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Instructions for Completion

This document is almost identical to the CETAC Standards document. This document contains all components and Required Indicators of Compliance for Elements 1, 2 and 3.  There is a Continuing Quality Improvement section at the end of each component within the Elements. When completing the SER please follow the instructions below.
1. Provide any policies and procedures relating to the component in an attachment.  
2. Then evaluate the relevant policies and/or procedures according to the table provided.  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. 
3. The institution must provide documentation and evidence to support the claims in their responses.  When including such documentation, list the actual file names provided in support of the Required Indicators of Compliance or in response to SER questions.  The filename format should be as follows: Component, Required Indicator of Compliance and distinctive name.  For example, if you were providing a vision statement under Component 1a, Required Indicator of Compliance number 2, the filename should be 1a-2-vision.  A separate item has been included at the end of each SER section for the listing of attachments (Names of files provided in support of self-evaluation).  Again, it is essential that you use actual file names (example: Form 1a-2-vision.doc).

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. 

4. Element One  - Mission and Guiding Documents

Element Statement
The institution’s guiding documents clearly articulate its long-term purposes and demonstrate its commitment to student learning and skills development.
Component 1a
The guiding documents contain a description of the institution, including its distinguishing characteristics, the diversity of student learning needs, the community and other stakeholders, as well as the extent to which it seeks to contribute to broader community.
Required Indicators of Compliance:

An institution’s guiding documents:                                                                                                                                                          

1. Include a brief history of the enterprise.

2. Include statements of vision, mission, values, goals, and organizational priorities.  Goals have the following characteristics: specific, measurable, attainable, relevant and time bound.

3. Provide a clear commitment to teaching excellence and student success.  Student success may be defined as achievement of learning outcomes, program completion, employment in the field of study and repayment of student financing.

4. Recognize each person as having equal value and equal rights.

5. Define and describe the community or communities and client group(s) the institution seeks to serve.

Self Evaluation Response
1. Provide copies of the following:

1.1 A brief (< 2 pages) history of the institution outlining its inception, and significant decisions and events that have shaped the organization.  The history should include the unique characteristics of the institution, the evolution of program offerings in response to student learning needs, the broader community the institution serves, as well as the extent to which it has sought to contribute to the broader community.
1.2 Statements of vision, mission, values, goals, and organizational priorities.
2. Conduct a review of the institution’s guiding documents.  
2.1 In the review, determine if the guiding documents meet each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Documents meet Standard (Yes or No)
	Documents consistently impact forward panning? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Include a brief history of the enterprise.
	
	
	

	2. Include statements of vision, mission, values, goals, and organizational priorities.  Goals have the following characteristics: specific, measurable, attainable, relevant and time bound.
	
	
	

	3. Guiding documents provide a clear commitment to teaching excellence and student success.  Student success may be defined as achievement of learning outcomes, program completion, employment in the field of study and repayment of student financing.
	
	
	

	4. Guiding documents recognize each person as having equal value and equal rights.
	
	
	

	5. Guiding documents define and describe the community or communities and client group(s) the institution seeks to serve.
	
	
	


2.2 What changes might the institution make to ensure that its guiding documents clearly articulate its long-term purposes and demonstrate its commitment to student learning and skills development?
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 1b

A clear understanding and support of the institution’s mission permeates the organization.
Required Indicators of Compliance:
1. Students and staff receive orientation to the institution’s mission annually.

2. The institution’s strategic decisions are consistent with its guiding documents.

3. The institution has current short and long term strategic plans that are driven by long term objectives and the communities in which the PCC operates.  The strategic plans and the processes directing their development and implementation are reviewed annually and updated as required. 

4. Budget priorities are driven by an understanding and commitment to the guiding documents. 

5. The institution’s policies and procedures are documented and approved via an established policy management procedure, are consistent with the guiding documents and are reviewed annually and revised as required.

6. The institution’s organizational structure (e.g. reporting relationships, composition of instructional and non-instructional staff) enables it to fulfill its mission and achieve its vision.
Self Evaluation Response
1. Provide copies of the following policies and/or procedure documents:

1.1 Policy directing the manner by which students and staff receive orientation to the institution’s mission annually.
1.2 Documents directing the manner by which strategic decisions are made within the institution.

