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[bookmark: _Toc310342919]Executive Summary
[Note:  This section should be only 2-3 pages in length.]
[bookmark: _Toc135714725][bookmark: _Toc310342920]Institute Overview
Established in 1964, the British Columbia Institute of Technology (BCIT) is one of British Columbia’s largest post-secondary institutions and Canada’s leading polytechnic. The Institute offers a wide range of credentials in the trades and technologies, including certificates, diplomas and applied degrees. It has five campuses in Greater Vancouver and numerous satellite locations around B.C. BCIT’s annual enrolment is approximately 15,500 full-time students and 32,500 part-time students. The Institute graduates about 5,000 students a year from approximately 400 different programs.
[bookmark: _Toc135714726][bookmark: _Toc310342921]Our Mission
The mission of BCIT is to serve the success of learners and employers:
by providing high quality technical and professional education and training that supports our graduates as practitioners and as citizens; and
by advancing the state-of-practice.
[bookmark: _Toc135714727][bookmark: _Toc310342922]Our Mandate
BCIT’s foundation is comprised of certificates, diplomas and degrees – the entry-to-practice credentials that lead to rewarding careers. These are enhanced by programs and courses that are coordinated with career development and growth of the practitioner, and include industry services, advanced studies and continuing education.
BCIT offers experiential and contextual teaching and learning with the interdisciplinary experiences that model the evolving work environment.
BCIT conducts applied research to enhance the learner experience and advance the state-of-practice.
BCIT exercises its provincial mandate by collaborating with the post-secondary system and employers in activities that improve learner access and success.
[bookmark: _Toc135714728][bookmark: _Toc310342923]Proposed Credential
BCIT is proposing to offer a [Master of … in Subject Area].
[bookmark: _Toc135714729][bookmark: _Toc310342924]Location
The program will be based at [name and location of BCIT campus].
[bookmark: _Toc135714730][bookmark: _Toc310342925]Name of School
The credential will be awarded by the School of [enter name].
[bookmark: _Toc135714731][bookmark: _Toc310342926]Anticipated Program Start Date
The anticipated start date of the program is [Month Year].
[bookmark: _Toc135714732][bookmark: _Toc310342927]Anticipated Completion Time
Full-time students can expect to complete the program in [number of years or terms. Be consistent in usage of either terms or years throughout proposal].
[bookmark: _Toc135714733][bookmark: _Toc310342928]Summary of Proposed Program
[bookmark: _Toc135714734][bookmark: _Toc310342929]Aims and Goals
[Paragraph summary of program aims and goals.]
[bookmark: _Toc135714735][bookmark: _Toc310342930]Strategic Contribution
[Summary of how the program is linked to BCIT’s strategic plan.]
[bookmark: _Toc135714736][bookmark: _Toc310342931]Curriculum Linkages
[Describe curriculum structure (e.g., combination of course work and applied research) and its links to learning outcomes; indicate whether a work experience/work place term is required for degree completion, and if so, include a description of the purpose and role of the work experience within the program.]
[bookmark: _Toc135714737][bookmark: _Toc310342932]Potential Employment Opportunities and Student Demand
[Potential areas/sectors of employment, and a summary of student demand from Needs Assessment, Appendix 7]
[bookmark: _Toc135714738][bookmark: _Toc310342933]Proposed Delivery Methods
[Full-time, part-time, online, or blended delivery (specify components)]
[bookmark: _Toc135714739][bookmark: _Toc310342934]Program Strengths
The program will focus on the following areas of strength:
[List and briefly describe the major areas of strength in the program, drawing on the relevant sections of the proposal.  Areas of strength can include focus on application, applied research, specialization, etc.]



[bookmark: _Toc135714740][bookmark: _Toc310342935]Institutional, Regulatory or Professional Support and Recognition
[An overview of the level of support and recognition from other post-secondary institutions, and relevant regulatory or professional bodies, where applicable.]
[bookmark: _Toc135714741][bookmark: _Toc310342936]Admission Requirements
[Summary of the admission requirements]
[bookmark: _Toc135714742][bookmark: _Toc310342937]Transfer Arrangements
[Summary demonstrating how the program provides flexible admission and transfer arrangements.]
[bookmark: _Toc135714743][bookmark: _Toc310342938]Related Programs
[Related programs in the institution or other BC post-secondary institutions.  Indicate rationale for duplication, if any.]
[bookmark: _Toc135714744][bookmark: _Toc310342939]Institute Contact Person
Please contact [name], Vice President of Education (604- … or [email address]) for further information about this program.


