone must have a photo identification card in order to borrow
books from the Library. The ID cards need to be renewed at the start each school year.

Reserves and Purchase of Scholarly Material

The Library allots funds for the purchase of scholarly material and funds for classroom usage
only. Both full-time and part-time faculty can request purchase of resources from these funds.
There is a budget for departmental research materials separate from the library budget. These
materials would go directly to the department to use, not become part of the library collection.
For library resources, we depend on the faculty to tell us what materials they need to support
the courses and supplemental materials needed.
The Library will place books, articles, DVDs, and other materials on reserve at the request of
faculty members. Faculty should consult the Library staff for details. If a substantial amount of
material is to be placed on reserve, please consider packaging the material and contact the UCN
Learn for creating a digital file accessible to your students. Items may be placed on reserve at
the beginning of the semester; they must be taken off reserve and the end of the semester due
to copyright law.

Borrowing from other libraries (Inter-library loan)

Books not in UCN’s collection may be obtained through Interlibrary Loan.
Audio-visual materials can be borrowed from the following Manitoba libraries: ACC, RRC and
Manitoba Education. Audio-visual items can generally not be borrowed from any other postsecondary or public libraries via interlibrary loan.
The normal loan period is three weeks. You are responsible for returning books on or before
their due date. However, the lending library sets the loan period, not UCN, so these times may
vary and are not subject to our control. Materials not returned or returned substantially late
are subject to fees set by the lending library. These fees cannot be forgiven by the UCN library.
Fines are to be paid by the patron who checked out the item.
It can take seven to ten business days to obtain a book from libraries located in Manitoba
libraries. It can take two-three weeks to obtain a book from elsewhere in Canada or the United
States. Times may vary substantially. The Inter Library Loan borrowing is temporarily on hold
during the COVID 19 measures and when the new normal is established Inter Library Loan will
be re-instated: however what form and times this service will be has yet to be established. EInter Library Loans is available at UCN and the time varies upon requests.

Library Catalogue and Database Access

Access to the online public access library catalogue and electronic databases licensed by the
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Library is available from any Internet-connected computer on or off-campus, with the
appropriate passwords. The databases available are very extensive; they range from the
standard academic journal collections, to a large e-book collection, to video files, and online
non-credit courses. The library webpage with catalogue and database is only accessible to UCN
faculty with UCN accounts established by IT.

Orientation and Instruction

The Library staff is available for library orientation, tours and informational literacy workshops
for your students. Most first year students receive a basic introduction to the library at the start
of the new school year. Library staff offers more in-depth library research classes, typically
designed around the requirements of a faculty member's assignment. These classes introduce
students to appropriate research skills, critical thinking and resources. Please contact Librarians
at your respective campus in advance to schedule any of these services.

Library Materials

Faculty members are responsible for recommending materials to be included in the library
collection to support their curriculum. These materials can be audio-visual materials, electronic
journals, interactive video, print, or any other format that supports research or classroom
instruction. Faculty members are expected to be knowledgeable of the materials existing in the
library collection and keep the library staff informed if there are areas that are not sufficiently
covered. Faculty members are also expected to inform the Library of the recommended ‘shelf
life’ of the materials in the library collection. Different library materials have varying degrees of
currency and usefulness, depending upon the nature of the materials. For example, resources
related to computer hardware and software typically have a short life expectancy, and may be
culled and/or need to be replaced every five years. Conversely, official UCN research collections
(Aboriginal and Northern Studies materials) are retained in perpetuity, and are not removed
from the collection after a specific period of time. Faculty members should review the existing
materials that support their curricula or research on an annual basis, and should inform the
library if the materials are outdated. Students and community members (alumni) make
recommendations for the library collections too.
For more information about UCN’s library, multimedia, printing (in The Pas, printing is available
through the Print Shop) and related services, contact Library staff, or visit:
https://www.ucn.ca/sites/library/default.aspx

Special Collections

The library has a mandate to develop a research collection of Aboriginal and Northern Study
materials. This collection is housed in The Pas Campus library. The Friesen Historical Collection
is housed in the Thompson Library.

Collections sent to Post-Secondary Education Access Centers

Those Post-Secondary Education Access Centers that have an Educational Assistant (or Learning
Technology Assistant) or staff to be responsible for a collection of materials can set up a “Study
Centre” containing a rotating collection of library materials. Please contact the Regional Library
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Administrator, Cheryl Sinclair to establish this service.

Printing Services/Graphic Design
The print shop, located on The Pas campus, is a self-serve operation. Library Print Services are
available in both Thompson and The Pas. Graphic design is available through Mike McLeod in
The Pas while large scale printing and laminating services are available through Library Printing
Services on each campus. Large print jobs require at least 48 hours advance notice. Printing
requisitions are online at and can be submitted to Mike Mcleod at mmcleod@ucn.ca. For a
requisition visit: https://www.ucn.ca/sites/empinfo/Pages/Employee-Information.aspx
Large Print Jobs –
The print shop in The Pas has two casual print shop clerks that work on a job-by-job basis, with
available to all
the requesting budget department charged the hourly wage for the time needed to complete
locations
the job. A Casual Employee Hiring Form will need to be signed by the budget centre signing
authority.
Request for services – allow several days for printing and shipping of materials
Rush jobs accommodated by queue - number and priority of other jobs.