1.3 Documents directing the development of strategic planning within the institution.

1.4 Documents directing the development of budgetary priorities.

1.5 Policy directing the development and approval of policies and procedures.

1.6 Copy of the organizational chart for the institution, outlining reporting relationships.

2. Conduct a review of the institution’s guiding documents.  
2.1 In the review, determine if the guiding documents meet each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Students and staff receive orientation to the institution’s mission annually.
	
	
	

	2. The institution’s strategic decisions are consistent with its guiding documents.
	
	
	

	3. The institution has current short and long-term strategic plans that are driven by long term objectives and the communities in which the PCC operates.  The strategic plans and the processes directing their development and implementation are reviewed annually and updated as required. 
	
	
	

	4. Budget priorities are driven by an understanding and commitment to the guiding documents. 
	
	
	

	5. The institution’s policies and procedures are documented and approved via an established policy management procedure, are consistent with the guiding documents and are reviewed annually and revised as required.
	
	
	

	6. The institution’s organizational structure (e.g. reporting relationships, composition of instructional and non-instructional staff) enables it to fulfill its mission and achieve its vision.
	
	
	


2.2 What changes might the institution make to ensure that a clear understanding and support of the institution’s mission permeates the organization
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 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:

The institution: 

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

2. Uses reliable, reputable and relevant sources of information to identify labour market supply and demand for occupational/industrial sectors or geographic areas.  Reliable and reputable public and private sources include, but are not limited to, Statistics Canada,  government departments responsible for labour market issues, government departments responsible  for  post-secondary education and training  The Conference Board of Canada, labour organizations, business and industry organizations, and Sector Councils. 
3. Identifies clearly defined bona fide occupational requirements to entry and practice in each occupation for which it offers training. 

4. Consults with relevant stakeholders including employers, labour, Government, professional and industry organizations, as well as the community, to identify training needs. 

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? 

2. Provide a copy of all policies and procedures relating to the manner by which the institution’s training programs respond to the training needs, which have been identified through broad based stakeholder consultations.

3. Conduct a review of the related policies and processes using the following table to direct your self-evaluation.
3.1 In the review, determine if the guiding documents meet each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

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

	2. Uses reliable, reputable and relevant sources of information to identify labour market supply and demand for occupational/industrial sectors or geographic areas.  Reliable and reputable public and private sources include, but are not limited to, Statistics Canada,  government departments responsible for labour market issues, government departments responsible  for  post-secondary education and training  The Conference Board of Canada, labour organizations, business and industry organizations, and Sector Councils. 
	
	
	

	3. Identifies clearly defined bona fide occupational requirements to entry and practice in each occupation for which it offers training. 
	
	
	

	4. Consults with relevant stakeholders including employers, labour, Government, professional and industry organizations, as well as the community, to identify training needs.
	
	
	


3.2 What changes might the institution make to ensure that the institution’s training programs respond to the training needs, which have been identified through broad based stakeholder consultations?
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 2b

The institution follows a consistent process in developing and evaluating its programs and curricula. Curricula form and format, teaching methodology and materials, etc. are appropriate for the means by which training is delivered.  
Required Indicators of Compliance:
1. Once a training need has been established in accordance with Component 2a, the institution uses stakeholder input to establish a list of tasks needed for the occupation or service.
2. From the task list, the institution uses stakeholder input to develop a list of skills needed to perform each task.
3. From the skills list, the institution develops the learning outcomes required to achieve competency in the skills required. The institution develops curriculum to achieve the learning outcomes.
4. Instructors and facilitators develop lesson plans to deliver curriculum and enable students to achieve stated learning outcomes.
5. Where curriculum is purchased from an outside source, the institution provides evidence that the developer has carried out a process that is consistent with evidence pieces 1-4, ensuring that desired learning outcomes are linked to skills and to the curriculum.  All other evidence requirements then are met by the purchasing institution.