[bookmark: _Toc135714745][bookmark: _Toc310342940]Degree Level Standard
[bookmark: _Toc41724436][Demonstrate that the proposed program meets or exceeds the degree level standards in each of the following areas, as applicable to the program. The BCIT Credential Standards incorporate the degree level standards defined by the DQAB.  Please refer to the master’s degree credential standards in Policy 5401 (Program Development & Change, http://www.bcit.ca/files/pdf/policies/5401.pdf) and Procedure 5401-PR1 (Program Development & Change Processes, http://www.bcit.ca/files/pdf/policies/5401_pr1.pdf)]
[bookmark: _Toc135714746][bookmark: _Toc310342941]Depth and Breadth of Knowledge
[A systematic understanding of knowledge, and a critical awareness of current problems and/or new insights, much of which is at, or informed by, the forefront of their academic discipline, field of study, or area of professional practice.]
[bookmark: _Toc135714747][bookmark: _Toc310342942]Knowledge of Methodologies and Research
[A conceptual understanding and methodological competence that enables the graduate to: 
have a working comprehension of how established techniques of research and inquiry are used to create and interpret knowledge in the discipline; 
have a capacity to evaluate critically current research and advanced research and scholarship in the discipline or area of professional competence; and 
have a capacity to address complex issues and judgments based on established principles and techniques.
On the basis of that competence, has shown at least one of the following: 
the development and support of a sustained argument in written form; or 
originality in the application of knowledge.]
[bookmark: _Toc135714748][bookmark: _Toc310342943]Application of Knowledge
[Competency in the research process by applying an existing body of knowledge in the research and critical analysis of a new question or of a specific problem or issue in a new setting.]
[bookmark: _Toc135714749][bookmark: _Toc310342944]Communication Skills
[The ability to communicate ideas, issues and conclusions clearly and effectively to specialist and non-specialist audiences.]
[bookmark: _Toc135714750][bookmark: _Toc310342945]Awareness of Limits of Knowledge
[A cognizance of the complexity of knowledge and of the potential contributions of other interpretations, methods, and disciplines.]
[bookmark: _Toc135714751][bookmark: _Toc310342946]Professional Capacity/Autonomy
[The qualities and transferable skills necessary for employment requiring: 
1. the exercise of initiative and of personal responsibility and accountability; and 
decision-making in complex situations, such as employment; 
The intellectual independence required for continuing professional development; 
The ability to appreciate the broader implications of applying knowledge to particular contexts.]


[bookmark: _Toc135714752][bookmark: _Toc310342947]Credential Recognition and Nomenclature
[Demonstrate that the program’s learning outcomes and standards are sufficiently clear and at a level that will facilitate recognition of the credential by other post-secondary institutions, professional and licensing bodies and employers.]
[Provide evidence that the name of the degree is appropriate to the content, conveys long-term meaning, and that it will be recognized by industry, professional bodies, and other post-secondary institutions.]
[Include a description of any consultations done with industry, professional bodies, and other post-secondary institutions to ensure they will recognize the credential.  Include their assessment of whether the credential will contribute to the professional advancement of the graduate.]
[If there is a regulatory, licensing, credentialing, or professional body related to the program, include a description of its role and the steps to meet the eligibility requirements. Specify how the learning outcomes and standards and other requirements for graduation take into account the requirements of the relevant regulatory or professional body. In Appendix 4, include letters from relevant bodies indicating that the credential and learning outcomes will be recognized, as well as the relevant bodies’ current requirements or standards.] 
BCIT seeks to optimize the success of students that are accepted into programs, and is open to recognizing and providing an opportunity for advanced placement within a program based upon transfer credits and/or work place experience. BCIT’s Admissions Policy (http://www.bcit.ca/files/pdf/policies/5003.pdf), and the Admission Procedures (http://www.bcit.ca/files/pdf/policies/5003_pr1.pdf) are included in Appendix 12.
BCIT has a link to the BCCAT transfer guide and has identified transfer articulations for all BC institutions.

[bookmark: _Toc135714753][bookmark: _Toc310342948]Curriculum and Program Content
[bookmark: _Toc135714754][bookmark: _Toc310342949]Program Aim
[From Concept paper, or revised as appropriate.]
[bookmark: _Toc135714755][bookmark: _Toc310342950]Program Goals
[From Concept paper, or revised as appropriate.]
Specifically, graduates of the program will be able to:






