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Introduction
This manual is designed to provide TAC Auditors, Auditors-in-Training and Lead
Auditors with the information they need in order to become effective Auditors with the
TAC National Program Accreditation System. The manual is designed to be used in
conjunction with the TAC Online Auditor Training as an introduction to the TAC National
Program Accreditation System. After the online training has been completed, this
manual should be retained as a reference tool to be used during actual audits. It
contains copies of all of the documents required to conduct an audit as well as
instructions on the use of the documents.
The manual starts with a general introduction to auditing and an introduction to the TAC
National Program Accreditation System. It then introduces the attributes, roles and
responsibilities of members of the Audit Team. The manual explores the TAC National
Program Accreditation Process and conducting an audit in depth. The final section of
the manual describes how to make the final accreditation decision and write up the Final
Audit Report.
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1.0 Introduction to Auditing
1.1 What are Standards, Criteria and Components?
Standards:


Define an agreed upon way that something should be (a product) or an agreed
upon way that something should be done (a service or a product).



Are created based upon input from everyone who is involved in the use of the
product or service.



Are created using expert knowledge, experience and best practices.



Offer guidance and a base for comparison to everyone who is involved in using
that type of product or service.

Criteria:


Are measures of judgment or criticism for the purposes of evaluating something.

Components:


Parts or elements of a larger whole entity that, when complete and functioning,
make the whole entity effective and successful.

Standards are important because:


They decrease risk when a product or service is used by an end user.



They help reduce uncertainty when someone buys a product or uses a service.



They help to spread good practice and innovation.



They can help make a product or a service more efficient.

Standards are important in education because:


They allow students and parents to be confident in the quality of the programs
they select.
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They allow students and parents to be confident in the relevance of the programs
they select to the industries or sectors.



They allow employers to be confident in the knowledge, skills and experience of
program graduates.



They allow employers to provide input into the education and training of students
who are future employees.



They allow education providers a point of comparison as they build and revise
their programs and courses.



They help short cut professional certification and licensing processes when
students graduate.

Standards are developed with input from three main stakeholders:

Educational
Institutions
Professional
Associations

Employers

Standards

Standards are developed through the following process:
Information Gathering
Preliminary Draft of Standards
Feedback from Stakeholders
Final Version of Standards
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1.2 What is an Audit?


An audit is the inspection or examination of a product, process or service to
evaluate it according to a predetermined set of standards.



Standards are verified through an audit.



Audits can be internal or external.

1.3 What is Quality?
Quality means:


Excellence, better than average and superiority.

Quality is directly related to standards because:


Standards are one set of tools that enable organizations to achieve and maintain
quality.



Quality is one of the end goals of standards.

1.4 What is Quality Management?
Quality management is:


An approach to management that ensures that a product, process or service is
consistently of the highest possible quality.
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There are four components to quality management:

Quality Control

Quality
Assurance

Quality
Improvement

Quality Planning
Quality
Management

Quality Planning:


Being proactive about quality.



Putting systems into place BEFORE a process starts in order to ensure quality.

Quality Control:


Being proactive about quality.



Putting systems into place during a process to monitor for quality.

Quality Assurance:


Putting systems into place to evaluate the quality of the final product or service
outcome.

Quality Improvement:


Putting systems into place to make changes on an ongoing basis to improve
quality.
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A quality management system is:


The set of procedures and processes that an organization uses at all stages of
quality management.

1.5 What are Standards Organizations?
Standards organizations:


Work with other organizations and industries to help them establish standards for
products and services.

Key standards organizations are:


International Organization for Standardization (ISO)



The Standards Council of Canada (SCC) www.scc.ca



The Canadian Standards Association Group (CSA Group) www.csagroup.org



American National Standards Institute (ANSI) www.ansi.org



British Standards Institution (BSI Group) www.bsigroup.com

www.iso.org

1.6 What are the ISO Principles of Quality Management?
Principle 1: Customer Focus


Organizations depend on their customers and therefore should understand
current and future customer needs, should meet customer requirements and
strive to exceed customer expectations.

Principle 2: Leadership


Leaders establish unity of purpose and direction of the organization. They should
create and maintain the internal environment in which people can become fully
involved in achieving the organization’s objectives.
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Principle 3: Involvement of People


People at all levels are the essence of an organization and their full involvement
enables their abilities to be used for the organization’s benefit.

Principle 4: Process Approach


A desired result is achieved more efficiently when activities and related resources
are managed as a process.

Principle 5: System Approach to Management


Identifying, understanding and managing interrelated processes as a system
contributes to the organization’s effectiveness and efficiency in achieving its
objectives.

Principle 6: Continual Improvement


Continual improvement of the organization’s overall performance should be a
permanent objective of the organization.

Principle 7: Factual Approach to Decision-making


Effective decisions are based on the analysis of data and information.

Principle 8: Mutually Beneficial Supplier Relationships


An organization and its suppliers are interdependent and a mutually beneficial
relationship enhances the ability of both to create value.

1.7 What is Accreditation?
Accreditation:
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Is a process in which a neutral third party verifies if an organization’s products or
services are of a high quality and meet standards.

An audit is one step of the accreditation process.
At the end of the accreditation process the organization is issued certification indicating
that standards have been met.
Accreditation ensures that:


Standards are met.



Quality is high.



A quality management system is in place.



Principles of quality management are being followed.
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2.0 Introduction to TAC National Program Accreditation
2.1 Technology Professionals Canada
Technology Professionals Canada (TPC) was established in 2010. TPC is an alliance
of technology professional associations from four provinces which together represent
approximately 85 per cent of the profession in Canada: Alberta, British Columbia,
Ontario and Saskatchewan.
TPC’s mission is to foster and maintain the highest level of national standards,
accreditation processes, and involvement in public policy matters on behalf of the
engineering technology and applied science profession.
The purpose of TPC is to:


Advocate for the common interests of the profession at the national level as
appropriate, including advocating for a uniform and independent scope of
practice for certified technologists and certified technicians and supporting
independent practice.



Work to harmonize professional regulatory structures across Canada in the
interest of mobility and in accordance with the Agreement on Internal Trade and
the New West Partnership.



Support the development of a new national accreditation model for technology
programs based on best practices and independent of provincial associations.



Support competency‐based certification and accreditation.



Raise the profile of the profession with industry, employers and governments,
and support one another in this regard.

2.2 Technology Accreditation Canada
Technology Accreditation Canada (TAC) was established by TPC to revitalize national
accreditation processes for technician, technologist and applied science programs in
Canada.
TAC was created in response to a report by the Canadian Standards Association (CSA)
based on a comprehensive, independent study of current technology accreditation
practices measured against best practices from other jurisdictions and sectors.
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The study included extensive consultations across Canada, with input from Deans, the
Canadian Technology Accreditation Board (CTAB), industry experts and other
stakeholders.
The CSA report identified opportunities for enhancement in the accreditation system,
including the need for clear, auditable processes and documentation, standards
development, and training of auditors.
Based on the recommendations of the CSA report, TPC established a Provisional
Committee with a mandate and budget to create a new organization called TAC.
Representatives from the TPC provincial associations, CTAB, industry, the National
Council of Deans of Technology (NCDoT) and a TPC Registrar were invited to
participate in the TAC development process.
TAC was incorporated on December 30, 2013. The TAC National Program
Accreditation system was developed throughout 2013 and 2014. The TAC website was
launched in May 2014.
TAC’s vision is trusted excellence in engineering technology and applied science
accreditation.
TAC’s mission is to deliver world class accreditation for the technology profession in
Canada, based on best practices and promoting the highest quality of education in
engineering technology and applied science.

2.2.1 TAC Board of Directors
The Board of Directors is responsible for oversight of the accreditation of technician and
technology programs. It consists of representation from Provincial Professional
Associations, industry and academia. The Board approves the processes by which the
accreditation is granted, including the establishment of the standards, the determination
of auditor competency, the appropriate composition of the audit team and the
documentation supporting the audit process.

2.2.2 Governance and Audit Council (GAC)
The GAC is responsible for the evaluation and monitoring of governance structures and
processes, including policy development and processes for Board monitoring/oversight
of operations. The GAC validates that the accreditation and audit processes were
followed through a second level review and an annual review. The GAC also has
oversight of the appeals process.
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2.2.3 TAC Executive Director
The TAC Executive Director reports to the TAC Board of Directors. The TAC Executive
Director is responsible for:


Approving Accreditation Application Forms.



Appointing the Lead Auditor for each program accreditation.



Appointing the Auditors for each program accreditation in discussion with the
appropriate PPA.



Ensuring there is no conflict of interest for either the Lead Auditor and Auditors.



Ensuring the Educational Institution has not identified a conflict of interest for
either the Lead Auditor or Auditors and resolving any conflict of interest situation
identified.



Monitoring communication between the Lead Auditor and the Educational
Institution as the Site Visit is set up and implemented.



Reviewing the Final Audit Report for clarity and accuracy and liaising with the
Lead Auditor in the event any changes are required.



Approving the Final Audit Report.



Forwarding the Final Audit Report to the GAC for second level review.



Forwarding the Final Audit Report to the Board of Directors for notification.



Forwarding the Final Audit Report to the appropriate PPA for notification.



Forwarding the Final Audit Report to the Educational Institution.

2.2.4 TAC Accreditation Coordinator
The TAC Accreditation Coordinator reports to the TAC Executive Director. The TAC
Accreditation Coordinator is responsible for:


Accepting and forwarding Accreditation Application Forms to the TAC Executive
Director when deemed complete.



Generating all correspondence for Educational Institutions with regards to
accreditation applications.
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Maintaining all accreditation files.



Monitoring the communication between Educational Institutions and Lead
Auditors as Site Visits are scheduled and implemented.



Preparing and forwarding the Site Visit correspondence to the Educational
Institution.



Preparing and forwarding the results of the accreditation process to the
Educational Institution.

2.2.5 Provincial Professional Association (PPA)
The PPAs are key stakeholders in the TAC accreditation process. A representative of
the appropriate PPA participates as an observer in Site Visits for programs in that
province. The PPAs are acknowledged in TAC presentations to colleges and
accreditation Site Visits as a key partner in the audit and accreditation process. The
PPAs nominate candidates to be TAC auditors and participate in discussions to assign
auditors to Audit Teams. The PPAs also receive a copy of the Final Audit Report for
programs in that province.

2.3 TAC National Program Accreditation System
The purpose of the TAC National Program Accreditation System is to provide a
transparent, relevant, current and fair system with which to ensure that technician and
technology programs in Canada meet the needs of students, employers and
professional associations.
The TAC National Program Accreditation System consists of:


The TAC National Accreditation Components.



The TAC National Accreditation Process.

2.4 The TAC National Accreditation Components
There are seven parts or categories to the TAC National Accreditation Components.
Within each part there are specific components. Components are the features of a
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program that are evaluated in order to determine the quality of the program and whether
the program meets the required standards for accreditation.
The TAC National Accreditation Components are described in the document labelled
TACNAC 002 starting on the next page.
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TACNAC 002 National Accreditation Components
Part A: Program Background Information
This part of the accreditation process is for informational purposes only. It does not
factor into the final accreditation decision.
A.1 Program History: The program has a documented history of educational delivery
in the designated technician and technologist fields.
A.2 Program Option Names and Descriptions: The program has clear names and
descriptions for all program options.
A.3 Program and Option Instructional Delivery Modes: The program has described
all program and option instructional delivery modes.
A.4 Program Organizational Structure: The program has a clear, logical and
documented program administrative structure as demonstrated in an organizational
chart and descriptions of roles and responsibilities. The relationship between the
program administration and the larger educational institution is documented and
described.
A.5 Program Enrolment Numbers: Enrollment numbers are documented and
available. New student enrolment numbers and overall enrolment numbers appear to
be steady or increasing over the past three (3) academic years.
A.6 Program Graduate Numbers: Program graduate numbers are documented and
available. The number of graduates appears to be steady or increasing over the past
two (2) academic years.
A.7 Program Graduate Employment and Further Education Numbers: Program
graduate employment and further education numbers are documented and available.
The number of employed graduates and the number of graduates continuing on to
further education appear to be steady or increasing over the past two (2) academic
years.

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.

16

Auditor’s Manual for TAC National Program Accreditation v.4

Part B. Student Policies
B.1 Program Admission Policies: Policies related to program admission
requirements based on secondary school courses and grades are documented and
available to all applicants. Policies for other admission paths (for mature students for
example) are documented and available to all applicants.
B.2 Policies for Monitoring Student Progress: Policies used to monitor student
progress each semester to ensure that pre-requisite course credits have been obtained
are documented and available to all students.
B.3 Academic Policies and Procedures: Institutional and/or departmental policies on
plagiarism, cheating, grade appeals, etc. are documented and available to all students.
B.4 Student Transfer Policies: Articulation and transfer agreements for the program
and options are documented and available to all applicants and students.
B.5 Co-op and/or Internship Policies: If the program or options include co-op or
internship placements, clear processes and procedures are documented and available
to students. The processes and procedures include how to: obtain a placement, get
credit for the placement, ensure that the placement is relevant to the area of study, have
the placement assessed, and find other options available if a placement opportunity is
not possible.
B.6 Graduation Requirements: Graduation policies related to passing grades for
courses, overall program average grade, number of credits, etc. exist and are
documented and available to all students.

Part C. Program Policies
C.1 Program Development Policies and Procedures: Timelines, institutional
processes, and governance for program and course development are documented and
available. Program and course changes are documented and understood by all faculty
members and program administration.
C.2 Program Continuous Improvement Policies: Policies for program continuous
improvement are documented and available. Periodic program self-assessments
producing recommendations that are used for changes that lead to improvements in the
curriculum and/or student success are documented and available.
C.3 External Program Input: A Program Advisory Committee exists. Names and
contact information for the current Program Advisory Committee members are
documented and available. Minutes from Program Advisory Committee meetings over
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the past three years are documented and available. Reports are provided from any
other external bodies that reviewed the program over the past three (3) years.

Part D. Program and Course Information
D.1 Program Description Documents: Sufficient printed and/or online calendar
information, brochures, program handbooks, and web-based information about the
program are available to anyone interested in learning about the program. The URL is
provided for the program and program options.
D.2 Program Objectives: Program educational objectives are a good fit for the
mission statement of the Educational Institution.
D.3 Course Outlines: Course outlines are available for all courses in the program and
program options. All course outlines include: the course ID, course title, date of last
revision, prerequisite(s), corequisites, course description, textbook(s) or other support
materials, methods of assessment (assignments, tests, projects) and course outcomes.
D.4 Transcript and Diploma: An accurate and complete transcript and diploma are
provided for the program and all program options.
D.5 Scholarship and Bursary Information: A list is available in print and/or online of
all available scholarships and bursaries, and their amounts, for new applicants to the
program and current students. Application forms are also available with the list.

Part E. Program Outcomes
E.1 Program Discipline Learning Outcomes: The program courses enable students
to achieve appropriate Discipline Learning Outcomes. TAC accreditation requires that
your program have five (5) main Program Discipline Learning Outcomes.
E.2 Program General Competency Learning Outcomes: The program achieves all
of the eight General Learning Outcomes specific to the technician or technologist level.
E.3 Student Work: Student work, including tests, exams, assignments and technology
reports (if applicable) contribute to the Discipline Learning Outcomes. Student work and
marking schemes clearly match the Demonstrable Learning Outcomes listed in the
course outlines.
E.4 Technology Reports (for Technologist Programs only): A Technology Report
is a required component of the program and is evaluated by the Educational Institution.
If the Technology Report is completed by multiple project team members, there are
© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.
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documented processes in place to ensure an equal contribution by all team members.
There is also evidence that this process for ensuring an equal contribution by all team
members is followed.

Part F. Faculty
F.1 Faculty Qualifications (Program Discipline Learning Outcomes): The program
has documented policies and procedures for hiring qualified faculty for courses in the
Program Discipline Learning Outcomes. There is documented evidence that the
program follows these policies and procedures, including evidence of appropriate and
relevant academic qualifications, teaching experience, work experience, professional
certifications and professional development.
F.2 Faculty Qualifications (Other Faculty): The program has documented policies
and procedures for hiring qualified faculty for other courses. There is documented
evidence that the program follows these policies and procedures, including evidence of
appropriate and relevant academic qualifications, teaching experience, work
experience, professional certifications and professional development.
F.3 Faculty Workload (Program Discipline Learning Outcomes): The program has
documented policies and procedures about faculty teaching workload, preparation and
assessment marking working, class sizes and lab sizes. There is documented evidence
that the program follows these policies and procedures.

Part G. Facilities, Resources and Other Student Support
G.1 Offices, Classrooms and Labs: The office space, classroom space, lab facilities,
meeting rooms for faculty and students, office support and lab support staff are
sufficient to meet the needs of the students and faculty.
G.2 Maintenance and Upgrade of Facilities: Procedures and processes are in place
to maintain and upgrade the tools, equipment, computing resources and laboratories
used by students and faculty members in the program. These processes and
procedures are documented.
G.3 Health and Safety Procedures: Health and safety procedures for all facilities are
documented and available. Processes for training students and staff in the health and
safety procedures are documented and available. There is documented evidence that
these student and staff training procedures have been followed. Health and safety
warnings are clearly displayed in facilities as appropriate.
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G.4 Student Research and Library Resources: The library and online resources are
sufficient for students to do the research required for their course assignments, their
capstone or final year projects (if required) and technology reports (if required).
G.5 Student Academic Resources and Support: Course-related resources and
faculty support are available to students in the program for coursework, homework,
research and lab projects.
G.6 Student Career Resources and Support: Resources, advisors and other
institutional support are available for student career counselling and guidance.
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2.5 National Program Accreditation Process

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.

21

Auditor’s Manual for TAC National Program Accreditation v.4

2.5 Glossary of Terms

The Glossary of Terms is found in the document labelled TACNAC 003b starting on
the next page.
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 003b Accreditation Glossary of Terms
The following terms are used throughout the accreditation process:
Components: This refers to the measures by which a program is evaluated for the
purposes of accreditation. See NAC below.
CTAC: This stands for Canadian Technology Accreditation Criteria, a set of outcomebased requirements for technician, technologist and applied science programs for the
purposes of program accreditation.
Demonstrable Learning Outcome is how a program actually determines that students
have achieved the Discipline or General Learning Outcome as indicated in the course
outlines.
Discipline Learning Outcomes: This refers to learning outcomes that are specific to
each technician or technologist discipline. Each Discipline or General Learning
Outcome has several Learning Outcome Indicators.
EI: This stands for the Educational Institution whose program is undergoing
accreditation.
GAC: This stands for the Governance and Audit Council. The GAC is a group within
Technology Accreditation Canada that is responsible, among other things, for the
appeals stage of the accreditation process.
General Learning Outcomes are the same for technician or technologist regardless of
discipline. Each Discipline or General Learning Outcome has several Learning
Outcome Indicators.
Learning Outcome Indicator is how a program could determine that students have
achieved the Learning Outcome.
NAC: This stands for the National Accreditation Components, the set of measures by
which a program seeking accreditation is evaluated. The NAC form the foundation of
the entire accrediting system. They define how a good technician or technologist
program looks and runs.
PPA: This stands for Provincial Professional Association, one of the provincial
organizations that comprise Technology Accreditation Canada.
Program Discipline Learning Outcomes: This refers to the core competencies that
comprise a technician or technologist program.
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Program Learning Outcomes: The Program Learning Outcomes are divided into two
categories: Discipline Learning Outcomes and General Learning Outcomes.
TAC: This stands for the accrediting organization Technology Accreditation Canada.
TPC: This stands for Technology Professionals Canada.
TR: This stands for Technology Report, a project that students in the final year of their
technologist program must complete.
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3.0 The Audit Team
3.1 What is an Auditor?
An Auditor is:


A person authorized by an accrediting organization to objectively examine and
report on how an education program is run and its outcomes using a
predetermined set of standards.

3.2 What are the Attributes, Roles and Responsibilities of a TAC Auditor?
3.2.1 What are the Qualifications of a TAC Auditor?
A TAC Auditor must:


Be certified or licensed by the relevant Provincial Professional Association.



Have at least five (5) years of work experience in his or her discipline.



Have completed TAC Auditor Training.



Have completed at least one (1) audit as an Auditor-in-Training.



Sign the TAC Auditor Policy Declaration.



Be on the TAC Auditor Roster.

3.2.2 What are the Attributes of a TAC Auditor?

Knowledge

Skills

Values and
Beliefs
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TAC Auditor Knowledge
Technical Knowledge
 Understands program-related technology.
 Understands Canadian Technology Accreditation Criteria.
 Able to assess the technical content of courses using the Canadian Technology
Accreditation Criteria.
 Able to assess the quality of technical lab facilities.
 Able to assess student technical knowledge.
Industry Knowledge
 Understands employment trends and employer requirements.
Education Knowledge
 Understands how a course should be structured and delivered for maximum
learning.
 Understands the context of the educational institution.
Health and Safety Knowledge
 Understands health and safety regulations for educational institutions and for
industry.
Legal Knowledge
 Understands the legislation that governs the technical fields.
Knowledge of the TAC Accreditation System
 Understands the accreditation components.
 Understands the steps of the accreditation process.
 Understands how to use the accreditation documents.
 Understands how the accreditation process relates to the profession.
 Understands the roles of the stakeholders in the accreditation system.