6. Every program is evaluated according to the process identified in this component at least once in every four-year period. The evaluation includes:

a. assessment of students/graduates,

b. where appropriate, the evaluation of key performance indicators and repayment rate on student loans,

c. assessment of the continuing relevance of the program to the requirements of the occupation/industry,

d. assessment of the continuing relevance of the program structure, method of delivery and curriculum,

e. assessment of the continuing adequacy of the methods used for evaluating student progress and achievement, 

f. appropriate documentation of the process is maintained.

7. Internal and external program review recommendations and improvements arising from accreditation audits are effectively managed.

8. Employers are involved in and provide feedback on program development and review.

9. Other stakeholders, including current and former students, have adequate opportunity to provide feedback on programs and their review.
Self Evaluation Response
1. Provide copies of all policies and procedures directing the manner by which the institution follows a consistent process in developing and evaluating its programs and curricula. Note: curricula form and format, teaching methodology and materials, etc. must be appropriate for the means by which training is delivered.  
2. Conduct a review of the related policies and processes using the following table to direct your self-evaluation.
2.1 In the review, determine if the processes used in developing and evaluating training programs offered at the institution meet each of the Required Indicators of Compliance of the CETAC Standard using the table below. 
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Once a training need has been established in accordance with Component 2a, the institution uses stakeholder input to establish a list of tasks needed for the occupation or service.
	
	
	

	2. From the task list, the institution uses stakeholder input to develop a list of skills needed to perform each task.
	
	
	

	3. From the skills list, the institution develops the learning outcomes required to achieve competency in the skills required. The institution develops curriculum to achieve the learning outcomes.
	
	
	

	4. Instructors and facilitators develop lesson plans to deliver curriculum and enable students to achieve stated learning outcomes.
	
	
	

	5. Where curriculum is purchased from an outside source, the institution provides evidence that the developer has carried out a process that is consistent with evidence pieces 1-4, ensuring that desired learning outcomes are linked to skills and to the curriculum.  All other evidence requirements then are met by the purchasing institution.
	
	
	

	6. Every program is evaluated according to the process identified in this component at least once in every four-year period. The evaluation includes:
	
	
	

	a. assessment of students/graduates,
	
	
	

	b. where appropriate, the evaluation of key performance indicators and repayment rate on student loans,
	
	
	

	c. assessment of the continuing relevance of the program to the requirements of the occupation/industry,
	
	
	

	d. assessment of the continuing relevance of the program structure, method of delivery and curriculum,
	
	
	

	e. assessment of the continuing adequacy of the methods used for evaluating student progress and achievement, 
	
	
	

	f. appropriate documentation of the process is maintained.
	
	
	

	7. Internal and external program review recommendations and improvements arising from accreditation audits are effectively managed.
	
	
	

	8. Employers are involved in and provide feedback on program development and review.
	
	
	

	9. Other stakeholders, including current and former students, have adequate opportunity to provide feedback on programs and their review.
	
	
	


2.2 What changes might the institution make to ensure that follows a consistent process in developing and evaluating its programs and curricula, and that these processes meet or exceed the requirements of the Standard.
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 2c

The institution provides job readiness training and information on career strategies prior to or upon student graduation from each program.

Required Indicators of Compliance:
1. The institution provides to every student, prior to or upon program completion, training on how to conduct a job search, prepare a resume, participate in an interview and follow-up with potential employers.

2. Student and graduate surveys conducted by CETAC confirm students’ and graduates’ perception of job readiness and graduate rate of employment related to their program of study.
Self Evaluation Response

1. Provide detailed information (policies, program outline, narrative description, etc) of the job readiness training and information on career strategies provided to students prior to or upon student graduation from each program.
2. Conduct a review of the policies and processes directing the manner by which the institution provides job readiness training and information on career strategies prior to or upon student graduation from each program.  
2.1 In the review, determine if the processes and the content of the job readiness training provided meet each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution provides to every student, prior to or upon program completion, training on how to conduct a job search, prepare a resume, participate in an interview and follow-up with potential employers.
	
