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Policy Statement

Acsenda School of Management (ASM) is committed to continuously improving program quality and processes to support academic
excellence and a successful student experience. Authority for program, curriculum and course changes and approval is vested in the
ASM Academic Council. New program development will align with the Academic Plan and the overall ASM Strategic Plan as
approved by the Governing Council and the Board of Directors.

Purpose

This policy outlines the process for the creation, deletion and revision of courses and programs. The policy also defines the role,
responsibilities and composition of the Curriculum Committee and the involvement of faculty members in the curriculum
development, revision and approval.

Scope
The policy applies to all programs and courses at ASM. Curriculum and course changes and development may be required for the
following reasons:

e the goals and priorities for ASM;

e academic, industry, or community standards or needs;

e improvements in pedagogy or instructional methodology;

e changing needs of students;

e changing national, provincial and/or professional association standards;

e changing regulatory requirements;

e requirements and recommendations for program consent (DQAB);

e recommendations from internal and external audits and program reviews

The ASM Program Curriculum Subcommittees

Each academic program will establish a curriculum subcommittee to advance the goals of ongoing quality assurance and innovation
for programs of Acsenda School of Management. Additionally, the purpose of the Subcommittees is to ensure that faculty members
are involved in decisions about new course or program development and/or substantive curriculum or course changes.

The Program Curriculum Subcommittees have the following responsibilities:
e Assess proposed curriculum and course changes for recommendation to the ASM Curriculum Committee.
e Regular review of the curriculum including participation in program reviews.
e Consider feedback from external reviewers, Program Advisory Committees, Professional Associations, faculty and students
in order to make recommendations for curriculum improvements.
e Review and recommend closure of courses or programs that are no longer relevant.

Members will include:
e The Program Director (Chair);
e A minimum of two other faculty members and/or subject matter experts representing major subject areas;
e One (1) student representative;
e  Other persons may be included on an as-needed basis (e.g., Librarian, Registrar).

The ASM Curriculum Committee

The ASM Curriculum Committee is a subcommittee of the Teaching and Learning Committee working in tandem with the SVP,
Teaching, Learning and Scholarship and the SVP Academic based on additional input from Program Advisory Committees and
Curriculum Subcommittees. The Curriculum Committee ensures that all courses are reviewed at the conclusion of each term as part
of the continuous improvement process.
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The ASM Curriculum Committee has the following responsibilities:

e  Assess proposed curriculum and course changes for recommendation to the Teaching and Learning Committee.

e Review proposed curriculum and course changes to ensure that they:
o support ASM’s goals and priorities;
o meet the compliance standards for DQAB and/or relevant accreditation or professional bodies;
o support achievement of program learning outcomes;
o ensure coherency across the curriculum and coverage of core knowledge and competencies (address gaps,

duplication and inconsistencies); and

o address both the academic and employability needs for students.

Members will include:
e SVP, Teaching, Learning and Scholarship (Chair)
e SVP Academic
e  Program Directors
e Chair, Teaching, Learning and Scholarship
e  Other persons may be included on an as-needed basis (e.g., Librarian, Registrar).

SVP, Teaching, Learning and Scholarship will approve members of the Curriculum Committee, and membership will be reviewed
annually.

Course Development and Changes

Proposals for new courses or substantive course changes shall be submitted to the Director who will determine what goes to the
Curriculum Committee for review. The Curriculum Committee will review and may make recommendations for changes before the
proposal goes forward to the Teaching and Learning Committee for recommendation to Academic Council for approval. All new
courses must be supported by Course Outlines prepared according to the approved ASM Course Outline Template and Course
Proposal Form.

Ongoing Course Revisions

Curriculum Committees shall meet quarterly to discuss input from Program Advisory Committees and Curriculum Subcommittees or
as the need arises to determine course enhancements, deletions, substitution or mergers or to clarify the course sequencing/pre-
requisites. The proposals for course revisions are submitted through the Teaching and Learning Committee to Academic Council for
approval.