TAC Auditor Skills
People Skills
 Treats everyone respectfully and professionally.
 Treats everyone equally.
 Enjoys interacting with people from different backgrounds.
 Values different perspectives.
Team Building Skills
 Collaborates with others to meet specific objectives.
 Respectfully offers opinions.
 Respectfully responds to others’ opinions.
© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.
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 Able to compromise when necessary.
Oral Communication Skills
 Listens attentively.
 Listens actively.
 Clarifies and summarizes effectively.
 Orders thoughts clearly.
Interview Skills
 Asks relevant questions.
 Notes key points and ideas.
 Manages participant turn-taking.
 Manages participant emotions.
Written Communication Skills
 Writes clearly and concisely.
 Writes with correct spelling and grammar.
 Writes with plain language.
 Writes with a clear structure.
Organizational Skills
 Identifies priorities.
 Puts tasks in order.
 Assigns timeframes for tasks.
 Tracks task completion.
 Meets deadlines.

Problem Identification Skills
 Identifies problems.
 Evaluates severity of problems.
Problem-Solving Skills
 Prioritizes problems.
 Solves problems methodically and efficiently.

TAC Auditor Values
Confidentiality
 Exercises discretion in the collection and use of confidential information.
 Understands the importance of maintaining confidentiality.
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Objectivity
 Distinguishes fact from opinion.
 Makes decisions based on fact.
Flexibility and Adaptability
 Makes adjustments to plans and schedules if required by circumstances.
 Handles the unexpected.
Professionalism
 Presents himself or herself professionally at all times.
 Treats others respectfully and professionally at all times.
Value Accreditation
 Believes in the role of the accreditation process in maintaining the quality and
integrity of the profession and industry.

3.2.3 What are the Responsibilities of a TAC Auditor?
An Auditor is appointed by the TAC Executive Director after discussion with the
Provincial Professional Association and with consideration of avoiding any conflict of
interest in the audit process.
An Auditor reports to the Lead Auditor.
There are two Auditors per Audit Team along with a Lead Auditor.
An Auditor is responsible for:


Completing the TAC Auditor training process.



Completing the initial review of the Self-Assessment Package as part of the Audit
Team.



Completing the Site Visit as part of an Audit Team, reporting to the Lead Auditor.



Participating in the completion of the Final Accreditation Audit Report (TACNAC
025).



Participating in the final decision on the accreditation of the program.



Signing the first page of the Final Accreditation Audit Report and the Auditor
Declaration on the last page of the Final Accreditation Audit Report.



Providing feedback on the Lead Auditor to the TAC Executive Director.
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3.3 What are the Qualifications, Attributes and Responsibilities of a Lead
Auditor?
3.3.1 What are the Qualifications of a Lead Auditor?
A Lead Auditor must:


Be certified or licensed by the relevant Provincial Professional Association.



Have at least five (5) years of work experience in his or her discipline.



Have performed at least three (3) TAC audits or the equivalent.



Have positive Auditor Evaluations from the stakeholders (Lead Auditor,
Educational Institution, PPA) in the three (3) TAC audits or the equivalent.



Have completed the TAC Auditor Training.



Sign the TAC Auditor Policy Declaration.



Be on the TAC Auditor Roster.

Additional desirable qualifications for a Lead Auditor include:


Leadership or management experience.



Other auditing or quality management experience or training, for example internal
auditing or ISO auditing.

3.3.2 What are the Attributes of a Lead Auditor?
In addition to the attributes of an Auditor, a Lead Auditor has:


Superior communication and people skills.



Superior problem-solving skills.



Superior team building skills.



Conflict resolution skills.



Leadership skills.
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Mentorship skills.

3.3.3 What are the Responsibilities of a Lead Auditor?
The Lead Auditor is appointed by and reports to the TAC Executive Director for the
completion of a specific program accreditation.
The Lead Auditor is responsible for:


Completing TAC Auditor training process.



Being the point of contact for the Educational Institution during the preparation for
and implementation of the Site Visit.



Ensuring that all components of the Self-Assessment Package are complete.



Finalizing the Site Visit schedule with the Educational Institution.



Copying the TAC Executive Director and Accreditation Coordinator on all
correspondence with the Educational Institution in preparation for the Site Visit.



Making final decisions with respect to the Site Visit implementation.



Scheduling Audit team tasks.



Facilitating the auditor communications for materials required for the audit
(course outlines, samples, etc.).



Leading the Site Visit.



Coordinating completion of the Final Audit Report with the Audit Team members.



Answering any questions about clarity and accuracy in the Final Audit Report
from the TAC Executive Director.



Providing feedback on the Auditors and Auditors-in-Training to the TAC
Executive Director.



Signing off on final approval of an Auditor-in-Training to become an Auditor.

Note: The importance of the Lead Auditor in communicating throughout the entire audit
process cannot be underestimated. The Lead Auditor communicates with the
Educational Institution about documents submitted in the Self-Assessment Package, the
schedule for the Site Visit, the results of the Site Visit (in the Exit Interview), and any
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follow-up documentation required. The Lead Auditor also communicates with the
Educational Institution about the progress of the audit, specifically identifying areas of
non-compliance as the audit process unfolds. The Educational Institution should not
have any surprises during the audit process.

3.4 What are the Qualifications and Responsibilities of an Auditor-in-Training?
3.4.1 What are the Qualifications of an Auditor-in-Training?
An Auditor-in-Training must:


Be certified or licensed by the relevant Provincial Professional Association.



Have at least two (2) years of work experience in his or her discipline.



Be nominated by a Provincial Professional Association.

3.4.2 What are the Responsibilities of an Auditor-in-Training?
An Auditor-in-Training is nominated by the Provincial Professional Association to
complete the TAC Auditor Training process and to become a part of the national registry
of Auditors, the TAC Auditor Roster.
The Auditor-in-Training reports to the Lead Auditor.
An Auditor-in-Training is responsible for:


Completing TAC Auditor training process.



Participating in the Site Visit as an observer in order to learn how to be an
Auditor.



Completing and submitting audit forms for learning purposes only.



Asking questions as the Site Visit progresses in order to fully understand the
audit process.
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3.5 What TAC Auditor Policies Relate to Auditors?
All TAC Auditors are expected to understand and follow these policies:


TACPOL-7 Auditor Code of Conduct.



TACPOL-8 Auditor Conflict of Interest Policy.



TACPOL-9 Auditor Confidentiality Policy.



TACPOL - G1 Guidelines for Acceptance of Gifts.

Upon completing this Auditor training you will be required to sign the TAC Auditor Policy
Declaration indicating that you have understood and agree to follow the above policies.

The four policies and the TAC Auditor Policy Declaration are found starting on the
next page.
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Document No. TACPOL-7 Auditor Code of Conduct
Effective: April 30, 2014
Scope
This policy applies to all auditors performing services for Technology Accreditation
Canada (TAC).

Definition
This Code of Conduct is a set of principles and expectations for all Auditors performing
services for TAC. This Code is to be used in conjunction with the referenced Policies
and the procedures for the delivery of services.

Principles
Auditors perform a unique role, with access to many of an organization’s processes,
systems and information that may comprise market differentiators. There is a high
level of integrity expected of Auditors as it relates to professionalism, objectivity,
confidentiality and discretion.
TAC auditors understand that they are representing the Corporation in their audit
activities.

In support of this, TAC auditors will consistently apply the following principles:
Integrity
TAC Auditors will be:
 Accountable for their performance; working with honesty, thoroughness and
focus
 Not knowingly party to any inappropriate or illegal activity
 Respectful of and contributing to the reputation and ethical objectives of
Technology Accreditation Canada
 In compliance with TACPOL-8: Auditor Conflict of Interest Policy
Objectivity
TAC Auditors will be:
 Balanced in approach, unbiased, not influenced by their own interests
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Methodical and objective in the collection, evaluation and the drawing of
conclusions
Clear and unbiased in communicating information about the program activity or
process being audited, including appropriate disclosure of all issues and facts
which, if not disclosed, may distort the audit results.
In compliance with TACPOL-8 Auditor Conflict of Interest Policy

Competency
TAC auditors will:
 Obtain and apply the knowledge, skills, and experience needed for the
performance of audit services, and will engage only in those audits for which they
are qualified to perform their assigned role.
 Continually improve their knowledge and effectiveness in relation to both
technical and audit process to improve the quality of their performance and take
advantage of all programs available through TAC
Confidentiality


TAC auditors abide by the terms of the Auditor Confidentiality Policy: TACPOL-9
and will not disclose information without appropriate authority.

A breach of this Code of Conduct will be dealt with at a special meeting of the Provincial
Registrar and the Executive Director of TAC where appropriate remedies including
removal and replacement of the Auditor will be decided.
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Document No. TACPOL-8 Auditor Conflict of Interest Policy
Effective: April 30, 2014

Scope
This policy applies to all auditors performing services for Technology Accreditation
Canada (TAC).

Definition
A conflict of interest is a situation in which private or personal interests influence, or
appear to influence, an Auditor’s objectivity in the performance of their duties in an audit
situation.
A private or personal interest can include, but is not limited to financial gains or
avoidance of loss, special advantage or prestige, either personally, for family, for
business or personal associates, or for the advantage of another organization with
which the Auditor is associated.
In addition, a conflict of interest exists or may be perceived to exist where an Auditor
has attended or has family in attendance at the educational institution being audited.

Principles
The role of the Auditor is to provide an unbiased, objective analysis of an Educational
Institution’s programs. TAC auditors understand that in a volunteer capacity they are
representing the Corporation in their audit activities. There is a high level of integrity
expected of Auditors as it relates to professionalism, objectivity, confidentiality and
discretion.

TAC Auditors will:


Immediately identify any potential or perceived conflict of interest and refrain from
accepting audit assignments as appropriate.



Refrain from using their position as Auditors to provide any perceived benefit to
themselves, any associate or any affiliated organization.



Refrain from allowing personal bias to affect their objective analysis of a program
or any subsequent recommendations for improvement.
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Refuse to accept any gift or service where such acceptance may impair or be
perceived to impair their professional judgment (See TACPOL – G1, Guideline
for the Acceptance of Gifts).Refrain from participating in an audit where an
activity or relationship, past or present, may impair or be perceived to impair their
unbiased assessment of a program. In the event that the potential for conflict
exists, the TAC auditor will disclose this to the Registrar and TAC Executive
Director prior to audit team being finalized.

A breach of this policy will be construed as a breach of an Auditor’s standard of
conduct. Therefore the repercussions of acting in a position of conflict in contradiction
with this policy will be dealt with at a special meeting of the Provincial Registrar and the
Executive Director of TAC where appropriate remedies including removal and
replacement of the Auditor will be decided.
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Document No. TACPOL-9 Auditory Confidentiality Policy
Effective: April 30, 2014

Scope
This policy applies to all auditors performing services for Technology Accreditation
Canada (TAC).

Definition
Confidentiality is the expectation or assurance that information accessed or shared
during Audit activities is used only for the purposes of the audit. All such information is
protected and available and accessible to only those individuals or groups with
appropriate authorization.

Principles
Auditors perform a unique role, with access to many of an organization’s processes,
systems and information that may comprise market differentiators. There is a high
level of integrity expected of Auditors as it relates to professionalism, confidentiality and
discretion.

Confidentiality Policy
In support of this, auditors performing the Accreditation audits for TAC agree that they
will not disclose to any internal or outside parties any confidential information relating to
the work carried out during any aspect of an accreditation audit.
This includes, but is not limited to:
 Audit submissions, documentation, results, non-conformities, citations and
grades
 Student and faculty information
 Appeals information
 New program enhancements or outlines implemented by the Educational
Institutions
This policy does not apply where:
 Such information was previously or is now in the public domain
 The information becomes generally available to the public through any act by the
Educational Institution
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The information is required to be disclosed in connection with any court action or
any proceeding before a governmental regulatory or administrative body or in
connection with securing any approval or consent required therefrom.

A breach of this policy will be construed as a breach of the Auditor’s Code of Conduct.
Therefore, the repercussions of disclosing confidential, proprietary information in
contradiction with this policy will be dealt with in a special meeting of the Provincial
Registrar and the Executive Director of TAC where appropriate remedies including
removal and replacement of the Auditor will be decided.
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Document No. TACPOL - G1 Guideline for the Acceptance of Gifts
Effective: May 31, 2014
Scope
This Guideline applies to all Directors, Officers, Staff and Auditors of Technology
Accreditation Canada (TAC).

Principles
Technology Accreditation Canada (TAC) Board Members, Officers and Auditors are
called upon to use their best judgment to avoid situations of real or perceived conflict.
In doing so, they should consider the following guideline on gifts, hospitality and other
benefits, keeping in mind their commitment to their Codes of Conduct.

Definitions:
"gift"

Any item, hospitality or benefit which falls outside the definition of a “token
gift”.

"hospitality" Meals, accommodation, transportation or entertainment provided at no
cost or less than full cost. Auditors should not accept hospitality in
relation to their duties unless it is modest hospitality and provided equally
to all involved parties (e.g., simple meals provided for all participants in an
audit).
“token gift" An item with no appreciable economic value (e.g. free promotional items
such as calendars, pens, notepads, odd college coffee mug, college t-shirt
etc.). Token gifts do not include personal benefits such as clothing, gift
certificates, tickets to events and alcoholic beverages.
The acceptance of significant material gifts, special favours or disproportionate
hospitality by TAC Directors, Officers and Auditors from anyone conducting business
with, or seeking Accreditation from the Corporation is not permitted.
The only exceptions to this are “token gifts” and hospitality that do not place, or do not
have the appearance of placing, the recipient under any obligation when making
decisions on the Corporation’s behalf. Under no circumstances shall a Director, Officer
or Auditor of TAC accept a gift or hospitality with the understanding that they will use
influence in a decision or audit outcome. When offered a gift, hospitality or other
benefit, it is critical that the recipient examine if its acceptance could have an actual or
perceived influence on their objectivity.
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Auditors shall disclose to the Executive Director or Provincial Registrar if any gift, token
gift or hospitality is offered, accepted or declined.

Declining Gifts or Hospitality
Should a Director, Officer or Auditor be offered a gift, token gift or hospitality which falls
outside these guidelines, they will decline or return it in a diplomatic manner.
Should a Director, Officer or Auditor become concerned regarding the intentions of the
party offering the gift, they will advise the Executive Director, Board Chair or Provincial
Registrar.
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TACNAC 041 TAC Auditor Policy Declaration
I have read, understand and agree to abide by and uphold the TAC Auditor Policies
below:





TACPOL-7: Auditor Code of Conduct
TACPOL-8: Auditor Conflict of Interest Policy
TACPOL-9: Auditor Confidentiality Policy
TACPOL – G1: Guidelines for Acceptance of Gifts

I understand that such adherence is a condition of my work with Technology
Accreditation Canada.

Print Name: _______________________________________
Signature: ________________________________________
Date: ____________________________________________
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3.5 What is the TAC Auditor Training Process?
The TAC Auditor Training Process has four steps.
1. Successful completion of the TAC Auditor Training. To successfully complete
this training you must receive 100% on the online quiz for each module and 80%
on the final online exam.
2. Signing of Auditor Policy Declaration. The signing of the Auditor Policy
Declaration indicates your understanding of the TAC Policies that relate to
Auditors, and your agreement to follow these policies.
3. Completion of one or more audits in the role of Auditor-in-Training. This step
allows you to see experienced Auditors and Lead Auditors in action throughout
the audit process.
4. Final approval as an Auditor from a Lead Auditor. The TAC Auditor-in-Training
Approval Form is completed. You complete Sections 1.0 and 2.0 as the Auditorin-Training. The Lead Auditor completes Section 3.0. The Lead Auditor and the
TAC Executive Director complete Section 4.0. Once this form is complete, the
Lead Auditor will forward it to the TAC Executive Director. If you have met all of
the requirements for being an Auditor, as approved by the Lead Auditor, you will
then be added to the roster of approved TAC Auditors. If you have not met all of
the requirements for being an Auditor, the TAC Executive Director will contact
you to discuss your options.
The following documents relate to the Auditor Training Process:



TACNAC 040 Auditor-in-Training Approval Form.
TACNAC 042 Auditor-in-Training Guidelines for Lead Auditor

The above two forms are found starting on the next page.
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TACNAC 040 TAC Auditor-in-Training Approval Form
Auditor-in-Training Name: _________________________________________________
E-mail Address: ________________________________________________________
Phone: _______________________________________________________________

1.0 Auditor Qualifications
Instructions: This section is to be completed by the Auditor-in-Training. Indicate dates
and other information as required.
 Nominated by __________________________ (Provincial Professional
Association).
 Completed education at _______________________ (Educational Institution) in
__________(year).
 Certified as a ___________________________ (designation) in
__________________________ (discipline) by
____________________________ (Provincial Professional Association).
 _______________ years of work experience in ______________________
(discipline).

2.0 Auditor Training Process
Instructions: This section is to be completed by the Auditor-in-Training. Check off each
stage of the Auditor Training Process as it is completed. Indicate dates and other
information as indicated.
 Auditor Training Completed (indicate date): _____________________________
 Auditor Policy Declaration signed and submitted to TAC.
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 First Audit Completed (indicate date and Educational Institution): ____________

 Second Audit Completed (indicate date and Educational Institution): __________

3.0 Auditor Attribute Checklist
Instructions: This section is to be completed by the Lead Auditor. Check off the
attributes demonstrated by the Auditor-in-Training during the two Audits. Note
additional comments at the end of each section if applicable.

3.1 Auditor Knowledge
3.1.1




Technical Knowledge
Understands program-related technology.
Understands Canadian Technology Accreditation Criteria.
Able to assess the technical content of courses using the Canadian Technology
Accreditation Criteria.
 Able to assess the quality of technical lab facilities.
 Able to assess student technical knowledge.

3.1.2 Industry Knowledge
 Understands employment trends and employer requirements.
3.1.3 Education Knowledge
 Understands how a course should be structured and delivered for maximum
learning.
 Understands the context of the educational institution.
3.1.4 Health and Safety Knowledge
 Understands health and safety regulations for educational institutions and for
industry.
3.1.5 Legal Knowledge
 Understands the legislation that governs the technical fields.
3.1.6





Knowledge of the TAC Accreditation System
Understands the accreditation components.
Understands the steps of the accreditation process.
Understands how to use the accreditation documents.
Understands how the accreditation process relates to the profession.
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 Understands the roles of the stakeholders in the accreditation system.
Additional Comments

3.2 Auditor Skills
3.2.1





People Skills
Treats everyone respectfully and professionally.
Treats everyone equally.
Enjoys interacting with people from different backgrounds.
Values different perspectives.

3.2.2





Team Building Skills
Collaborates with others to meet specific objectives.
Respectfully offers opinions.
Respectfully responds to others’ opinions.
Able to compromise when necessary.

3.2.3





Oral Communication Skills
Listens attentively.
Listens actively.
Clarifies and summarizes effectively.
Orders thoughts clearly.

3.2.4





Interview Skills
Asks relevant questions.
Notes key points and ideas.
Manages participant turn-taking.
Manages participant emotions.

3.2.5




Written Communication Skills
Writes clearly and concisely.
Writes with correct spelling and grammar.
Writes with plain language.
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 Writes with a clear structure.
3.2.6






Organizational Skills
Identifies priorities.
Puts tasks in order.
Assigns timeframes for tasks.
Tracks task completion.
Meets deadlines.

3.2.7 Problem Identification Skills
 Identifies problems.
 Evaluates severity of problems.
3.2.8 Problem-Solving Skills
 Prioritizes problems.
 Solves problems methodically and efficiently.
Additional Comments

3.3 Auditor Values
3.3.1 Confidentiality
 Exercises discretion in the collection and use of confidential information.
 Understands the importance of maintaining confidentiality.
3.3.2 Objectivity
 Distinguishes fact from opinion.
 Makes decisions based on fact.
3.2.3 Flexibility and Adaptability
 Makes adjustments to plans and schedules if required by circumstances.
 Handles the unexpected.
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3.2.4


3.2.5


Professionalism
Presents himself or herself professionally at all times.
Treats others respectfully and professionally at all times.
Value Accreditation
Believes in the role of the accreditation process in maintaining the quality and
integrity of the profession and industry.

Additional Comments

4.0 Approval and Signature
 The Auditor-in-Training meets the requirements for a TAC Auditor and is
approved to be a full TAC Auditor.
 The Auditor-in-Training does not meet the requirements for a TAC Auditor and is
not approved to be a full TAC Auditor.

Lead Auditor Name: _____________________________________________________
Lead Auditor Signature: __________________________________________________
TAC Executive Director Name: ____________________________________________
TAC Executive Director Signature: _________________________________________
Date: ________________________________________________________________
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TACNAC 042 TAC Auditor-in-Training Guidelines for Lead Auditors
This document provides guidelines for Lead Auditors in how to train and evaluate
Auditors-in-Training so that they can become full Auditors. Lead Auditors should read
these guidelines along with the document TACNAC 040 Auditor-in-Training Approval
Form.

1.0 Auditor Qualifications
An Auditor-in-Training is nominated by a Provincial Professional Association. In order
to qualify to be nominated as an Auditor-in-Training an individual must:



Be certified or licensed by the relevant Provincial Professional Association.
Have at least two (2) years of work experience in his or her discipline.

Once an Auditor-in-Training has been nominated by a Provincial Professional
Association he or she must:





Successfully complete the TAC Auditor Training online.
Sign the Auditor Policy Declaration Form.
Participate in a minimum of two Audits as an observer.
Be approved by a Lead Auditor using TACNAC 040 Auditor-in-Training Approval
Form.

The guidelines in this document offer more information to Lead Auditors about the final
two steps in the above process, the Auditor-in-Training participation in Audits as an
observer and the approval by the Lead Auditor using TACNAC 040 Auditor-in-Training
Approval Form.

