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The New Program Proposal Template

The New Program Proposal Template emerged from the On-Line Non-Degree Program Review Process: Overview and Proposal Guidelines document that was sent to institutions by way of introducing the on-line New Program Review (NPR) process. The Proposal Template is designed so that institutions can insert the information for new proposals directly into the document. Where a category is not applicable, institutions should indicate this. The document is in MS Word so that it may be copied and saved by the institution on a local drive. 

Though not required to use the Proposal Template, institutions may find it effective in helping to ensure that all necessary information has been included in the proposal, and in a format familiar to other users. The full outline of suggested content as provided in the Overview and Proposal Guidelines document is included as an attachment for convenient reference.

(The original document received from the Ministry has been altered slightly to include the Kwantlen logo and a date field on page 1.)
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	Non-Degree Program Proposal


	Name of Institution: Kwantlen Polytechnic University

	Title of Program: 

	Credential to be awarded to graduates: 

	Length of Program: 

	

	Institutional Contact: 
	Title: 

	Phone: 
	Email: 

	Date: 
	


A. Executive Summary:

A1. Summarize the purpose of the proposal

A2. Outline the key objectives and outcomes of the proposed program in one or two pages

Program Rationale:

A3. Provide rationale for the credential

B. Program Description:

B1. State the goals and objectives of the new program

B2. Identify the target student audience(s) for this program

B3. State how the institution satisfied itself that there is not unnecessary duplication in the system

B4. Provide evidence of labour market demand

C. Curriculum:

C1. Describe the skills, knowledge, or other attributes students will develop from the program

C2. Describe the program/course structure

C3. Identify the provincial, national and/or international certifications and standards achieved in the new program, if applicable

D. Program Consultations and Evaluation:

D1. List the other provincial post-secondary institutions consulted about the proposed program

Provide a list and summary of the nature of all other consultations

D2. State whether or not the program meets the program eligibility requirements as outlined at www.bcsap.bc.ca 

D3. Indicate what policies/procedures are planned for ensuring adequate depth and breadth of ongoing review and evaluation once the program has been implemented

D4. Indicate whether safety and other risk management factors have been addressed where appropriate

E. Admissions and Transfer:

E1. Indicate how the institution plans to ensure students’ ability to access the program through transfer 

E2. Describe how students will be able to transfer out of the proposed program into other programs within the same institution or at another institution

E3. Indicate how students will be able to transfer into related degree-level programs, if applicable

F. Other:

F1. Include any additional information not addressed in the sections above that may be helpful in better understanding the major components of the proposal

From: ON-LINE NON-DEGREE PROGRAM REVIEW PROCESS: 
Overview and Proposal Guidelines – Attachment 1
(From the Ministry November 2002)
Below is a brief summary of the contents of each section suggested for organizing non-degree program proposals. In some cases, the need for sub-sections will be self-evident:

Executive Summary

· Summarize the purpose of the proposal; and 

· Outline the key objectives and outcomes of the proposed program in one or two pages.

Institutional, Program and Credential Identification

· Identify the institution awarding the credential. If the program has been jointly developed and the credential to be jointly awarded, please indicate at this point and briefly state the contributions and roles of each institution.

· Provide the title of the program.

· State the credential that will be awarded to program graduates (see Appendix 1 for current credential definitions and guidelines on credential nomenclature).

· Provide the rationale for the credential.

· If the proposal includes a credential that is new to the institution or the provincial system, proponents should first consult with other institutions that may be affected, and with the Ministry. 

· Provide the name, title, phone number, and e-mail address of the institutional contact person in case more information is required.

Program Description

· State the goals and objectives of the new program, and describe how it will contribute to the mandate and future plans of the institution. 

· Identify the target student audience(s) for this program and include the following:

· Evidence that this student audience is not currently being served with existing offerings in the region of the institution

· Evidence of student demand

· Anticipated annual enrolments for the program

· Where appropriate, provide a list of programs that exist at some of the other British Columbia institutions that may contain similar content, or have similar objectives. How has the institution satisfied itself that there is not unnecessary duplication in the system?

· Outline the anticipated time commitments for students to complete the program (in years or semesters).

· Provide evidence of labour market demand. This information will vary depending on the circumstances and could range from a comprehensive labour market study to an informal survey consisting of letters of support from potential employers. This section should include a discussion regarding the anticipated employment destination for graduates from the proposed program, and the current labour market supply in the occupational area(s). 

Curriculum

· Describe the skills, knowledge, attitudes, or other attributes students will develop from the new program.

· Describe the program/course structure.

· Where appropriate, identify the provincial, national, and/or international certifications and standards achieved in the new program. If the program proposal is aimed at putting students into practice, and that practice requires a license for which the students qualify directly from the program (or from an examination directly after the program), the institution should indicate whether they are in contact with the appropriate accrediting body, and whether or not they are seeking accreditation.

Program Consultations and Evaluation

· List the other provincial post-secondary institutions consulted about the proposed program and provide details of the discussions such as key areas of discussion, dates, and individuals involved.

· The Ministry of Advanced Education (AVED) should be consulted on the following:
· Health-related programs: The provincial government is the key employer in the health field, and as such, it is important that AVED be consulted with regard to the development/implementation of non-degree programs in this field. AVED works closely with the Ministries of Health Services and Health Planning with respect to a 10-year human resource plan for provincial health related programs, and therefore needs to endorse any related proposals prior to implementation.

· Industry training programs: Due to pending changes to the field of industry training, including an anticipated overhaul of entry-level trades training and apprenticeship programs, institutions are requested not to embark on new programs in these areas except where pilot projects are already endorsed by AVED’s Industry Training Branch. Queries with respect to the development of new/revised programs in these areas should be directed to this Branch.

· Provide a list and summary of the nature of all other consultations, including professional associations, municipal councils, employers, post-secondary institutions in other jurisdictions, trade groups, etc. Include any written comments in an appendix.

· If applicable, describe the composition of the industry advisory committee created for the program. Describe how the committee will help ensure the program remains up-to-date and meets employer and student needs in future years.

· State whether or not the program meets the program eligibility requirements as outlined at www.bcsap.bc.ca under the School Officials icon.

· Indicate what policies/procedures are planned for ensuring adequate depth and breadth of ongoing review and evaluation once the program has been implemented.

· Have safety and other risk management factors been addressed where appropriate?

Admissions and Transfer

New program proposals should include:

· a plan to ensure students’ ability to access the program through transfer (course to course or block/program transfer), including transfer from high school courses and programs; 

· a description of how students will be able to transfer out of the proposed program into other programs within the same institution or at another institution; and,

· a determination of whether students will be able to transfer into related degree-level programs.

Other

· Include any additional information not addressed in the sections above that may be helpful in better understanding the major components of the proposal.

In completing the program proposal, each institution is to decide the depth and breadth of information to be provided. Institutions should review the monitoring review process established by the Ministry before finalizing proposals to ensure that these issues have been addressed in their package.

Proposals for revisions or enhancements of an institution’s existing program may not require responses in all sections. In such cases, the proponent institution may choose to give very brief responses, or simply to indicate that a question or issue is "not applicable" to the proposal.

To facilitate the process, institutions should use conventional curriculum and industry terminology when describing their program proposals. It is also suggested that submissions should not exceed 20 pages; additional or detailed information may be included as appendices.