	
	

	2. Student and graduate surveys conducted by CETAC confirm students’ and graduates’ perception of job readiness and graduate rate of employment related to their program of study.
	
	
	


2.2 What changes might the institution make to ensure that the institution effectively provides job readiness training and information on career strategies prior to or upon student graduation from each program.
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 2d

The institution has developed procedures to evaluate student performance.  

Required Indicators of Compliance:
1. Written or electronic tests and exams, assignments, and other evaluations measure each learning outcome to be achieved.  

2. Mastery of learning outcomes is assessed in a consistent, fair and transparent manner. 

3. The grading system is easily understandable and meaningful to students, other post-secondary institutions and employers.

4. Before enrollment, students are informed of the grades required to successfully complete their program of study.  

5. Grades and marks are provided to students for each test, examination, assignment and evaluation within five (5) working days of completion.  
6. Promotion and graduation requirements are consistent with the learning outcomes of the program and with relevant provincial, territorial or federal government requirements.
Self Evaluation Response

1. Provide policies and processes directing the manner by which the institution has developed procedures to evaluate student performance.
2. Conduct a review of the policies and processes directing the manner by which the institution has developed procedures to evaluate student performance.  
2.1 In the review, determine if the policies and processes meet each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Written or electronic tests and exams, assignments, and other evaluations measure each learning outcome to be achieved.
	
	
	

	2. Mastery of learning outcomes is assessed in a consistent, fair and transparent manner. 
	
	
	

	3. The grading system is easily understandable and meaningful to students, other post-secondary institutions and employers.
	
	
	

	4. Before enrollment, students are informed of the grades required to successfully complete their program of study.  
	
	
	

	5. Grades and marks are provided to students for each test, examination, assignment and evaluation within five (5) working days of completion.  
	
	
	

	6. Promotion and graduation requirements are consistent with the learning outcomes of the program and with relevant provincial, territorial or federal government requirements.
	
	
	


2.2 What changes might the institution make to ensure that the institution effectively evaluates student performance?
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 2e

A work experience practicum is a standard element of program curriculum in applied fields of study. 

Required Indicators of Compliance:
1. One or more members of the institution’s staff is responsible for the practicum program.

2. A work experience practicum ideally occurs in an off-campus work site that is not affiliated with the institution.  When this is not possible, the institution must provide on-site opportunities for students to achieve the objectives of the practicum experience as outlined in this component.  

3. Work experience practicums enable students to demonstrate a minimum level of competency in the technical skills and personal behaviours needed to succeed in the workplace, as outlined in the learning outcomes for the program. 

4. Practicum sites comply with all relevant government safety requirements.

5. Responsibilities and obligations of the institution, the student and the practicum host are outlined in a written agreement which is signed by all parties. 

6. Students provide the institution’s practicum supervisor with written reports on their practicum experience. 

7. Information on both student and on-site work supervisor performance is gathered to measure the effectiveness of the practicum for learning. 

8. A practicum manual delineates the responsibilities of institution’s practicum supervisors and students and outlines methods of evaluation. 

9. The practicum program is evaluated regularly to facilitate continuing improvement and effectiveness. 
Self Evaluation Response

1. Provide copies of all related policies and procedures directing the manner by which a work experience practicum is included and managed as a standard element of program curriculum in applied fields of study.
2. Conduct a review of the related policies and procedures directing the manner by which a work experience practicum is included and managed as a standard element of program curriculum in applied fields of study.
2.1 In the review, determine if the policies, procedures and the delivery of the work experience practicum meet each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. One or more members of the institution’s staff is responsible for the practicum program.
	
	
	

	2. A work experience practicum ideally occurs in an off-campus work site that is not affiliated with the institution.  When this is not possible, the institution must provide on-site opportunities for students to achieve the objectives of the practicum experience as outlined in this component.  
	
	
	

	3. Work experience practicums enable students to demonstrate a minimum level of competency in the technical skills and personal behaviours needed to succeed in the workplace, as outlined in the learning outcomes for the program. 
	
	
	

	4. Practicum sites comply with all relevant government safety requirements.
	
	
	

	5. Responsibilities and obligations of the institution, the student and the practicum host are outlined in a written agreement which is signed by all parties. 
	