2.0 Auditor-in-Training Observations of Audits
Once an Auditor-in-Training has completed the TAC Auditor Training online and signed
the Auditor Policy Declaration Form, he or she will be assigned to two Audits as an
observing under the supervision of a Lead Auditor.
The TAC Executive Director is responsible for assigning an Auditor-in-Training to an
Audit Team. Up to two Auditors-in-Training may be assigned to an Audit Team at one
time.
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An Auditor-in-Training may be assigned to an audit in his or her home province or in
another province. It is recommended, but not required, that an Auditor-in-Training
complete at least one of the two audits out-of-province.
As an observer of an audit, the Auditor-in-Training does the following:




Completes all of the same tasks as an Auditor, but for learning purposes only.
Asks questions as the accreditation process progresses in order to fully
understand all steps and tasks of accreditation.
Makes note of how the Auditors handle the different stages of the accreditation
process.

In order to ensure that the Auditor-in-Training gets the most out of these audit
experiences, the Lead Auditor should do the following:







Once the Audit Team has been assembled for the accreditation, the Lead Auditor
should review his or her expectations of the Auditor-in-Training with that
individual.
The Lead Auditor should make himself or herself available for questions from the
Auditor-in-Training throughout the accreditation process.
The Lead Auditor should have the Auditor-in-Training complete the audit
documents (TACNAC 025, the Student Work Evaluation Table and the
Technology Report Evaluation Table, for example) for learning purposes only.
The Lead Auditor should then review areas in which the Auditor-in-Training’s
observations differed from those of the other members of the Audit Team.
The Lead Auditor should look for and use ‘teachable’ moments during the audit,
when information about the accreditation process can be learned.
For all decisions made about the accreditation, the Lead Auditor should verbally
walk the entire Audit Team through the decision-making process, so that the
reasons for the end decision are clear.

3.0 Completion of TAC Auditor-in-Training Approval Form
Prior to the start of the accreditation process, the Lead Auditor and the Auditor-inTraining should review the TAC Auditor-in-Training Approval Form together. The
Auditor-in-Training should ask any questions about how he or she will be evaluated.
If this is the Auditor-in-Training’s first audit, the completion of the TAC Auditor-inTraining Approval Form is optional. The Lead Auditor can choose to provide feedback
to the Auditor-in-Training but not provide a final approval.
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If this is the Auditor-in-Training’s second audit, the completion of the TAC Auditor-inTraining Approval form is NOT optional. The Lead Auditor must provide feedback using
the form and provide a final approval decision.
If this is the second audit, the Auditor-in-Training completes Sections 1.0 and 2.0 of the
form. The Lead Auditor completes Section 3.0. The Lead Auditor and the TAC
Executive Director complete Section 4.0.
To complete Section 3.0 the Lead Auditor places a check in the boxes for the attributes
that the Auditor-in-Training has demonstrated during the audit. The Lead Auditor also
makes additional notes about the Auditor-in-Training for each type of auditor attribute
(knowledge, skills, values).
After the second audit is complete the Lead Auditor shares his or her observations in
Section 3.0 with the TAC Executive Director. The Lead Auditor indicates whether the
Auditor-in-Training is ready to be a full Auditor.
If the Auditor-in-Training has met all of the requirements for being an Auditor, as
approved by the Lead Auditor, he or she will then be added to the roster of approved
TAC Auditors by the TAC Executive Director.
If the Auditor-in-Training has not met all of the requirements for being an Auditor, as
determined by the Lead Auditor, the Lead Auditor and TAC Executive Director will
discuss the next step for the Auditor-in-Training. These steps may include the following:
1. The completion of a third audit by the Auditor-in-Training. This decision is
appropriate if it is determined that the Auditor-in-Training has the ability to
become an effective Auditor but just needs more time as an Auditor-in-Training in
order to fully understand the process.
2. The release of the Auditor-in-Training from the training process. This decision is
appropriate if it is determined that the Auditor-in-Training will not make an
effective Auditor regardless of how many audits he or she takes part in as an
Auditor-in-Training.
The Lead Auditor and the TAC Executive Director complete Section 4.0 of the TAC
Auditor-in-Training Approval Form.
The Auditor-in-Training is informed of the final decision in writing about his or her
Auditor status by the TAC Executive Director. The Auditor-in-Training may appeal a
negative decision about his or her Auditor status by stating the reasons for the appeal in
writing to the TAC Executive Director within ten (10) days of receiving notification of the
decision.
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4.0 The TAC National Program Accreditation Process, Part One
This section contains a detailed look at the first four steps in the TAC National Program
Accreditation Process. For each step, all of the documents that Auditors need to be
aware of are included.

4.1 Accreditation Application
1.

The Educational Institution completes the Accreditation Application Form (TACNAC
004 Accreditation Application Form) and submits it to TAC along with the required
fee.

2.

The Accreditation Application Form is reviewed by the TAC Executive Director
within ten (10) business days.

3.

One of three decisions is made:
(1) The program is approved to proceed to the next stage of the accreditation
process.
(2) The program is required to revise the application.
(3) The program is not allowed to proceed with accreditation.

4.

The Educational Institution is sent a letter indicating which of these three decisions
has been made.

5.

The TAC Executive Director informs the appropriate PPA that the Accreditation
Application Form has been received.

TACNAC 004 Accreditation Application Form is found starting on the next page.
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TACNAC 004 Accreditation Application Form
Instructions for completing the Accreditation Application Form:
Section 1: Provide information about your Educational Institution.
Section 2: Provide contact information for the program Dean as well as the person
who will be overseeing the accreditation process (if not the Dean).
Section 3: Indicate the type of Educational Institution.
Section 4: Indicate the type of accreditation, either initial or renewal.
Section 5: Use the same program name as that which is used in your printed or online
calendar. Note that all options and electives within the program will be examined.
Determine the discipline for which you would like the program to be accredited after
reviewing the Discipline Learning Outcomes (see Note 1). If there is no direct
equivalent discipline, select the closest match.
Section 6: Enter information on program delivery, the number of academic semesters,
and weeks per semester for the program for which you are seeking accreditation and
from all corresponding options.
Section 7: For new programs, state the year when the first students will or have
graduated from the program and each option for which you are seeking accreditation.
For new and ongoing programs and options, state the dates for the next graduating
classes. Note: there must be graduating students at the time of the Site Visit to
proceed with an accreditation.
Section 8: Ensure that the Dean or an equivalent authority signs the Accreditation
Application Form. The application will not be considered complete without this
signature.

Application Fee: A one-time only, non-refundable application fee of $500 should be
sent to Technology Accreditation Canada, 404-10 Four Seasons Place, Toronto, ON,
M9B 6H7, within 10 days of submitting the application. Programs previously accredited
with another Canadian technology accrediting agency are exempted from the
application fee. See the Fees section of this website for the annual accreditation fees.
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TACNAC 004 Accreditation Application Form
1. Educational Institution (EI):____________________________________________
Address: ___________________________________________________________
Main Phone Number: ____________________ Fax: _________________________
Website: ___________________________________________________________

2. Contact Information
Dean (or equivalent): ____________________ Department: __________________
Address: ___________________________________________________________
Phone / extension: ______________________ Fax: _________________________
E-mail: _____________________________________________________________

Accreditation Contact (if different from above): ______________________________
Address:____________________________________________________________
Phone / extension: _______________________ Fax: ________________________
E-mail: _____________________________________________________________

3. Type of Educational Institution
College / Polytechnic: ________________ Private Career College: _____________
Industry Training Institute: _____________ Other: __________________________

4. Type of Accreditation
Initial: ________________

Subsequent: _____________
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5. Program Information
Program Name in Calendar: ____________________________________________
Program Description in Calendar: ________________________________________
___________________________________________________________________
___________________________________________________________________
Accreditation Discipline(s): __________________________________________
Level of Program: Technician ______________

Technologist ________________

Admission Requirements: _____________________________________________
Graduation Requirements: _____________________________________________
Program Options (if any): ______________________________________________
Program Designation on Diploma (or Certificate) for the program (and all options):
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Program Designation on Transcript for the program (and all options):
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Is the program accredited by another organization?

Yes _____

No ______

If yes, name the accrediting body: _______________________________________
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6. Program Delivery Information
Program:
Day ______

Evening _____

Number of semesters ________

Distance Education _______Co-op_______
Weeks per semester _____________

Option 1:
Day ______

Evening _____

Number of semesters ________

Distance Education _______Co-op_______
Weeks per semester _____________

Option 2:
Day ______

Evening _____

Number of semesters ________

Distance Education _______Co-op_______
Weeks per semester _____________

Option3:
Day ______

Evening _____

Number of semesters ________

Distance Education _______ Co-op_______
Weeks per semester _____________

7. Graduate Information
If your program is new, provide the year and month of the first graduates for the
program and all options:
Program: _____________________________

Year: ________________

Option 1: ______________________________

Year: ________________

Option 2: ______________________________

Year: ________________

Option 3: ______________________________

Year: ________________
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If your program is new or ongoing, provide the date of next graduating cohort
(program and all options):
Program: _____________________________

Year: ________________

Option 1: ______________________________

Year: ________________

Option 2: ______________________________

Year: ________________

Option 3: ______________________________

Year: ________________

8. Signature of Dean (or equivalent)
By checking this box

 I,

(Insert Name),

(Insert Title), authorize

this application for TAC National Accreditation.
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4.2 The Accreditation Self-Assessment Package
1.

If the Educational Institution receives approval to proceed to the next stage of the
accreditation process, the institution is also sent the Accreditation Self-Assessment
Package and all tables that need to be completed as part of the self-assessment
process.

2.

The Educational Institution completes the Accreditation Self-Assessment Package
and submits it to TAC. Online, email, or telephone assistance is offered to the
Educational Institution if required and requested.

3.

The Educational Institution posts the required documentation, including program
information, course outlines and available student work, to a secure website. The
posting of the information should indicate the date and time on which the
documentation is posted.

4.

The Accreditation Self-Assessment Package should be complete and posted to the
secure website at least four (4) months prior to the date that the Education
Institution has requested for the Accreditation Site Visit.

5.

Once the Self-Assessment Package and accompanying documentation has been
posted to the secure website, the Educational Institution notifies the TAC Executive
Director and provides the username and password required for access to the
secure institution website by the accreditation Audit Team. The Audit Team will
need access to the secure website for the duration of the audit process right up until
the Final Audit Report is issued. Additionally the secure website should be
maintained after accreditation is received, for the duration of the five year
accreditation cycle. This will provide an accreditation history for the Educational
Institution and staff to follow when it comes time for the next accreditation cycle.

6.

No changes should be made to the documentation after it has been posted to the
secure website without clear communication in writing to TAC.

7.

The Educational Institution also submits a request for a Site Visit date that is at
least four (4) months in the future.

The following documents pertain to this stage of the accreditation process:
 TACNAC 010 Accreditation Self-Assessment Package
 TACNAC 011 Table 1 Enrollment and Graduation Data
 TACNAC 012 Table 2 Course Discipline Learning Outcomes
 TACNAC 013 Table 3 Program Discipline Learning Outcomes
 TACNAC 014 Table 4 Course General Learning Outcomes
 TACNAC 015 Table 5 Program General Learning Outcomes
 TACNAC 016 Table 6 Student Work Review Form
 TACNAC 017 Table 7 Technology Report Review Form
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TACNAC 018 Table 8 Faculty Qualifications (Program Areas of Focus)
TACNAC 019 Table 9 Faculty Qualifications (Other Faculty)
TACNAC 020 Table 10 Faculty Workload (Program Areas of Focus)

Note: It must be stressed to the program seeking accreditation that the effectiveness of
the Audit Team’s information gathering and review is only as good as the materials
provided by the program. The onus is on the program to fully disclose all information
and materials relevant to the process to the Audit Team.

All of the above documents are found starting on the next page.
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 010 National Accreditation Self-Assessment Package
Please provide the information indicated below.
Educational Institution Name:
Educational Institution Address:
<address>
<address>
<postal code>
Name and Title of Educational Institution President/CEO:

Educational Institution Mission Statement:

Program Name (and Options) (for which accreditation is being sought):

Campus (if more than one exists for the institution):

Submitted by (name and title):

Date Submitted:

Telephone Number:

E-mail Address:

Type of Accreditation:

Initial ______________ Subsequent_________________

Site Visit Contact Information
Provide the contact information for the primary pre-visit contact person for the
program(s).
Name:

Title:

Mailing Address:
Telephone Number:
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Part A: Program Background Information
This part of the national program accreditation process is for informational purposes
only. It does not factor into the final accreditation decision.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component A.1 Program History: The program has a documented history of
educational delivery in the designated technician and technologist fields.
Information Required: Briefly describe the history of the program including key
milestones.

Component A.2 Program Option Names and Descriptions: The program has clear
names and descriptions for all program options.
Information Required: List and describe all options available for this program.

Component A.3 Program and Option Instructional Delivery Modes: The program
has described all program and option instructional delivery modes.
Information Required: Describe the instructional delivery modes used in the program
and all options (e.g. days, evenings, cooperative education, traditional
lecture/laboratory, distance education, online web-based, hybrid online and class/lab
etc.).

Component A.4 Program Organizational Structure: The program has a clear,
logical and documented program administrative structure as demonstrated in an
organizational chart and descriptions of roles and responsibilities. The relationship
between the program administration and the larger educational institution is
documented and described.
Information Required: Describe the administrative structure of the
department/school/faculty in which the program resides. In addition, describe the
relationship of this program administration to that of the Educational Institution. Use
both text and/or organizational charts in your description.
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Component A.5 Program Enrolment Numbers: Enrollment numbers are
documented and available. New student enrolment numbers and overall enrolment
numbers appear to be steady or increasing over the past three (3) academic years.
Information Required: Complete Table 1.
To complete Table 1:
1. Enter the data for students entering and enrolled for the current year, one year
ago, and two years ago in the overall program (including options) and for the
options separately further down in the table. It is recognized that admission to an
option may or may not be in the first year.
2. Enter the data for the number of graduates, number of employed graduates, and
number of graduates furthering their education in the spaces provided for one
and two years ago. The current year should be omitted assuming students have
not yet graduated.

Component A.6 Program Graduate Numbers: Program graduate numbers are
documented and available. The number of graduates appears to be steady or
increasing over the past two (2) academic years.
Information Required: Complete Table 1 as above.

Component A.7 Program Graduate Employment and Further Education Numbers:
Program graduate employment and further education numbers are documented and
available. The number of employed graduates and the number of graduates continuing
on to further education appear to be steady or increasing over the past two (2)
academic years.
Information Required: Complete Table 1 as above.

Part B: Student Policies
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.
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Component B.1 Program Admission Policies: Policies related to program
admission requirements based on secondary school courses and grades are
documented and available to all applicants. Policies for other admission paths (for
mature students for example) are documented and available to all applicants.
Information Required: State or provide website links to admission requirements for
accepting new students into the program.

Component B.2 Policies for Monitoring Student Progress: Policies used to monitor
student progress each semester to ensure that pre-requisite course credits have been
obtained are documented and available to all students.
Information Required: State or provide website links to any policies related to
students progressing within the program. If not included in the policies, provide
information on the procedures for documenting and ensuring that students are meeting
prerequisites and on handling situations when a prerequisite has not been met.

Component B.3 Academic Policies and Procedures: Institutional and/or
departmental policies on plagiarism, cheating, grade appeals, etc. are documented and
available to all students.
Information Required: State or provide website links to all Student Academic Policies
and Procedures (e.g. grade appeals, plagiarism, cheating).

Component B.4 Student Transfer Policies: Articulation and transfer agreements for
the program and options are documented and available to all applicants and students.
Information Required: State or provide access to any articulation agreements for
accepting transfer students and transfer credits. Include any provincially mandated
articulation requirements related to the program.

Component B.5 Co-op and/or Internship Policies: If the program or options include
co-op or internship placements, clear processes and procedures are documented and
available to students. The processes and procedures include how to: obtain a
placement, get credit for the placement, ensure that the placement is relevant to the
area of study, have the placement assessed, and find other options available if a
placement opportunity is not possible.
Information Required: If a co-op program or internship program exists, provide
documentation or access to information on support for work placement within the
program and any requirements and processes required for students to obtain
placements. Describe options available to students if a placement is not possible.
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Optional: If there is credit granted in recognition of such work, state the method of
assessment of the workplace learning experience. Describe any student support for
developing resumes, interview preparation, and placement coaching. Describe the
collection process for placement data, feedback from employers, and feedback from
students used to provide students with better preparation for a co-op placement.

B.6 Graduation Requirements: Graduation policies related to passing grades for
courses, overall program average grade, number of credits, etc. exist and are
documented and available to all students.
Information Required: Provide documentation or access to information on the
graduation requirements for students in the program and the process for tracking and
ensuring that each graduate completes all requirements for the program.

Part C. Program Policies
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component C.1 Program Development Policies and Procedures: Timelines,
institutional processes, and governance for program and course development are
documented and available. Program and course changes are documented and
understood by all faculty members and program administration.
Information Required: Provide or make available all institutional and program policies
and procedures for program development, program review, and program improvement.
State the timelines, institutional processes, and governance for program and course
changes.

Component C.2 Program Continuous Improvement Policies: Policies for program
continuous improvement are documented and available. Periodic program selfassessments producing recommendations that are used for changes that lead to
improvements in the curriculum and/or student success are documented and available.
Information Required: Describe the process that is used to periodically review and
revise, as necessary, the program curriculum and facilities (e.g. feedback from program
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advisory committees, employers of graduates, current students, and alumni). Include
the outcomes of this process and provide a description of any changes that were made
to the program in the past three years as a result of this process.
Component C.3 External Program Input: A Program Advisory Committee exists.
Names and contact information for the current Program Advisory Committee members
are documented and available. Minutes from Program Advisory Committee meetings
over the past three years are documented and available. Reports are provided from
any other external bodies that reviewed the program over the past three (3) years.
Information Required: Provide a list of current external Program Advisors and contact
information. Include minutes of any Program Advisory Meetings over the past three
years. Provide reports from any other external body that reviewed the program over the
past three years and contact information for the reviewers. Optional: Provide
institutional and department policies and procedures regarding the establishment of a
Program Advisory Committee, frequency of meetings, and the use of recommendations
from Program Advisory Committees and other external reviewers. Provide summary
results and analysis of any program surveys or evaluations from students, alumni, and
employers over the past three (3) years.

Part D. Program and Course Information
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the Accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component D.1 Program Description Documents: Sufficient printed and/or online
calendar information, brochures, program handbooks, and web-based information about
the program are available to anyone interested in learning about the program. The URL
is provided for the program and program options.
Information Required: Include documents or website links to all external publications
about the program. State the URLs for the Educational Institution and the program.
Optional: Provide information about any review process that exists to ensure
consistency in the program description documents and annual updates to reflect
program changes.
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Component D.2 Program Objectives: Program educational objectives are a good fit
for the mission statement of the Educational Institution.
Information Required: Submit or provide access to the program (and all options)
educational objectives and describe how they are consistent with the mission of the
institution (i.e. what are the core graduate competencies and career choices). Optional:
State where and how potential applicants can find this information. May include
graduate workplace competencies and career choices.

Component D.3 Course Outlines: Course outlines are available for all courses in the
program and options. All course outlines include the course ID, course title, date of last
revision, prerequisite(s), corequisites, course description, textbook(s) or other support
materials, method of evaluation (assignments, tests, projects) and course outcomes.
Information Required: Electronic copies or website links to all course outlines in the
program (identify any program options) including course notification, title, description,
pre-requisites, co-requisites, course objective, learning outcomes, and the grading
scheme. Optional: Each might also include date of last revision, required textbooks or
other learning material, instructional delivery mode(s), scheduled instructional contact
hours, credits, course evaluation types, relationship of course outcomes to program
outcomes, policies and procedures for submitting student work, grade required for
successful credit, future course requiring this course as a prerequisite.

Component D.4 Transcript and Diploma: An accurate and complete transcript and
diploma are provided for the program and all program options.
Information Required: Provide a copy of a transcript and diploma of a recent graduate
for the program and any options. Optional: Provide an explanation of how the transcript
is to be interpreted (remove the graduate student name). Provide information on any
changes taken place over the past three years and those planned over the next three
years for diplomas or transcripts.

Component D.5 Scholarship and Bursary Information: A list is available in print
and/or online of all available scholarships and bursaries, and their amounts, for new
applicants to the program and current students. Application forms are also available
with the list.
Information Required: If any exist, list or provide access to all scholarship and bursary
information available to students applying to or enrolled in the program. Optional:
Include the criteria associated with the award as well as the amount on the award.
Information sessions are held to encourage awareness of the awards and to help
applicants and students complete their applications. An annual review of the process
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and grants is in place to ensure that information channels and processes increase the
number of awards granted.

Part E. Program Learning Outcomes
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the Accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.
The Program Learning Outcomes are divided into two categories: Discipline Learning
Outcomes and General Learning Outcomes. Discipline Learning Outcomes are
specific to each technician or technologist discipline. General Learning Outcomes are
the same for technician or technologist regardless of discipline. A Learning Outcome
Indicator is how a program could determine that students have achieved the Learning
Outcome. Each Discipline or General Learning Outcome has several Learning
Outcome Indicators. A Demonstrable Learning Outcome is how a program actually
determines that students have achieved the Discipline or General Learning Outcome as
indicated in the course outlines (or alternatively in the documentation for assessments
such as projects, tests or assignments).
TAC currently uses Discipline Learning Outcomes and General Learning Outcomes as
detailed in the Canadian Technology Accreditation Criteria or CTAC.