New Programs

New programs and substantive curriculum revisions are developed according to the guidelines and standards for different levels of
degrees as required by the BC Degree Quality Assessment Board (DQAB). In addition to meeting the goals and priorities for ASM,
new program proposals shall include an analysis of demand for the program (employer and competitor analysis), British Columbia’s
economic needs and skills gaps, graduate outcomes, and resources to support the program. All degree programs will identify a set of
learning outcomes that must be incorporated into the curriculum and the criteria for the assessment of students.

New program proposals must be approved by Academic Council through the Teaching and Learning Committee following a review
by the Curriculum Committee before being submitted to DQAB or other relevant approval authority. A review by an external
expert(s) is normally commissioned before new program proposals are submitted to DQAB.

Definition
These definitions apply to terms as they are used in this policy.

Word/Term Definition

Curriculum Curriculum is a planned program of study. It is the systematic and intended packaging of competencies (e.g.,
knowledge, skills and attitudes that are underpinned by values) that learners should acquire to meet the
learning outcomes and to complete the educational credential offered by the school.

Course Outlines Course outline or syllabus is an integral part of course design. They generally summarize the course design
plans and serve as a “contract” with the students regarding the course described. The course outline is
prepared using the ASM Template for Course Outlines.

BCCAT The BC Council on Admissions and Transfer
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Related Policies

Policy Number Policy Title

5001 Program and Organization Review

5000 Program Advisory Committee

2501 Governance
Responsibilities

Faculty members are responsible for updating course outlines for the courses that they teach each term. Changes must be approved
by the Director. Faculty members are responsible for identifying curriculum gaps and recommending improvements to the
curriculum to the Director.

The Directors are responsible for determining if the curriculum changes require a review by the Curriculum Committee if a Course
Proposal form (CPF) or Program Proposal Form (PPF) is required, and for informing the Registrar of any changes.

The Directors are responsible for establishing Program Curriculum Subcommittees and bringing recommendations for
improvements. The Chair for each Program Curriculum Subcommittee sets the agenda, schedules the meetings and ensures that the

minutes are recorded and filed.

The Registrar is responsible for reviewing all curriculum proposals and changes to validate any implications on system requirements,
pre-requisites, graduate requirements and fees., and to update any changes with BCCAT.

The SVP, Teaching, Learning and Scholarship reviews all proposals to be brought forward to the Curriculum Committee.

The Teaching and Learning Committee reviews and, if approved, makes a recommendation of curriculum changes to the Academic
Council.

Academic Council has the authority to approve new curriculum proposals and curriculum changes.

The SVP Academic is responsible for reporting any substantial changes to the DQAB in the Annual Report and other regulatory
bodies as required.

If the curriculum changes constitute a substantial change to the program, the President will be responsible to inform the DQAB
immediately.
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Procedures

Course revisions
Faculty members shall submit course syllabi to the Director at least two weeks prior to the beginning of the term in the approved
template.

Faculty members must consult with the Director who must be informed of textbook or course material changes before the textbook
list for the term is distributed.

Changes to course outlines, except for minor corrections or updates, must be approved by the Director.

The Director will determine if the curriculum changes require a review by the Curriculum Committee if a Course Proposal form (CPF)
or Program Proposal Form (PPF) is required and for informing the Registrar of any changes.

Course Development
The Director is responsible for establishing Program Curriculum Subcommittee for their specialization areas and serving as chair.
The committee chair sets the agenda, schedules the meetings and ensures that the minutes are recorded and filed.

Substantial changes are brought forward to the Curriculum Committee using a CPF or PPF. A CPF is used for the introduction of a
new course or changes to the course. The PPF is used for any changes to the curriculum that may affect the overall program
requirements.

The President will approve any budgetary requirements and contracts before proceeding with curriculum development.

The Director or assigned lead faculty member will direct the new course development/revision process setting the deliverables and
the timelines for completion.

The Registrar is responsible for reviewing the CPF and PPF to validate any implications on system requirements, pre-requisites,
graduate requirements and fees.

The SVP, Teaching, Learning and Scholarship will review all proposals to be placed on the agenda of the Teaching and Learning
Committee.