	
	

	6. Students provide the institution’s practicum supervisor with written reports on their practicum experience. 
	
	
	

	7. Information on both student and on-site work supervisor performance is gathered to measure the effectiveness of the practicum for learning. 
	
	
	

	8. A practicum manual delineates the responsibilities of institution’s practicum supervisors and students and outlines methods of evaluation. 
	
	
	

	9. The practicum program is evaluated regularly to facilitate continuing improvement and effectiveness.
	
	
	


2.2 What changes might the institution make to ensure that the institution more effectively provides a work experience practicum as a standard element of program curriculum in applied fields of study.
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 2f

Where programs or courses are regulated by external organizations or agencies, including Government, the credential titling, program description and learning outcomes meet or exceed regulated requirements.

Required Indicators of Compliance:
The institution:

1. Maintains documentation with respect to accreditation of all programs training students for professions whereby entrance to the profession is regulated by external organizations or agencies, including Government.  The documentation includes the results and date of the last accreditation review of the program undertaken by the regulating organization or agency.

2. Ensures that it continues to meet the requirements of external regulating organizations or agencies on an ongoing basis.
Self Evaluation Response

1. Provide copies of all policies, procedures and other relevant documentation that directs the manner by which programs or courses that are regulated by external organizations or agencies, including Government, meet or exceed regulated requirements with respect to the credential titling, program description and learning outcomes.
2. Conduct a review of the policies and processes directing the manner by which programs or courses that are regulated by external organizations or agencies, including Government, meet or exceed regulated requirements with respect to the credential titling, program description and learning outcomes.  
2.1 In the review, determine if the policies and processes directing the manner by which programs or courses that are regulated by external organizations or agencies meet or exceed regulated requirements conform to each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution maintains documentation with respect to accreditation of all programs training students for professions whereby entrance to the profession is regulated by external organizations or agencies, including Government.  The documentation includes the results and date of the last accreditation review of the program undertaken by the regulating organization or agency.
	
	
	

	2. The institution ensures that it continues to meet the requirements of external regulating organizations or agencies on an ongoing basis.
	
	
	


2.2 What changes might the institution make to ensure that programs or courses that are regulated by external organizations or agencies, including Government, meet or exceed regulated requirements with respect to the credential titling, program description and learning outcomes. 
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 2g

The institution creates effective learning environments.

Required Indicators of Compliance:
1. The institution’s systems of continuing quality improvement include regular reviews of the extent to which its educational strategies, activities, processes, and technologies enhance student learning. 
2. Teaching and other staff are in sufficient numbers to meet demand for current student enrollment.
Self Evaluation Response

1. Provide copies of all policies, procedures and other relevant documentation that directs the manner by which the institution creates effective learning environments.
2. Provide a current instructor: student ratio for each program at the institution.

3. Provide a list of vacancies in administrative and managerial positions.  When will each vacancy be filled?

	Vacant position
	Anticipated Date of New Hire

	
	

	
	

	
	


4. Conduct a review of the policies and processes directing the manner by which institution creates effective learning environments.  
4.1 In the review, determine if the policies and processes directing the manner by which institution creates effective learning environments meet or exceed each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution’s systems of continuing quality improvement include regular reviews of the extent to which its educational strategies, activities, processes, and technologies enhance student learning. 
	
	
	

	2. Teaching and other staff are in sufficient numbers to meet demand for current student enrollment.
	
	
	


4.2 What changes might the institution make to ensure that institution creates more effective learning environments? 
4.3 Which of the items from 4.2 do you intend to implement over the next 12-18 months?  Provide time lines, action plans and anticipated outcomes.
5. Names of files provided in support of self-evaluation:
	Names of files provided in support of self-evaluation
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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:
1. Relevant provincial, territorial and federal government requirements for registering students are met.
2. An admissions interview is conducted as part of the admissions process.  

