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	[bookmark: OLE_LINK1][bookmark: _Toc52160208][bookmark: _Toc52687147][bookmark: _Toc57538771][Template dated:  September 2024]
[BEFORE YOU BEGIN:
This template should only be used for new associate certificate proposals only.
The green text in the square brackets indicates guidelines for completing this document. Delete and/or replace this text as you work through the document. Keep the text that is not in square brackets. 
When writing the proposal, be as succinct as possible and ensure key information is clearly articulated.  Where appropriate, consider presenting information using tables, images, or bullet points, and incorporating examples to help clarify.
Make sure you update the date on the cover with each revision so everyone involved knows they are working on the most recent version.
There are several components to this document, and there is a template for each one. The templates are all found at this location: https://www.bcit.ca/academic-planning-quality-assurance/program-development/ 
Course Outlines
When this proposal is ready to be submitted to Academic Planning and Quality Assurance (APQA) within the Provost and VP Academic Office, it must be accompanied by the following documents (templates located at URL above):
Business Plan (to be completed by the School)
Development Report [to be completed by the Instructional Development Consultant (IDC)]
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[bookmark: _Toc175146205]Proposed Credential and Purpose/Rationale
	[bookmark: _Toc52160210][bookmark: _Toc52687148][bookmark: _Toc57538772][bookmark: _Toc135468330][bookmark: _Toc309645178][bookmark: _Toc310338965]Proposed Credential 
(as it appears on transcript)
	[e.g. Associate Certificate in …] 

	Name of School 
	[Choose one(s) and delete the rest from the list below: 
School of Business + Media (SOB+M)
School Computing and Academic Studies (SOCAS)
School of Construction and the Environment (SOCE)
School of Energy (SOE)
School of Health Sciences (SOHS)
School of Transportation (SOT)]

	Full time or Flexible Learning
	[Full time, via Flexible Learning, both Full time and Flexible Learning]

	Registration mode
	[e.g. Cohort or course-by-course]

	Program duration
	[For Flexible Learning programs offered via course-by-course registration, indicate how long students expected to take to complete the program]


	Time limit to complete the program

	[If time limitations do not exist for your program, BCITs default time limitation to complete a credential is seven years.

Is this appropriate for your program (especially if your program/industry is constantly evolving]? If not, consider applying for an exemption from Education Policy 5103 Student Evaluation – 5 Time Limit to Complete a Credential  https://www.bcit.ca/files/pdf/policies/5103.pdf]


	Total number of credits
	


	Program accredited/approved by (if applicable)
	[e.g. Transport Canada, SkilledTrades BC, etc.] 

[Describe any external standards, certification and accreditation issues]

	Delivery Model
	[e.g. in-person, on-line, blended/hybrid, etc.]

	Location of Program 
	[e.g. Aerospace Technology Campus (ATC); Annacis Island (AIC); BCIT Marine Campus (BMC); Burnaby (BBY); Downtown Campus (DTC); and/or other (please specify)]


	Admission Model or Declaration
	[e.g. First qualified, First Accepted; Competitive, etc.]

	Admission or Declaration requirements (and recommendations for success, if applicable) 
	[Include English language proficiency requirement category.]



	Anticipated Student Enrolment (Full-time equivalents)
	

	Number of intakes per year
	

	Capacity for each intake
	

	Laddering opportunities (into this program and/or into other BCIT or external programs, if applicable)
	[Please ensure there are enough credits for the target laddering program(s) (from/to the proposed program) to meet the minimum credit requirements for such credential, refer to Policy 5401-PR1]

[Indicate any existing or proposed transfer arrangement for graduates]

	Anticipated Start Date
	[e.g. September 20XX]



