Checklist – General Submission on Governance and Accountability


General Submission Detailing Provider’s Governance, Accountability and Capacity

As required in Regulation 347/02, Accreditation of Teacher Education Programs, a provider’s application for accreditation of an Additional Qualification (AQ) program needs to include specific information on the provider’s governance and accountability structures related to the delivery of AQ programs. 

The General Submission on Governance and Accountability details the provider’s governance and accountability structures relating to the program as a whole. As with individual program submissions, it is submitted to the College through the Accreditation Information Management System (AIMS). 

In a sense, the General Submission is a once-for-all document that includes the information identified in the chart below, and applies, in most cases, to all submissions of applications for accreditation of AQ programs. Once submitted, it is expected the provider will undertake a regular review of the submission and update the information as necessary.

Any unique features that may exist for the components below in the submissions of applications for accreditation of specific AQ programs need to be elaborated within the individual submission. 

Please note, the College Guidelines and Application Guides for the Teaching Students Who Are Deaf or Hard of Hearing Program, the Principal’s Qualifications program, Principal’s Development course, and the Supervisory Officer’s Qualification program detail specific governance requirements related to them. It is possible that providers of these programs may need to develop a separate governance submission specific to them.

	Provider’s Governance and Accountability Structures
	Description
	Location in Document

	Capacity to deliver and lead the AQ program; Capacity to manage administrative procedures to offer and deliver the program


	· the provider’s familiarity with education in Ontario 

· capacity to deliver and lead an instructional program
· viability of the program during the accreditation period
· roles and responsibilities for individuals assigned to provide leadership and to administer the AQ program 

· ability to manage administrative procedures to offer and deliver the program, including provision of the necessary services for the program for the duration of the accreditation period. Examples of administrative procedures and services include:

· registration procedures in accordance with regulatory requirements

· issuance of tax receipts

· current insurance documentation, where applicable

· submission of applications for accreditation to the College through the Accreditation Information Management System (AIMS)

· monitoring of the accreditation period through AIMS

· confirmation that the provider will inform the Registrar, in such a manner as the Registrar directs, when a candidate has successfully completed the program, and of the particulars of the qualifications held by the candidate that led to the candidate’s admission to the program

· accurate and timely reporting to the College of the information for candidates who have successfully completed AQ courses

· monitor AQ program to ensure courses are delivered as accredited throughout the accreditation period

· inform College of any substantial change to the AQ program before implementing

· inform the College if an accredited qualification will no longer be offered 

· review applications prepared by course developers to ensure they satisfy the accreditation requirements and any provider governance policies before submission to the College

· keep contact information in AIMS current

· receive accreditation correspondence from College  (that is, decision letters, notification of upcoming expiry)

· review AIMS regularly for important notices

· establish an AQ program advisory and/or liaison committee and communicate with them regularly (for example, a Teacher Education Advisory Committee - TEAC)

· ensure programs remain current and monitor the implementation of plans for ongoing improvement to the programs.
	

	Maintenance of Accurate, Confidential and Secure Candidate Records
	· policies related to the maintenance of adequate internal controls to preserve the integrity of candidate records,  including but not limited to accuracy, confidentiality and security 
	

	Program Delivery and Instructional Practice


	· the method(s) of delivery offered by the provider (for example, face-to-face on-site, partial distance, full distance). The addition of a new mode of delivery (for example, full distance) should be reflected in a revision to the General Submission on Governance and Accountability detailing the changes 

· sample schedules for typical delivery formats (for example, summer session, fall-winter session, intercession)

· the criteria used to select sites, facilities and resources to support the AQ program and its delivery 

· if a program has special delivery requirements (for example, Health and Physical Education, Dramatic Arts, Computer Studies, Music, Technological Education, Outdoor Experiential Education) a description of what special arrangements are made and specialized resources are available to support the programs; details of this information should also be included in individual program submissions

· an outline of any common policies with regard to the design or delivery of the instructional practice for the program 
	

	Administration of Multiple Sites
	· the administration of the program when the AQ program involves multiple sites
	

	Personnel


	· the criteria for the selection and hiring of course developers

· the criteria for the selection and hiring of course instructors

· policies and procedures to support the training and ongoing professional development of course developers and instructors

· quality assurance measures to support instructors in the delivery of AQ programs

· quality assurance measures to support course developers in the revision of AQ submissions for accreditation
	

	Admission and Recommendation Requirements


	· the identification of the person who functions as the Registrar for the program

· an outline of the provider’s administrative processes and quality assurance measures used to ensure candidates meet the admission requirements set out in regulation, and any additional pre-requisites determined by the provider

· an outline of the provider’s administrative procedures and quality assurance measures used when reporting to the College candidates who have successfully completed the Additional Qualification program and of the particulars of the qualifications held by the candidate that led to the candidate’s admission to the program

· inclusion of a sample candidate registration form
	

	Distance Learning Details


	· general policies and procedures about distance learning, including:

· use of specific technology

· procedures to track candidate participation

· training and expectations for instructors

· creation of online learning communities

· technical support for candidates and instructors
	

	Assessment and Evaluation of Candidates


	· policies relating to assessment and evaluation of candidates including common grading policies and criteria for successful completion of the AQ program

· specific information provided to candidates regarding assessment and evaluation of candidates

· quality assurance measures to ensure course developers and instructors understand and adhere to the provider’s assessment and evaluation policies (for example, program rubrics match governance policies)
	

	Candidate Appeal Process


	· details of an appeal process for candidates offering an opportunity for the resolution of issues that arise related to their progress in and/or successful completion in the program
	

	Teacher Education Advisory Committee
	· a description of the Teacher Education Advisory Committee or a similar body established to function in an advisory or liaison capacity for the AQ program

· details regarding its terms of reference and membership

· evidence of regular meetings and connection of the committee’s role to continuous improvement
	

	Program Evaluation and Continuous Improvement


	· description or methods used to demonstrate a commitment to continuous improvement and quality assurance
· provision of evidence that regular review/evaluation of courses and programs occur, or will occur

· program review procedures are explained

· if available, sample review/evaluation instruments
	

	Other


	· any other common policies that relate to governance and accountability
	