3. Admissions staff and sales representatives are knowledgeable about and can explain to potential students the bona fide occupational requirements for entry to and practice in the occupation for which they express interest. 
4. Appropriate entry and selection criteria, including appropriate pre-entrance testing, are applied consistently to ensure that students are capable of successfully completing their program of choice.  Up-to-date entry and selection criteria are well publicized on the institution’s website and in recruiting and marketing materials.

5. All students provide proof of an acceptable level of reading comprehension, and both spoken and written competency in the language of instruction.  Acceptable levels are determined by the requirements of the program of study.  Proof of language competency is documented in the student file.

6. For programs that require students to use technology, one of the following is practiced:

a. prospective students are tested (prior to enrollment) to ensure they have the level of computer literacy required, OR

b. prospective students provide evidence of adequate computer literacy required for the program, OR

c. students are enrolled first in basic computer training that will enable them to gain an appropriate level of computer literacy for the program they are enrolled in.

7. Prospective and continuing students receive effective information and guidance to assist with making informed decisions on their program of study.

8. Enrollment contracts and student tuition and fees conform to the relevant provincial/territorial and  federal government requirements. 

9. Tuition and fee payment requirements and refund policies are included in the student contract, and conform to relevant provincial, territorial and federal government requirements.

10. 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.

11. Where applicable, the institution has effective, fair and reasonable policies and procedures regarding Prior Learning Assessment and Recognition (PLAR) that are consistently applied.  Such policies will direct assessment of prior learning and experience with respect to learning outcomes for any course being considered for PLAR recognition.

12. Where applicable, policies and procedures are developed governing the transfer of credits to and from other educational institutions.

13. The institution provides information, prior to admission, to assist students in making decisions regarding the funding of their education. The possibility of funding assistance is not promoted as a basis for student enrollment.  Students applying for financing are informed that funding assistance is not guaranteed.
Self Evaluation Response

1. Provide copies of all policies, procedures and other relevant documentation that ensures that admissions procedures are in place to support student success.
2. Provide a copy of the student contract.

3. Conduct a review of the policies and procedures other relevant documentation that ensures that admissions procedures are in place to support student success.  
3.1 In the review, determine if the policies and procedures other relevant documentation meet or exceed each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Relevant provincial, territorial and federal government requirements for registering students are met.
	
	
	

	2. An admissions interview is conducted as part of the admissions process.  
	
	
	

	3. Admissions staff and sales representatives are knowledgeable about and can explain to potential students the bona fide occupational requirements for entry to and practice in the occupation for which they express interest. 
	
	
	

	4. Appropriate entry and selection criteria, including appropriate pre-entrance testing, are applied consistently to ensure that students are capable of successfully completing their program of choice.  Up-to-date entry and selection criteria are well publicized on the institution’s website and in recruiting and marketing materials.
	
	
	

	5. All students provide proof of an acceptable level of reading comprehension, and both spoken and written competency in the language of instruction.  Acceptable levels are determined by the requirements of the program of study.  Proof of language competency is documented in the student file.
	
	
	

	6. For programs that require students to use technology, one of the following is practiced:

a. prospective students are tested (prior to enrollment) to ensure they have the level of computer literacy required, OR

b. prospective students provide evidence of adequate computer literacy required for the program, OR

c. students are enrolled first in basic computer training that will enable them to gain an appropriate level of computer literacy for the program they are enrolled in.
	
	
	

	7. Prospective and continuing students receive effective information and guidance to assist with making informed decisions on their program of study.
	
	
	

	8. Enrollment contracts and student tuition and fees conform to the relevant provincial/territorial and  federal government requirements. 
	
	
	

	9. Tuition and fee payment requirements and refund policies are included in the student contract, and conform to relevant provincial, territorial and federal government requirements.
	
	
	

	10. 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.
	
	
	

	11. Where applicable, the institution has effective, fair and reasonable policies and procedures regarding Prior Learning Assessment and Recognition (PLAR) that are consistently applied.  Such policies will direct assessment of prior learning and experience with respect to learning outcomes for any course being considered for PLAR recognition.
	
	
	

	12. Where applicable, policies and procedures are developed governing the transfer of credits to and from other educational institutions.
	