[bookmark: _Toc175146206]Description of the Profession/Industry
[Briefly describe the profession/industry. Include relevant NOC (National Occupation Classification) codes and the projected job openings according to the latest version of the BC Labour Market Outlook.]
[bookmark: _Toc175146207]Primary Reasons why the Program is Needed
[Describe what needs the program will meet (i.e. labour market needs), the uniqueness of the program, and its importance to stakeholders (i.e. students, employers).  Describe employment opportunities for graduates. Refer specifically to employment data for the proposed program found in the current British Columbia Labour Market Outlook Report:  https://www.workbc.ca/Labour-Market-Industry/Labour-Market-Outlook.aspx.  If the proposed program is included in the Report’s list of “High Opportunity Occupations”, be sure to highlight this alignment. Include evidence of industry support (e.g. letter from PAC, industry, survey, etc.).]
[bookmark: _Toc175146208]Brief Competitive Scan
[bookmark: _Toc476060993][bookmark: _Toc476062423][bookmark: _Toc476060994][bookmark: _Toc476062424][bookmark: _Toc476060995][bookmark: _Toc476062425][bookmark: _Toc476060996][bookmark: _Toc476062426][bookmark: _Toc175146209]Competition for the Program
[Identify existing programs that would serve a similar need or attract a similar target audience externally.  Provide rationale for proceeding if the proposed program creates duplication.]
[bookmark: _Toc175146210][bookmark: _Toc52160226][bookmark: _Toc52687162]Relationship to other Programs (internal or external)
[Describe potential pathways/laddering between the proposed program and existing internal/external programs.  Include description of any collaborations.
Comment on whether there will be any duplication with existing programs or courses within the institute, and if so the rationale]
[bookmark: _Toc175146211]Consultations
[bookmark: _Hlk111534967][Describe consultations about the proposed program with any external groups (for example, other post-secondary institutions, employers, trade groups, certification/accreditation/regulatory body, ministry if applicable, e.g. CIP-51 consultation for health professional program, etc) and provide details on key areas of discussion, dates, and individuals involved. Complete the tables below.]  

	Consultations
	Key Discussion Points and Outcomes

	
	

	
	

	
	

	
	


 [Describe consultation with internal stakeholders (academic and Ops/Service).]
	Internal Consultations 
[Add rows as needed]
	Key Discussion Points and Outcomes

	Student Records (Registrar’s Office (RO))
	

	Course File (RO)
	

	Program Advising (RO)
	

	Admissions (RO)
	

	Student Financial Aid and Awards
	

	International Student and Education Services
	

	Enrollment Planning
	

	Library
	

	Indigenous Initiatives and Partnerships
	

	Campus Planning
	

	IT Services
	

	Academic area stakeholders such as Academic Studies (e.g. Communication, Liberal Studies, Basic Health Sciences, Chemistry, Math and Physics Departments)
	

	Existing program(s) if there is duplication, if applicable]
	



[bookmark: _Toc175146212]Risks
[Describe risks incurred by the Institute in offering and/or not offering the proposed program.]
[bookmark: _Toc175146213]Program Description
[bookmark: _Toc135468343][bookmark: _Toc309645191][bookmark: _Toc310338978][bookmark: _Toc175146214]Program Aim
[Write a brief statement that succinctly describes the overall purpose of the program and the needs it will meet.]
[bookmark: _Toc135468344][bookmark: _Toc309645192][bookmark: _Toc310338979][bookmark: _Toc175146215]Program Goals
[Identify the program goals for the proposed program.  Program goals are program level statements that articulate what a graduate is able to do on program completion.  Program goals are the foundation for courses and course-level learning outcomes.  Complete the program goal integration matrix in the appendices.]
[bookmark: _Toc135468345][bookmark: _Toc309645193][bookmark: _Toc310338980][bookmark: _Toc175146216]Program Structure
[Describe the structure of the program, including major content themes.  List which courses are proposed to be included, and overall program credits.  Complete and edit the table below as appropriate, and complete the program map in the appendix.  In addition, outline experiential learning opportunities and other learning methodologies that will be incorporated in the program.]

