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Instructions for Completion

This document is almost identical to the CETAC Standards document. There are, however, two exceptions.   First, this document contains all components and Required Indicators of Compliance for Elements 5 and 6, along with selected components and Required Indicators of Compliance from other elements that have been approved for evaluation each year.  When completing the SER sections for these components, the Required Indicators of Compliance are numbered sequentially, from 1 forward.  However, the actual number from the CETAC Standard is noted in brackets as well.  Secondly, there is a Continuing Quality Improvement section at the end of each component in Elements 5 and 6. When completing the SER please follow the instructions below.
1. For Elements 2-4 and 7-9, simply provide the Required Indicators of Compliance asked for in the SER.

2. For Elements 5 and 6, you must provide any policies and procedures relating to each component as a separate file.  
3. For these two elements, you must then evaluate the relevant policies and/or procedures according to the table provided in the SER section of each component.  Specifically, you will need to evaluate whether your current policies and/or procedures meet the Required Indicator of Compliance and whether they are followed consistently within the institution.   Lastly, you are asked to review whether improvements are necessary.  NOTE: Where there is any deficit within the relevant policies and/or procedures, or the current policies or procedures are not being followed consistently, it is anticipated that improvements will be suggested in the SER. 
4. The institution must provide documentation and evidence to support the claims in their responses.  When including such documentation, list the actual file names of Required Indicators of Compliance pieces provided in support of the SER claims or in response to SER questions.  Please ensure you add to the beginning of the file name, the CETAC component and Required Indicator of Compliance number to which the file relates. (example: 5a2-name of file.doc)  A separate item has been included at the end of each SER section for the listing of files provided. (Names of files provided in support of self-evaluation).  Again, it is essential that you use actual file names, beginning with the component  and Required Indicator of Compliance number (example: 5a2-name of file.doc) and include these names in the bulleted text box in the table provided.

The completed SER and all accompanying evidence pieces must be made available to CETAC in electronic format via a secure website provided by CETAC.  Please contact ExecutiveDirector@cetac.ca for instructions on how to access the secure website and upload the completed SER and all accompanying documentation, catalogued in folders by component.  

5.  Element Two  - Student Learning and Job Readiness

Element Statement
In fulfilling its mission, the institution is committed to excellence in student learning, skills development and job readiness.

Component 2a

The institution’s training programs respond to the training needs, which have been identified through broad based stakeholder consultations.

Required Indicators of Compliance (# 1):
The institution: 

1. Complies with all applicable provincial, territorial, and occupational/industrial standards relevant to each program being offered.

Self Evaluation Response
1. If you have not already done so through an application within the past twelve months, provide a list of all training programs offered at the institution.  Is the institution in compliance with all applicable provincial/ territorial, and occupational/industrial standards relevant to each program? 
Note that evidence of compliance must include correspondence, certificates, or other documentation from the applicable provincial/territorial regulating agencies.  Scanned or other electronic copy of the evidence of compliance is to be submitted along with the SER.
2. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 2g

The institution creates effective learning environments.

Required Indicators of Compliance (# 2):
1. Teaching and other staff are in sufficient numbers to meet demand for current student enrollment.

Self Evaluation Response

1. Provide a current instructor: student ratio for each program at the institution.

2. Provide a list of vacancies in administrative and managerial positions.  When will each vacancy be filled?
	Vacant position
	Anticipated Date of New Hire

	
	

	
	

	
	


3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 



[image: image1]
Element Three - Student Policies and Services
Element Statement
Student policies and services are based on ongoing assessments of student needs, support the advancement of student learning and skills development and are consistent with the institution’s mission. 
Component 3a

Admissions procedures are in place to support student success.  They are well documented and implemented in a consistent manner. 