	
	

	13. The institution provides information, prior to admission, to assist students in making decisions regarding the funding of their education. The possibility of funding assistance is not promoted as a basis for student enrollment.  Students applying for financing are informed that funding assistance is not guaranteed.
	
	
	


3.2 What changes might the institution make to ensure that admissions procedures are in place to support student success? 
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 3b

The institution provides support services to students including financial and career counseling in addition to advisory services relating to non-academic issues that have the potential to negatively impact the student’s ability to complete the program.

Required Indicators of Compliance:
1. Through in-house or contracted staff, the institution makes advisory services available to students on an ongoing basis.  Information on how these services can be accessed is provided to students (e.g. in the student handbook and/or the institution’s website).  

2. Procedures direct how advising services are provided to students regarding non-academic aspects of their program.  Individuals providing advisory services have any required licensing or credentials or appropriate learning and work experience in the area of counseling.  

3. Procedures direct the referral of students with non-academic issues to professional counselors, as appropriate, in the event that institutional staff are not qualified to provide advice on the issue raised.  Individuals providing advisory services must have any required licensing or credentials or appropriate learning and work experience in the area of counseling.

4. Referral to advisory services or provision of advisory services internally is provided in a timely manner in order to ensure that a student’s progress toward successfully completing their program of study is not hindered.
5. The institution accommodates students with disabilities as required under  the relevant Human Rights legislation.
Self Evaluation Response

1. Provide copies of all policies, procedures and other relevant documentation that directs the manner by which the institution provides support services to students, including financial and career counseling, in addition to advisory services relating to non-academic issues that have the potential to negatively impact the student’s ability to complete the program.
2. Conduct a review of the policies and procedures other relevant documentation that ensures that directs the manner by which the institution provides support services to students, including financial and career counseling, in addition to advisory services relating to non-academic issues that have the potential to negatively impact the student’s ability to complete the program..  
2.1 In the review, determine if the policies and procedures other relevant documentation meet or exceed each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Through in-house or contracted staff, the institution makes advisory services available to students on an ongoing basis.  Information on how these services can be accessed is provided to students (e.g. in the student handbook and/or the institution’s website).  
	
	
	

	2. Procedures direct how advising services are provided to students regarding non-academic aspects of their program.  Individuals providing advisory services have any required licensing or credentials or appropriate learning and work experience in the area of counseling.  
	
	
	

	3. Procedures direct the referral of students with non-academic issues to professional counselors, as appropriate, in the event that institutional staff are not qualified to provide advice on the issue raised.  Individuals providing advisory services must have any required licensing or credentials or appropriate learning and work experience in the area of counseling.
	
	
	

	4. Referral to advisory services or provision of advisory services internally is provided in a timely manner in order to ensure that a student’s progress toward successfully completing their program of study is not hindered.
	
	
	

	5. The institution accommodates students with disabilities as required under the relevant Human Rights legislation 
	
	
	


2.2 What changes might the institution make to ensure that the institution provides support services to students, including financial and career counseling, in addition to advisory services relating to non-academic issues that have the potential to negatively impact the student’s ability to complete the program? 
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 3c

The institution provides advisory services to students who require academic assistance.  Where there is unsatisfactory academic progress, a policy and process is in place to assist the student in attaining an agreed upon level of progress.  If agreed upon steps toward improvement are not followed and/or if goals are not met, this process may lead to termination of the student's enrollment. Policy for student re-instatement is clearly defined.

Required Indicators of Compliance:
1. Access to academic advisory services is well publicized, including placement in the student handbook and/or on the institution’s website.

2. Academic advisory services focus on student learning, including the mastery of skills required for job readiness.

3. Records of academic advisory meetings are maintained in student files.

4. Policies to inform students of unsatisfactory academic progress and possible consequences are consistently followed and documented in student files.