[bookmark: _Toc135714756][bookmark: _Toc310342951]Program Structure and Length
[Provide an overview of the structure of the program, including the Program Structure Map (the template is located at http://www.bcit.ca/ltc/curriculum/developprograms.shtml). Identify the length of the program in years or terms; state the number of credits for the program.]
[Referring to the Program Structure Map, describe laddering opportunities for graduates of the program.]
[If applicable, include a description of any work experience or field experience components, including the anticipated outcomes of the work experience or field placement, how the experience offered will provide the opportunity to put the stated learning outcomes into practice, and how the students will be evaluated during their placements.  Also describe the institution’s plans to develop placement opportunities for students and the level of support the institution will extend to students seeking placements.]  
[If time for completion differs from BCIT Policy 5103 – Student Evaluation (http://www.bcit.ca/files/pdf/policies/5103.pdf), please describe. Refer to the policy as appropriate, and if referenced, include it in Appendix 12.]
[bookmark: _Toc51465047][bookmark: _Toc52169501][bookmark: _Toc135714757][bookmark: _Toc310342952]Course Work
[Describe how the course work is designed to broaden and deepen the candidate’s knowledge base.]
[Provide an overview of the course clusters in the Program Structure Map.]
[bookmark: _Toc135714758][bookmark: _Toc310342953]Research
[bookmark: _Toc51465049][bookmark: _Toc52169503]BCIT maintains a series of policies that guide research at the institution. The relevant policies for student research are as follows (each of these policies can be found in Appendix 12):
Research Ethics for Human Subjects (http://www.bcit.ca/files/pdf/policies/6500.pdf)
Intellectual Policy (http://www.bcit.ca/files/pdf/policies/6601.pdf)
Student Regulations (http://www.bcit.ca/files/pdf/policies/5101.pdf)
Research Method Course
The first research course, Research Methods, provides students with the tools and techniques to engage in research activities leading to the discovery of new data for further investigation and analysis.
Research Proposal Course
The second research course, Research Proposal, prepares students to focus on a research problem and teaches them how to publish or present their results. Additionally, each student will conduct a literature review and prepare their project for evaluation by their graduate committee. Typically, students will assemble their graduate committee in conjunction with their supervisor during this course.
[bookmark: _Toc135714759][bookmark: _Toc310342954]Thesis and Defence
During the thesis, the student will conduct research on [subject-specific] related topic. The thesis project will provide an important contribution to the practice and application of [subject-specific] and will be a demonstration of the candidate’s ability to transfer knowledge in a practical setting. The thesis will be evaluated according to criteria as established by the student’s thesis committee consisting of both academic and industry authorities.
[Include description of the thesis defence process and requirements.]
[bookmark: _Toc51465050][bookmark: _Toc52169504][bookmark: _Toc135714760][bookmark: _Toc310342955]Supervisors
[bookmark: _Toc51465051][bookmark: _Toc52169505]Pro-Tem Supervisor
Upon admission to the program, a student will be assigned a pro-tem supervisor by the program head. The pro-tem supervisor will function as the student’s main point of contact until a formal thesis supervisor is selected. The pro-tem supervisor will guide the student in selecting suitable course work and preparing for the research project. The supervisor will also consult with the student in setting up a thesis committee including the formal thesis supervisor.
Thesis Supervisor
The thesis supervisor is responsible for guiding the student to focus on a research problem of practical use and advantage to a business or industry. The supervisor is also responsible for exposing students to problems and literature related to the student’s research question(s), and to help the student scope the research project in order to achieve the expected research outcome within a reasonable amount of time.
[bookmark: _Toc135714761][bookmark: _Toc310342956]Research Management
Applied research in business and industry is usually driven by specific objectives, milestones, and end-points. In accordance with the recommendation of the BCIT Graduate Studies Steering Committee, research projects will have a definitive goal of completion and termination within a reasonable timeframe. Extensions to the timeframe should be the exception rather than the rule.
It is, therefore, imperative for the student to plan carefully and to maintain regular contact with the thesis supervisor to ensure steady progress and sufficient rigour for the completion of the degree. Research results (or non-results) must be clearly defined and monitored by the supervisor.
[bookmark: _Toc51465052][bookmark: _Toc52169506][bookmark: _Toc135714762][bookmark: _Toc310342957]Thesis Committee
The thesis committee is responsible for reviewing the research proposal and the final thesis and for examining the student’s work at the final defence. Composition of the committee consists of the following:
supervisor
at least one other faculty member from the Department of [name]
industry sponsor
one external faculty
The committee should be formed after the student has completed the research proposal and begins work on the research project.
[bookmark: _Toc135714763][bookmark: _Toc310342958]Graduate Program Committee
The graduate program committee has authority for the academic integrity and maintenance of the graduate program. The committee is comprised of three members:
[Program Area] Associate Dean
[Program Champion]
One Faculty Member as selected by the department 
The graduate program committee has the following responsibilities:
Reviewing applications and advising prospective students on the details of programs and the admission process
Ensuring courses within the program are reviewed regularly and maintained
Implementing and enforcing the regulations, procedures, and policies related to graduate studies at BCIT
It recommends action upon:
Applications for graduate study in the department 
Applications for scholarships 
The subjects, courses, and research leading to a Master’s degree in that program
Requests for exceptions to usual procedures
Cases of failure to meet scholastic requirements
[bookmark: _Toc135714764][bookmark: _Toc310342959]Courses and Curriculum Requirements
[Explain how the course and curriculum requirements will contribute to the intended goals of the program. Complete the Program Goal Integration Matrix (Appendix 2), Employability Skills Matrix (Appendix 6), and the Program Map (Appendix 1). Refer to these appendices in your description.]
[Explain how the program aligns with BCIT’s Strategic Plan (http://www.bcit.ca/files/about/pdf/stratplan.pdf).  Ensure you refer to the Strategic Initiative regarding Programming, and outline how the proposed program meets strategic objectives in the areas of sustainability, interdisciplinary study, internationalization, and professionalism and ethics.  Course outlines should reflect appropriate integration of these strategic objectives in the course descriptions and learning outcomes.]
[bookmark: _Toc135714765][bookmark: _Toc310342960]Course Descriptions
[List the courses in the program, include course descriptions for all courses (at the level of detail found in the academic calendar), identify which are new courses, which are existing courses, and which are common courses to all degree programs. Include course outlines in Appendix 11.]
[Describe how courses provide exposure to increasingly complex theory, and the application of that theory to practice in the field. Describe how the program has sufficient breadth and rigour, and an appropriate balance of professional and liberal studies.]
[bookmark: _Toc135714766][bookmark: _Toc310342961]Student Evaluation
[Describe the general student evaluation strategy for the program, and describe how this strategy aligns with the program goals. Demonstrate how the type and frequency of evaluations of student learning are commensurate with the stated learning outcomes and provide appropriate information to students about their achievement levels.]
Evaluation of learning outcomes and expectations is set by each instructor and described in the approved course outlines (see Appendix 11), which provide information to students about expectations of satisfactory achievement levels. Marking and grading practices are detailed in Policy 5103, Student Evaluation Policy (http://www.bcit.ca/files/pdf/policies/5103.pdf) and the Grading Procedure 5103-PR1 (http://www.bcit.ca/files/pdf/policies/5103_pr1.pdf). These policies are included in Appendix 12.
The Research Proposal Course will be graded by the thesis supervisor, and the thesis committee will be responsible for deciding the final standing of the thesis.
[bookmark: _Toc135714767][bookmark: _Toc310342962]External Review
[bookmark: _Toc135714768][bookmark: _Toc310342963]External Panel Review
[Summarize the External Panel Review meeting and the makeup of the committee, and include the external review report and the response to the report in Appendix 10.  When sending the proposal to the DQAB for web posting, this will usually be before the External Review has occurred. In that case, use the wording below. Remember to update this section once the External Panel has met and the report is integrated into the appendices.]
BCIT includes an External Panel Review as part of its institutional program development process, which is beyond what is required by the DQAB for the purposes of posting on the Ministry website for peer review. The External Review Panel will visit BCIT to conduct the review on [ENTER DATE]. The panel will submit a report summarizing its findings to the President of BCIT. The report is expected [ENTER DATE], and will be made available to the DQAB as supplemental information soon thereafter.
[bookmark: _Toc135714769][bookmark: _Toc310342964]Benchmarking
[Include research done comparing the proposed degree to other related degrees in Western Canada, Canada, North America, or other international institutions, as relevant.]
[Consider using a table format to compare existing programs at other institutions.  Identify the key components of the related programs, and demonstrate how the proposed program compares in terms of those components (key components could include the program length, focus, areas of specialization, certifications, unique courses, admission standards, etc).  The goal is to illustrate the comparative level of rigour, breadth, uniqueness, etc. of the proposed program.  A sample table is shown below.]
[bookmark: _Toc135714770][bookmark: _Toc310342965]
	Program Comparison 