Component E.1 Program Discipline Learning Outcomes: The program courses
enable students to achieve appropriate Discipline Learning Outcomes. TAC
accreditation requires that your program have five (5) main Program Discipline Learning
Outcomes.
Information Required: Complete Tables 2 and 3 for your program and each option.
This information will be used by you to identify the five (5) most important or main
Discipline Learning Outcomes for the program and each option.
To complete Table 2 (Course Discipline Learning Outcomes):
1. Fill in the Educational Institution name, the program (and option) name, and the
date the table is completed.
2. List the name and version (date) of the Discipline Learning Outcomes used.
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3. For each semester of the program list the courses (in vertical text).
4. In the left hand column, list all the relevant Discipline Learning Outcome numbers
and statements reflected in your program.
a. If your program is multidisciplinary you may list up to two (2) related
Discipline Learning Outcomes from other disciplines.
b. If your program has a distinct focus not covered by a Discipline Learning
Outcome you may design up to two customized Discipline Learning
Outcomes to reflect the uniqueness of your program.
i. Identify customized Discipline Learning Outcomes with your
Educational Institution and program name.
ii. You must provide TAC with customized Discipline Learning
Outcomes and related Learning Outcome Indicators for approval
six (6) months prior to the Site Visit.
5. For each Discipline Learning Outcome listed in the left hand column enter a “C”
for each course which offers a significant contribution. Leave the cell blank if the
course does not contribute to the Discipline Learning Outcome.
6. Select and shade (grey fill) five (5) rows of Discipline Learning Outcomes, which
are the most important to your program. These are your Program Discipline
Learning Outcomes.
7. If program options exist, create a Table 2 for each program option.

To complete Table 3 (Program Discipline Learning Outcomes):
1. List under Program Discipline Learning Outcome #1 the first of the five (5)
shaded Discipline Learning Outcomes identified in Table 2 as being important for
your program. Include the code number and statement for the Discipline
Learning Outcome.
2. For each course identified with a “C” in Table 2 for the first Discipline Learning
Outcome, complete the columns that are underneath the Discipline Learning
Outcome code number and statement.
a. Enter the courses in the order they are taught in the program.
b. Enter at least two Demonstrable Learning Outcomes for each course
identified. Demonstrable Learning Outcomes are new things a student
can do or should know upon completion of the course as documented in
your course outline. Demonstrable Learning Outcomes are what is
actually being taught in the course. They should be found in your course
outlines. If the Demonstrable Learning Outcomes are NOT found in your
course outlines, please indicate where in your course materials they are
found (for example in documentation on a project, test or assignment).
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Also note that if your Demonstrable Learning Outcomes are NOT found in
your course outlines, this will be noted under Component D.3.
3. Shade (grey fill) the most advanced or culminating course for the Discipline
Learning Outcome. This should typically be in the final two semesters.
a. The course outline for this course should include verbs representing the
appropriate level of learning for a technician or technologist, as taken from
Bloom’s Taxonomy of Learning. For a technician program the levels of
learning should be application and analysis. For a technologist program
the levels of learning should be synthesis and evaluation.
4. Repeat steps 1, 2 and 3 for the remaining four Program Discipline Learning
Outcomes identified in Table 2 as being important for your program.
5. Auditors will review provided student work for the five culminating courses to
verify that it matches the declared Program Discipline Learning Outcomes and
that the courses have been delivered at the appropriate Bloom’s Taxonomy of
Learning level for a technician or technologist. Important Note: Auditors will
ONLY review student work for the five culminating courses; they will NOT review
work from all of the courses in the program.
6. Auditors will review “C” contributing Discipline Learning Outcome course outlines
to determine support for the identified Discipline Learning Outcome statement
and the Discipline Learning Outcome Indicators. A majority of the selected
Discipline Learning Outcome Indicators should be covered. If the Discipline
Learning Outcomes are not found in the course outlines, the program must
demonstrate where in the other course material (for example, assessment
documentation) the outcomes are found.
7. If the program has options, create an additional version of Table 3 for each
option.

Component E.2 Program General Learning Outcomes: The program achieves all of
the eight General Learning Outcomes specific to the technician or technologist level.
Information Required: Complete Tables 4 and 5 for your program and each option.
To complete Table 4 (Course General Learning Outcomes):
1. Fill in Educational Institution name, program or option name, and date the table
was completed.
2. List the name and version (date) of the General Learning Outcomes used.
3. For each semester of the program list the courses students take (in vertical text).
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4. In the left hand column, list the eight General Learning Outcomes for the level
program (technician or technologist) being audited.
5. For each General Learning Outcome Statement listed in the left hand column
enter a “C” for each course which offers a significant contribution. Leave the cell
blank if the course does not contribute to the listed General Learning Outcome.
6. Shade or grey fill up to three (3) cells containing a “C” in each row to identify
courses which make the most significant contribution.
7. If program options exist, create a Table 4 for each program option.

To complete Table 5 (Program General Learning Outcomes):
1. Complete Table 5 to represent the program’s achievement of the General
Learning Outcomes.
a. Accredited programs must demonstrate all eight (8) General Learning
Outcomes.
2. List the first General Learning Outcome code and the related General Learning
Outcome statement.
a. List the three key courses for this General Learning Outcome identified
with a shaded “C” in Table 4.
b. Complete the columns in Table 5 for each course you list.
c. Enter the courses in the order they are taught in the program.
d. Enter at least two Demonstrable Learning Outcomes from your course
outlines for each course identified. Demonstrable Learning Outcomes
should correlate to the General Learning Outcome statement and what a
student can do or should know on completion of the course. They should
be found in your course outlines. If the Demonstrable Learning Outcomes
are NOT found in your course outlines, please indicate where in your
course materials they are found (for example in the documentation for a
project, test or assignment). Also note that if your Demonstrable Learning
Outcomes are NOT found in your course outlines, this will be noted under
Component D.3.
3. Repeat step 2 for the remaining seven General Learning Outcomes listed in the
left column of Table 4.
4. The auditors will review “C” contributing course outlines to determine support for
each General Learning Outcome statement and the General Learning Outcome
Indicators. A majority of the General Learning Outcome Indicators should be
covered. If the General Learning Outcomes are not found in the course outlines,
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the program must demonstrate where in the other course material (for example,
assessment documentation) the outcomes are found.
5. Create an additional Table 5 for each program option corresponding to its Table
4.

Component E.3 Student Work: Student work, including tests, exams, assignments
and technology reports (if applicable) contribute to the Program Discipline Learning
Outcomes. Student work and marking schemes clearly match the Demonstrable
Learning Outcomes listed in the course outlines.
Information Required:
1. Electronic copies or access to samples of graded student work for the five courses
which best represent the five Program Discipline Learning Outcomes identified in
Table 2 and Table 3. These five courses will typically, but not necessarily, be in the
final year of the program. It is most important to demonstrate the Discipline Learning
Outcome at the appropriate technician or technologist level. Consult your Lead
Auditor or TAC Executive Director if you are unsure about which courses to select.
Student work should ONLY be submitted for these five courses, NOT for all of the
courses in the program.
2. These samples must be from the most recent available graduating class at the time
of the site visit. The Site Visit will occur while the graduate class is present for
auditor interviews. At this time, the auditors may have questions for students about
their student work. Sample final exams/projects from the previous graduating class
will be accepted when the grading of these items has not been completed for the
current graduating class. If this is the case the program must verify that no course
changes have occurred in the interim.
3. Each sample for each of the five courses should include exams (progress and final),
projects and assignments. Each selection (exam, project, assignment) should
include lowest, middle and highest passing marks. Multiple authored projects must
include the mark matrix for each author.
4. Please submit only ONE (1) year of student work for each of the five courses. It is
NOT necessary to submit student work for more than one year.
5. Please make sure that you blank out any identifying information in the student work
(student name and student number) so that student privacy is not compromised.
6. The Audit Team will use Table 6 Student Work Review Form to evaluate the student
work submitted. Table 6 has been provided to you for review purposes only so that
you know how the student work will be evaluated. You do NOT need to complete
Table 6 as part of the Self-Assessment Package.
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Component E.4 Technology Reports (for Technologist Programs only): A
Technology Report is a required component of the program and is evaluated by the
Educational Institution. If the Technology Report is completed by multiple project team
members, there are documented processes in place to ensure an equal contribution by
all team members. There is also evidence that these processes for ensuring an equal
contribution by all team members are followed.
The Technology Report General Learning Outcome is currently CTAC.
Information Required:
1. Technology level programs must provide three graded Technology Reports from the
graduating class at the time of the Site Visit. The sample should include the lowest,
middle and highest passing marks.
2. The Technology Report must fulfill the Technology Report General Learning
Outcome statement and all Discipline Learning Outcome Indicators relevant to the
topic of the Technology Report.
3. The intent of Technology Report is to illustrate the student’s assimilation of the
program’s Discipline Learning Outcomes.
a. Auditors will look for the application of at least two Discipline Learning
Outcomes in the report.
b. Auditors will look for the address of all Technology Report General Learning
Outcome Indicators which can be related to the report topic.
4. The intent of the Technology Report General Learning Outcome is best served by a
Technology Report created by a single author.
5. Where a program allows multiple authors an exhaustive tracking and marking
scheme must be included to show each author’s contribution to all aspects of the
report.
a. This must be verified and graded by the instructor.
b. This includes the write up and format of the final report.
c. Each author should contribute to meeting the outcomes as required of a
single author.
d. The importance of the Technology Report warrants that multiple authors be
exposed to the same scrutiny of work completion and marking as single
authors.
6. It is recommended that the Technology Report follow the applicable provincial
Technology Report Guidelines listed on the TAC website however the accreditation
decision is based only upon Component E.4 and the GC01 requirements.
7. The Audit Team will use Table 7 Technology Report Review Form to evaluate the
Technology Reports submitted. Table 7 has been provided to you for review
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purposes only so that you know how the Technology Reports will be evaluated. You
do NOT need to complete Table 7 as part of the Self-Assessment Package.
Part F: Faculty
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component F.1 Faculty Qualifications (Program Discipline Learning Outcomes):
The program has documented policies and procedures for hiring qualified faculty for
courses in the Program Discipline Learning Outcomes. There is documented evidence
that the program follows these policies and procedures, including evidence of
appropriate and relevant academic qualifications, teaching experience, work
experience, professional certifications and professional development.
Information Required: Complete Table 8 (note: Tables 6 and 7 are completed by the
Audit Team) with information on the faculty teaching in the courses listed in Tables 3
and 4 as relevant to the five Program Discipline Learning Outcomes. Enter information
for each faculty member who taught courses listed in Table 3 of the program or program
options within the past three (3) years. Also enter information for those faculty who
taught the courses shaded for the Technology Report General Learning Outcome for a
technologist program in Table 5.

Component F.2 Faculty Qualifications (Other Faculty): The program has
documented policies and procedures for hiring qualified faculty for other courses. There
is documented evidence that the program follows these policies and procedures,
including evidence of appropriate and relevant academic qualifications, teaching
experience, work experience, professional certifications and professional development.
Information Required: Complete Table 9 with information on the faculty who teach in
courses NOT listed in Table 3 (in other words faculty teaching courses NOT in the five
Program Discipline Learning Outcomes) who taught in the program over the past three
(3) years.

Component F.3 Faculty Workload (Program Discipline Learning Outcomes): The
program has documented policies and procedures about faculty teaching workload,
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preparation and assessment marking, class sizes and lab sizes. There is documented
evidence that the program follows these policies and procedures.
Information Required: Complete Table 10 with information related to the faculty
workload for faculty members listed in Table 8.

Part G: Program and Student Resources:
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component G.1 Offices, Classrooms and Labs: The office space, classroom space,
lab facilities, meeting rooms for faculty and students, office support and lab support staff
are sufficient to meet the needs of the students and faculty.
Information Required: List the facilities used by the faculty and students for the
program and options that support student learning and the program curriculum. Provide
information on offices for administration, faculty members, meetings, office support staff,
lab support staff, and supporting equipment resources found in the offices. Provide
information on the number and types of classrooms and associated equipment typically
used to teach students in this program. Provide a list of each of the lab spaces used by
students in this program and equipment available to support student technical learning.
Optional: Provide information on support provided to students to use these spaces to
complete assignments and lab projects outside of scheduled class hours. Describe
review process and associated recent upgrades of lab facilities and equipment to
support the program.

Component G.2 Maintenance and Upgrade of Facilities: Procedures and
processes are in place to maintain and upgrade the tools, equipment, computing
resources and laboratories used by students and faculty members in the program.
These processes and procedures are documented.
Information Required: State or provide access to the policies and procedures for
maintaining and upgrading the tools, equipment, computing resources and laboratories
used by students and faculty members in the program. Optional:
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Provide an example of upgrading completed to the facilities over the past three (3)
years. Describe review process and/or surveys used to provide recommendations for
improvement of facilities.
Component G.3 Health and Safety Procedures: Health and safety procedures for all
facilities are documented and available. Processes for training students and staff in the
health and safety procedures are documented and available. There is documented
evidence that these student and staff training procedures have been followed. Health
and safety warnings are clearly displayed in facilities as appropriate.
Information Required: Provide documentation or website links to access the health
and safety procedures for the facilities that apply to the program. Provide
documentation or website links to access the health and safety training procedures for
students and staff and evidence that this training is implemented. Provide the name
and contact information of the designed Health and Safety Officer on campus if
applicable.

Component G.4 Student Research and Library Resources: The library and online
resources are sufficient for students to do the research required for their course
assignments and, in particular, their capstone projects and technology reports (if
required).
Information Required: Describe the capability of the library (or online) resources
available to support the needs of students and faculty members in the program.
Optional: State the process used by faculty to request and obtain library resources,
books, electronic information, and other library services relevant to the needs of the
program. Provide a specific example of resources obtained through the above
processes over the past three years. Describe review process used to improve student
access to research and library resources.

Component G.5 Student Academic Resources and Support: Course-related
resources and faculty support are available to students in the program for coursework,
homework, research and lab projects.
Information Required: Provide copies or access to information on the institutional
support for students related to their studies. Include information on the availability of
advisors, tutors, counsellors, etc. List or provide access to information on program
and/or course-related faculty assistance and resources available to students in the
program for homework, research, and lab projects. Optional: Provide processes,
procedures, and schedules for students to obtain appointments with advisors and
faculty members outside of timetable class hours. Describe review process that is used
to address issues related to student needs for academic support.
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Component G.6 Student Career Resources and Support: Resources, advisors and
other institutional support are available for student career counselling and guidance.
Information Required: Provide copies or access to information on the institutional
support for students related to their careers. Include information on the availability of
career counsellors. List or provide access to information on the career resources
available to students. Optional: Provide processes, procedures, and schedules for
students to obtain appointments with career counsellors. Describe review process that
is used to address issues related to student needs for career support.
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TACNAC 011 Table 1 Enrollment, Graduation and Graduate Data
Instructions: This table is to be completed by the Educational Institution as part of the Accreditation Self-Assessment
Package. The table will also be reviewed by the accreditation Audit Team.
Academic Year

Number of New
Students
Admitted to the
Program
Program Name (including options):
Current year:
One year ago:
Two years ago:

Number of
Students in the
Program (All
Years)

Option: <name>
Current year:
One year ago:
Two years ago:
Option: <name>
Current year:
One year ago:
Two years ago:
Option: <name>
Current year:
One year ago:
Two years ago:
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Number of
Graduates

Number of
Employed
Graduates

Number of
Graduates
Furthering their
Education

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A
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TACNAC 012 Table 2 Course Discipline Learning Outcomes
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TACNAC 013 Table 3 Program Discipline Learning Outcomes
Instructions: This table is to be completed by the Educational Institution as part of the Accreditation Self-Assessment
Package. Complete the table with the five Program Discipline Learning Outcomes determined in Table 2 (shaded rows).
See the instructions in the Self-Assessment Package, Part E. The table will also be reviewed by the accreditation Audit
Team.
Pre(P)or Co(C)-Requisite
Course ID#(s)

Semester

Course Course
ID#
Title

Code

<Program Discipline Learning Outcome name and statement>

Code

< Program Discipline Learning Outcome name and statement>

Code

< Program Discipline Learning Outcome name and statement>
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Demonstrable Learning Outcomes
from Your Course Outlines (List 2 per
course)

Auditor’s
Assessment

Note: If the Demonstrable Learning
Outcomes are not found in your course
outlines, please indicate where in the other
course materials they are found (for example
in a project, exam or assignment).
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Code

< Program Discipline Learning Outcome name and statement>

Code

< Program Discipline Learning Outcome name and statement>
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TACNAC 014 Table 4 Course General Learning Outcomes
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TACNAC 015 Table 5 Program General Learning Outcomes
Instructions: This table is to be completed by the Educational Institution as part of the Accreditation Self-Assessment
Package. The table will be reviewed by the accreditation Audit Team. Also complete one table for each option, if
applicable. See the instructions in the Self-Assessment Package, Part E.
Course Title

Semester

Course
ID#

Pre(P)
or Co(C)Requisite
Course
ID#(s)

Code

<General Learning Outcome name and statement>

Code

<General Learning Outcome name and statement>

Code

<General Learning Outcome name and statement>

Code

<General Learning Outcome name and statement>
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Demonstrable Learning Outcomes from
Course Outlines (List 2 per course)

Auditor’s
Assessment

Note: If the Demonstrable Learning Outcomes
are not found in your course outlines, please
indicate where in the other course materials
they are found (for example in a project, exam
or assignment).
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Code

<General Learning Outcome name and statement>

Code

<General Learning Outcome name and statement>

Code

<General Learning Outcome name and statement>

Code

<General Learning Outcome name and statement>
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TACNAC 016 Table 6 Student Work Review Form
This table is completed by the accreditation Audit Team to evaluate Component E.3. It is provided to the Educational
Institution in the Self-Assessment Package for reference purposes only so that they know how the student work they are
submitting will be evaluated.
Component E.3 Student Work states: Student work, including tests, exams, assignments and technology reports (if
applicable) contribute to the Program Discipline Learning Outcomes. Student work and marking schemes clearly match
the Demonstrable Learning Outcomes listed in the course outlines.
Bloom’s Taxonomy of Learning is a useful starting point in evaluating student work. Bloom’s Taxonomy of Learning is
a system by which learning tasks are categorized into one of six levels, which require increasingly complex thinking in
order to complete the task. These six levels are indicated in the chart below, along with a description of the type of
thinking required and example task types that are at this level. Note that a revised version of Bloom’s Taxonomy switches
the order of synthesis and evaluation, with evaluation as level 5 and synthesis as level 6. Both orders have their
supporters; the most important thing is to realize that these are the top two levels of thinking.
Level
Knowledge

Description
Recall data or information

Comprehension

Understand the meaning and interpretation of
instructions and problems. State a problem in
one’s own words.
Use a concept in a new situation. Apply what
was learning in the classroom in new
situations.
Separate concepts into component parts so
that its organizational structure can be
understood.

Application

Analysis
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Task Types
Define, recall, list, identify, describe, state,
match.
Interpret, paraphrase, explain, comprehend.

Apply, demonstrate, generate, adapt, modify,
change, compute, construct, demonstrate,
produce, solve, use.
Analyze, categorize, relate, differentiate,
compare, contrast, break down, diagram,
deconstruct, differentiate, distinguish, identify,
illustrate, outline, relate, select.
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Synthesis

Evaluation

Build a structure or pattern from different
pieces or elements. Put parts together to
form a whole with emphasis on creating a
new meaning or structure.
Make judgments about the value of ideas or
situations.

Combine, reconstruct, summarize, recreate,
rebuild, compile, compose, create, devise,
design, generate, modify, plan.
Evaluate, critique, defend, justify, appraise,
conclude.

A technician program should take students to the application and analysis levels of Bloom’s Taxonomy of Learning. A
technologist program should take students to the synthesis and evaluation levels of Bloom’s Taxonomy of Learning.
Therefore when student work is being evaluated, tasks at the application and analysis levels for technician courses should
be identified and tasks at the synthesis and evaluation levels for technologist courses should be identified.
It is also useful to keep in mind the profiles of a technician and a technologist. These profiles outline typical activities
and duties of each. The student work being evaluated should provide instructors with the opportunities to assess students
on these activities and duties if possible.
Profile of a Technician
Typical activities include testing, trouble-shooting,
inspection, calibration, design drafting, quality
control, maintenance, modeling, data compilation,
estimating, sales, surveying, field supervision,
technical sales and teaching.
Typical duties include:
 inspection
 construction
supervision
 troubleshooting
 operations
 repair
 installation
 testing
 sampling/testing
 reporting
 design drafting
 maintenance
 quality control
 estimating
 modeling
 calibration
 data compilation

Profile of a Technologist
Typical activities include design, production, marketing,
testing, quality control, estimating, surveying,
inspection, diagnostic evaluation, supervision,
management, technical sales and teaching.
Typical duties include:
 designing
equipment/
processes
 analysis
 resolve problems
 carry out studies
 interpret/evaluate
situations and/or
data

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.









prepare specifications
troubleshoot complex
equipment develop
solutions
project management
write reports
quality control
estimating
scheduling/planning
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drawing
preparation
production control



technical sales





specify tests
develop
prototypes
operate pilot
plants/projects






coordination of work
supervision/management
training
technical sales

From: www.oacett.org/downloads/ieto/COR-Tech-Profiles.pdf

Table 6 below allows auditors to note down information about Bloom’s Taxonomy as well as information about the
Canadian Technology Accreditation Components and the Demonstrable Learning Outcomes, while also keeping in mind
the profiles of a technician and technologist.
Auditors should complete one Table 6 for student work from each of the five Program Discipline Learning Outcome
courses. The first row has been completed as an example.
Course Name:
Name of Sample
Student Work

Assignment # 3
Feb. 10, 2014

Type of Student
Work (Test,
Exam,
Assignment)

Assignment

List the verbs
that are used
in the task.