The Teaching and Learning Committee will review and, if approved, make a recommendation for curriculum changes to the
Academic Council.

Academic Council will review and approve new curriculum proposals and curriculum changes.
The SVP Academic will report any substantial changes to the DQAB in the Annual Report and other regulatory bodies as required.

If the curriculum changes constitute a substantial change to the program, the President informs the DQAB immediately.

Program Development

Program Development will be initiated through the SVP, Teaching, Learning and Scholarship in alignment with the strategic priorities
of the institution as identified by the Academic Planning and Program Development Committee and Academic Council in accordance
with the steps below and as outlined in Appendix 1.
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Upon recommendation of the Academic Planning and Program Development Committee a concept proposal will be prepared and
presented to Academic Council by the SVP Academic.

With the approval of the Academic Council, the proposal will be presented to the ASM Board of Directors by the President for
budgetary approval.

With Budgetary approval, the SVP, Teaching, Learning and Scholarship will develop a full program proposal, including course syllabi,
the creation of a Program Advisory Committee, possible partnerships and pathways, and seek input from external reviewers.

A final proposal will be reviewed by the Teaching and Learning Committee. Upon successful review, the proposal will be
recommended to Academic Council for approval.

Upon approval from Academic Council, the new program will be submitted to the DQAB for formal approval process.
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ACSENDA

Appendix 1

ACSENDA

SCHODL OF MAMAGEMENT
VAMCOUVER

New Program Development Critical Path

N
eCreation and Development of a Shared Vision
eAlign to Academic Council Plan & Strategic Plan
J
eAcademic Planning and Program Development Committee Review Length )
eCreation of Steering Committee
2. Program
Concept & eDevelopment of Concept and Proposal )
Proposa
N
3 Review eReview and Approval in principle from Teaching of Learning Committee & Academic Council
of Concept J
N
o Ve *Budget Approval
Approval y
N
eDevelopment of Full Proposal including
GG *External Review
Development y
N
i *Academic Council Approval
Council
EVETRA s
N
eBoard of Directors Approval
Review &
Approval J
N
ePeer Review Process
Hl0l:3 N ¢ DQAB Program review
Submission y
N
eApproval to Begin Recruitment and Offering Program
9.P
Impler:'(\)egr:?an;ion y
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II “ Acsenda School of Management Course
.ol'llll Il

Proposal Form (CPF)
ACSENDA

SCHOOL OF MANAGEMENT
VANCOUVER

Application For
Add New Academic
Course O | Eff. Date Course Suspension O | Eff. Date
Course Change O] Eff. Date Course Deletion 0O | Eff. Date
COURSE DETAILS

Course # or
Name of Course New
Level (UG/GR): Required Y/N
Academic Credits
Program
Type (Elect, GE, Hours of
Core, Exp, Pract) Instruction
Online Delivery Blended
(Y/N) Delivery (Y/N)
Is Course Cross Cross listed
Listed? (Y/N) Course(s)
Effective Term Start Date
Previous Term End Date:
Offered
Proposed Change Proposed
From: Change To:

ATTACH COPY OF COURSE OUTLINE/SYLLABI

Course Description (For Calendar)

Co-Requisites/Prerequisites/Restrictions (e.g., Program, Enrolment)

Special provisions, if any — provide attachments with program details -

Resources Required (Lab, Textbooks, Space, Equipment)

Reason/Rationale/Market Needs

Desired Learning Outcomes (Provide additional page if required)




ACSENDA

SCHOOL OF MANAGEMENT
VANCOUVER

Acsenda School of Management Course
Proposal Form (CPF)

External approvals/ required if applicable including all pathway articulations including BCCAT

FINANCIAL
Tuition Other
Per Credit Fee Materials
Curriculum Committee/ Date
PAC Review Comments
Submitted By Title
Signature Date
Approvals
Registrar Date
SVP, Teaching, Learning Date
and Scholarship
Teaching and Learning Date
Committee
Academic Council Date
President Date

Comment

Notifications
Course Code Date
SIS Updated Date
Marketing Date
Communications Date
Librarian Date
DQAB Date
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