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[bookmark: _What_is_the][bookmark: _Toc92954773]What is the New Program Evaluation, and why is it required?

A new program evaluation is a required part of an application for a Class A program submitted by a designated or interim designated institution, or by an applicant for a designation certificate. It may also be required, at the registrar’s discretion, for any other new program or program change requiring approval. It provides the registrar with insight into various aspects of the program, related resources and delivery, from the point of view of an independent person who has expert knowledge of the field of study and careers for which it is intended to prepare the student. 
[bookmark: _Why_is_a][bookmark: _Toc92954774]Why is a Program Evaluation required for a program in a regulated field?

The Private Training Institutions Branch administers the Private Training Act and associated regulations, which focus on student protection. Other regulators such as health colleges and Transport Canada have their own mandates, which focus primarily on public safety. As such, other regulators’ reviews of programs may not cover all the areas that the PTIB registrar is required to consider in deciding whether to approve a program. Therefore, a third-party evaluation is required to ensure the registrar has the required input on all aspects of the program specified in the Private Training Regulation from a person with appropriate education and experience in the program’s subject matter and related occupation(s).  
[bookmark: _May_the_Registrar]May the Registrar waive the requirement for a New Program Evaluation?

The registrar may waive the requirement for a program evaluation or elements of it, if all the information it is meant to provide is available for the program from some other source.  However, generally, applications for Class A programs at Designated and Interim Designated institutions will continue to require a full program evaluation. 

Registrar approval is required in advance to waive the requirement for a program evaluation or elements of a program evaluation. Decisions will be made on a program-by-program basis.

The registrar will consider the following criteria in determining whether to waive the requirement for a program evaluation or elements of a program evaluation for the purposes of a new program application:
· Whether a regulator/program approval body has conducted an evaluation that includes a review of curriculum, curriculum delivery and any specialized equipment or resources used in program delivery. 
· The registrar may request a copy of a regulator/program approval body’s evaluation if it is available, or an institution may request that the registrar waive the requirement for a program evaluation by submitting a copy of a regulator/program approval body’s evaluation, if available, and any correspondence related to the resolution of issues identified in that evaluation.  
· Whether the new program application is for a variation of an already existing approved program 
· Whether a program evaluation was provided with the initial application (this applies when a new application is being considered for a variation of an already approved program), and if so, the length of time since the original application.
· Whether there have been changes to the program since initial approval (this applies when a new application is being considered for a variation of an already approved program) 
· Whether the program is being moved from one certified institution to another and the institutions share a common owner
· Whether the new program is the same as an existing program at the applicant institution, with a work experience component added/removed
· The compliance history of the institution 
· Any other information the registrar considers relevant

A new program will not be exempt from the requirement for a program evaluation simply because it consists entirely of courses that are also part of other already-approved programs.

Institution requests for a Program Evaluation (PE) to be waived must be submitted to PTI@gov.bc.ca prior to submission of the new program application. The availability of this process does not change the expectation that applications are submitted complete with all required supporting documentation. Once the decision is received the application may be completed with all required elements and submitted to PTIB.  

Any questions about evaluation requirements should be directed to PTIB before the program application is submitted.
[bookmark: _Who_does_the][bookmark: _Toc507494748][bookmark: _Toc507495495][bookmark: _Toc92954780]Who does the evaluation? 

The Program Evaluator must have expertise in an occupation directly relevant to the program. It’s best if they also have experience in adult education, preferably curriculum design and/or teaching.

The Program Evaluator (or ‘PE’) must also have no conflict of interest that could affect their assessment of the program: they must not be a related party to the institution and must receive no benefit from the institution other than the payment for the evaluation. 

[bookmark: _How_does_an][bookmark: _Toc92954781]How does an institution find an evaluator?  

Institutions may find potential evaluators through professional associations, business networking, regulators, other institutions (public or private), members of their program advisory committee, etc. Also, the PTIB website usually provides a list of people with subject matter expertise in a variety of fields (see links at end of this guide): an appropriate PE may often be found on this list. Institutions may contact them directly to see whether they wish to take on an evaluation. (The list is unavailable occasionally during the process of soliciting and vetting new SMEs. Be prepared to use other sources.)