Perform
Analyze
Report

Level of Bloom’s
Taxonomy.
(knowledge,
comprehension,
application,
analysis,
synthesis,
evaluation)

Analysis level
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Student Work
Contributes to Program
Discipline Learning
Outcomes.

Student Work and
Marking Schemes
Clearly Match
Demonstrable Learning
Outcomes

List the relevant
Canadian Technology
Accreditation Criteria.

List the Demonstrable
Learning Outcome
(taken from the course
outline).
Ci02 Construction
SL 10.32 Soil lab.
Supervise the
1. Perform and analyze
construction of civil
soil characterization
engineering projects and tests.
evaluate materials,
2. Analyze modified
methods and equipment soils for subgrade
used in construction.
performance.
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Additional questions to consider in the evaluation of student work:
 Do the course’s combined learning outcomes satisfy the majority of the Canadian Technology Accreditation
Criteria’s learning outcomes statements, as demonstrated by student work?
 Do the course’s combined learning steps satisfy the majority of the Canadian Technology Accreditation Criteria’s
indicators, as demonstrated by student work?

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.

87

Auditor’s Manual for National Program Accreditation v.4

Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC -17 Table 7 Technology Report Review Form
This table is completed by the accreditation Audit Team to evaluate Component E.4 Technology Reports. It is provided
to the Educational Institution in the Self-Assessment Package for reference purposes only so that they know how the
Technology Reports they are submitting will be evaluated.
Component E.4 Technology Reports (for Technologist Programs only) states: A Technology Report is a required
component of the program and is evaluated by the Educational Institution. If the Technology Report is completed by
multiple project team members, there are documented processes in place to ensure an equal contribution by all team
members. There is also evidence that this process for ensuring an equal contribution by all team members is followed.

Auditors complete one Table 7 for each Technology Report reviewed. Auditors enter Not Compliant (NC) or Compliant
(C) for the overall competency GC01 and for each of the indicators for GC01. Auditors should comment on whether the
Technology Report follows the relevant Provincial Professional Association guidelines for Technology Reports, however,
the assessment of compliance for the purposes of Technology Accreditation Canada should be made using only GC01 as
outlined below.
GC01 Technology Report learning outcome statement: Research, analyze, prepare, document, submit and defend
a Technology Report (Capstone Project) relating to a significant technology related issue.
C / NC

Comment:

Indicator 1.1 Define the scope or need of a practical investigation. Clearly identify the research question.
C / NC

Comment:
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Indicator 1.2 Investigate and document research using a wide range of resources, including published literature and
online tools.
C / NC

Comment:

Indicator 1.3 Apply formal problem solving techniques and design procedures like CAD and simulation software to
calculate and test solutions.
C / NC

Comment:

Indicator 1.4 Apply scientific methods and mathematical tools to evaluate and/or predict the technological performance
of processes, systems or components.
C / NC

Comment:

Indicator 1.5 Derive evaluation criteria and techniques and evaluate alternative solutions.
C / NC

Comment:

Indicator 1.6 Create figures and tables to display data.
C / NC

Comment:

Indicator 1.7 Draw conclusions and make recommendations.
C / NC

Comment:
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Indicator 1.8 Prepare the Technology Report in a professional format by applying knowledge of theoretical, practical or
applied research or a comprehensive literature review using accepted principles of documentation, grammar, writing
style, electronic principles, graphics and design.
C / NC

Comment:

Indicator 1.9 Present the Final Report and respond effectively to questions defending project conclusions.
C / NC

Comment:

Additional considerations when reviewing the Technology Reports:
1. As per Component E.4 auditors should ensure that a marking or evaluation scheme exists for the Technology
Reports. The indicators in the table above should be evident in the marking scheme for the Technology Reports. If
they are not found in the marking scheme, look in the Technology Reports themselves for evidence that the
indicators are being followed by the evaluator. The lack of any of the indicators in the marking scheme should be
noted as a comment.
2. As per Component E. 4 auditors should ensure that there are documented processes in place to ensure an equal
contribution by all team members when Technology Reports are prepared by more than one student author.
Reports prepared by more than one student author must present a detailed marking scheme listing evaluation for
each author’s contribution to each of the indicators for GCO1.
3. Auditors should comment if a Technology Report is a comprehensive literature review which presents the majority
of others’ research, design, conclusions, and recommendations. This type of report is only acceptable if the student
author has enhanced the reviews with a majority of his or her work.
4. The program must provide evidence in the Technology Report evaluation scheme or elsewhere that the student
has presented an oral report and has addressed questions arising from that presentation.
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5. Auditors should comment if the Technology Reports presented as examples are all on the same topic. This type of
report is most likely orchestrated by the program and defeats the purpose of a Technology Report to demonstrate
the student authors’ assimilation of discipline academics.
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TACNAC 018 Table 8 Faculty Qualifications (Program Discipline Learning Outcomes)
Years of Experience
Faculty
Member

Program
Discipline
Learning
Outcome
and/or
Technical
Report
Courses
Taught
(past 3
years)

Degrees,
Diplomas,
etc.

FT
/PT

Related
Private/
Public
Sector
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Professional Activity
(past 3 years)
Academic
This
Professional Professional Consulting/
Institution Registrations Developme
Research/
/
nt
Work in
Certifications
Activities/
Industry
Association
s
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TACNAC 019 Table 9 Faculty Qualifications (Other Faculty)
Years of Experience
Faculty Member

Courses
Taught
(past 3
years)

Degrees,
Diplomas
,
etc.

FT
/PT

Related
Private/
Public
Sector
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(past 3 years)
Academic
This
Professional Professional Consulting/
Institution Registrations Developme
Research/
/
nt
Work in
Certifications
Activities/
Industry
Association
s
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TACNAC 020 Table 10 Faculty Workload (Program Discipline Learning Outcomes)
Faculty Member

Teaching
Hours per
Week
(Average)

Lecture/
Lab
Online
Class
Class
Size
Size
(Average)
(Average)

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.

Other
Hours
Per Week
(Average)

Description Of Other Duties
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4.3 The Selection of the Audit Team
1.

The TAC Executive Director appoints the Audit Team from individuals listed on the
TAC Auditor Roster.

2.

The Audit Team is selected based upon:
 Technical suitability (subject matter expertise).
 Availability.
 Location.
 Avoidance of conflict of interest.

3.

The Auditors are selected in discussion with the appropriate PPA.

4.

The Audit Team consists of a Lead Auditor and two additional Auditors. At least
one Auditor will be a Subject Matter Expert (SME). The Lead Auditor may or may
not be an SME. The goal is to have a well-balanced Audit Team in terms of
expertise, industry experience, and auditing experience. If necessary, an additional
SME may be brought in to the audit process as a resource at the discretion of the
Lead Auditor and in consultation with the TAC Executive Director.

5.

At least one of the three Audit Team members must be from the province in which
the Educational Institution is located. At least one of the three Audit Team
members must be from outside the province in which the Educational Institution is
located.

6.

An Auditor-in-Training may also be assigned to the Audit Team. No more than two
Auditors-in-Training may be assigned to an Audit Team. Auditors-in-Training may
be from the same province in which the Educational Institution is located or from
outside of the province.

7.

The Educational Institution is advised of the Audit Team members. The
Educational Institution either approves the Audit Team or requests changes. Only
changes requested based upon perceived conflict of interest are considered. Any
request for a change to the Audit Team must be provided to the TAC Executive
Director in writing no more than ten (10) days after the Educational Institution
receives notification of the Audit Team.

8.

The Audit Team is finalized.

9.

The PPA is notified of the final Audit Team.
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5.0 The TAC National Program Accreditation Process, Part Two
This section contains a detailed look at the next four steps in the TAC National Program
Accreditation Process. For each step, all of the documents that Auditors need to be
aware of are included.

5.1 The Preliminary Audit
1.

The timeframe for the Preliminary Audit is a minimum of four (4) months.

2.

The Lead Auditor establishes contact with the designated Educational Institution
accreditation contact person. The TAC Executive Director and Accreditation
Coordinator are copied on all communication with the Educational Institution.
Communication with the Educational Institution is crucial to the success of
Preliminary Audit. The importance of the Lead Auditor’s role in this communication
cannot be stressed enough.

3.

The Audit Team reviews all of the components of the Self-Assessment Package.

4.

The Lead Auditor contacts the Educational Institution if any components are
missing or if the Audit Team has any questions about the information and items
submitted. The TAC Executive Director and Accreditation Coordinator are copied
on this communication. The more complete the information that the Audit Team has
during the Preliminary Audit the easier the Site Visit will be.

5.

The Audit Team notes down any components that are Not Compliant in TACNAC
025 Accreditation Audit Report . The Audit Team notes down any Recommended
Improvements and Best Practices. Finally, the Audit Team also notes on a
separate paper or in a separate document any questions that need to be addressed
during the Site Visit.

6.

The Audit Team reaches a consensus about the quality of the Self-Assessment
Package prior to the Site Visit and any issues evident in the material submitted. If
there is no consensus the TAC Executive Director is notified. Consensus may be
facilitated by the TAC Executive Director, the GAC and/or consultation with another
Lead Auditor who is a Subject Matter Expert.

7.

Should there be any issues of non-compliance evident at this stage of the audit
process the Lead Auditor brings these issues to the attention of Educational
Institution. The Educational Institution can then address the issues prior to the Site
Visit or during the Site Visit. The TAC Executive Director and Accreditation
Coordinator are copied on this communication.
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8.

The Lead Auditor prepares the Audit Team for the site visit. The Audit Team
confirms questions they will ask and areas that they will investigate based upon the
preliminary audit.

TACNAC 025 Accreditation Audit Report and TACNAC 043 Auditor Supplementary
Analysis Tool #1 are found starting on the next page.
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TACNAC 025 Accreditation Audit Report
Educational Institution:

Audit Team Visit Date:

Program (, Option):
Accreditation Level:
 Technician
 Technologist

Type of Accreditation:
 Initial Accreditation
 Subsequent Accreditation

Lead Auditor:

Audit Team Member(s):

Recommendation of the Audit Team:
 The program should be accredited for five (5) years.
 The program should not be accredited until non-compliant items are resolved through further investigation and/or
submitted material by [insert date that is six months or less from the Audit Report Date].
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Accreditation Audit Summary
The assessment of the program is indicated by the letters in the ‘Rating’ column using the following code system:
NC
C
NA

Not Compliant (Does not meet the requirements of the component)
Compliant (Meets the requirements of the component)
Not applicable

Important Note: NC ratings must be resolved before accreditation can be granted.

Part A: Program Background Information (Does not affect accreditation decision)
Component
A.1
A.2
A.3
A.4
A.5
A.6
A.7

Submitted
Yes/No/NA

Program History
Program Option Names and Descriptions
Program and Option Instructional Delivery Modes
Program Organizational Structure
Program Enrolment Numbers
Program Graduate Numbers
Program Graduate Employment and Further Education Numbers

Part B: Student Policies
Component
B.1 Admission Policies
B.2 Policies for Monitoring Student Progress
B.3 Academic Policies and Procedures
B.4 Student Transfer Policies
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B.5 Co-op and/or Internship Policies
B.6 Graduation Requirements

Part C: Program Policies
Component
C.1 Program Development Policies and Procedures
C.2 Program Continuous Improvement Policies
C.3 External Program Input

Rating

Part D: Program and Course Information
Component
D.1 Program Description Documents
D.2 Program Objectives
D.3 Course Outlines
D.4 Transcript and Diploma
D.5 Scholarship and Bursary Information

Rating

Part E: Program Learning Outcomes
Component
E.1 Program Discipline Learning Outcomes
E.2 Program General Learning Outcomes
E.3 Student Work
E.4 Technology Reports (for Technologist Programs only)

Rating

Part F: Faculty
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Component
F.1 Faculty Qualifications (Program Discipline Learning Outcomes)
F.2 Faculty Qualifications (Other Faculty)
F.3 Faculty Workload (Program Discipline Learning Outcomes)

Rating

Part G: Facilities, Resources and Other Student Support
Component
G.1 Offices, Classrooms and Labs
G.2 Maintenance and Upgrade of Facilities
G.3 Health and Safety Procedures
G.4 Student Research and Library Resources
G.5 Student Academic Resources and Support
G.6 Student Career Resources and Support

Rating

Unique Program Features
Enter unique features that contribute to the quality of the program.

Not Compliant Items
Not Compliant items are statements of non-compliance with the TAC National Accreditation Components supported by
evidence contained in the Accreditation Audit Report and acknowledged by the Educational Institution. The items must be
addressed in order for accreditation to be granted.
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Recommended Improvements
Recommended Improvements are statements outlining potential problems or weaknesses that have been identified by
the Audit Team that are not a direct non-compliance with any TAC accreditation requirements. While these statements do
not impact accreditation, the Educational Institution should consider action on these items.

Best Practices
Best Practices are statements outlining features of the program that are examples of the best possible actions with
respect to the Components. Programs are to be commended for their best practices.
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Accreditation Audit Detailed Report
Part A: Program Background Information (Does not affect accreditation decision)
Component

Submitted
Yes/No/NA

A.1 Program History
A.2 Program Option Names and Descriptions
A.3 Program and Option Instructional Delivery Modes
A.4 Program Organizational Structure
A.5 Program Enrollment Numbers (See Table 1)
A.6 Program Graduate Numbers (See Table 1)
A.7 Program Graduate Employment and Further Education Numbers (See Table 1)
Recommended Improvements:
Best Practices:
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Part B: Student Policies
Component
B.1 Program
Admission
Policies
Rating:

Descriptors
Not Compliant: Policies related to admission
Compliant: Policies related to program
requirements based on secondary school
admission requirements based on secondary
courses and grades are either missing or
school courses and grades are documented
incomplete.
and available to all applicants. Policies for
other admission paths (for mature students for
example) are documented and available to all
applicants.
Recommended Improvements:
Best Practices:

B.2 Policies for
Monitoring
Student Progress
Rating:

Not Compliant: Student progress is not
monitored or is inadequately monitored each
semester to ensure that pre-requisite course
credits have been obtained.
Recommended Improvements:

Compliant: Policies used to monitor student
progress each semester to ensure that prerequisite course credits have been obtained
are documented and available to all students.

Best Practices:
B.3 Academic
Policies and
Procedures

Not Compliant: Institutional and/or
departmental policies on plagiarism, cheating,
grade appeals, etc. are not available to all
students or the policies are inadequate.

Compliant: Institutional and/or departmental
policies on plagiarism, cheating, grade
appeals, etc. are documented and available to
all students.

Rating:
Recommended Improvements:
Best Practices:
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B.4 Student
Transfer Policies
Rating:

Not Compliant: Articulation agreements for
the program and/or options are not clearly
available to all applicants and students or are
inadequate.
Recommended Improvements:

Compliant: Articulation and transfer
agreements for the program and options are
documented and available to all applicants and
students.

Best Practices:
B.5 Co-op and/or
Internship Policies

Not Compliant: If there are co-op or
internship placements, clear processes and
procedures are NOT available to students to
obtain a placement, to get credit for the
placement, for the assessment of the
placement, and for options available if a
placement opportunity is not possible.

Compliant: If the program or options include
co-op or internship placements, clear
processes and procedures are documented
and available to students. The processes and
procedures include how to: obtain a
placement, get credit for the placement,
ensure that the placement is relevant to the
area of study, have the placement assessed,
and find other options available if a placement
opportunity is not possible.

Recommended Improvements:
Best Practices:
B.6 Graduation
Requirements
Rating:

Not Compliant: Graduation policies related to
passing grades for courses, overall program
average grade, number of credits, etc. Do not
exist and/or are not clearly available to all
students.

Compliant: Graduation policies related to
passing grades for courses, overall program
average grade, number of credits, etc. exist
and are documented and available to all
students.

Recommended Improvements:
Best Practices:
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Part C: Program Policies
Component
C.1 Program
Development
Policies and
Procedures
Rating:

Descriptors
Not Compliant: The policies and
Compliant: Timelines, institutional processes,
procedures for program development and
and governance for program and course
improvement are not evident or are limited.
development are documented and available.
Program and course changes are documented
and understood by all faculty members and
program administration.
Recommended Improvements:
Best Practices:

C.2 Program
Continuous
Improvement
Policies

Not Compliant: There is no or limited
evidence of program continuous improvement
policies or actions.

Compliant: Policies for program continuous
improvement are documented and available.
Periodic program self-assessments producing
recommendations that are used for changes
that lead to improvements in the curriculum
and/or student success are documented and
available.

Recommended Improvements:
Best Practices:

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.

106

Auditor’s Manual for National Program Accreditation v.4

C.3 External
Program Input
Rating:

Not Compliant: There is no evidence or
Compliant: A Program Advisory Committee
incomplete evidence of external program input. exists. Names and contact information for the
current Program Advisory Committee members
are documented and available. Minutes from
Program Advisory Committee meetings over
the past three years are documented and
available. Reports are provided from any other
external bodies that reviewed the program over
the past three (3) years.
Recommended Improvements:
Best Practices:

Part D: Program and Course Information
Component
D.1 Program
Description
Documents
Rating:

Descriptors
Not Compliant: Information provided to
Compliant: Sufficient printed and/or online
prospective students about the program is
calendar information, brochures, program
insufficient or incomplete.
handbooks, and web-based information about
the program are available to anyone interested
in learning about the program. The URL is
provided for the program and program options.
Recommended Improvements:
Best Practices:
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D.2 Program
Objectives
Rating:

Not Compliant: Program objectives are not a
good fit with the mission statement of the
educational institution or there are no
objectives.

Compliant: Program objectives are a good fit
for the mission statement of the Educational
Institution.

Recommended Improvements:
Best Practices:
D.3 Course
Outlines

Not Compliant: Course outlines are either not
available or are incomplete.

Rating:

Compliant: Course outlines are available for
all courses in the program and program options.
All course outlines include: the course ID,
course title, date of last revision, prerequisite(s),
corequisites, course description, textbook(s) or
other support materials, methods of
assessment (assignments, tests, projects) and
course outcomes.

Recommended Improvements:
Best Practices:
D.4 Transcript and Not Compliant: Transcript and diploma are
Diploma
not available, are incomplete or are inaccurate.
Rating:

Compliant: An accurate and complete
transcript and diploma are provided for the
program and all program options.

Recommended Improvements:
Best Practices:

D.5 Scholarship
and Bursary
Information

Not Compliant: Transcript and diploma are
not available, are incomplete or are inaccurate.
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applicants to the program and current students.
Application forms are also available with the list.

Rating:
Recommended Improvements:
Best Practices:

Part E. Program Outcomes
For Component E.1 use Tables 2 and 3 which were completed by the Educational Institution as part of the Accreditation
Self-Assessment Package.
For Component E.2 use Tables 4 and 5 which were completed by the Educational Institution as part of the Accreditation
Self-Assessment Package.
For Component E.3 and E.4 use student work provided by the Educational Institution. For these Components complete
Table 6 to evaluate the sample work provided.
For Component E.5 complete Table 7 using the sample Technology Reports provided by the Educational Institution. Note
that this Component is not applicable for technician programs.
Component
E.1 Program
Discipline
Learning
Outcomes

Descriptors
Not Compliant: The program courses do not
Compliant: The program courses enable
enable students to achieve appropriate
students to achieve appropriate Discipline
Discipline Learning Outcomes. The program
Learning Outcomes. TAC accreditation
does not have five (5) main Program
requires that the program have five (5) main
Discipline Learning Outcomes.
Program Discipline Learning Outcomes.

Rating:
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Recommended Improvements:
Best Practices:

E.2 Program
General Learning
Outcomes

Not Compliant: The program does not
achieve all of the eight General Learning
Outcomes specific to the technician or
technologist level.

Compliant: The program achieves all of the
eight General Learning Outcomes specific to
the technician or technologist level.

Rating:
Recommended Improvements:
Best Practices:
E.3 Student Work
Rating:

Not Compliant: Student work, including tests,
exams, assignments and technology reports (if
applicable) does not contribute to the Program
Discipline Learning Outcomes. Student work
and marking schemes do not match the
Demonstrable Learning Outcomes listed in the
course outlines.

Compliant: Student work, including tests,
exams, assignments and technology reports (if
applicable) contribute to the Program
Discipline Learning Outcomes. Student work
and marking schemes clearly match the
Demonstrable Learning Outcomes listed in the
course outlines.

Recommended Improvements:
Best Practices:
E.4 Technology
Reports (for
Technologist
Programs only)
Rating:

Not Compliant: The Technology Report
Component is not required or is not evaluated
by the Educational Institution. If the
Technology Report is completed by multiple
project team members, there are no
documented processes in place to ensure an
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equal contribution by all team members.
There is also no evidence that this process for
ensuring an equal contribution by all team
members is followed.

contribution by all team members. There is
also evidence that this process for ensuring an
equal contribution by all team members is
followed.

Recommended Improvements:
Best Practices:

Part F: Faculty
For Component F.1 use Tables 8 which was completed by the Educational Institution as part of the Accreditation SelfAssessment Package.
For Component F.2 use Table 9 which was completed by the Educational Institution as part of the Accreditation SelfAssessment Package.
For Component F.3 use Table 10 which was completed by the Educational Institution as part of the Accreditation SelfAssessment Package.
Component
F.1 Faculty
Qualifications
(Program
Discipline
Learning
Outcomes)
Rating:

Descriptors
Not Compliant: The program does not have
Compliant: The program has documented
documented policies and procedures for hiring policies and procedures for hiring qualified
qualified faculty for courses in the Program
faculty for courses in the Program Discipline
Discipline Learning Outcomes. There is no
Learning Outcomes. There is documented
documented evidence that the program follows evidence that the program follows these
these policies and procedures, including
policies and procedures, including evidence of
evidence of appropriate and relevant academic appropriate and relevant academic
qualifications, teaching experience, work
qualifications, teaching experience, work
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experience, professional certifications and
professional development.

experience, professional certifications and
professional development.