Required Indicators of Compliance (# 8 - 10):
1. Enrollment contracts and student tuition and fees conform to the relevant provincial/territorial and federal government requirements. 
2. Tuition and fee payment requirements and refund policies are included in the student contract, and conform to relevant provincial, territorial and federal government requirements.
3. The institution ensures that students are aware of contractual obligations and policies related to attending the institution.  The institution ensures that students receive a copy of the signed student contract.
Self Evaluation Response

1. Provide a copy of the student contract.
2. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 3d 

In order to maximize student loan repayment, an institution participating in a government sponsored student loan program has a student loan repayment management plan that is consistently followed.

Required Indicators of Compliance:
1. The institution’s policies and procedures directing the student loan repayment plan meet, or exceed, minimum requirements of government student loan designation  policies..

2. The institution advises students of their loan repayment obligation prior to enrollment, during the program of study and within thirty (30) days prior to program completion or graduation.

3. The student loan repayment management plan provides for further contact with former students five (5) months after they leave the institution, advising them of their obligations to establish a payment plan.

Self Evaluation Response

1. Provide a copy of the institution’s student loan repayment management plan.

2. Names of files provided in support of self-evaluation:
	Names of files provided in support of self-evaluation
	· 


Component 3e

Survey results of students, former students (those who do not complete their program as well as those who graduate), faculty and administrative staff conducted annually by CETAC meet, or exceed, minimum thresholds established annually by the Commission.

Self Evaluation Response

Note:  CETAC Field Services will arrange for the survey of currently enrolled students, former students, faculty and administrative staff.
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Element Four - Staffing
Element Statement

The institution’s instructional and non-instructional staff members possess the appropriate combination of education, training and experience to enable the institution to deliver on its mission and commitments to student learning and skills development.

Component 4 b

Staff qualifications and experience reflect the duties of the position.

Required Indicators of Compliance:
1. Staff meet all requirements of relevant provincial, territorial or federal government regulations.

2. Instructional staff, including tutors, have formal training/education in the field of study in which they are teaching or tutoring.

3. Instructional staff, including tutors, have training in adult education or are enrolled in and actively participating in such a program.

4. Instructors who are required to use technology in the delivery and/or development of their programs have technological skills and of level of computer literacy that is appropriate for the means by which the program is delivered.

5. Instructional staff, including tutors, have at least one year of work experience in the field of study in which they are teaching or tutoring.

6. Non-instructional staff have formal training/education and/or experience in the field in which they are working.

7. Managerial and supervisory staff have training/education and experience in the field  for which they are responsible.

8. Managerial and supervisory staff members have training/education and/or experience in supervision or management. 

9. Staff members meet all requirements of professional organizations relevant to the occupational or industrial sector in which they are teaching or tutoring.

Self Evaluation Response

1. Provide evidence that staff meet all requirements of relevant provincial, territorial or federal government regulations.

2. Complete CETAC form 4b-1 for the institution’s instructional and form 4b-2 for the institution’s non-instructional staff.  These forms are included as an appendix to this document and may also be downloaded from the Web site www.cetac.ca/forms.

3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 4g

Professional development opportunities are provided to ensure staff members’ skills are up to date.

Required Indicators of Compliance (# 1):
1. Each year instructional staff receive a minimum of eight (8) hours of upgrading in adult education theory and/or techniques.  This training can be delivered by either a qualified internal or external instructor. 
Self Evaluation Response

1. Provide evidence of all instructional staff having received a minimum of eight (8) hours of upgrading or professional development in adult education theory and/or techniques within the last calendar year or the current school year.  Evidence should include, but not be limited to, outlines of training provided, dates and attendance.

2. Provide evidence of a minimum of eight (8) hours of planned upgrading or professional development in adult education theory and/or techniques for the next calendar year or the next school year.  Evidence may include, but not be limited to, outlines of training provided, dates and attendance.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 
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Element Five - Administration and Leadership

Element Statement
The institution has an administrative system that facilitates the accomplishment of its mission, furthers institutional effectiveness, and supports student learning.  Effective leadership is established at all levels of the institution.  

Component 5a

The institution values integrity and upholds ethical conduct.

Required Indicators of compliance:

1. All policies and procedures related to how the institution deals with students, staff, Government, other stakeholders and the general public meet or exceed any relevant provincial/territorial and federal government regulatory requirements.