	Name of Program
	Institute
	Level/ Credential
	Key Program Component
	Key Program Component
	Key Program Component

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Learning Methodologies and Program Delivery
[bookmark: _Toc135714771][bookmark: _Toc310342966]Learning Methodologies
Faculty in the [Name] program are committed to using learning methodologies that foster inquiry, critical thinking, analysis, problem solving, collaboration, teamwork, competent hands-on performance, reflective practice, and effective communication. BCIT encourages faculty to incorporate diverse and innovative teaching methodologies.
[Explain the learning methodology/methodologies to be used. Indicate which methodologies (examples below) will be incorporated into the learning environment of the new degree program, and how they will be used:
Case studies
Experiential learning (e.g., co-operative education, clinical, work term or simulated work experience)
Problem-based learning
Independent study
Simulations
Lectures, labs, tutorials
Collaborative learning

]
[bookmark: _Toc135714772][bookmark: _Toc310342967]Program Delivery
[Describe the formats in which the program will be delivered, for example classroom-based courses, laboratory components, blended/hybrid courses, hands-on field applications, and distance/online courses. Provide rationale to explain how the delivery methods are appropriate to course content, the students involved, and the proposed learning outcomes.  If delivery formats will include technology-based approaches, include a reference to BCIT Policy 3501 – Acceptable Use of Information Technology, at http://www.bcit.ca/files/pdf/policies/3501.pdf, and include the policy in Appendix 12.]
[Provide evidence that BCIT has the expertise and resources to implement and support the delivery method. Example:  refer to experience of instructors, support from Learning and Teaching Centre, and/or other expertise available to support the proposed delivery format.]