In choosing a prospective program evaluator, ask them for a formal CV or résumé, and take time to confirm the elements of their background that are relevant to the program you want them to evaluate: education/credentials, occupational experience, possible conflicts of interest or other relationship to the institution (e.g. work for another entity under the same ownership). The institution contracts with and pays the evaluator: be sure to establish terms in advance.
[bookmark: _How_does_an_1][bookmark: _Toc92954782] How does an institution choose an evaluator?  

A program evaluator should meet at least the minimum instructor qualifications for the program (vocational, academic or language).  See Private Training Act Policy Manual s.3.2.8 for reference.  
[bookmark: _Hlk137106562]For career training this would be a relevant credential plus minimum two years’ occupational experience in career occupations that are relevant to the program of instruction or, if no credential, a minimum of ten years’ occupational experience in a career relevant to the program of instruction.
Experience in teaching and/or curriculum design may be considered as part of the occupational experience, but this should not make up most of the experience.
The sample checklist below will help you determine if a proposed evaluator has an appropriate background. A formal CV/resume should be provided by any prospective PE. The CV/resume should be detailed and clearly outline the evaluator’s credentials, job title(s), job duration(s) and job duties. A copy of the CV/resume will be required by PTIB to accompany the program evaluation report when submitted.
It is the institution’s responsibility to ensure that the evaluator has the appropriate background and expertise. If an evaluation report is not completed by an appropriate PE the registrar may, at her discretion, decline to accept it as meeting the requirement and require an entirely new report. The registrar may also deny the application. 
Sample PE checklist (vocational or practical training)
Credential(s) and occupational experience:
·   The evaluator has a relevant credential and a minimum of 2 years full time occupational experience in career occupations that are relevant to the program of instruction.
 OR
·  The evaluator has no credential but has a minimum of 10 years full time occupational experience in career occupations that are relevant to the program of instruction.
CV/resume:
·   The evaluator’s CV/resume clearly describes their credentials, job title(s), job duration(s) including specific dates, and job duties.
Conflict of interest:
·   The evaluator is free of any possible conflict of interest or other relationship to the institution which may impact their impartiality. 
[bookmark: _Who_arranges_for]Who arranges for and manages the evaluation?

The institution arranges the evaluation and site visit with the evaluator. Terms, including costs, are agreed upon between them. PTIB is not involved in these arrangements.

Virtual site visits are only accepted under exceptional circumstances and must be approved in advance by the PTIB.
[bookmark: _What_does_the]What does the PTIB review in relation to a Program Evaluator?

In deciding whether an evaluator meets the minimum standards in the PTR, PTIB staff first look at the program outline that the PE has reviewed, specifically at the career occupation(s) for which the program is intended to prepare students (and to what level), whether the program is in a regulated field, the learning objectives, admission requirements and list of courses.

Then we look at the PE’s CV or résumé: do they have a credential in the field of the program, or one that is very closely related? Do they have experience in the occupation, or one of the occupations, that the program will prepare students for? Is their experience current and, if applicable, specific to Canada/BC? Does their background at very least meet minimum requirements in the PTR for an instructor in the program? If the program is in a regulated field, does the proposed PE meet the regulator’s requirements for practice in the field? If the program is to be offered by distance delivery, do they have experience and/or education relating to this?

These requirements are intended to ensure the PE has full and current knowledge of the occupation for which the program is intended to prepare students including, if applicable, regulation and legal scope of practice. Ideally, the PE will also have some background in adult education, to better equip him/her to assess the program design, materials, etc.

If the program combines two distinct areas of study, does the PE have adequate breadth of expertise to cover them both? If not, a second PE may be required; each could provide a separate report, or both could collaborate on one report.  (See also #9, below.)