	Course Number & Name
	# credits
	Existing course(s)
	New Course(s)
	Comments (if applicable)

	[E.g. FMGT 1152 (Accounting for the Manager)]
	[3]
	[X]
	
	

	[E.g. MINE 1100 (Introduction to the Minerals Industry)]
	[3]
	[X]
	
	

	[E.g. SUST 2XXX…]
	[3]
	
	[X]
	[New course focussed on …]

	…
	
	
	
	

	
	
	
	
	

	TOTAL
	#
	
	
	





[bookmark: _Toc175146217]Alignment with IDEAS framework
	BCIT has established institutional priorities related to Indigenization, Inclusion, Diversity, Equity, Accessibility, Sustainability and Student well-being (IDEAS) (https://www.bcit.ca/ideas/). Describe how the program, department or School is addressing these institutional priorities through ongoing or planned actions for each of the IDEAS elements in the table below.
[Refer to the following documents:
· IDEAS guiding document https://www.bcit.ca/files/apqa/pdf/ideas_guiding_document.pdf 
· Indigenous Vision https://www.bcit.ca/indigenous-vision/
· Respect, Diversity and Inclusion  https://www.bcit.ca/respect/ https://www.bcit.ca/anti-racism-framework/ and https://www.bcit.ca/files/respect/inclusion_lens_for_the_learning_environment.pdf
· Faculty Accessibility resources https://www.bcit.ca/accessibility/faculty-staff/
· Sustainability Vision https://www.bcit.ca/sustainability-vision/,
· Student Well-being and Resilience Framework https://www.bcit.ca/files/studentlife/pdf/student_wellbeing_resilience_framework.pdf]


	Indigenization
	[e.g. Does your program respectfully use traditional Indigenous knowledge and practices throughout the program and help advance Truth and Reconciliation? Does the program consult or partner with Indigenous communities in the delivery or design of the program? ]

	Inclusion, Diversity and Equity 
	[e.g. Are there potential barriers to underrepresented or equity-deserving groups? Are diverse perspectives including those of equity-deserving groups included in the course materials such as case studies? Do faculty/PAC members reflect the populations graduates work with and/or serve in the real world]

	Accessibility
	[e.g. Do students have the opportunity to demonstrate their learning in more than one way? Is there accommodation of students with diverse learning needs? Are there ways for students to re-enter the program should they need to leave? Does the delivery mode enable ease of access to course content and activities for students with a disability?]

	Sustainability
	[e.g. How does your program integrate sustainability practices throughout the curriculum and program operations? How does the program align with existing School or Department-level action plans related to sustainability and the environment? How does the program contribute to social good?]

	Student well-being
	[e.g. How does the program optimize learning by ensuring reasonable student workload while minimizing unnecessary stress?]



[bookmark: _Hlk117499173][bookmark: _Hlk138849577][Consultation with the appropriate internal stakeholders may be warranted depending on the content and context. Some examples include: members of BCIT’s Respect, Diversity and Inclusion team (https://www.bcit.ca/respect/), the Indigenous Initiatives and Partnerships (https://www.bcit.ca/indigenous-initiatives/), BCIT Student Life Office (https://www.bcit.ca/student-life-office/), BCIT Accessibility Services (https://www.bcit.ca/accessibility/), BCIT International (https://www.bcit.ca/international/), Student Association (https://www.bcitsa.ca/), and/or any partners that support a program that fosters a culture of respect and inclusivity.]
[bookmark: _Toc175146218]Potential Students
[Describe the potential students for the program, including anticipated backgrounds (e.g. completed credentials, certifications, work experience, etc.).  Identify anticipated annual student enrolment.]
[bookmark: _Toc175146219]Faculty
[Describe the requirements for faculty teaching in this proposed program, including necessary qualifications and experience (refer to Policy 5601 – Faculty Qualifications)]
[bookmark: _Toc175146220]Facilities and Equipment
[Describe facilities (e.g. classrooms, computer labs, specialized laboratories, shops) and equipment required for the program to be successful, and how BCIT has the capability to deliver the program. If there are any extra service requirements, please outline here.]
[bookmark: _Toc175146221][bookmark: _Toc52160240][bookmark: _Toc52687174]School Working Group