5. Every reasonable attempt is made to provide students with opportunities to succeed in their chosen program of study. Students are given adequate time to make the necessary improvements.  
6. In the event that enrollment is terminated, the student’s file provides evidence that the student was made aware of the institution’s reinstatement policy.
Self Evaluation Response

1. Provide copies of all policies, procedures and other relevant documentation that directs the manner by which the institution provides advisory services to students who require academic assistance.
2. Conduct a review of the policies and procedures other relevant documentation that ensures that directs the manner by which the institution provides advisory services to students who require academic assistance.
2.1 In the review, determine if the policies and procedures other relevant documentation meet or exceed each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Access to academic advisory services is well publicized, including placement in the student handbook and/or on the institution’s website.
	
	
	

	2. Academic advisory services focus on student learning, including the mastery of skills required for job readiness.
	
	
	

	3. Records of academic advisory meetings are maintained in student files.
	
	
	

	4. Policies to inform students of unsatisfactory academic progress and possible consequences are consistently followed and documented in student files.
	
	
	

	5. Every reasonable attempt is made to provide students with opportunities to succeed in their chosen program of study. Students are given adequate time to make the necessary improvements.  
	
	
	

	6. In the event that enrollment is terminated, the student’s file provides evidence that the student was made aware of the institution’s reinstatement policy.
	
	
	


2.2 What changes might the institution make to ensure that the institution provides advisory services to students who require academic assistance? 
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 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. Conduct a review of the policies and procedures other relevant documentation that ensures that directs the manner by which the institution provides advisory services to students who require academic assistance.  
2.1 In the review, determine if the policies and procedures other relevant documentation meet or exceed each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. The institution’s policies and procedures directing the student loan repayment plan meet
	
	
	

	2. The institution advises students of their loan repayment obligation prior to enrollment
	
	
	

	3. The student loan repayment management plan provides for further contact with former students five (5) months after they leave the institution
	
	
	


2.2 What changes might the institution make to ensure that the institution provides advisory services to students who require academic assistance? 
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 3e

A Survey of students, former students (those who do not complete their program as well as those who graduate), faculty and administrative staff are conducted annually by CETAC.  Information from these surveys is used to direct CETAC in further evaluating any matters that might need attention.

Self Evaluation Response

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

Component 3f

A dispute resolution procedure is in place to resolve disputes between students and members of staff and/or the school administration.  The procedure includes the use of an external mediator where necessary.

Required Indicators of Compliance:

1. Dispute resolution procedures conform with relevant provincial, territorial and federal government requirements.

2. Dispute resolution procedures are published in the student handbook or equivalent document.  
3. Students and employees are informed about the dispute resolution policies and procedures. For students, this information is provided within the initial  enrolment process.  For staff, such information is provided during the initial hiring orientation and is reviewed annually with every staff member thereafter.
4. Records of any disputes are maintained in the student’s file.  The record outlines the nature and date of the dispute and what actions were taken to resolve the issue.
Self Evaluation Response

1. Provide a copy of the institution’s policies, procedures and related documentation directing the manner by which disputes between students and members of staff and/or the school administration are resolved.  The procedure includes the use of an external mediator where necessary.
2. Conduct a review of the policies and procedures other relevant documentation that ensures that directs the manner by which disputes between students and members of staff and/or the school administration are resolved.  
2.1 In the review, determine if the policies and procedures other relevant documentation meet or exceed each of the Required Indicators of Compliance of the CETAC Standard using the table below.
	Required Indicators of Compliance
	Policy and/or procedures meet Standard (Yes or No)
	Policy and/or procedures followed consistently? (Yes or No)
	Improvements necessary? (Yes or No)

	1. Dispute resolution procedures conform with relevant provincial, territorial and federal government requirements.
	
	
	

	2. Dispute resolution procedures are published in the student handbook or equivalent document.  
	
	
	

	3. Students and employees are informed about the dispute resolution policies and procedures. For students, this information is provided within the initial  enrolment process.  For staff, such information is provided during the initial hiring orientation and is reviewed annually with every staff member thereafter.
	
	
	

	4. Records of any disputes are maintained in the student’s file.  The record outlines the nature and date of the dispute and what actions were taken to resolve the issue.
	
	
	


2.2 What changes might the institution make to improve the manner by which disputes between students and members of staff and/or the school administration are resolved.? 
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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