If the evaluator is on PTIB’s SME list, we still need a copy of the person’s current CV. While we have a CV on file it may not show details specifically relevant to your program area, and it may not show recent experience relevant to your program area.  
[bookmark: _Is_a_Program]Is a Program Evaluator (PE) the same as a Subject Matter Expert (SME)?

The terms are used differently by PTIB. A PE is someone who has been contracted by an institution to evaluate a specific program, while an SME is someone who has been contracted by PTIB to participate in inspections or designation reviews involving programs in their area of expertise. However, a PE needs the same type of qualifications as a Subject Matter Expert: in-depth subject-matter knowledge and experience, and unrelated to the institution.
[bookmark: _Who_may_not][bookmark: _Toc92954784] Who may not be a Program Evaluator?

The PTIB will not accept an evaluator who:
· Works for the applicant institution, or for a related company 
· Was involved in developing the curriculum to be used in the program, or in developing another program on which this one is based
· Would for any other reason have a conflict between their duty to evaluate the program impartially and their own self-interest, financial or otherwise
· Does not have current occupational experience directly relevant to the program. E.g. a Paralegal program must be evaluated by someone with experience as a paralegal, not as a lawyer.
[bookmark: _How_is_the][bookmark: _Toc507494750][bookmark: _Toc507495497][bookmark: _Toc92954785] How is the evaluation report submitted, and when?

The complete evaluation report must be sent directly to the PTIB by the program evaluator. Where appropriate, the PE may choose to include photographs or other documentation with their report. 
The report should be emailed as an attachment and sent to PTI@gov.bc.ca. 
The institution’s response to the PE’s recommendations should be submitted as part of the program application.  Do not submit the application before the report is finished and any changes based on the PE’s recommendations have been made. Ensure supporting materials have been updated as needed.
[bookmark: _What_must_the] What must the evaluation cover?

The Private Training Regulation s.13 (2) (b) lists what a program evaluation must cover. A report template is provided on the PTIB website (Forms, Templates and Resources), and via a link at the end of this Guide.  Always download a new copy of the report template for each review, as it is revised periodically. Reports submitted on outdated forms are not accepted.
[bookmark: _What_if_the_1][bookmark: _Toc92954786][bookmark: _Hlk163040219] What if the program combines two or more subject areas?

For minor components that are outside the PE’s area of expertise, the PE should be able to speak to whether they are an appropriate part of a program in this field or, if an unusual addition, how they add to the student’s education and preparation for work in the field. 

For major components in differing subject areas, more than one PE may be required. They should work together to demonstrate that each major subject area of the program is covered appropriately, and the combination is also appropriate in design and delivery.
[bookmark: _Are_there_special] Are there special requirements for programs using distance delivery?

If a program will be delivered either partially or entirely using distance modalities, the evaluation must include answers to all questions about the method(s) and resources to be used. The institution must provide access to the learning management system (LMS) and other resources such that the evaluator is able to review them all from both the student’s and the instructor’s perspectives. 
[bookmark: _Can_the_same][bookmark: _Toc92954787] Can the same report be submitted with more than one application?  

Only under very specific circumstances. The same report may be submitted with programs or program elements that are the same: e.g. new applications for a program in versions with and without co-op could have the same basic report, with additional information provided for the version with co-op addressing the work experience questions and how the co-op contributes overall to the program. Or if two institutions are under the same management and are applying for identical programs at the same time, the same report may be submitted with both. In this case any differences in the details of delivery relating to facilities etc., and site visits to each, must be accounted for in the evaluator’s report.

In most cases a separate report is required for each program. No matter how similar programs are, submission of reports that are largely or entirely the same seriously undermines PTIB’s confidence in the validity of all of those reports. For the protection of all parties – the contracting institution, the evaluator, and prospective students - each evaluation report should very clearly reflect the program in the application for which it is submitted.
[bookmark: _What_is_the_2][bookmark: _What_is_the_1][bookmark: _Toc92954788] What is the PTIB looking for in a Program Evaluation Report?