2. The administrative activities of the organization are consistent with its vision, values, mission and organizational priorities.

3. The institution’s ownership undertakes reviews of its administrative systems, from time to time, to ensure the institution operates legally, responsibly and with ﬁscal integrity. 

4. The institution abides by all relevant municipal, provincial/territorial and federal laws and regulations. 

5. The institution’s ownership and administration consistently implements clear and fair policies regarding the rights and responsibilities of both staff and students. 

6. The institution’s ownership and administration deal fairly with its stakeholders including, but not limited to: CETAC and other external accrediting bodies, relevant Provincial or Territorial Regulator(s), and other relevant federal, provincial and/or territorial government departments and agencies. 

7. The institution’s ownership and administration presents itself accurately and honestly in its communications. 

8. The institution responds to all complaints and grievances received, both internally and externally, in a timely manner.  All complaints and grievances received, along with the institution’s response, are documented in a timely manner.   

9. The institution follows ethical procedures for collecting tuition and dealing with delinquent student accounts. Deceptive representation and/or threatening means are not used to collect, or attempt to collect, tuition or other outstanding charges from students. 

10. The institution makes all refunds to students or third-party funders promptly upon a student’s withdrawal from training.  Refunds are provided as required according to relevant provincial/territorial or federal government requirements.
Self Evaluation Response

1. Provide a copy of all policies and procedures informing the manner in which the institution demonstrates high integrity and ethical conduct, with particular attention to the Required Indicators of Compliance.   If a complete Policy and Procedures manual is provided, please indicate below which sections and pages deal with specific topics and stakeholders.
2. Conduct a review of the institution’s policy and practice directing integrity and ethical conduct.  
2.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance of the CETAC Standard using the table below.

	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. All policies and procedures related to how the institution deals with students, staff, Government, other stakeholders and the general public meet or exceed any relevant provincial/territorial and federal government regulatory requirements.
	
	
	

	2. The administrative activities of the organization are consistent with its vision, values, mission and organizational priorities.
	
	
	

	3. The institution’s ownership undertakes reviews of its administrative systems, from time to time, to ensure the institution operates legally, responsibly and with ﬁscal integrity. 
	
	
	

	4. The institution abides by all relevant municipal, provincial/territorial and federal laws and regulations. 
	
	
	

	5. The institution’s ownership and administration consistently implements clear and fair policies regarding the rights and responsibilities of both staff and students. 
	
	
	

	6. The institution’s ownership and administration deal fairly with its stakeholders including, but not limited to: CETAC and other external accrediting bodies, relevant Provincial or Territorial Regulator(s), and other relevant federal, provincial and/or territorial government departments and agencies. 
	
	
	

	7. The institution’s ownership and administration presents itself accurately and honestly in its communications. 
	
	
	

	8. The institution responds to all complaints and grievances received, both internally and externally, in a timely manner.  All complaints and grievances received, along with the institution’s response, are documented in a timely manner.   
	
	
	

	9. The institution follows ethical procedures for collecting tuition and dealing with delinquent student accounts. Deceptive representation and/or threatening means are not used to collect, or attempt to collect, tuition or other outstanding charges from students. 
	
	
	

	10. The institution makes all refunds to students or third-party funders promptly upon a student’s withdrawal from training.  Refunds are provided as required according to relevant provincial/territorial or federal government requirements.
	
	
	


2.2. What changes might the institution make to improve the level of integrity and ethical conduct at the institution?
2.3. Which of the items from 2.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 5b

The appropriate licenses, certificates and provincial/territorial and federal government registrations are current.

Required Indicators of Compliance:
1. The institution posts in a prominent place all municipal, provincial, territorial and federal licenses and certificates held.

2. The institution maintains a current list of all organizations that either approve or accredit the school.    Further, the institution provides CETAC with copies of letters or certificates of all accreditations each year.

3. The institution notifies CETAC within thirty (30) days of an agency’s decision regarding accreditation or program approval or denial.