Recommended Improvements:
Best Practices:

F.2 Faculty
Qualifications
(Other Faculty)
Rating:

Not Compliant: The program does not have
documented policies and procedures for hiring
qualified faculty for other courses. There is no
documented evidence that the program
follows these policies and procedures,
including evidence of appropriate and relevant
academic qualifications, teaching experience,
work experience, professional certifications
and professional development.

Compliant: The program has documented
policies and procedures for hiring qualified
faculty for other courses. There is
documented evidence that the program
follows these policies and procedures,
including evidence of appropriate and relevant
academic qualifications, teaching experience,
work experience, professional certifications
and professional development.

Recommended Improvements:
Best Practices:
F.3 Faculty
Workload
(Program
Discipline
Learning
Outcomes)

Not Compliant: The program does not have
documented policies and procedures about
faculty teaching workload, preparation and
assessment marking working, class sizes and
lab sizes. There is no documented evidence
that the program follows these policies and
procedures.

Compliant: The program has documented
policies and procedures about faculty teaching
workload, preparation and assessment
marking working, class sizes and lab sizes.
There is documented evidence that the
program follows these policies and procedures.

Rating:
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Recommended Improvements:
Best Practices:

Part G. Facilities, Resources and Other Student Support
Component
G.1 Offices,
Classrooms and
Labs
Rating:

Descriptors
Not Compliant: Insufficient office space,
Compliant: The office space, classroom
classroom space, lab facilities, meeting rooms space, lab facilities, meeting rooms for faculty
for faculty and students, office support and lab and students, office support and lab support
support staff to meet the needs of the students staff are sufficient to meet the needs of the
and faculty.
students and faculty.
Recommended Improvements:
Best Practices:

G.2 Maintenance
and Upgrade of
Facilities
Rating:

Not Compliant: Procedures and processes
are not in place or are inadequate to maintain
and upgrade the tools, equipment, computing
resources and laboratories used by students
and faculty members in the program.
Processes and procedures are not
documented.

Compliant: Procedures and processes are in
place to maintain and upgrade the tools,
equipment, computing resources and
laboratories used by students and faculty
members in the program. These processes
and procedures are documented.

Recommended Improvements:
Best Practices:
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G.3 Health and
Safety Procedures
Rating:

Not Compliant: Health and safety
procedures are not documented or available.
Processes for training students and staff in the
health and safety procedures are not
documented or available. There is no
documented evidence that student and staff
training procedures have been followed.
Health and safety warnings are not clearly
displayed in facilities as appropriate.

Compliant: Health and safety procedures for
all facilities are documented and available.
Processes for training students and staff in the
health and safety procedures are documented
and available. There is documented evidence
that these student and staff training
procedures have been followed. Health and
safety warnings are clearly displayed in
facilities as appropriate.

Recommended Improvements:
Best Practices:
G.4 Student
Research and
Library Resources
Rating:

Not Compliant: The library and online
resources are insufficient for students to do the
research required for their course
assignments, their capstone or final year
projects (if required) and technology reports (if
required).

Compliant: The library and online resources
are sufficient for students to do the research
required for their course assignments, their
capstone or final year projects (if required) and
technology reports (if required).

Recommended Improvements:
Best Practices:
G.5 Student
Academic
Resources and
Support:
Rating:

Not Compliant: Course-related resources
and faculty support are not available to
students in the program for coursework,
homework, research and lab projects or is
insufficient.
Recommended Improvements:

Compliant: Course-related resources
and faculty support are available to
students in the program for coursework,
homework, research and lab projects.

Best Practices:
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G.6 Student
Career Resources
and Support:

Not Compliant: No or limited resources,
advisors and other institutional support are
available for student career counselling and
guidance.

Compliant: Resources, advisors and other
institutional support are available for student
career counselling and guidance.

Rating:
Recommended Improvements:
Best Practices:

Site Visit Interviews
Please write consolidated notes from each of the following interviews conducted during the Site Visit. Note any
discrepancies between the program’s documented procedures, marketing material and the information gathered from the
interviews.

Current Student Interviews
Consolidate your notes for each of the following questions:
1. Why did you choose this institution and/or this program?
2. Do you feel that your expectations have been met?
3. Can you give an example of how a faculty member and/or administrator provided you useful support or assistance?
4. Who is there for you to talk to about student issues? Is this help readily available?
5. Are course outlines available before each semester?
6. Do your course outlines generally reflect what you learn in class?
7. What do you consider the strengths of this program?
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8. What would you like to see changed for the program and/or the institution?
9. How well do the lab facilities support the program?
10. Are the study areas, library resources, online reference materials, etc. sufficient?
11. What do you know about your Provincial Professional Association?

Alumni Interviews
Consolidate your notes for each of the following questions:
1. Why do you remain involved with this Educational Institution and program?
2. Did this program prepare you well for your career?
3. What are the major strengths/weaknesses of this program?
4. What would you recommend to improve the program?
5. Was the institution/faculty/staff support a contributor to your success in the program?

Program Discipline Learning Outcomes Faculty Interviews
Consolidate your notes for each of the following questions:
1. Why did you decide to work at this institution?
2. Do you have industry experience? If so, how has that helped you in your teaching career?
3. Have you recently participated in PD activities? How have they helped you provide a better learning experience for
your students?
4. Give examples of how the institution and/or your program administration support your PD?
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5. What would you like to see changed in the program, facilities, or the institution?
Program Advisor Interviews
Consolidate your notes for each of the following questions:
1. Why did you choose to become an advisor for this program?
2. How many meetings have you attended over the past three years?
3. Do you feel that the meetings are productive? If so, in what ways are they productive?
4. Do you feel that your ideas have helped to bring changes that benefitted the students in the program?
5. What changes to the program and/or facilities would benefit the program?
6. Have you or your company hired graduates from this program? If so, would your company hire more?
7. How do you feel that you benefit from being involved as an advisor?

Employer Interviews
Consolidate your notes for each of the following questions:
1. Have you or your company hired graduates from this program?
2. If yes, how well have the graduates performed? What strengths did they have as employees? What weaknesses
did they have as employees?
3. If yes, will you continue to hire graduates from the program when you have positions to fill?
4. If no, is there any reason you have NOT hired graduates of the program?
5. Based on what you know about both this program and the demands of working in this field, what would you
recommend be changed about the program?
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6. What are trends in the field or sector that the program administrators need to be aware of?
Program Administrator and Educational Institution Administrator Interviews
Consolidate your notes for each of the following questions:
1. Do you have any additional questions about the TAC accreditation process?
2. How will you promote the program’s accreditation to prospective students and their parents?
3. How will you promote the program’s accreditation to employers?

Auditor Declaration
As a member of the Audit Team for the <program name> accreditation for <educational institution> I have reviewed this
Accreditation Audit Report TACNAC 025 in detail and agree that it accurately reflects my evaluation of the program with
respect to the TAC National Accreditation Components.

Lead Auditor’s Name
and Signature:
Auditor’s Name and
Signature:
Auditor’s Name and
Signature:
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 043 Auditor Supplementary Analysis Tool #1
Educational Institution Name:
Program Name (and Options) (for which accreditation is being sought):

Instructions: This supplementary analysis tool is to be used by Auditors during the
Preliminary Audit and the Site Visit. It provides you with comments and questions to
facilitate your analysis of the documents and information provided by the Educational
Institution. To use this tool:
1. Read any additional comments and guidelines given for each component.
2. Verify that the required information for each component has been received from
the Educational Institution in the Accreditation Self-Assessment Package.
3. Complete the questions and checklists that are highlighted in red below each
component.
4. Generate follow-up questions you need to ask during the Site Visit.
5. Indicate your preliminary assessment of each component as ‘not compliant’,
‘compliant’ or ‘not enough information’.
We suggest completing this tool digitally, directly in this Word document.
This tool, once completed, should be brought to the Site Visit so that you have a list of
the questions you need to ask and any additional documents and information you
require.

Part A: Program Background Information
This part of the national program accreditation process is for informational purposes
only. It does not factor into the final accreditation decision.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component A.1 Program History: The program has a documented history of
educational delivery in the designated technician and technologist fields.
Information Required: Briefly describe the history of the program including key
milestones.
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 Was the required information submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
information.
 Do you have additional questions for the Site Visit? If yes, list them below.

Component A.2 Program Option Names and Descriptions: The program has clear
names and descriptions for all program options.
Information Required: List and describe all options available for this program.
 Was the required information submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
information.
 Do you have additional questions for the Site Visit? If yes, list them below.

Component A.3 Program and Option Instructional Delivery Modes: The program
has described all program and option instructional delivery modes.
Information Required: Describe the instructional delivery modes used in the program
and all options (e.g. days, evenings, cooperative education, traditional
lecture/laboratory, distance education, online web-based, hybrid online and class/lab
etc.).
 Was the required information submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
information.
 Do you have additional questions for the Site Visit? If yes, list them below.

Component A.4 Program Organizational Structure: The program has a clear,
logical and documented program administrative structure as demonstrated in an
organizational chart and descriptions of roles and responsibilities. The relationship
between the program administration and the larger educational institution is
documented and described.
Information Required: Describe the administrative structure of the
department/school/faculty in which the program resides. In addition, describe the
© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.
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relationship of this program administration to that of the Educational Institution. Use
both text and/or organizational charts in your description.
 Was the required information submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
information.
 Do you have additional questions for the Site Visit? If yes, list them below.

Component A.5 Program Enrolment Numbers: Enrollment numbers are
documented and available. New student enrolment numbers and overall enrolment
numbers appear to be steady or increasing over the past three (3) academic years.
Information Required: Complete Table 1.
To complete Table 1:
1. Enter the data for students entering and enrolled for the current year, one year
ago, and two years ago in the overall program (including options) and for the
options separately further down in the table. It is recognized that admission to an
option may or may not be in the first year.
2. Enter the data for the number of graduates, number of employed graduates, and
number of graduates furthering their education in the spaces provided for one
and two years ago. The current year should be omitted assuming students have
not yet graduated.
 Was Table 1 submitted? If no, the Lead Auditor should then contact the
Educational Institution for the missing Table.
 Was Table 1 correctly completed? If no, the Lead Auditor should then contact
the Educational Institution for a corrected version.
 Do you have additional questions for the Site Visit? If yes, list them below.

Component A.6 Program Graduate Numbers: Program graduate numbers are
documented and available. The number of graduates appears to be steady or
increasing over the past two (2) academic years.
Information Required: Complete Table 1 as above.
 Was Table 1 submitted? If no, the Lead Auditor should then contact the
Educational Institution for the missing Table.
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 Was Table 1 correctly completed? If no, the Lead Auditor should then contact
the Educational Institution for a corrected version.
 Do you have additional questions for the Site Visit? If yes, list them below.

Component A.7 Program Graduate Employment and Further Education Numbers:
Program graduate employment and further education numbers are documented and
available. The number of employed graduates and the number of graduates continuing
on to further education appear to be steady or increasing over the past two (2)
academic years.
Information Required: Complete Table 1 as above.
 Was Table 1 submitted? If no, the Lead Auditor should then contact the
Educational Institution for the missing Table.
 Was Table 1 correctly completed? If no, the Lead Auditor should then contact
the Educational Institution for a corrected version.
 Do you have additional questions for the Site Visit? If yes, list them below.

Part B: Student Policies
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component B.1 Program Admission Policies: Policies related to program
admission requirements based on secondary school courses and grades are
documented and available to all applicants. Policies for other admission paths (for
mature students for example) are documented and available to all applicants.
Information Required: State or provide website links to admission requirements for
accepting new students into the program.
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 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component B.2 Policies for Monitoring Student Progress: Policies used to monitor
student progress each semester to ensure that pre-requisite course credits have been
obtained are documented and available to all students.
Information Required: State or provide website links to any policies related to
students progressing within the program. If not included in the policies, provide
information on the procedures for documenting and ensuring that students are meeting
prerequisites and on handling situations when a prerequisite has not been met.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus group, confirm that these policies are available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component B.3 Academic Policies and Procedures: Institutional and/or
departmental policies on plagiarism, cheating, grade appeals, etc. are documented and
available to all students.
Information Required: State or provide website links to all Student Academic Policies
and Procedures (e.g. grade appeals, plagiarism, cheating).
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 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus group, confirm that these policies are available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component B.4 Student Transfer Policies: Articulation and transfer agreements for
the program and options are documented and available to all applicants and students.
Information Required: State or provide access to any articulation agreements for
accepting transfer students and transfer credits. Include any provincially mandated
articulation requirements related to the program.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus group, confirm that these policies are available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component B.5 Co-op and/or Internship Policies: If the program or options include
co-op or internship placements, clear processes and procedures are documented and
available to students. The processes and procedures include how to: obtain a
placement, get credit for the placement, ensure that the placement is relevant to the
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area of study, have the placement assessed, and find other options available if a
placement opportunity is not possible.
Information Required: If a co-op program or internship program exists, provide
documentation or access to information on support for work placement within the
program and any requirements and processes required for students to obtain
placements. Describe options available to students if a placement is not possible.
Optional: If there is credit granted in recognition of such work, state the method of
assessment of the workplace learning experience. Describe any student support for
developing resumes, interview preparation, and placement coaching. Describe the
collection process for placement data, feedback from employers, and feedback from
students used to provide students with better preparation for a co-op placement.
This component is not applicable if the program does not have a co-op or internship
program.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus group, confirm that these policies are available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

B.6 Graduation Requirements: Graduation policies related to passing grades for
courses, overall program average grade, number of credits, etc. exist and are
documented and available to all students.
Information Required: Provide documentation or access to information on the
graduation requirements for students in the program and the process for tracking and
ensuring that each graduate completes all requirements for the program.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
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 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus group, confirm that these policies are available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Part C. Program Policies
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component C.1 Program Development Policies and Procedures: Timelines,
institutional processes, and governance for program and course development are
documented and available. Program and course changes are documented and
understood by all faculty members and program administration.
Information Required: Provide or make available all institutional and program policies
and procedures for program development, program review, and program improvement.
State the timelines, institutional processes, and governance for program and course
changes.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the faculty focus group, confirm that these policies are available.
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 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component C.2 Program Continuous Improvement Policies: Policies for program
continuous improvement are documented and available. Periodic program selfassessments producing recommendations that are used for changes that lead to
improvements in the curriculum and/or student success are documented and available.
Information Required: Describe the process that is used to periodically review and
revise, as necessary, the program curriculum and facilities (e.g. feedback from program
advisory committees, employers of graduates, current students, and alumni). Include
the outcomes of this process and provide a description of any changes that were made
to the program in the past three years as a result of this process.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the faculty and program advisor focus groups, confirm that these policies are
available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component C.3 External Program Input: A Program Advisory Committee exists.
Names and contact information for the current Program Advisory Committee members
are documented and available. Minutes from Program Advisory Committee meetings
over the past three years are documented and available. Reports are provided from
any other external bodies that reviewed the program over the past three (3) years.
Information Required: Provide a list of current external Program Advisors and contact
information. Include minutes of any Program Advisory Meetings over the past three
years. Provide reports from any other external body that reviewed the program over the
past three years and contact information for the reviewers. Optional: Provide
institutional and department policies and procedures regarding the establishment of a
Program Advisory Committee, frequency of meetings, and the use of recommendations
from Program Advisory Committees and other external reviewers. Provide summary
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results and analysis of any program surveys or evaluations from students, alumni, and
employers over the past three (3) years.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the program advisor focus group, confirm that these policies are available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Part D. Program and Course Information
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the Accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component D.1 Program Description Documents: Sufficient printed and/or online
calendar information, brochures, program handbooks, and web-based information about
the program are available to anyone interested in learning about the program. The URL
is provided for the program and program options.
Information Required: Include documents or website links to all external publications
about the program. State the URLs for the Educational Institution and the program.
Optional: Provide information about any review process that exists to ensure
consistency in the program description documents and annual updates to reflect
program changes.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
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 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component D.2 Program Objectives: Program educational objectives are a good fit
for the mission statement of the Educational Institution.
Information Required: Submit or provide access to the program (and all options)
educational objectives and describe how they are consistent with the mission of the
institution (i.e. what are the core graduate competencies and career choices). Optional:
State where and how potential applicants can find this information. May include
graduate workplace competencies and career choices.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component D.3 Course Outlines: Course outlines are available for all courses in the
program and options. All course outlines include the course ID, course title, date of last
revision, prerequisite(s), corequisites, course description, textbook(s) or other support
materials, method of evaluation (assignments, tests, projects) and course outcomes.
Information Required: Electronic copies or website links to all course outlines in the
program (identify any program options) including course notification, title, description,
pre-requisites, co-requisites, course objective, learning outcomes, and the grading
scheme. Optional: Each might also include date of last revision, required textbooks or
other learning material, instructional delivery mode(s), scheduled instructional contact
hours, credits, course evaluation types, relationship of course outcomes to program
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outcomes, policies and procedures for submitting student work, grade required for
successful credit, future course requiring this course as a prerequisite.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below. Specifically
note if the course outlines include the learning outcomes. If no, this should be a
comment in the Recommended Improvements section.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus groups, confirm that course outlines are given in courses.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component D.4 Transcript and Diploma: An accurate and complete transcript and
diploma are provided for the program and all program options.
Information Required: Provide a copy of a transcript and diploma of a recent graduate
for the program and any options. Optional: Provide an explanation of how the transcript
is to be interpreted (remove the graduate student name). Provide information on any
changes taken place over the past three years and those planned over the next three
years for diplomas or transcripts.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the alumni focus groups, confirm that accurate diplomas and transcripts are
given.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information
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Component D.5 Scholarship and Bursary Information: A list is available in print
and/or online of all available scholarships and bursaries, and their amounts, for new
applicants to the program and current students. Application forms are also available
with the list.
Information Required: If any exist, list or provide access to all scholarship and bursary
information available to students applying to or enrolled in the program. Optional:
Include the component associated with the award as well as the amount on the award.
Information sessions are held to encourage awareness of the awards and to help
applicants and students complete their applications. An annual review of the process
and grants is in place to ensure that information channels and processes increase the
number of awards granted.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student focus group, confirm that this information is available.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Part E. Program Learning Outcomes
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the Accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.
The Program Learning Outcomes are divided into two categories: Discipline Learning
Outcomes and General Learning Outcomes. Discipline Learning Outcomes are
specific to each technician or technologist discipline. General Learning Outcomes are
the same for technician or technologist regardless of discipline. A Learning Outcome
Indicator is how a program could determine that students have achieved the Learning
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Outcome. Each Discipline or General Learning Outcome has several Learning
Outcome Indicators. A Demonstrable Learning Outcome is how a program actually
determines that students have achieved the Discipline or General Learning Outcome as
indicated in the course outlines.
TAC currently uses Discipline Learning Outcomes and General Learning Outcomes as
detailed in the Canadian Technology Accreditation Criteria or CTAC.

Component E.1 Program Discipline Learning Outcomes: The program courses
enable students to achieve appropriate Discipline Learning Outcomes. TAC
accreditation requires that your program have five (5) main Program Discipline Learning
Outcomes.
Information Required: Complete Tables 2 and 3 for your program and each option.
This information will be used by you to identify the five (5) most important or main
Discipline Learning Outcomes for the program and each option.
To complete Table 2 (Course Discipline Learning Outcomes):
1. Fill in the Educational Institution name, the program (and option) name, and the
date the table is completed.
2. List the name and version (date) of the Discipline Learning Outcomes used.
3. For each semester of the program list the courses (in vertical text).
4. In the left hand column, list all the relevant Discipline Learning Outcome numbers
and statements reflected in your program.
a. If your program is multidisciplinary you may list up to two (2) related
Discipline Learning Outcomes from other disciplines.
b. If your program has a distinct focus not covered by a Discipline Learning
Outcome you may design up to two customized Discipline Learning
Outcomes to reflect the uniqueness of your program.
i. Identify customized Discipline Learning Outcomes with your
Educational Institution and program name.
ii. You must provide TAC with customized Discipline Learning
Outcomes and related Learning Outcome Indicators for approval
six (6) months prior to the Site Visit.
5. For each Discipline Learning Outcome listed in the left hand column enter a “C”
for each course which offers a significant contribution. Leave the cell blank if the
course does not contribute to the Discipline Learning Outcome.
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6. Select and shade (grey fill) five (5) rows of Discipline Learning Outcomes, which
are the most important to your program. These are your Program Discipline
Learning Outcomes.
7. If program options exist, create a Table 2 for each program option.

