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Program Development, Approval and Implementation
Overview for Ontario College Credential Programs
Note:  Many of these steps occur concurrently.

	Phase
	Task
	Resource
	Expected Timeframe
	Date Completed

	Phase 1:    Where to Start

	Initial Scoping
	Initial Scoping presentation to Deans Council by Chair/Academic Manager
	· New Program Planning Template available within Program Development Guide under the Key Documents – Templates and Forms link.
· Submit completed Template to Academic Development 1 week prior to Initial Scoping meeting.
	Meetings held 
mid-April and early October.
	

	Presentation of Initial Scoping document to CRC 
	CRC Chair presents the Initial Scoping document 
	· The New Program Planning Template is presented to CRC for information and comment.

· Comments and feedback are sent to Chair.
	Present at CRC meeting immediately following Initial Scoping approval.  
	

	Phase 2:    Program Development

	Presentation to CRC at the Intermediate Level
	Labour Market Analysis 

(secondary research)
	· Academic Development will initiate the labour market analysis and arrange for the firm conducting the analysis to contact the department Chair.
	4-6 weeks to complete research
	

	
	Curriculum Development 

(to Intermediate Level)
	· Proposal Template available within Program Development Guide under the Key Documents – Templates and Forms link.
· Program proposal at Intermediate Level to include: 


- credential sought; 


- program description; 


- program outcomes


- admission requirements;


- program of study;

            
 - accreditation, certification requirements;


- results of labour market analysis if available.

· Assigned curriculum consultant will assist with program development.  
· Essential Employability Skills and General Education school representatives are also available as resources (see respective web sites).
	1-2 months
	

	
	Submission to CRC for Intermediate Level Approval
	· Documentation to be submitted to the EA to the VPA 1 week prior to CRC meeting.
	1 week
	

	Presentation to CRC at the Final Level
	Cash Flow Analysis
	· Template available within Program Development Guide under the Key Documents – Templates and Forms link.
· Academic Operations and Planning will provide support to complete.

· Submit to the Director, Academic Operations and Planning for review and approval when completed.
	1-2 weeks to complete;

1 week for approval (to be completed prior to final CRC presentation)
	

	
	Five Year Equipment Projections
	· Template available within Program Development Guide under the Key Documents – Templates and Forms link.
· Submit to Director, Academic Operations and Planning for review and approval when completed.
	1-2 weeks to complete;

1 week for approval
	

	
	Facilities/Technology/ Resource Assessment
	· Academic Development requests assistance of the Manager, Facilities Planning, to assist in identifying requirements. When finalized these are forwarded to Director, Academic Operations and Planning for approval. They are then presented to CSIC for review and inclusion in the College’s space requirements and identification of priorities by the Manager, Facilities and Planning.
· Academic Development requests assistance of the Director, Learning and Teaching Services regarding any specific library or technology learning resource requirements. The Director of Information Technology Services also consulted as necessary.
	2-4 weeks 
	

	
	Determination of Applicant Demand
	· Academic Development arranges for OCAS data mining and works with program developers to assess demand for program. Students from any existing potential feeder programs are surveyed as appropriate.
	4 weeks
	

	
	Complete Development of Curriculum and Program Proposal
	· Program proposal finalized:  
· course descriptions

· course learning requirements

· curriculum mapped to all program outcomes

· accreditation/certification/licensing requirements   

· program and course delivery defined (in class, online, hybrid, etc.)
· Include summary of the following:

· labour market analysis

· applicant demand 

· Formal Advisory Committee approval with recommendation and minutes included.

· Curriculum consultant in LTS provides support for curriculum and online development.
	1-3 months
	

	
	Submission to CRC for Final Level Approval
	· Documentation to be submitted to the EA to the VPA        1 week before the CRC meeting.
	1 week
	

	Phase 3:   Approval Process

	College Approval Process
	Documents prepared for DC/PEC/BoG presentation approval
	· DC/PEC/BoG Briefing Note Template is available from the EA to the VPA. This is to be submitted to the EA 1 week prior to the DC presentation. (Note: the Briefing Note template is revised for subsequent presentations.)
	1 week minimum
	

	
	DC
	· Program is presented to DC for approval by the Dean and any program designates.
	1 week minimum
	

	
	PEC Approval
	· Program presented to PEC by the VPA, the Dean and Dean, Academic Development as appropriate. Briefing Note revised as necessary.
	1 week minimum
	

	
	BoG Approval
	· BoG Briefing Note to be submitted to the BoG Secretariat 10 working days prior to the Board meeting by the VPAO. The program will be presented to the Board by the VPA and the Dean.
	2-4 weeks (depending on date of next BoG meeting)
	

	CVS Validation/
MTCU Funding

Approval

	CVS/MTCU Submission
	· CA will work with department Chair to ensure documents completed as part of the template are finalized and submitted to CVS and Ministry.

	2 weeks for submission;
1 week for CVS approval; 1-4 months for MTCU funding approval
	

	Phase 4:   Program Implementation

	
	Create Program in GeneSIS
	· Prepare and submit PUF to the CA immediately following receipt of Final Level CRC approval. Form is found on the RO web site.
	3 days
	

	
	Create Program of Study and enter Program Narrative Information in GeneSIS
	· Complete the following fields in GeneSIS prior to a Final Level CRC presentation; enter any edits in GeneSIS to reflect the final approved proposal: 

· Program of study

· Program description

· Field placement/clinical experience (if applicable)

· Co-operative Education

· Employment opportunities

· Program eligibility

· Expenses

· Additional information

· Program contact name (incl. telephone and email) 
	2 days for GeneSIS data entry; revision time frame varies depending on the extent of revisions required
	

	
	Post program on Algonquin College web site
	· The RO adds the new program offering to the Academic Program Listing on the RO website.

· The RO posts the new activity against the appropriate term on the Program Activity list on the RO website. 

· The CA informs Marketing when the monograph is ready to be posted on the Algonquin web site.

	1 week 
	

	
	Post program on the www.ontariocolleges.ca (OCAS) web site


	· Academic Department enters Activity/Enrolment Projections in Enrolment Management System (EMS).
· The Academic Operations and Planning Department approves projections and forwards to RO.
· The Registrar’s Office enters projections in GeneSIS and posts program on the ontariocolleges.ca web site.

	1 week
	

	
	Program Monographs/Brochures Requested
	· Academic Chair reviews for accuracy and signs off the CAL999 Report provided by the CA.  

· CA approves the CAL999 Report and forwards to the RO for program activation in GeneSIS. 

· Once the program is activated the CA works with Marketing and the department for the creation of a monograph/brochure and posting program on the web site.


	Time frame dependant on time of year.
Program Monographs Requested
	


Acronyms:
BoG
  Board of Governors

EA

Executive Assistant

CA
Curriculum Administrator

MTCU

Ministry of Training, Colleges and Universities




PAC
Program Advisory Committee

OCAS

Ontario College Application Service – ontariocolleges.ca
CRC
Curriculum Review Committee

PEC
President’s Executive Committee
CVS
Credentials Validation Service
PUF
Program Update Form
DC
Deans Council 
RO

Registrar’s Office




VPAO

Vice President Academic’s Office
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