[bookmark: _Toc135714773][bookmark: _Toc310342968]Admission and Transfer/Residency
[bookmark: _Toc135714774][bookmark: _Toc310342969]Admission Requirements
[Describe the admission requirements for the program. Refer to the relevant sections of the Admission Policy (http://www.bcit.ca/files/pdf/policies/5003.pdf) and the Admission Procedures (http://www.bcit.ca/files/pdf/policies/5003_pr1.pdf), and include these policies in Appendix 12.]
[Programs that are proposing to use essays, references, interviews, resumes, or letters in their entrance requirements should outline how these items will be used to assess and select candidates for admission to the program.]
[Describe whether bridging options will be available to certain applicants.  Identify specific courses (or equivalent) that would be available as bridging options.]
[bookmark: _Toc135714775][bookmark: _Toc310342970]Transfer Arrangements
[Demonstrate how the program provides flexible admission and transfer arrangements, including recognition of prior learning. Refer to the relevant sections of the Admission Policy (http://www.bcit.ca/files/pdf/policies/5003.pdf) and the Admission Procedures (http://www.bcit.ca/files/pdf/policies/5003_pr1.pdf). Ensure policies are included in Appendix 12.]
BCIT has a link to the BCCAT transfer guide and has identified transfer articulations for all BC institutions.
[bookmark: _Toc135714776][bookmark: _Toc310342971]Residency Requirements
In order to satisfy academic residency requirements for a BCIT credential, a student must satisfactorily complete a minimum of 50% of the total required program of study at BCIT. 
[If specific courses must be completed at BCIT to establish residency, identify the courses.  See Policy 5003: Admissions for details on academic residency requirements, http://www.bcit.ca/files/pdf/policies/5003.pdf).] 
Candidates must complete the research proposal course and the thesis at BCIT.

[bookmark: _Toc135714777][bookmark: _Toc310342972]Faculty
[Describe the faculty complement and which Departments within BCIT they reside. State the number and qualifications of faculty potentially teaching in the program and other staff needed for the program to operate. Include a short description for each faculty including academic credentials, professional qualifications, teaching/industry experience, and current research activities in Appendix 3. Include a CV for each faculty member; insert these following the table in Appendix 3.]
[Indicate whether any new faculty will need to be hired, and if so, include the selection criteria outlined below.]
Faculty appointments are based on academic qualifications, industry experience, and applied research experience. Criteria for faculty selection will include:
academic qualifications to teach graduate level courses in the program
significant industry experience in [subject area] 
proven ability in conducting research in the [subject area]
record of active applied research in areas related to the program
interest in teaching at the graduate level and supervising research projects
Qualified faculty from other disciplines with significant experience or ongoing research programs in a related discipline area may also be offered appointments as adjunct faculty and thesis supervisors.
BCIT’s policy relating to minimum academic/professional credentials required of faculty teaching in graduate programs and supervising graduate research is currently under development by BCIT’s Education Council Policy Standing Committee. It will require extensive consultation and review throughout the Institute, concluding with BCIT Education Council and Board of Governors approval. It is expected to meet or exceed the DQAB expectations, as outlined in the DQAB Degree Program Review Criteria and Guidelines (2008) document. The process is expected to be complete by the Spring of 2012.
Policies and practices pertaining to faculty issues such as academic/professional credentials, faculty performance, professional development, and maintaining professional currency are addressed in the Faculty and Staff Association Collective Agreement  http://www.bcit.ca/files/hr/pdf/fsa0710ca.pdf) and in the Faculty and Staff Association Performance Development System (http://www.bcit.ca/files/pdf/policies/6601.pdf).
[Describe how faculty maintain continuing academic and professional competence and accreditation in their discipline or field appropriate to the specific degree program.]
BCIT encourages faculty to pursue individual interests in research that advances the state of practice. BCIT’s Intellectual Property policy can be found at:  http://www.bcit.ca/files/pdf/policies/6601.pdf. Any research involving human subjects must be approved by the BCIT Research Ethics Board (http://www.bcit.ca/files/pdf/policies/6500.pdf). BCIT's policy on Integrity in Research can be found at http://www.bcit.ca/files/pdf/policies/6600.pdf). These policies can also be referenced in Appendix 12.