4. The institution provides CETAC annually with evidence of compliance with any provincial/territorial government requirements regarding program registration or approval.

5. The institution notifies CETAC annually of any programs which are exempted from provincial/territorial  government  registration or approval, along with exemption criteria.

Self Evaluation Response

1. Provide copies of all current licenses, certificates and provincial/territorial and federal government registrations.

2. Provide a list of all organizations that either approve or accredit the institution or its programs.  Include copies of letters of approval or certificates of accreditation for the current year.

3. Conduct a review of the institution’s policies, procedures and practices that ensure that all licenses, certificates and provincial/territorial and federal registrations remain current.  Include the manner in which CETAC is notified of change of status or renewal of licenses, certificates and registrations.  

3.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance  of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution posts in a prominent place all municipal, provincial, territorial and federal licenses and certificates held.
	
	
	

	2. The institution maintains a current list of all organizations that either approve or accredit the school.    Further, the institution provides CETAC with copies of letters or certificates of all accreditations each year.
	
	
	

	3. The institution notifies CETAC within thirty (30) days of an agency’s decision regarding accreditation or program approval or denial.
	
	
	

	4. The institution provides CETAC annually with evidence of compliance with any provincial/territorial government requirements regarding program registration or approval.
	
	
	

	5. The institution notifies CETAC annually of any programs which are exempted from provincial/territorial government  registration or approval, along with exemption criteria.
	
	
	


3.2. What changes might the institution make to ensure that all licenses, certificates and provincial/territorial and federal registrations remain current and that CETAC is notified of change of status or renewal of licenses and certificates?

3.3. Which of the items from 3.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
4. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 5c

The institution has administrative systems in place that promote institutional effectiveness.
Required Indicators of Compliance:
1. Policies and procedures for each area of responsibility are documented in sufficient detail to enable a substitute employee to perform the task they are assigned.

2. The institution undertakes periodic administrative system reviews to ensure that administrative systems   are consistent with the institution’s guiding documents.  The reviews themselves, along with any resulting administrative systems   changes, are documented.

3. Managers and supervisors are empowered to perform leadership responsibilities in an efficient and timely manner.

4. Managerial and supervisory personnel are committed to the institution’s guiding documents and effectively fulfill their designated responsibilities. 
Self Evaluation Response
1. Provide copies of all policies and/or procedures pertaining to administrative systems and the manner by which they promote institutional effectiveness, particularly those that relate to the Required Indicators of Compliance in the Standard.  
2. Conduct a review of the administrative systems that are in place, with reference to the manner and degree to which those systems promote institutional effectiveness.
2.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance  of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Policies and procedures for each area of responsibility are documented in sufficient detail to enable a substitute employee to perform the task they are assigned.
	
	
	

	2.  The institution undertakes periodic administrative system reviews to ensure that administrative systems   are consistent with the institution’s guiding documents.  The reviews themselves, along with any resulting administrative systems   changes, are documented.
	
	
	

	3. Managers and supervisors are empowered to perform leadership responsibilities in an efficient and timely manner.
	
	
	

	4. Managerial and supervisory personnel are committed to the institution’s guiding documents and effectively fulfill their designated responsibilities.
	
	
	


2.2. What changes might the institution make to enhance institutional effectiveness?

2.3. Which of the items from 2.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
3. Names of files provided in support of self-evaluation:
	Names of files provided in support of self-evaluation
	· 


Component 5d

The institution maintains, for each student, an electronic and/or physical file in a secure place.