	Member
	Relation to Program

	
	Associate Dean

	
	Program Champion

	
	Instructional Development Consultant (LTC)

	
	







[bookmark: _Toc175146222]Expected Key Program Milestone Dates

Proposal approved by Education Council: 
Proposal final approval (Board of Governors): 
First intake of students: 


Proposal for [Credential & Program Name]


1
British Columbia Institute of Technology

[bookmark: _Toc57533961][bookmark: _Toc66078234][bookmark: _Toc228775954][bookmark: _Toc135468370][bookmark: _Toc309645218][bookmark: _Toc310339005][bookmark: _Toc175146223]Appendices
 

[bookmark: _Toc175146224][bookmark: _Toc66078170][bookmark: _Toc66078237][bookmark: _Toc135468372][bookmark: _Toc309645220][bookmark: _Toc310339007][bookmark: _Toc52687181][bookmark: _Toc52687179]Appendix 1:	Program Map 

[bookmark: _Toc175146225]Appendix 2: Program Goals Integration

	Goals
	[Course #1]
	[Course #2]
	[Course #3]
	[Course #4]
	[Course #5]
	[Course #... (add columns as needed)]

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




[bookmark: _Toc135468374][bookmark: _Toc309645222][bookmark: _Toc310339009][bookmark: _Toc175146226]Appendix 3:	Correspondence and Related Documents
[Include documents of any correspondence relating to consultations undertaken and letters of support. Letters of support should demonstrate support for the proposed program from the relevant stakeholder groups (e.g., relevant industry sectors, accrediting bodies, etc.).]

[bookmark: _Toc52687180][bookmark: _Toc135468379][bookmark: _Toc309645227][bookmark: _Toc310339014][bookmark: _Toc175146227]Appendix 4:	Course Outlines
[Include all course outlines in alphanumeric order.  Clearly indicate on each course outline which courses are new, revised, or existing.]  
[Use BCIT’s approved course outline template available at https://www.bcit.ca/academic-planning-quality-assurance/program-development/. Include a course outline for each course in the program. Ensure you follow the following policies and procedures when developing course outlines:
Policy 5403 (Syllabus and Course Outline),
http://www.bcit.ca/files/pdf/policies/5403.pdf
Procedure 5403-PR1 (Syllabus and Course Outline Development, Change, and Archiving),
http://www.bcit.ca/files/pdf/policies/5403_pr1.pdf
Procedure 5403-PR2 (Course Names),
http://www.bcit.ca/files/pdf/policies/5403_pr2.pdf
Policy 5012 (Course Credits),
http://www.bcit.ca/files/pdf/policies/5012.pdf
Procedure 5012 (Assigning Credit to Courses Procedure), https://www.bcit.ca/files/pdf/policies/5012-pr1.pdf]
[Course outlines should be written by faculty members whose expertise matches the proposed course.]
[All sections of the course outline template need to be completed, including evaluation criteria and learning resources.  While these sections can be revised in the course syllabus once the curriculum is more fully developed, a clear indication of all aspects of the course are required at the proposal stage.] 
[Ensure course credit calculations follow the requirements outlined in Policy 5012: Course Credits (http://www.bcit.ca/files/pdf/policies/5012.pdf)]
[For new courses, include at least the first number in the course code to identify the intended level of rigour for the course (e.g. FMGT 2XXX, INTD 3XXX). Course learning outcomes should be written to match the intended level of rigour.]
[All course outlines should have learning outcomes that clearly identify the type and depth of learning students are expected to achieve in each course; ensure all course outlines (new, revised, and existing courses) included in proposals are reviewed for quality and revised as appropriate.]
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