[bookmark: _Toc135714778][bookmark: _Toc310342973]Program Resources
[Demonstrate that the institution has the physical, learning, and information resources (both start-up and development) needed to assure a program of acceptable quality. These include facilities, equipment, library resources, laboratories, computing facilities, shops and specialized equipment.]
[bookmark: _Toc135714779][bookmark: _Toc310342974]Facilities and Equipment
[Describe the facilities required to start-up and run the program, including classrooms, laboratories, equipment, computers, and other special facilities such as a woodlot. If additional facilities or equipment are required to operate the program, and these are not yet available, describe the plan to implement the required resources.]
[Describe any agreements with other institutions where resources and services will be shared.  Include agreements in Appendix 8.]
[bookmark: _Toc45010903][bookmark: _Toc51465071][bookmark: _Toc52169525][bookmark: _Toc135714780][bookmark: _Toc310342975]Learning Resources
The BCIT library provides access to print and media collections housed at the Burnaby campus. Online, electronic information from sources around the world is also available through the library’s website. Research journals such as ACM Digital Library, and interlibrary loans are readily available to faculty and students. The BCIT Library also provides electronic full-text access to required journals and other course materials. For more information, visit the library web site: http://www.lib.bcit.ca/eResources/.
[Describe the number of holdings (print) relevant to the field of study and number of holdings (electronic, i.e. program-specific databases).]
BCIT maintains an instructional and technical support centre—the BCIT Learning and Teaching Centre—that provides student and faculty orientation, program and curriculum development, instructional design services and training, and accessible technical assistance for students and faculty (http://www.bcit.ca/ltc/).
[Identify any other learning resources required to maintain the program. For example, if the program has distance education components, demonstrate how this will be supported at BCIT.]
[In order to mount and sustain a quality program, describe the Institute’s plans for renewing and upgrading learning and information resources related to this program.]
[bookmark: _Toc135714781][bookmark: _Toc310342976]Program Service Requirements
Institute services such as registration, financial aid, program advising, counselling, tutoring through the Learning Commons, and the library will be available to students of the Master’s program. Additionally each student admitted to the Master’s program will be assigned a pro-tem supervisor to assist the student in getting starting and meeting the requirements of the program.
[bookmark: _Toc135714782][bookmark: _Toc310342977]Program Implementation
[State the intended start date of the program and the number of expected students. Demonstrate how this is an appropriate implementation schedule given the timing of the proposal and readiness of the institution to offer the program.]

[bookmark: _Toc135714783][bookmark: _Toc310342978]Program Consultation and Needs Assessment
[Demonstrate that the Program has consulted appropriate individuals and organizations in the development of the program proposal.
a) Provide a list and brief explanation of the nature of the consultations that have occurred in the development of the degree program. This should include consultations about the proposed program with internal academic stakeholders. Comment on whether there will be any duplication with existing programs or courses within the institute, and if so the rationale.
b) Summarize written comments received from the following types of consultations (attach written comments, both positive and negative, in Appendix 4): 
relevant employers; 
relevant professional associations; 
program advisory committees; 
other British Columbia institutions (this will include comments provided through the peer review process on the Post Secondary Institution Proposal System); 
institutions outside British Columbia; 
experts in the proposed field of study; and, 
external academic consultants. 
c) If there are other individuals or groups that have been involved, describe their roles in the collection and evaluation of information leading to the development and submission of this proposal. 
d) Include a list of anticipated employment destinations for graduates of this program.
e) Summarize evidence of demand, support and interest to proceed with the degree. Insert a completed Needs Assessment Report in Appendix 7. The template and suggestions for how to conduct a needs assessment are located at: http://www.bcit.ca/ltc/curriculum/developprograms.shtml]