To submit work for graphic design, email communications@ucn.ca with details of the work
needed.
Equipment to create digital copies of work can be supported through the print shop copiers and
utilizing the book scanners in the Library. All copyright provisions apply to the use of materials,
resources, and information gathered electronically.
Digital Copyright
Copyright compliance is the responsibility of faculty when planning courses that will contain
electronic copies of course materials, resources, links and information. Digital Copyright
information is available.

Copyright Law Regulations
Copyright compliance is the responsibility of faculty member when planning courses. All faculty
and all staff at UCN are strongly encouraged to refer to Copyright agreements that are in place
to respect and acknowledge information, and which place limitations on photocopying and
reproducing instructional materials. Please refer to the detailed section at:
https://www.ucn.ca/sites/library/about/Pages/Copyright.asp
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COMMUNICATIONS DEPARTMENT
Marketing and Communications

UCN Communications coordinates and facilitates timely and accurate messaging with external media and
agencies. Please contact the Director of Marketing, Communications & Recruitment for any communication
guidance.

UCN Brand

The UCN brand moves in a positive direction through consistent communication in all media.
Each way we communicate has the potential to contribute or detract from our brand.
Communication policies are established to support the interests, rights and privacy of UCN,
students, staff and faculty. Faculty members have specific obligations in their communications
with external agencies and the use of UCN logo on their publications – which may include
electronic design for posters and presentations. Please read through the policy prior to media
interviews, publishing of faculty documents, and use of UCN logo to ensure compliance. Digital
assets to help explain the UCN brand can be found here
https://soar.ucn.ca/ICS/Employee_Info/Branding_Tools/

Photo Waiver

UCN Privacy Officer administers the Photo Waiver forms. Photo waiver forms must be on file
when faculty or staff take and use photos of students, staff or other faculty for use in any type
of publication or display (print or electronic). Communications will always require completed
Photo Waivers when reviewing publications information from their department. Photo waiver
forms can be found here
https://soar.ucn.ca/ICS/Employee_Info/Academic_Division/Default_Page.jnz?portlet=Handouts
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CAMPUS AND WORKPLACE HEALTH & SAFETY
All members of the University College of the North, from the highest executive levels to the frontline supervisors, instructors, workers and students are responsible for ensuring a safe work
environment for employees, students and visitors.

Workplace Safety and Health Representatives
UCN takes its responsibilities for the safety and health of its employees, students and visitors to
all its facilities seriously. Any concerns can be brought to the attention of the Workplace Safety
and Health representatives listed below:
The Pas Campus

Main Campuses

Paul Simpson - Workplace Safety & Health / Facilities Mgr
Workplace Safety & Health Committee member
204-627-8174 (office)
204-620-7585 (cell)
psimpson@ucn.ca
Angela Quigley – Workplace Safety & Health / Facilities
Workplace Safety & Health Committee member
204-627-8174 (office)
204-620-0080 (cell)
aquigley@ucn.ca
Del Shand – Staff Co-Chair
Workplace Safety & Health Committee
204-627-8667 (office)
dshand@ucn.ca

Thompson Campus

Paul Simpson – Workplace Safety & Health Manager
Workplace Safety & Health Committee member
204-627-8174 (office)
204-620-7585 (cell)
psimpson@ucn.ca
Barb Carlson – Staff Co-Chair
Workplace Safety & Health Committee
204- 677-6673
204-679-5038
bcarlson@ucn.ca
Mark Molyneaux – Management Co-Chair
Workplace Safety & Health Committee
Director of Facilities
431-355-0726 (cell)
mmolyneaux@ucn.ca

Mark Molyneaux – Management Co-Chair
Workplace Safety & Health Committee
Director of Facilities
431-355-0726 (cell)
mmolyneaux@ucn.ca

Please contact your local Access Centre Coordinator or the Workplace Safety and Health
representatives listed below:
Post-Secondary Education Access Centres

Paul Simpson – Workplace Safety & Health Manager
Workplace Safety & Health Committee member
204-627-8174 (office)
204-620-7585 (cell)
psimpson@ucn.ca
Loretta McGinnis – Manager, Post-Secondary Education Access Centres
Workplace Safety and Health Committee member
204-627-8548 (office)
204-620-0797 (cell)
lomcginnis@ucn.ca
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Lynette Plett – Associate Vice-President of Access
204-627-8587 (office)
204-620-2855 (cell)
lplett@ucn.ca

COVID-19
UCN remains open to students, faculty, and staff. Several measures have been put in place to
keep our UCN community safe and healthy and to prevent the spreadof COVID19.
Visit ucncovid.ca for all information, guidelines, and updates regarding our response to
COVID-19.