Required indicators of compliance:

1. Policy and practice regarding content, access and storage of student files meets or exceeds relevant provincial/territorial and federal government regulations.
2. Student files are comprehensive and include: current student contact information, contact information for next of kin, admissions information (e.g. completed application, results of any admissions tests, transcripts), documents required by relevant provincial/territorial or federal government departments or financial support agencies, attendance records, grades and copies of any certificates, diplomas or degrees earned.  The file also contains the student contract, which confirms that the student has been informed of all costs and his/her rights and responsibilities as a student at the institution.  
3. Documentation of all correspondence with the student and any disciplinary actions are kept in the student file.
4. When additional information such as medical clearance or criminal background checks are required to enter a program, this information is kept in the student’s file.
5. Student files are stored in a secure physical location or in a secure password protected electronic format.
6. Students have access to their student file.
7. Each student’s grade records and transcripts are maintained for forty (40) years or as required by provincial, territorial or federal government regulation.  Grade records and transcripts include:  subjects taken, credit and/or grades received, dates of attendance and certificates, diplomas, or degrees earned.  If the files are stored in hard copy, they are either kept in a fireproof safe or in duplicate at an off site location.  If the files are stored electronically they are kept on two (2) separate secure hard drives in different locations. 
8. The institution has a policy to transfer current and past student records to the new owner in the event of sale of the institution. 
9. Students are encouraged to keep the institution informed of their updated contact information following completion of their program of study.

Self Evaluation Response
1. Provide policy and/or procedures relating to content, access and storage of student files. Provide evidence that such policies and /or procedures meet or exceed relevant provincial/territorial and federal government regulations, including privacy regulations.
2. Conduct a review of the manner in which electronic and/or physical files are maintained for each student.
2.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance  of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Policy and practice regarding content, access and storage of student files meets or exceeds relevant provincial/territorial and federal government regulations.
	
	
	

	2. Student files are comprehensive and include: current student contact information, contact information for next of kin, admissions information (e.g. completed application, results of any admissions tests, transcripts), documents required by relevant provincial/territorial or federal government departments or financial support agencies, attendance records, grades and copies of any certificates, diplomas or degrees earned.  The file also contains the student contract, which confirms that the student has been informed of all costs and his/her rights and responsibilities as a student at the institution.  
	
	
	

	3. Documentation of all correspondence with the student and any disciplinary actions are kept in the student file.
	
	
	

	4. When additional information such as medical clearance or criminal background checks are required to enter a program, this information is kept in the student’s file.
	
	
	

	5. Student files are stored in a secure physical location or in a secure password protected electronic format.
	
	
	

	6. Students have access to their student file.
	
	
	

	7. Each student’s grade records and transcripts are maintained for forty (40) years or as required by provincial, territorial or federal government regulation.  Grade records and transcripts include:  subjects taken, credit and/or grades received, dates of attendance and certificates, diplomas, or degrees earned.  If the files are stored in hard copy, they are either kept in a fireproof safe or in duplicate at an off site location.  If the files are stored electronically they are kept on two (2) separate secure hard drives in different locations. 
	
	
	

	8. The institution has a policy to transfer current and past student records to the new owner in the event of sale of the institution. 
	
	
	

	9. Students are encouraged to keep the institution informed of their updated contact information following completion of their program of study.
	
	
	


2.2. What changes might the institution make to enhance the manner in which student information is maintained?

2.3. Which of the items from 2.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 
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Element Six – Facilities and Technical Resources

Element Statement
The institution’s facilities (e.g. buildings, classrooms, instructional facilities, furniture, computers and other equipment) align with the guiding documents and support learning outcomes for each course of study.

Component 6a

The institution provides facilities that contribute to an effective learning environment and the achievement of its mission.

Required indicators of compliance:

1. The institution complies with relevant legislative and regulatory requirements regarding fire, health and safety, for an organization of its size and type.  Current licenses and inspection certificates are displayed in prominent places.

2. The institution complies with relevant legislative and regulatory requirements regarding access for persons with disabilities.

3. Fire notices and emergency response procedures are posted in a visible location.  Staff and students are aware of emergency exits, lock down plans (in the event of a security risk) and evacuation plans.  

4. Emergency evacuation and lock down drills are held and documented every three (3) months or more frequently where required by municipal, provincial or territorial regulation.

5. The institution’s evacuation and emergency lock down plan includes procedures to assist persons who require help in the event of an emergency. 

6. The institution allocates adequate resources, including physical facilities and specialized equipment needed to achieve the learning outcomes of programs and courses.