An evaluation report must meet the requirements of the Private Training Regulation s.13 (1) (o) and s.13 (2) (b) to provide information that under PTR s.14 (g) must be considered by the registrar in deciding whether to approve the program. 

The report must be complete, thorough, and clear. It must include responses to each question that address the information and records the evaluator reviewed and on which his/her opinion is based, and provide an explanation of the response (simply ‘yes’ or ‘no’, or a restatement of the question, is not enough). The responses should also make it clear the PE reviewed the institution’s unique offering in its entirety.  Program Evaluation Reports should not provide generic answers that could be used for other programs at other institutions.
[bookmark: _What_if_the][bookmark: _Toc92954789] Site visits: What if facilities and/or equipment aren’t ready when the PE visits the site?

A site visit is a required part of a program evaluation. An institution should be ready to deliver a new program when they apply for it, but sometimes the facilities and/or equipment may not yet be fully prepared when the PE makes the site visit. If this is the case, the PE should explain in the report what is missing or remains to be done, and what explanation the institution has provided regarding their plans and projected timeline for completion. Both the institution and the PE should be prepared to provide additional information.

PTIB will follow up during review of the program application to see if the space is ready, and may ask the institution at that time to provide additional material such as photos, and possibly including an addendum to the evaluation report with the PE’s confirmation that the facilities/equipment are ready.
[bookmark: _Site_visits:_What] Site visits: What if the program is delivered entirely online / remotely?

If the program will be delivered solely by distance modalities the institution may request a waiver of the requirement for an in-person/onsite visit. This must be done before either the report or the application is submitted, to ensure the application is not returned as incomplete. 

[bookmark: _The_Program_Evaluator_1][bookmark: _The_Program_Evaluator][bookmark: _Toc92954790] The Program Evaluator made recommendations: what response is expected?  

A thorough review usually produces at least one or two recommendations. The institution should provide PTIB with a response to PE recommendations along with the program application, explaining what changes (if any) are being made to the program as a result, and providing a rationale for any recommendations not followed. 
[bookmark: _The_Program_Evaluation][bookmark: _Toc92954791] The Program Evaluation has been submitted: what happens next?  

PTIB reviews the evaluation report in conjunction with the rest of the application. If we have further questions about any of the subjects covered by the report, any of the PE’s comments, and/or the report as a whole, we may ask for clarification from the institution, the program evaluator, or both.

If an evaluation report is not completed by an appropriate PE, lacks sufficient explanation of the evaluator’s conclusions, does not clearly address specifics of the program, appears to have been modified after the PE signed it, and/or otherwise does not clearly reflect the program for which it was submitted, the registrar may require additional information or may, at her discretion, decline to accept it as meeting the requirement and require an entirely new report.  The registrar may also deny the application and require the institution to start over.
[bookmark: _Common_problems_with][bookmark: _Toc507494752][bookmark: _Toc507495499][bookmark: _Toc92954792] Common problems with New Program Evaluations

A report may not be accepted as fulfilling the requirements of the Private Training Regulation s.13 (1) (o) and/or 13 (2) if it was prepared by someone who is not appropriately qualified, or if it is poorly prepared and does not provide the registrar with adequate information. 

Other problems with program evaluations may require clarification, further input from the evaluator, or an entirely new report. These include:
· Information about the program provided to the PE by the institution does not match what is in the application form and/or the program outline.
· The program is substantively changed after the evaluation report is complete.
· The PE has not addressed all the questions in the report template.
· The institution has not responded to the evaluator’s recommendations.
· Content and/or characteristics of the report suggest it was not based on a full review of the program for which it was submitted.


This is not meant to be an exhaustive list of requirements relating to this subject found in the Private Training Act, Private Training Regulation, and/or Fees and Student Tuition Protection Fund Regulation. 
It is your responsibility to be aware of all regulatory requirements that apply to your business.

Additional resources
· Guidelines for Subject Matter Experts and Program Evaluators
· Program Evaluation Report Template
· List of potential Subject Matter Experts and Program Evaluators
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