To complete Table 3 (Program Discipline Learning Outcomes):
1. List under Program Discipline Learning Outcome #1 the first of the five (5)
shaded Discipline Learning Outcomes identified in Table 2 as being important for
your program. Include the code number and statement for the Discipline
Learning Outcome.
2. For each course identified with a “C” in Table 2 for the first Discipline Learning
Outcome, complete the columns that are underneath the Discipline Learning
Outcome code number and statement.
a. Enter the courses in the order they are taught in the program.
b. Enter at least two Demonstrable Learning Outcomes for each course
identified. Demonstrable Learning Outcomes are new things a student
can do or should know upon completion of the course as documented in
your course outline. Demonstrable Learning Outcomes are what is
actually being taught in the course. They should be found in your course
outlines. If the Demonstrable Learning Outcomes are NOT found in your
course outlines, please indicate where in your course materials they are
found (for example in the documentation for a project, test or assignment).
Also note that if your Demonstrable Learning Outcomes are NOT found in
your course outlines, this will be noted under Component D.3.
3. Shade (grey fill) the most advanced or culminating course for the Discipline
Learning Outcome. This should typically be in the final two semesters.
a. The course outline for this course should include verbs representing the
appropriate level of learning for a technician or technologist, as taken from
Bloom’s Taxonomy of Learning. For a technician program the levels of
learning should be application and analysis. For a technologist program
the levels of learning should be synthesis and evaluation.
4. Repeat steps 1, 2 and 3 for the remaining four Program Discipline Learning
Outcomes identified in Table 2 as being important for your program.
5. Auditors will review provided student work for the five culminating courses to
verify that it matches the declared Program Discipline Learning Outcomes and
that the courses have been delivered at the appropriate Bloom’s Taxonomy of
Learning level for a technician or technologist. Important Note: Auditors will
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ONLY review student work for the five culminating courses; they will NOT review
work from all of the courses in the program.
6. Auditors will review “C” contributing Discipline Learning Outcome course outlines
to determine support for the identified Discipline Learning Outcome statement
and the Discipline Learning Outcome Indicators. A majority of the selected
Discipline Learning Outcome Indicators should be covered. f the Discipline
Learning Outcomes are not found in the course outlines, the program must
demonstrate where in the other course material (for example, assessment
documentation) the outcomes are found.

7. If the program has options, create an additional version of Table 3 for each
option.
 Were Table 2 and Table 3 submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
documents or information.
 Were Table 2 and 3 correctly completed? If no, indicate the inaccuracies. The
Lead Auditor should then contact the Educational Institution for corrected Tables.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below. Specifically
note of the learning outcomes were found in the course outlines. If no, this
should be noted in Component D.3.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the alumni, program advisors, employers and faculty focus groups, confirm the
hiring procedures.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component E.2 Program General Learning Outcomes: The program achieves all of
the eight General Learning Outcomes specific to the technician or technologist level.

Information Required: Complete Tables 4 and 5 for your program and each option.

To complete Table 4 (Course General Learning Outcomes):
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1. Fill in Educational Institution name, program or option name, and date the table
was completed.
2. List the name and version (date) of the General Learning Outcomes used.
3. For each semester of the program list the courses students take (in vertical text).
4. In the left hand column, list the eight General Learning Outcomes for the level
program (technician or technologist) being audited.
5. For each General Learning Outcome Statement listed in the left hand column
enter a “C” for each course which offers a significant contribution. Leave the cell
blank if the course does not contribute to the listed General Learning Outcome.
6. Shade or grey fill up to three (3) cells containing a “C” in each row to identify
courses which make the most significant contribution.
7. If program options exist, create a Table 4 for each program option.

To complete Table 5 (Program General Learning Outcomes):
1. Complete Table 5 to represent the program’s achievement of the General
Learning Outcomes.
a. Accredited programs must demonstrate all eight (8) General Learning
Outcomes.
2. List the first General Learning Outcome code and the related General Learning
Outcome statement.
a. List the three key courses for this General Learning Outcome identified
with a shaded “C” in Table 4.
b. Complete the columns in Table 5 for each course you list.
c. Enter the courses in the order they are taught in the program.
d. Enter at least two Demonstrable Learning Outcomes from your course
outlines for each course identified. Demonstrable Learning Outcomes
should correlate to the General Learning Outcome statement and what a
student can do or should know on completion of the course. They should
be found in your course outlines. If the Demonstrable Learning Outcomes
are NOT found in your course outlines, please indicate where in your
course materials they are found (for example in the documentation for a
project, test or assignment). Also note that if your Demonstrable Learning
Outcomes are NOT found in your course outlines, this will be noted under
Component D.3.
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3. Repeat step 2 for the remaining seven General Learning Outcomes listed in the
left column of Table 4.
4. The auditors will review “C” contributing course outlines to determine support for
each General Learning Outcome statement and the General Learning Outcome
Indicators. A majority of the General Learning Outcome Indicators should be
covered.
5. Create an additional Table 5 for each program option corresponding to its Table
4.
 Were Table 4 and Table 5 submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
documents or information.
 Were Table 4 and 5 correctly completed? If no, indicate the inaccuracies. The
Lead Auditor should then contact the Educational Institution for corrected Tables.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below. Specifically
note of the learning outcomes were found in the course outlines. If no, this
should be noted in Component D.3.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the alumni, program advisors, employers and faculty focus groups, confirm the
hiring procedures.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component E.3 Student Work: Student work, including tests, exams, assignments
and technology reports (if applicable) contribute to the Program Discipline Learning
Outcomes. Student work and marking schemes clearly match the Demonstrable
Learning Outcomes listed in the course outlines.
Information Required:
1. Electronic copies or access to samples of graded student work for the five courses
which best represent the five Program Discipline Learning Outcomes identified in
Table 2 and Table 3. These five courses will typically be in the final year of the
program.
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2. These samples must be from the most recent available graduating class at the time
of the site visit.
3. Each sample for each of the five courses should include exams (progress and final),
projects and assignments.
a. Each selection (exam, project, assignment) should include lowest, middle and
highest passing marks.
b. Multiple authored projects must include mark matrix for each author.
c. The Site Visit will occur while the graduating class is present for auditor
interviews. Sample final exams/projects from the previous graduating class
will be accepted when the grading of these items has not been completed.
d. The program must verify no course changes have occurred in the interim.
4. Please submit only ONE (1) year of student work for each of the five courses. It is
NOT necessary to submit student work for more than one year.
5. Please make sure that you blank out any identifying information in the student work
(student name and student number) so that student privacy is not compromised.
6. The Audit Team will use Table 6 Student Work Review Form to evaluate the student
work submitted. Table 6 has been provided to you for review purposes only so that
you know how the student work will be evaluated. You do NOT need to complete
Table 6 as part of the Self-Assessment Package.
 Was the required student work submitted? If no, list what is missing below. The
Lead Auditor should then contact the Educational Institution for the missing
student work.
 Complete Table 6 as you review the student work.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? Do you require additional
samples of student work for the Site Visit? If yes, list them below.
 In the student focus group, confirm the student work that is completed for the five
Program Discipline Learning Outcome courses.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component E.4 Technology Reports (for Technologist Programs only): A
Technology Report is a required component of the program and is evaluated by the
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Educational Institution. If the Technology Report is completed by multiple project team
members, there are documented processes in place to ensure an equal contribution by
all team members. There is also evidence that these processes for ensuring an equal
contribution by all team members are followed.
The Technology Report General Learning Outcome is currently CTAC.
Information Required:
1. Technology level programs must provide three graded Technology Reports from the
graduating class at the time of the Site Visit. The sample should include the lowest,
middle and highest passing marks.
2. The Technology Report must fulfill the Technology Report General Learning
Outcome statement and all Discipline Learning Outcome Indicators relevant to the
topic of the Technology Report.
3. The intent of Technology Report is to illustrate the student’s assimilation of the
program’s Discipline Learning Outcomes.
c. Auditors will look for the application of at least two Discipline Learning
Outcomes in the report.
d. Auditors will look for the address of all Technology Report General Learning
Outcome Indicators which can be related to the report topic.
4. The intent of the Technology Report General Learning Outcome is best served by a
Technology Report created by a single author.
5. Where a program allows multiple authors an exhaustive tracking and marking
scheme must be included to show each author’s contribution to all aspects of the
report.
a. This must be verified and graded by the instructor.
b. This includes the write up and format of the final report.
c. Each author should contribute to meeting the outcomes as required of a
single author.
d. The importance of the Technology Report warrants that multiple authors be
exposed to the same scrutiny of work completion and marking as single
authors.
6. It is recommended that the Technology Report follow the applicable provincial
Technology Report Guidelines listed on the TAC website however the accreditation
decision is based only upon Component E.4 and the GC01 requirements.
7. The Audit Team will use Table 7 Technology Report Review Form to evaluate the
Technology Reports submitted. Table 7 has been provided to you for review
purposes only so that you know how the Technology Reports will be evaluated. You
do NOT need to complete Table 7 as part of the Self-Assessment Package.
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 Were the required Technology Reports submitted? If no, list what is missing
below. The Lead Auditor should then contact the Educational Institution for the
missing Technology Reports.
 Complete Table 7 as you review the Technology Reports.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? Do you require additional
samples of Technology Reports for the Site Visit? If yes, list them below.
 In the student focus groups, confirm how the Technology Report is completed
and marked.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Part F: Faculty
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.

Component F.1 Faculty Qualifications (Program Discipline Learning Outcomes):
The program has documented policies and procedures for hiring qualified faculty for
courses in the Program Discipline Learning Outcomes. There is documented evidence
that the program follows these policies and procedures, including evidence of
appropriate and relevant academic qualifications, teaching experience, work
experience, professional certifications and professional development.
Information Required: Complete Table 8 (note: Tables 6 and 7 are completed by the
Audit Team) with information on the faculty teaching in the courses listed in Tables 3
and 4 as relevant to the five Program Discipline Learning Outcomes. Enter information
for each faculty member who taught courses listed in Table 3 of the program or program
options within the past three (3) years. Also enter information for those faculty who
taught the courses shaded for the Technology Report General Learning Outcome for a
technologist program in Table 5.
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 Was Table 8 submitted? If no, list what is missing below. The Lead Auditor
should then contact the Educational Institution for the missing documents or
information.
 Was Table 8 correctly completed? If no, list what is incorrect below. The Lead
Auditor should then contact the Educational Institution for a corrected version of
the table.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the faculty focus group, confirm the hiring procedures.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component F.2 Faculty Qualifications (Other Faculty): The program has
documented policies and procedures for hiring qualified faculty for other courses. There
is documented evidence that the program follows these policies and procedures,
including evidence of appropriate and relevant academic qualifications, teaching
experience, work experience, professional certifications and professional development.
Information Required: Complete Table 9 with information on the faculty who teach in
courses NOT listed in Table 3 (in other words faculty teaching courses NOT in the five
Program Discipline Learning Outcomes) who taught in the program over the past three
(3) years.
 Was Table 9 submitted? If no, list what is missing below. The Lead Auditor
should then contact the Educational Institution for the missing documents or
information.
 Was Table 9 correctly completed? If no, list what is incorrect below. The Lead
Auditor should then contact the Educational Institution for a corrected version of
the table.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 In the faculty focus group, confirm the hiring procedures.
 Do you have additional questions for the Site Visit? If yes, list them below.
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 Preliminary evaluation of this component: not compliant / compliant / not enough
information

F.3 Faculty Workload (Program Discipline Learning Outcomes): The program has
documented policies and procedures about faculty teaching workload, preparation and
assessment marking, class sizes and lab sizes. There is documented evidence that the
program follows these policies and procedures.
Information Required: Complete Table 10 with information related to the faculty
workload for faculty members listed in Table 8.
 Was Table 10 submitted? If no, list what is missing below. The Lead Auditor
should then contact the Educational Institution for the missing documents or
information.
 Was Table 10 correctly completed? If no, list what is incorrect below. The Lead
Auditor should then contact the Educational Institution for a corrected version of
the table.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 In the faculty focus group, confirm the faculty teaching workload, preparation and
assessment marking, class sizes and lab sizes.
 Do you have additional questions for the Site Visit? If yes, list them below.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Part G: Program and Student Resources:
This part of the national program accreditation process will be rated as Not Compliant
(NC) or Compliant (C) by the accreditation Audit Team.
You will first see the National Accreditation Component described. Below that you will
see the information that you need to provide for the assessment of this component.
Please put the information requested directly into this document, indicate relevant
website links, or attach additional documents as required.
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Component G.1 Offices, Classrooms and Labs: The office space, classroom space,
lab facilities, meeting rooms for faculty and students, office support and lab support staff
are sufficient to meet the needs of the students and faculty.
Information Required: List the facilities used by the faculty and students for the
program and options that support student learning and the program curriculum. Provide
information on offices for administration, faculty members, meetings, office support staff,
lab support staff, and supporting equipment resources found in the offices. Provide
information on the number and types of classrooms and associated equipment typically
used to teach students in this program. Provide a list of each of the lab spaces used by
students in this program and equipment available to support student technical learning.
Optional: Provide information on support provided to students to use these spaces to
complete assignments and lab projects outside of scheduled class hours. Describe
review process and associated recent upgrades of lab facilities and equipment to
support the program.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 During the Site Visit verify the offices, classrooms and labs in use for the
program. Write observation notes about the facilities with respect to the
component.
 In the student, alumni and faculty focus groups solicit the participants’
perspectives on the facilities.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component G.2 Maintenance and Upgrade of Facilities: Procedures and
processes are in place to maintain and upgrade the tools, equipment, computing
resources and laboratories used by students and faculty members in the program.
These processes and procedures are documented.
Information Required: State or provide access to the policies and procedures for
maintaining and upgrading the tools, equipment, computing resources and laboratories
used by students and faculty members in the program. Optional:
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Provide an example of upgrading completed to the facilities over the past three (3)
years. Describe review process and/or surveys used to provide recommendations for
improvement of facilities.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 During the Site Visit observe the condition of the tools, equipment, computing
resources and laboratories. Write observation notes about the condition of the
tools, equipment, computing resources and laboratories with respect to the
component.
 In the student, alumni and faculty focus groups solicit the participants’
perspectives on the tools, equipment, computing resources and laboratories.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component G.3 Health and Safety Procedures: Health and safety procedures for all
facilities are documented and available. Processes for training students and staff in the
health and safety procedures are documented and available. There is documented
evidence that these student and staff training procedures have been followed. Health
and safety warnings are clearly displayed in facilities as appropriate.
Information Required: Provide documentation or website links to access the health
and safety procedures for the facilities that apply to the program. Provide
documentation or website links to access the health and safety training procedures for
students and staff and evidence that this training is implemented. Provide the name
and contact information of the designed Health and Safety Officer on campus if
applicable.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
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 Do you have additional questions for the Site Visit? If yes, list them below.
 During the Site Visit look for health and safety warnings, posters and equipment.
Write observation notes about what you see.
 In the student, alumni and faculty focus groups verify that health and safety
procedures are documented and available and that student and staff training
procedures have been followed.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component G.4 Student Research and Library Resources: The library and online
resources are sufficient for students to do the research required for their course
assignments and, in particular, their capstone projects and technology reports (if
required).
Information Required: Describe the capability of the library (or online) resources
available to support the needs of students and faculty members in the program.
Optional: State the process used by faculty to request and obtain library resources,
books, electronic information, and other library services relevant to the needs of the
program. Provide a specific example of resources obtained through the above
processes over the past three years. Describe review process used to improve student
access to research and library resources.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 During the Site Visit check the library resources. Write observation notes about
what you see.
 In the student, alumni and faculty focus groups verify that there are sufficient
resources in the library and online for student research work.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information
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Component G.5 Student Academic Resources and Support: Course-related
resources and faculty support are available to students in the program for coursework,
homework, research and lab projects.
Information Required: Provide copies or access to information on the institutional
support for students related to their studies. Include information on the availability of
advisors, tutors, counsellors, etc. List or provide access to information on program
and/or course-related faculty assistance and resources available to students in the
program for homework, research, and lab projects. Optional: Provide processes,
procedures, and schedules for students to obtain appointments with advisors and
faculty members outside of timetable class hours. Describe review process that is used
to address issues related to student needs for academic support.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student, alumni and faculty focus groups verify that there are sufficient
resources in the library and online for student research work.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information

Component G.6 Student Career Resources and Support: Resources, advisors and
other institutional support are available for student career counselling and guidance.
Information Required: Provide copies or access to information on the institutional
support for students related to their careers. Include information on the availability of
career counsellors. List or provide access to information on the career resources
available to students. Optional: Provide processes, procedures, and schedules for
students to obtain appointments with career counsellors. Describe review process that
is used to address issues related to student needs for career support.
 Were the required documents or information submitted? If no, list what is
missing below. The Lead Auditor should then contact the Educational Institution
for the missing documents or information.
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 Are there areas of strength or weakness in the documents or information
submitted with respect to the component? If yes, note them below.
 Do you have additional questions for the Site Visit? If yes, list them below.
 In the student, alumni and faculty focus groups verify that there are sufficient
career resources and support.
 Preliminary evaluation of this component: not compliant / compliant / not enough
information
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5.2 The Site Visit Confirmation
1. The Site Visit date is finalized by the Lead Auditor based upon the requested time
frame from the Educational Institution and the availability of the Audit Team. The
graduating class and the instructors must be available for interviews on the agreed
upon Site Visit date. The TAC Executive Director and TAC Accreditation
Coordinator are copied on the communication finalizing the Site Visit date.
2. A Site Visit Preparation Letter and Site Visit Schedule are sent via e-mail to the
Educational Institution two (2) months ahead of time by the TAC Accreditation
Coordinator.
3. A Site Visit Confirmation Letter is sent via e-mail to the Educational Institution two
(2) weeks ahead of time by the TAC Accreditation Coordinator.
4. A Site Visit Reminder Letter is sent via e-mail one week ahead of time by the TAC
Accreditation Coordinator.
The following documents pertain to this stage of the accreditation process:
 TACNAC 021 Accreditation Site Visit Preparation Letter
 TACNAC 022 Accreditation Site Visit Schedule

The Site Visit Preparation Letter and the Site Visit Schedule found starting on the next
page.
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TACNAC 021 Site Visit Preparation Letter
Technology Accreditation Canada/
Agrément en Technologie du Canada (TAC)
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <EI Dean or equivalent>:
This letter is to help you prepare for the upcoming Site Visit as the next step in the
national accreditation process for <insert program name>. Your Site Visit is scheduled
for <insert date> from 8:00am to 5:00pm. Your Lead Auditor is <insert name> and your
Auditors are <insert names>.
In order to ensure that your Site Visit runs smoothly and that the Auditors have access
to all of the information they need, please arrange the following:
1. A staff member, who will be present throughout the day, to be responsible for the
overall organization and coordination of the Site Visit.
2. A small meeting room which the Auditors can use as their ‘home base’ during the
Site Visit.
3. Breakfast for the Auditors, alumni, employers and external program advisors at
the beginning of the Site Visit (8:00am).
4. Lunch for the Audit Team, program administrators and any additional
administrators involved in the audit process (12:00pm).
5. A 30-minute presentation to provide the Auditors with an overview of the program
(and all options) being reviewed for accreditation. This presentation should start
with a historical overview of the program. It should then move on to discuss the
Program Discipline Learning Outcomes, the courses that address those Program
Discipline Learning Outcomes and the relationship the program has to careers
that graduates can pursue. There can be more than one presenter. The
presentation will be followed by some time for questions and answers.
6. At least 5 current students to take part in a focus group interview with the
Auditors and a room in which the interview can take place. The purpose of the
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student interviews is to allow the Auditors to gauge the student experience in the
program and to ensure that this experience aligns with program marketing
materials and program objectives. Indicate to students that all comments will be
anonymous.
7. At least 5 alumni to take part in a focus group interview with the Auditors and a
room in which the interview can take place. The purpose of the alumni interviews
is to allow the Auditors to gauge the graduate experience in the workforce after
completion of the program and to ensure that this experience aligns with program
marketing materials and program objectives. Indicate to alumni that all
comments will be anonymous.
8. At least 5 current faculty teaching courses related to the Program Discipline
Learning Outcomes to take part in a focus group interview with the Auditors and
a room in which the interview can take place. The purpose of the faculty
interviews is to allow the Auditors to gauge the faculty experience in the program
and to ensure that this experience aligns with program marketing materials and
program objectives. Indicate to faculty that all comments will be anonymous.
9. At least 3 external program advisors (from your Program Advisory Committee) or
employers to take part in a focus group interview with the Auditors and a room in
which the interview can take place. The purpose of the program
advisor/employer interviews is to allow the Auditors to gauge the external
perception of the program in the local labour market to ensure that this
perception aligns with program marketing materials and program objectives.
Indicate to program advisors and employers that all comments will be
anonymous.
10. A staff member to conduct the Auditors on a detailed tour of your facilities as they
relate to the program(s) being audited.
11. A staff member who can review the health and safety processes and procedures
specific to courses in the program(s) being audited.
12. Any additional course materials and student work as requested by the Auditors
prior to the Site Visit (please specify).
13. Other (please specify).
Please also ensure that the staff responsible for the administration of the program
(Program Administrators) and other administration staff responsible for the program will
be available for lunch, interviews and the audit wrap up at the end of the day.
Please see the enclosed Accreditation Site Visit Schedule to see how the day will
unfold.
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Please contact us by phone or e-mail to discuss any questions you have as you prepare
for the site visit.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada/
Agrément en Technologie du Canada (TAC)
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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TACNAC 022 Accreditation Site Visit Schedule
<Educational Institution>
<Date>
<Program>
Time
8:00 - 8:30 am
8:30 - 9:00 am
9:00 - 9:30 am
9:30 - 10:15 am

10:15 – 10:45 am
10:45 – 12:00 am
12:00 – 1:00 pm
1:00 – 2:00 pm

2:00 – 3:30 pm
3:30 – 4:00 pm
4:00 – 4:30pm

4:30 – 5:00 pm

Activity
Breakfast with Alumni, Employers, Advisors
Program Advisor/Employer Interviews
Alumni Interviews
Program Information Session
1. Program Coordinator provides historical
overview of the program.
2. Presenter for each Program Discipline Learning
Outcome explains how specific courses
contribute and the relationship to careers for
graduates.
Student Interviews
Tour of Facilities (including review of Health and
Safety Procedures and Standards).
Lunch with Program and EI Administrators
Course Materials and Student Work Review
1. Team reviews course materials, textbooks, and
any student work not viewed prior to the Site
Visit.
Faculty (Program Discipline Learning Outcome)
Interviews
Program Administrator Interviews
Audit Team Deliberation
1. Audit Team prepares a summary of the audit
thus far including Unique Program Features and
Best Practices.
Exit Meeting with Program and EI Administrators
1. Lead Auditor provides verbal feedback on the
audit thus far, including Unique Program
Features and Best Practices. Lead Auditor
discloses Not Compliant items that could be
resolved prior to Final Audit Report.
2. Timelines are given for the Audit Report to be
received by the EI for comment.
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5.3 The Site Visit
1.