Security Practices on Campus – The Pas and Thompson
In the event of an emergency, contact the appropriate emergency responder and campus
security.
The Pas

Thompson

Security

204-627-8572
security@ucn.ca

RCMP

911
204-627-6204

Emergency
RCMP
Non-emergency

204-677-6911
204-677-6909

Emergency
Non-emergency

Fire

911
204-627-1120
911

Emergency
Fire
Non-emergency
Emergency
Ambulance

204-677-7911
204-677-7910
204-677-7911

Emergency
Non-emergency
Emergency

204-677-0694
204-679-7436

Office
Cell

Ambulance
Paul Simpson
Workplace Safety &
Health / Facilities
Manager

204-627-8174
204-620-7585

Security

Office
Cell

Laurie Williamson
Student Accommodation /

Facilities Manager

204-677-6531
nwthsecurity@ucn.ca

Note:
Emergency numbers vary in the Education & Training Centres. Faculty should contact the Centre
Coordinators for policies, practices and contact numbers specific to their teaching locations.

Safe Walk Program

The Safe Walk Program provides UCN with a security escort on campus. Students, staff, and
visitors of the UCN community can request a Safe Walk escort 24 hours a day, 7 days a week.
Campus security will accompany an individual from their location on campus to their class,
office, vehicle, or another location on campus. This service is free and is available to both The
Pas and Thompson campuses.
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To request a Safe Walk:
1. Contact Security:
• The Pas Campus
• Thompson Campus
•

204-627-8572
204-677-7234

security@ucn.ca
nwthsecurity@ucn.ca

Or stop by the main entrance security desk.

2. Give the security guard your name, your exact location, and your destination on
campus.
3. Security will meet you at your specified location.

Safe Practices and Other Information
Campus security practices have been developed by the UCN Workplace Safety and Health
Committees.
Note the suggestions and remember to trust your common sense and instincts:
•

Familiarize yourself with your surroundings.

•

Ensure you know the evacuation procedures and egress routes in case of an emergency.

•
•

Ensure your students/staff are aware of these procedures and exits. Have an appropriate
Individual Emergency Response Plan in place, if required.
Know the partial and full lockdown procedures.

•

Lock your door if the office is left unattended, even for short periods.

•
•

If absent, never leave handbags or wallets.
Always keep money in a safe place; do not carry large sums of money to work.

•

Do not leave your keys lying about.

•

Do not leave passwords, combinations or keys in unlocked deskdrawers.

•

Never assume that a stranger walking around the buildings is an employee or a student.

•

Never leave visitors alone in your office.

•

Notify security if you notice suspicious persons, especially after normal workinghours.

•

If you see a crime in progress or feel threatened, call security or 911 immediately.

•

Ensure that emergency numbers are posted near your phone.

•

Keep potential weapons of opportunity (scissors, paperweights, etc.) out of reach of
clients.

•

Try to arrange work schedules so that you are not working alone in your area.

•

If you are working late or on campus after regular hours, ensure you sign-in and sign-out
with security. If you are working alone or after regular hours, let security know and they
will do regular checks during their patrols.

Note: It is important to remember that if a situation feels wrong, it probably is. If you feel
48

uncomfortable or threatened in any way, remove yourself from the situation as soon as possible
and call security. Do not feel embarrassed to ask for help or to report an incident, no matter how
insignificant it may seem. Any situation that causes you fear or concern is a legitimate reason for
contacting security.
UCN’s Safety Management System is now online at
https://soar.ucn.ca/ICS/Employee_Info/Workplace_Safety_and_Health/

FINANCE AND HUMAN RESOURCES INFORMATION
Finance & Human Resources Forms

UCN’s employee intranet is the webpage for expense claim forms, Human Resources
development (HRD) forms as well as policies regarding travel vehicle use and maintaining a
respectful workplace. Visit: https://soar.ucn.ca/ICS/Employee_Info/
Finance Forms Commonly Accessed by Faculty
· Online Expense Claims – Chrome River/ manual for instructions – All employees
· UCN Direct Deposit Form- for use with Chrome River (different from payroll)
· Manual Expense Claim (for non-employees only)
· UCN -Chart of Accounts
· Budget Centre Listing
· ISP (Independent Service Provider) Form
· Employee Computer Purchase Plan Application – Eligible after 6 months of
employment
· Finance Contact List
· Purchasing – on Intranet
· Business Card Request
· Request for Vehicle usage forms
Human Resources Forms Commonly Accessed by Faculty
· Employee Assistance Plan (EAP) information
· Collective Agreement UCN April 1, 2018 to May 31, 2022
· Dayforce Logon Procedure
· Dayforce is an online platform where employee leave is tracked
· Faculty Work Plan
· HRD form - Human Resources Development Application must be completed and
submitted to the dean for approval to be supported to attend professional
development activities.
· Check with your dean to confirm HRD application deadlines
· Leave Form - Must be completed to request and to account for all leave time
(including sick and vacation leave)
· Seniority Report
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