7. The institution maintains clean, climate controlled and appropriately ventilated facilities that are in good repair.
Self Evaluation Response
1. Provide policy and/or procedures relating to the manner by which the institution provides facilities that contribute to an effective learning environment and the achievement of its mission.
2. Conduct a review of the policies, procedures and practices of the institution relating to the manner by which the institution provides facilities that contribute to an effective learning environment and the achievement of its mission. 
2.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance  of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution complies with relevant legislative and regulatory requirements regarding fire, health and safety, for an organization of its size and type.  Current licenses and inspection certificates are displayed in prominent places.
	
	
	

	2. The institution complies with relevant legislative and regulatory requirements regarding access for persons with disabilities.
	
	
	

	3. Fire notices and emergency response procedures are posted in a visible location.  Staff and students are aware of emergency exits, lock down plans (in the event of a security risk) and evacuation plans.  
	
	
	

	4. Emergency evacuation and lock down drills are held and documented every three (3) months or more frequently where required by municipal, provincial or territorial regulation.
	
	
	

	5. The institution’s evacuation and emergency lock down plan includes procedures to assist persons who require help in the event of an emergency. 
	
	
	

	6. The institution allocates adequate resources, including physical facilities and specialized equipment needed to achieve the learning outcomes of programs and courses.
	
	
	

	7. The institution maintains clean, climate controlled and appropriately ventilated facilities that are in good repair
	
	
	


2.2. What changes might the institution make to enhance the manner by which the institution provides facilities that contribute to an effective learning environment and the achievement of its mission?

2.3. Which of the items from 2.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 6b

The institution’s equipment and software used for instruction and administration are well maintained and sufficient for current demands.  

Required Indicators of Compliance:
1. The institution’s technical infrastructure provides privacy, security of information and ease of user access. 

2. Equipment such as computers, copiers, printers and fax machines are current, well maintained and dependable.  

3. Instructional equipment and software are up-to-date and consistent with that being used in workplaces in the field of practice.  

4. All software installed on computers is licensed and/or registered with the software provider.
Self Evaluation Response
1. Provide policies and/or procedures relating to the manner by which the institution’s equipment and software used for instruction and administration are well maintained and sufficient for current demands.
2. Conduct a review of the policies, procedures and practices of the institution relating to the manner by which the institution’s equipment and software used for instruction and administration are well maintained and sufficient for current demands. 
2.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance  of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution’s technical infrastructure provides privacy, security of information and ease of user access. 
	
	
	

	2. Equipment such as computers, copiers, printers and fax machines are current, well maintained and dependable.  
	
	
	

	3. Instructional equipment and software are up-to-date and consistent with that being used in workplaces in the field of practice.  
	
	
	

	4. All software installed on computers is licensed and/or registered with the software provider.
	
	
	


2.2. What changes might the institution make to enhance the manner by which the institution’s equipment and software used for instruction and administration are well maintained and sufficient for current demands?

2.3. Which of the items from 2.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 6c

Specialized equipment required for students to practice skills is consistent with that currently used in the workplace.

Required Indicators of Compliance:

1. During program reviews, the institution evaluates its specialized equipment to ensure that students receive training on equipment they are likely to encounter in the workplace.

2. The institution provides for equipment upgrades in its budget forecasts.

3. Sufficient equipment and/or learning stations are provided to allow each student adequate scheduled time for practice.

4. In programs of study where students are expected to develop skills using computers, there is a one-to-one student to computer ratio in the classroom.

5. Where student assignments require use of a computer and specialized software outside the classroom, the institution may provide students with the latest version of software.  The cost of doing so is included in program fees.  Alternatively, students may purchase the latest version of the software, but are not compelled to purchase the product from the institution. In this scenario, the cost for such software is identified as an optional fee in any documentation on program fees.
Self Evaluation Response
1. Provide policies and/or procedures relating to the manner by which specialized equipment required for students to practice skills is consistent with that currently used in the workplace.
2. Conduct a review of the policies, procedures and practices of the institution relating to the manner by which specialized equipment required for students to practice skills is consistent with that currently used in the workplace. 
2.1. In the review, determine if the current policy and practice meets each of the Required Indicators of Compliance  of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy Meets Standard (Yes or No)
	Policy followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. During program reviews, the institution evaluates its specialized equipment to ensure that students receive training on equipment they are likely to encounter in the workplace.
	
