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Program Major Changes - Roles and Responsibilities

	Milestone / Task
	Academic Planning & Quality Assurance (APQA)
within the Provost and VP Academic (VPA) Office
	Instructional Development Consultant (IDC) from the Learning & Teaching Centre (LTC)
	Working group
	School Dean / Associate Dean

	Approval to proceed with Major Change
	· Advises on approval timelines to meet in order to launch major changes for a given start date. 
	· Project manager and educational consultant, assigned to project

	Working group established, comprised of:
· school program champion (PC)
· associate dean (AD)
· assigned subject matter experts (SME)
· instructional development consultant (IDC)
	· School Dean establishes funding and includes major change in School Operating Plan.

· School Dean or AD delegated by Dean assembles school working group

For Health programs, Associate Dean and/or School Dean discusses key concepts of the revised program with the Ministry to ensure awareness and gauge support before proceeding

	Planning Sessions 

Kick-off meeting
	· APQA lead organizes and leads the kick-off meeting (involving Program Champion, SMEs, AD, IDC)
· The kick-off meeting includes discussion of the proposed changes, related institute policies and processes, necessary consultations and major change expectations including ministry requirements (e.g. CIP-51 consultation for health programs and DQAB Determination of New Degree process for degree programs) 
· APQA lead may participate in detailed follow-up planning meeting involving the working group
	· Participates in the kick-off meeting
· Organizes/leads the planning meeting to further discuss the scope of project.
· Works with other working group members to create a project plan with milestones, timelines & accountabilities
· Coordinates meetings
	· Participates in all planning meetings
· Identifies key issues to consider including program-specific external consultations and approvals/letters of support required (such as accrediting, licensing and/or regulatory body and/or funding organization) where applicable) during major change proposal development
· Establishes schedule and meeting frequency
· Assigns initial tasks to team members
	· Associate Dean and School Dean provide direction, support, release time, and expectations about the timing and scope

Through all stages:  
· Associate Dean monitors planned timelines and discusses progress with program champion on regular basis



	Development of Proposal


	· APQA can provide guidance on the proposal template and requirements, policies, procedures, ministry requirements (if degree and health programs) and necessary consultations

	· Supports data collection and analysis to inform program changes, as needed.
· Provide educational consultation on program changes and guides the development of the proposal
· Facilitates meetings in preparation for and during the drafting of the proposal
· Reviews draft proposal for coherence, consistency, and alignment with proposal template
· Coordinates LTC editorial/formatting work as needed
· Facilitates consultations 
	· Completes course comparison table template for existing and proposed programs 
· Writes the draft proposal, coordinated by the Program Champion
· Consults with all appropriate internal (Including faculty from other departments who teaches into the program and the PAC) and external stakeholders
· For health programs, completes the CIP-51 consultation templates including letters of support or approvals from external organizations such as employers, health authorities, licensing/accrediting/regulatory body if applicable
· Distributes the draft proposal to the program faculty/staff for review and collects feedback
· As appropriate, incorporates feedback to produce the proposal
	· AD updates School Dean on project status based on identified milestones

· AD reviews proposal prior to submission to the SQC

	For Health programs

	· APQA will provide the Ministry’s CIP-51 template (this could happen around the time of the kick-off meeting), and provide guidance on expectations within the document
	
	· Considers CIP-51 requirement during the program brief/NOI and proposal development 
	

	Submit the proposal to SQC (by SQC established deadline)

SQC meeting
	
	· Attends SQC meeting as part of working group (if requested)

	· Sends the proposal to the SQC for peer review
· Participates in SQC review process as appropriate
	

	Integrate SQC feedback into proposal
	
	· Reviews the SQC findings
· Consults and assists with revisions (as appropriate.)
· Updates development report
	· Reviews and responds to the SQC findings
Including making revisions (as appropriate)
	

	Submit proposal to School Dean
	
	· Following review by the School Dean, collaborates with other members of the working group on the proposal revisions, as needed
· Updates development report

	· Submits the final proposal to the School Dean
· Revises the proposal as per feedback from the School Dean
	· School Dean reviews SQC report, working group revisions/response to SQC report and the proposal.  Dean may request clarifications/revisions to the proposal (as appropriate) and gives approval to proceed.

	School Dean submits proposal to APQA

Operational and Service Group Meeting

Education Council (Edco) Programming review

Edco Review and Approval (final approval for non-degree programs)


	· APQA lead reviews proposal and ensures completeness and alignment with expectations (may require revisions)
· APQA facilitates the proposal through the following steps
· Operational and Service Group meeting
· Edco Programming Committee review
· Education Council
· CIP-51 consultation for health programs if applicable




	
	· Works with other working group members to make any required revisions

· Updates development report

· Attends meetings as part of the Working group
	· Works with the APQA lead on any remaining questions/issues on the proposal (may require revisions) after each review, including the completion of the CIP-51 template (health programs)

· Working group attends the Operational and Service Group meeting and answers questions

· Working group attends the Education Council meeting to answer any questions that may arise

· Obtains the necessary approval from regulatory/licensing body (e.g. Transport Canada, SkilledTrades BC), accrediting body, and/or Ministry (i.e. CIP-51) where applicable
	· School Dean submits proposal to APQA lead 

	For Degree programs only:

Determination of New Degree process


DQAB Final Approval for degree programs

	· APQA will work with the working group on the creation of the “Determination of New Degree” document, and review for accuracy and completeness. 

· APQA submits the document on behalf of the Provost and VPA to the DQAB for review

· Once reviewed, the DQAB sends a letter to BCIT’s President indicating if the major changes can proceed with no further requirements, or if it is considered a new degree (APQA will advise on next steps).  
	
	· Completes the “Determination of New Degree” template (with all the supporting documentation including letters of support and course descriptions) with assistance from APQA
	

	Implementation of Program Changes after final approvals (DQAB for degrees, Education Council for all other credentials)
	
	
	· Program champion and/or AD submits a Program Update Form to implement the changes
	· AD approves the Program Update form
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