[bookmark: _Toc228775949][bookmark: _Toc135714784][bookmark: _Toc310342979]Program Review and Assessment
[In order to ensure the ongoing currency of the new program and the quality of its learning outcomes, BCIT must provide evidence that a program review and assessment procedure is in place.]
This section describes BCIT’s policy and procedures for program review and assessment.  This policy is currently under review.
[bookmark: _Toc66078164][bookmark: _Toc66078230][bookmark: _Toc228775950][bookmark: _Toc135714785][bookmark: _Toc310342980]BCIT Program Review and Assessment 
[Provide evidence that the internal and external review policies at BCIT assess and measure depth and breadth of programs. Refer to Policy 5402: Program Review http://www.bcit.ca/files/pdf/policies/5402.pdf, and Program Review Procedure at http://www.bcit.ca/files/pdf/policies/5402_pr1.pdf for more information. Please use the standard wording that follows this paragraph.]
The procedure for reviewing and assessing the proposed program is documented in BCIT’s Program Review Policy 5402 (http://www.bcit.ca/files/pdf/policies/5402.pdf) and Program Review Procedure 5402 (http://www.bcit.ca/files/pdf/policies/5402_pr1.pdf), or please see Appendix 12. BCIT adheres to two basic concepts to validate, review, modify, and monitor the Bachelor of Technology programs. These are:
A review of all programs will be conducted on a regular basis using objective criteria to measure program performance.
An analysis of each program will be conducted to determine that the accountability and sustainability of the program is compatible with the Institute strategic plan
[bookmark: _Toc66078165][bookmark: _Toc66078231][bookmark: _Toc228775951][bookmark: _Toc135714786][bookmark: _Toc310342981]Internal Review
[Describe how BCIT’s program review policies will facilitate the formative and summative review of the program every five to seven years to ensure the quality and currency of the new program’s learning outcomes.]
[bookmark: _Toc66078166][bookmark: _Toc66078232][bookmark: _Toc228775952][bookmark: _Toc135714787][bookmark: _Toc310342982]External Review
[Demonstrate that BCIT will provide the defined standard of education. Please use the standard wording that follows this paragraph. Refer to BCIT Program Advisory Committees Policy 5404 (http://www.bcit.ca/files/pdf/policies/5404.pdf) or Procedures (http://www.bcit.ca/files/pdf/policies/5404_pr1.pdf) for more information.]
BCIT’s Board of Governors establishes Program Advisory Committees (PAC) for each academic program. The program will receive advice and input from the PAC. They are constituted to provide strategic advice and assistance to the program and provide guidance to enable programs to meet projected future needs of employers. This ensures that changing skills, abilities, and knowledge required by employers are reflected in the program. The PAC also provides input and guidance in the conduct of program reviews and endorses by motion the results of a program review. 
Membership in PAC is an appropriate cross-section of representation from employers, alumni, the professions, and other industry representatives. Meetings are scheduled no less than twice a year. 
Each PAC submits a written annual report to the Board of Governors outlining major accomplishments and recommendations for program improvement, as well as an annual self-evaluation of the PAC’s effectiveness and utility. 

[bookmark: _Toc135714788][bookmark: _Toc310342983]References




[bookmark: _Toc57533961][bookmark: _Toc66078234][bookmark: _Toc228775954][bookmark: _Toc135714789][bookmark: _Toc310342984]Appendices
[bookmark: _Toc63591309]



[bookmark: _Toc135714790][bookmark: _Toc310342985][bookmark: _Toc52687181][bookmark: _Toc65994712][bookmark: _Toc66078168][bookmark: _Toc66078235]Appendix 1:	Program Map
[Please consult your LTC Instructional Development Consultant regarding development and formatting of your final program map. A template and sample program maps are available at, http://www.bcit.ca/ltc/curriculum/developprograms.shtml.]




[bookmark: _Toc135714791][bookmark: _Toc310342986]Appendix 2:	Program Goals Integration
	Goals
	[course #1]
	[Course #2]
	[Course #3]
	[Course #4]
	[Course #5]
	[Course #6]
	[Course #7]
	[Course #8]
	[Course #... (add columns as needed)]

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	





[bookmark: _Toc135714792][bookmark: _Toc310342987]Appendix 3:	Faculty Qualifications and Curriculum Vitae
	Faculty/Instructor
	Professional Certification/Academic Qualification/Professional Development
	Relevant Experience
	Role/Position in Program

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[Following this table, insert a CV for each faculty member listed in the table.]


[bookmark: _Toc135714793][bookmark: _Toc310342988]Appendix 4:	Correspondence and Related Documents
[Scan and 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.).]
[Note: Scanning is required for purposes of creating .pdf files for uploading to the provincial New Program Review website. Contact the Learning and Teaching Centre for assistance.]


[bookmark: _Toc135714794][bookmark: _Toc310342989]Appendix 5:	Regulatory, Licensing, Credentialing, or Professional Bodies – Current Requirements or Standards
[Include information related to the current requirements or standards for any relevant bodies as listed above. Change the title as appropriate to identify what type of body is relevant to the program. Correspondence from any bodies should be in Appendix 4.]
[Include relevant detailed information related to accrediting bodies.  This information is often available on websites; include relevant information in this appendix, and include the weblink for more detailed information.]