	
	

	2. The institution provides for equipment upgrades in its budget forecasts.
	
	
	

	3. Sufficient equipment and/or learning stations are provided to allow each student adequate scheduled time for practice.
	
	
	

	4. In programs of study where students are expected to develop skills using computers, there is a one-to-one student to computer ratio in the classroom.
	
	
	

	5. Where student assignments require use of a computer and specialized software outside the classroom, the institution may provide students with the latest version of software.  The cost of doing so is included in program fees.  Alternatively, students may purchase the latest version of the software, but are not compelled to purchase the product from the institution. In this scenario, the cost for such software is identified as an optional fee in any documentation on program fees.
	
	
	


2.2. What changes might the institution make to enhance the manner by which specialized equipment required for students to practice skills is consistent with that currently used in the workplace?

2.3. Which of the items from 2.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Element Seven – Financial Capacity
Element Statement

The institution’s financial resources and reporting systems enable it to fulfill its mission.
Component 7c 
Required Indicators of Compliance (#4):

1. The institution maintains reasonable liquidity so that issuance of refunds to students or third-party funders can be made immediately upon becoming payable and within timeframes mandated by provincial/territorial and federal government regulations and the terms and conditions of funding programs.  Liquidity shall be determined using a modified Quick Ratio, whereby current liabilities includes unearned tuition multiplied by the withdrawal rate.  A state of reasonable liquidity shall be considered to exist when the modified Quick Ratio is 1.0 or higher.  Calculation of this ratio is to be provided as part of the third party Review Engagement or Audit.
Self Evaluation Response

1. Provide a copy of the latest financial statements for the institution and, if multiple campuses are in operation, the parent company.  These statements must be at the Review Engagement or Audit level, and must include the Modified Quick Ratio calculation as prescribed above.
2. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 7g 

The institution meets all the financial requirements of relevant provincial/territorial, and federal governments, as well as those of relevant sector, professional or occupational organizations.

Required Indicators of Compliance: (#1 - 3)
1. The institution maintains ongoing evidence from regulating bodies, both government and non-government, that it is in compliance with all financial requirements. 

2. The institution meets requirements of applicable provincial or territorial training completion/insurance funds.

3. The institution is in compliance with all municipal, provincial/territorial and federal taxation requirements, including all tax and payroll remittances.
Self Evaluation Response

1. Provide copies of evidence that confirms the institution continues to meet the requirements of applicable provincial or territorial training completion/insurance funds.  This will include the latest training completion fund statement showing a zero balance or invoice plus cancelled cheque, along with any other applicable evidence.

2. Is the institution in compliance with all municipal, provincial/territorial and Federal taxation requirements, including all tax and payroll remittances?  The reviewer will examine evidence of this claim during the on site visit.  The institution is advised to have the latest CRA payroll deduction statement, along with municipal r property tax statements and copy of evidence that this has been paid, and CRA corporate income tax statement showing zero balance.
3. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Element Eight – Marketing
Element Statement
The institution’s marketing efforts support its mission, as outlined in the guiding documents.  Any marketing initiatives fairly and accurately depict the institution and its program offerings.
Component 8a

The institution provides accurate information in all its communications with prospective students, including in its advertising and promotional materials.

Required Indicators of Compliance:
1. The institution is in compliance with all applicable provincial/territorial and federal government regulations governing the marketing of private career colleges.

2. Advertising and promotional literature clearly indicates that training or education, and not employment, is being offered.  The use of any potentially misleading terms such as “free”, "guarantee" and, "men and women wanted for…" are not used.  Advertising for institution’s programs and services are not to be placed in the employment sections of newspapers or other media.  

3. Advertising and promotional material makes no direct reference to government sponsored student loan availability, or other government sponsored financial support.

4. Copies of advertising materials, including translations of advertising in a language other than English or French and scripts of TV and radio advertising are provided to CETAC and confirm that marketing is accurate and in compliance with this element.

5. Any student or graduate testimonials include the student’s or graduate’s name, hometown, date of testimonial, and provide current factual information about the program, institution, and  possible occupations  for which  program  graduates might qualify. .  Video or photographs relating to specific testimonials by students or graduates at affiliated or branch campuses show actual campus location.  Signed releases by students, graduates, faculty and others who appear in or provide testimonials for promotional and program materials are  kept on file at the institution.

6. When marketing internationally, there is no reference in the marketing materials that completion of a given program of study could lead to legal status to live and work in Canada or licensure in Canada, and no guarantee either explicit or implied that acceptance into the institution automatically or necessarily leads to a Canadian student class visa or other benefit under relevant provincial/territorial or federal government legislation.
· Self Evaluation Response

1. Provide copies of all advertising materials used in the past 24 months.  This includes electronically distributed materials and scripts of TV and radio advertising, including those that have been translated to a language other than English or French.  All materials will be assessed to ensure compliance with Required Indicators of Compliance 1-6.

2. Names of files provided in support of self-evaluation
	Names of files provided in support of self-evaluation
	· 


Component 8c

The institution conducts its sales and marketing efforts in an honest, ethical and transparent manner, enabling students to make informed decisions regarding the institution and its programs of study.

Required Indicators of Compliance (# 2, 3, 5):
1. Course or program marketing material stipulates whether that course or program of study is intended for self-interest, career entry or career development.  
2. In the case of courses or programs intended for career entry or career development, marketing materials advise students and potential students to inform themselves of any government or professional licensing requirements related to the occupation they are considering.

3. Admissions staff and sales representatives are knowledgeable about bona fide occupational requirements for entry to and practice in the occupation, and provide such information to prospective students and others seeking information.

Self Evaluation Response
1. Provide copies of all program marketing material. This material will be examined for compliance with the following:
1.1. Stipulation for each course or program whether it is intended for self interest, career entry or career development.
1.2. Students and potential students in career entry or career development courses or programs are advised of any government or professional licensing requirements related to the occupation they are considering.

2. Provide documentation of training provided for personnel who are involved in recruiting or meeting with prospective students.  Specifically, what training was provided during the previous 12 months?
3. Names of files provided in support of self-evaluation:
	Names of files provided in support of self-evaluation
	· 


Element 9 - Building for the Future
Element Statement 

The institution allocates resources in a manner that enables it to fulfill its mission and achieve its vision, improve the quality of education it provides to students, and respond to future challenges and opportunities. 

Component 9a 
The effectiveness of the institution’s preparation for the future reflects its understanding and consideration of societal, economic and educational trends. 
Required Indicators of Compliance (#4): 

1. The institution has an operational plan that provides a reasonable expectation of continued profitability and/or financial viability.

Self Evaluation Response

1. Provide copies of the institution’s short term, mid and long-term plans.  Provide copies of policy and processes informing the development of these plans.  These documents will be evaluated on the basis of Required Indicator of Compliance 1 (above).

2. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Component 9b

The institution ensures that its planning activities support the achievement of its mission, as outlined in the guiding documents.    

Required Indicators of Compliance (#3):
1. There is a clear link between planning and budgeting processes. 

Self Evaluation Response

1. Describe the linkage between the institution’s planning and budgeting processes.
2. Names of files provided in support of self-evaluation:

	Names of files provided in support of self-evaluation
	· 


Appendix
Form 4b-1

Instructional Staff  (add rows to the bottom of the form, if needed)
	
	Instructor / Tutor Name
	Program(s)
	Instructor/Tutor, Qualifications and Related Work Experience
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Form 4b-2

Non-Instructional Staff (add rows to the bottom of the form if needed)
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