[bookmark: _Toc135714795][bookmark: _Toc310342990]Appendix 6:	Employability Skills Matrix
[Column headings list examples of employability skills. Employability skills should be determined by your program. You may need to add or delete columns. List courses in the “Courses” column and mark an “x” in the skill column(s) that each course meets. Refer to: http://www.conferenceboard.ca/topics/education/learning-tools/employability-skills.aspx]

	Course
	[Written & oral communication]
	[Teamwork]
	[Professional & ethical behaviour]
	[Quality assurance]
	[Technical competence]
	[Critical thinking & problem solving]
	[Work safely]
	[Management/ Leadership]

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




[bookmark: _Toc135714796][bookmark: _Toc310342991]Appendix 7:	Needs Assessment Report
[Insert Needs Assessment Report (see the Needs Assessment template and guiding document at http://www.bcit.ca/ltc/curriculum/developprograms.shtml. The Needs Assessment Report should be completed prior to beginning the degree proposal.]
[Needs assessments should be done early in the proposal development process; they inform various sections of the proposal, and provide valuable information from stakeholders about clusters of courses or areas of specialization that should be built into the program.]


[bookmark: _Toc135714797][bookmark: _Toc310342992]Appendix 8:	Shared Resources and Facilities
[Scan and include documents of any written agreements with other institutions, where resources and services are, or will be, shared.]
[Note: Scanning is required for purposes of creating .pdf files for uploading to the provincial New Program Review website. Contact the Learning and Teaching Centre for assistance.]


[bookmark: _Toc135714798][bookmark: _Toc310342993]Appendix 9:	Members of Degree Review Panels
Members of the Working Group
	Member
	Relation to program

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Members of the Internal Review Panel
	Member
	Relation to Program or Position

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Members of the External Review Panel
	Member
	Position

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc135714799][bookmark: _Toc310342994]Appendix 10:	External Panel Review Report
[Insert the external panel review report.]
[If the proposal is being submitted to the DQAB for web posting prior to the External Panel Review Report being available, include the following text.]
Please note that this report will be included as supplemental information when it is made available in [ENTER DATE]. 
This review is conducted under the aegis of BCIT’s Education Council and Board of Governors. The External Review Panel will review the program proposal to ensure and confirm that is educationally sound and at the level appropriate to the credential being sought, that it meets current and emerging needs of industry, and that its program goals are realistic and achievable.
The External Review Panel will visit BCIT on [ENTER DATE], and will report back to BCIT’s President in [ENTER DATE]. The full report will be made available to the DQAB soon thereafter, including any reference to responses or changes required as a result of the report.

[bookmark: _Toc135714800][bookmark: _Toc310342995]Appendix 11:	Course Outlines
[Use BCIT’s approved course outline format. A template for course outlines is available at http://www.bcit.ca/ltc/curriculum/developprograms.shtml. Include a course outline for each course in the program. Ensure you follow the following policies and procedures when developing course outlines:
· Policy 5403 (Course Outlines & Course Names),
http://www.bcit.ca/files/pdf/policies/5403.pdf
· Procedure 5403-PR1 (Course Outlines),
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 (Assigning of Credits to Courses),
http://www.bcit.ca/files/pdf/policies/5012.pdf]
[Course outlines should be written by various members of the School Working Group or other faculty members whose expertise matches the proposed course.]
[Ensure course credit calculations follow the requirements outlined in Policy 5012:  Assigning of Credits to Courses http://www.bcit.ca/files/pdf/policies/5012.pdf]
[Include at least the first two numbers in the course code to identify the intended level of rigour for the course (e.g. GRAD 92XX).  Course learning outcomes should be written to match the intended level of rigour.  Place all course outlines in alphanumeric order.]
[If the proposed program will be integrating existing courses, include two appendices for course outlines:  one appendix for existing courses, one appendix for proposed new courses.]

[bookmark: _Toc135714801][bookmark: _Toc310342996]Appendix 12:	Related BCIT Policies
[The DQAB requires that all BCIT policies referenced in the body of the proposal are inserted into an appendix. Once a final list of policies is known for an individual proposal, that list should appear below (sample shown), and the related policies should be inserted on the following pages.]
[Example:
This proposal references the following BCIT policies:
Policy LIB 235	Interlibrary Services
Policy LIB 400	Collection Development
Policy 3501	Acceptable Use of Information Technology
Policy 5003	Admissions
Procedure 5003-PR1	Admission Procedure
Policy 5103	Student Evaluation
Policy 5401	Program Development and Change
Procedure 5401-PR1	Program Development and Change Processes
Policy 5402	Program Review
Procedure 5402-PR1	Program Review Processes
Policy 5403	Course Outlines and Course Names
Procedure 5403-PR1	Course Outlines
Procedure 5403-PR2	Course Names
Policy 5404	Program Advisory Committees
Procedure 5404-PR1	Program Advisory Committee Processes
Policy 6500	Research Ethics for Human Subjects
Policy 6600	Integrity in Research
Policy 6601	BCIT Intellectual Property Policy]

[Insert each referenced policy in full]
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