The Audit Team completes the Site Visit following the agreed upon Site Visit
Schedule and using all of the documents submitted by the Educational Institution
and the Accreditation Audit Report.

2.

Data collection methods used during the entire accreditation process include:







Interviews

Document
Review

Observation
Notes

Student
Record and
Work Review

Document Review is mostly completed at the Preliminary Audit stage of the
accreditation process. It is used to verify that the program has written policies
and procedures.
Student Record and Work Review is started at the Preliminary Audit stage of
the accreditation process and completed during the Site Visit. It is used to
verify that the courses students take are adequately preparing them for work in
their discipline. Student Record and Work Review also includes a review of
sample Technology Reports for Technologist programs
Observation Notes are completed during the Site Visit. They are used to
record information about the facilities and health and safety procedures.
Interviews are also completed during the Site Visit. Informal interviews are
used to gather any information that the participants want to share. Auditors will
conduct informal interviews during the breakfast and lunch steps in the Site
Visit. Focus group interviews are formal interviews that are used to verify that
the program does what it says it does from the perspectives of students, alumni,
faculty and program advisors/employers. Interviews with the Program
Administrators are formal interviews used to ensure that Program
Administrators understand the accreditation purpose and process.

3. The breakfast is an informal way for members of the Audit Team and the staff at the
Educational Institution to meet get to know each other. It should be set up in a way
that facilitates informal communication. It should not take place in a formal context.
The Lead Auditor should facilitate communication among all participants. Likewise
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the lunch is another opportunity for informal communication and should therefore be
an informal event. The Lead Auditor should once again facilitate communication
among all participants.
4. The focus group interviews are crucial to the accreditation process and the Site
Visit. They are the main source of qualitative, anecdotal information with which to
verify the information gathered through the document review and student work
review.
Here are some things to keep in mind in order to start off your focus group:
 Introduce yourselves.
 Briefly explain the accreditation and Site Visit processes.
 Briefly explain the importance of the focus groups to the accreditation
process and the idea of data triangulation.
 Thank all participants for volunteering to take part.
 Indicate that the Auditors will take notes, just so they can remember what
was said.
 Indicate that no one’s names will be associated with comments that are
noted. Stress that everything participants say will be anonymous.
 Indicate that you have a set of questions to ask and that everyone who
wants to say something on a particular question will be heard.
 Also stress that it is not your job to take action on anything, it is only your job
to gather information.
 Indicate how long the session will take and how participants are to indicate
they want to speak. Stress that you would like to hear from all participants.
Once you have set the ground rules, keep the following in mind as you run the focus
group:
 It is also important to manage the interactions of the group participants
throughout the session. Do not allow any one person to dominate. Read
facial expressions and body language to gauge whether a participant wants
to contribute something. Call upon people by name if necessary in order to
get their participation.
 Do not allow the focus group to become a ‘complaint’ session. If all you are
getting are negative comments, specifically ask for positive comments.
 If the discussion goes off topic, bring it back on track with your questioning.
 Use open-ended questions to get participants started on a topic. Use closed
questions to get specific details, confirm details or clarify.
 Wrap up the focus group session by once again thanking participants for
volunteering their time to help with the accreditation process.
5. The Exit Interview serves as a wrap-up of the Site Visit. As such it should be wellplanned and well-facilitated. Exit Interview Guidelines (TACNAC 044) are provided
to help the Lead Auditor plan and implement an effective Exit Interview.
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6. It must be stressed to the program seeking accreditation that the effectiveness of the
Audit Team’s information gathering and review during the Site Visit is only as good
as the materials provided by the program and the people (faculty, students, alumni,
employers, advisors) made available during the Site Visit. The onus is on the
program to ensure that the Audit Team has as much information as possible during
the Site Visit.
7. It must also be stressed that communication is the key to a successful Site Visit.
The Audit Team should endeavour to communicate openly and honestly with the
Educational Institution staff, faculty and students. The responsibility for modelling
effective communication lies with the Lead Auditor.
The following additional documents pertain to this stage of the accreditation process:
 TACNAC 016 Table 6 Student Work Review Form
 TACNAC 017 Table 7 Technology Report Review Form
 TACNAC 022 Site Visit Schedule
 TACNAC 025 Accreditation Audit Report
 TACNAC 044 Site Visit Exit Interview Guidelines

Turn back to Section 4.2 for TACNAC 016 and TACNAC 017, to Section 5.1 for
document TACNAC 025 Accreditation Audit Report and Section 5.2 for document
TACNAC 022 Site Visit Schedule. See below for TACNAC 044 Site Visit Exit
Interview Guidelines.
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TACNAC 044 Site Visit Exit Interview Guidelines
The purpose of the Exit Interview is to provide a formal face-to-face platform in which to
conclude the Site Visit step of the accreditation process. The Exit Interview allows the
Audit Team, specifically the Lead Auditor, to provide a positive final impression of the
accreditation process, regardless of the final decision on accreditation. These guidelines
should be used to construct and implement an effective and efficient Exit Interview.

The following individuals should attend the Exit Interview:
 The Audit Team.
 The administrators of the Educational Institution.
 The administrators of the program being considered for accreditation.

The following individuals may attend the Exit interview if attending the site visit as
observers.
 The TAC Executive Director
 The PPA Registrar or Designate

The Exit Interview should be conducted by the Lead Auditor.

The following items should be covered in the Exit Interview:
 The areas of strength of the program, including Best Practices, with specific
reference to the TAC National Accreditation Components.
 Areas of non-compliance of the program with respect to the TAC National
Accreditation Components that will affect the final accreditation decision.
 Other recommended improvements with respect to the TAC National
Accreditation Components. These will NOT affect the final accreditation decision.
 Any additional documentation or information required by the Audit Team in order
for them to make their final accreditation decision.
 Any additional questions by the Educational Institution with respect to the Site
Visit and the accreditation process.
 The next steps in the accreditation process and the corresponding timeframes:
o The completion of the Final Audit Report.
o The submission of the Final Audit Report to the TAC Executive Director.
o The second level review of the Final Audit Report by the GAC.
o The communication of the results of the accreditation process to the
Educational Institution.
o The communication of the results of the accreditation process to the
Provincial Professional Association.
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 A review of the Annual Reporting process:
o The Lead Auditor shows a hard copy of an Annual Report and indicates
how it is used to track changes that are related to the TAC National
Accreditation Components.
 A review of how the Educational Institution should prepare for the next
accreditation process over the next five years:
o Submitting Annual Reports to TAC and keeping a record of those Annual
Reports on file (A copy of the Annual Report is found below. This can be
provided to the Educational Institution at the Exit Interview to clarify the
Annual Report requirements).
o Maintaining the secure website with the Self-Assessment Package
documents, including samples of student work in order to provide future
administrators with access to the program’s accreditation history.
o Staying current on any changes to the TAC National Accreditation
Components.
o Staying current on the industry to which the program is related.
 A review of when the next accreditation cycle will occur if the program is
successful with this accreditation process:
o The program will receive a renewal letter one year and six months prior to
the expiry of their current accreditation.
o The whole accreditation process will then start again. Note that there are
no differences between the program’s first accreditation process and any
subsequent accreditation processes.

NOTE: The importance of an effective and open Exit Interview cannot be over
estimated. There should be no surprises for the Educational Institution when they
receive their Final Audit Report. The staff at the Educational Institution should feel that
all of their questions about the accreditation process have been answered and that they
have been allowed to present all of the information and documents about their program
that are relevant to the accreditation process.
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6.0 The TAC National Program Accreditation Process, Part Three
This section contains a detailed look at the final step in the TAC National Program
Accreditation Process as well as the Appeals Process and the Renewal Process. For
each step, all of the documents that Auditors need to be aware of are included.

6.1 Auditor Evaluation
1. Evaluations of the auditors are completed immediately after the Site Visit. The
Educational Institution evaluates the Audit Team. The PPA representative or
attendee evaluates the Audit Team. The Auditors are evaluated by the Lead
Auditor. The Lead Auditor is evaluated by the Auditors. If there is an Auditor-inTraining in the Audit Team, he or she is evaluated by the Lead Auditor as part of the
Auditor Training process.
2. All evaluations are forwarded to the TAC Executive Director who then determines if
any immediate follow-up action is required with the Auditors, Educational Institution
or PPA.
3. Throughout each financial/planning year all Auditor Evaluations (from Educational
Institutions, PPAs, Lead Auditors and Auditors) are collated by the TAC
Accreditation Coordinator.
4. At the end of each financial/planning year, the TAC Executive Director reviews the
collated Auditor Evaluations.
5. The TAC Executive Director identifies trends in the collated Auditor Evaluations that
indicate a need for changes to the auditor training, to the audit process or to the
auditing documentation. These trends are forwarded to the TAC Board or the
Governance and Audit Council as appropriate for consideration.
6. The TAC Executive Director identifies trends in the collated Auditor Evaluations of
individual auditors (if the auditors have completed multiple audits in that year) that
indicate a need for additional training for the auditor or an individual discussion with
the auditor.
The following documents pertain to this stage of the accreditation process:
 TACNAC 026 Auditor Evaluation Form for Educational Institution
 TACNAC 027 Auditor Evaluation Form for PPA Attendee
 TACNAC 028 Auditor Evaluation Form by Lead Auditor
 TACNAC 029 Auditor Evaluation Form of Lead Auditor

All of the above documents are found starting on the next page.
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TACNAC 026 Auditor Evaluation Form for Educational Institution
Technology Accreditation Canada/
Agrément en Technologie du Canada
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <EI Dean or equivalent>:
To assist Technology Accreditation Canada (TAC) in continuous improvement of the
national program accreditation audit process, please complete this auditor evaluation
form and return it as soon as possible to ???????? by email: ??????????? or fax:
?????????????. Your responses are confidential to the TAC Executive Director and
Board of Directors.
Please answer the following questions to help us evaluate the auditors for <name of
program>, <year>:
1. Was there anything that impressed you about the Audit Team?

2. Was there anything that the Audit Team could have done better?

3. Is there anyone on the Audit Team that stood out as exceptionally
knowledgeable about the program and the audit process? If so, whom?

4. Was the Lead Auditor helpful in communicating with you and in working with you
to set up the schedule for the Site Visit?

5. Was there anyone on the Audit Team who did not appear prepared for the Site
Visit? If so, whom?

© Technology Accreditation Canada/ Agrément en Technologie du Canada, 2015.

159

Auditor’s Manual for National Program Accreditation v.4

6. Did the Audit Team ask appropriate questions and respond in an acceptable
manner to your answers about any of their concerns?

7. Was the audit evaluation provided by the Audit Team what you were expecting?
If not, what surprised you?

8. Please rate the following as adequate, acceptable, or exceptional

less than
adequate

acceptable exceptional

Lead Auditor interactions with your contact
during the Preliminary Audit.
Liaison with the Education Institution to obtain
answers to questions and missing information.
Clarity and appropriateness of the questions
asked by the Audit Team.
Preparation of the Auditors for the Site Visit.
Ability of the Lead Auditor to manage the Site
Visit Schedule.
Professional interactions of the audit team
members with the students, faculty, and other
program stakeholders.
Arrangements for the Site Visit.

Feel free to complete the answers on this e-mail message and send the document to
<Email address> or by fax: <fax number>.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada/
Agrément en Technologie du Canada
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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TACNAC 027 Auditor Evaluation Form for PPA Attendee
Technology Accreditation Canada/
Agrément en Technologie du Canada
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <PPA Site Visit Attendee>:
To assist Technology Accreditation Canada (TAC) in continuous improvement of the
national program accreditation audit process, please complete this auditor evaluation
form and return it as soon as possible to ???????? by email: ??????????? or fax:
?????????????. Your responses are confidential to the TAC Executive Director and
Board of Directors.
Please answer the following questions to help us evaluate the auditors for <name of
program>, <year>:
1. Was the Lead Auditor prepared for the Site Visit? If not, what could have been
done better?

2. Was there anything that the Audit Team could have done better during the Site
Visit?

3. Is there anyone on the Audit Team that stood out as exceptionally
knowledgeable about the program and the audit process? If so, whom?

4. Was there anyone on the Audit Team who did not appear prepared for the Site
Visit? If so, whom?
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5. Did the Audit Team ask appropriate questions and respond in an acceptable
manner to answers and concerns of representatives of the Educational
Institution?
6. Was the summary provided by the Lead Auditor what you were expecting? If not,
what surprised you?
7. Please rate the following as adequate, acceptable, or exceptional

less than
adequate

acceptable exceptional

Preparation of the Auditors for the Site Visit.
Clarity and appropriateness of the questions
asked by the Audit Team.
Ability of the Lead Auditor to manage the Site
Visit Schedule.
Professional interactions of the audit team
members with the students, faculty, and other
program stakeholders.
Arrangements for the Site Visit.

Feel free to complete the answers on this e-mail message and send the document to
<Email address> or by fax: <fax number>.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada/
Agrément en Technologie du Canada
<address>,
<address>,
<postal code>
Phone: <phone number>
E-mail: <Email address>
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TACNAC 028 Auditor Evaluation Form by Lead Auditor
Technology Accreditation Canada/
Agrément en Technologie du Canada
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <Lead Auditor>:
To assist Technology Accreditation Canada (TAC) in continuous improvement of the
national program accreditation audit process, please complete this auditor evaluation
form and return it as soon as possible to ???????? by email: ??????????? or fax:
?????????????. Your responses are confidential to the TAC Executive Director and
Board of Directors.
Please answer the following questions to help us evaluate the auditors for <name of
program>, <year>:
1. What knowledge was there from each Audit Team member that provided useful
information for the audit process?

2. Was there anyone on the Audit Team who did not appear prepared for the Site
Visit? If so, whom?

3. What were some useful questions from each Audit Team member to students,
faculty, and/or other EI stakeholders that provided useful information for the audit
process?

4. Was there any auditor who needed reminders about dues dates during the
preparation phase of the Audit?
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5. Was there any auditor who did not seem to do a thorough job reviewing the SelfAssessment Package submission and online documentation prior to making a
decision for elements of the Final Audit Report? If so, whom?

6. Please rate the following as adequate, acceptable, or exceptional for each
auditor
<Auditor or Auditor-in-Training Name>

less than
adequate

acceptable exceptional

less than
adequate

acceptable exceptional

less than
adequate

acceptable exceptional

Auditor interactions with you during the
Preliminary Audit.
Understanding of the Educational Institution
submission and submission of appropriate
questions and requests for missing information.
Adherence to schedule and follow-up for tasks
assigned for the Preliminary Audit.
The Auditor’s preparation for the Site Visit.
Professional interactions of the audit team
member with the students, faculty, and other
program stakeholders.

<Auditor or Auditor-in-Training Name>
Auditor interactions with you during the
Preliminary Audit.
Understanding of the Educational Institution
submission and submission of appropriate
questions and requests for missing information.
Adherence to schedule and follow-up for tasks
assigned for the Preliminary Audit.
The Auditor’s preparation for the Site Visit.
Professional interactions of the audit team
member with the students, faculty, and other
program stakeholders.

<Auditor or Auditor-in-Training Name>
Auditor interactions with you during the
Preliminary Audit.
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Understanding of the Educational Institution
submission and submission of appropriate
questions and requests for missing information.
Adherence to schedule and follow-up for tasks
assigned for the Preliminary Audit.
The Auditor’s preparation for the Site Visit.
Professional interactions of the audit team
member with the students, faculty, and other
program stakeholders.
Comments: (add any additional comments about the audit team)

Feel free to complete the answers on this e-mail message and send the document to
<Email address> or by fax: <fax number>.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada/
Agrément en Technologie du Canada
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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TACNAC 029 Auditor Evaluation Form of Lead Auditor
Technology Accreditation Canada /
Agrément en Technologie du Canada
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <Auditor or Auditor-in-Training>:
To assist Technology Accreditation Canada (TAC) in continuous improvement of the
national program accreditation audit process, please complete this auditor evaluation
form and return it as soon as possible to ???????? by email: ??????????? or fax:
?????????????. Your responses are confidential to the TAC Executive Director and
Board of Directors.
Please answer the following questions to help us evaluate the auditors for <name of
program>, <year>:
1. What knowledge was there from the Lead Auditor that provided the most useful
information for the audit process?

2. Did the Lead Auditor prepare you for the Site Visit? If not, what could have been
done better?

3. Did the Lead Auditor provide you a schedule and due dates for the Preliminary
Audit phase of the Audit?

4. Was there any auditor who did not seem to do a thorough job reviewing the
Educational Institution submission and online documentation prior to making a
decision for elements of the Final Audit Report? If so, whom?
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5. Please rate the following as adequate, acceptable, or exceptional for the Lead
Auditor

<Lead Auditor Name>

less than
adequate

acceptable exceptional

Lead Auditor interactions with you during the
Preliminary Audit.
Assistance with the understanding of the
Educational Institution submission and liaison
with the Institution to obtain answers to
questions and missing information
Scheduling and follow-up for tasks of the
Preliminary Audit.
Professional interactions of the Lead Auditor
with you and other auditors and/or other
auditors-in-training.
Ability of the Lead Auditor to work with the
Audit Team to develop the Final Audit Report.
Ability of the Lead Auditor to manage the
preparation schedule for the Site Visit.

Comments: (add any additional comments about the audit team)

Feel free to complete the answers on this e-mail message and send the document to
<Email address> or by fax: <fax number>.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada /
Agrément en Technologie du Canada
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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6.2 The Final Accreditation Audit Report
1. The Audit Team completes the Final Accreditation Audit Report within twenty (20)
business days after the Site Visit.
2. The Audit Team recommends one of three outcomes for the accreditation process:
(1) The program receives accreditation.
(2) The program is required to make revisions within a timeframe
designated by the Audit Team (not to exceed 6 months) in order to
receive accreditation.
(3) The program is denied accreditation.
3. If the Audit Team cannot reach an agreement about the accreditation outcome, the
TAC Executive Director is notified. A meeting with the Audit Team, the TAC
Executive Director and the GAC is held in order to reach an accreditation decision.
4. The Audit Team signs the last page of the Final Accreditation Audit Report
(TACNAC 025) to indicate that they have read the report in detail, agree with its
content and agree with the final accreditation decision. The Final Accreditation Audit
Report is submitted to the TAC Executive Director by the Lead Auditor.
5.

The TAC Executive Director approves the Final Accreditation Audit Report and
passes it to the GAC for a Second Level Review. The Second Level Review form
(TACNAC 045) is used to complete the Second Level Review.

6.

The timeframe for the review by the TAC Executive Director and the Second Level
Review by the GAC is within thirty (30) business days of the completion of the Final
Accreditation Audit Report by the Audit Team.

7.

Once the Second Level Review is complete the Final Accreditation Audit Report
and corresponding communication is forwarded to the Educational Institution.

8.

If accreditation has been awarded an Accreditation Approval Letter and a copy of
the Final Accreditation Audit Report are sent to Educational Institution. Copies are
also forwarded to the PPA. Note that accreditation is awarded for a period of five
(5) years, after which time the program applies for accreditation again. Notice of the
accreditation is placed on the TAC website.

9. If the program is required to make revisions within a timeframe designated by the
Audit Team, an Accreditation Revisions Required Letter is sent to the Educational
Institution along with a copy of the Final Accreditation Audit Report. Copies are also
forwarded to the PPA. If the revisions are not completed in the designated
timeframe accreditation is denied.
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10. If the program is denied accreditation, an Accreditation Denial Letter is sent to the
Educational Institution along with a copy of the Final Accreditation Audit Report.
Copies are also forwarded to the PPA.
The following additional documents pertain to this stage of the accreditation process:
 TACNAC 045 Second Level Review

The Second Level Review (TACNAC 045) is found on the next page.
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TACNAC 045 Second Level Review
The Governance and Audit Council’s Second Level Review Committee will conduct a
second level review of the final Accreditation Audit Report TACNAC 025 prior to the
finalization of the accreditation results and the communication of those results to the
Educational Institution and the Provincial Professional Association. The primary
purpose of the second level review is to verify that the audit process was followed by
the Audit Team and that the final Accreditation Audit Report TACNAC 025 was correctly
completed in order to finalize the accreditation results. The secondary purpose of the
second level review is to provide the Audit Team with feedback with respect to the audit
process.
To complete this second level review, the completed Accreditation Audit Report
TACNAC 025 from the Audit Team is required in addition to this Second Level Review
document.

Educational Institution Name:
Educational Institution Address:
<address>
<address>
<postal code>
Program Name (and Options):
Campus (if more than one exists for the institution):
Date of Second Level Review:
Summary of Second Level Review:
 Signatures: Have all members of the Audit Team have signed and dated page 1
of the Accreditation Audit Report? If no, stop the Second Level Review and
return it to the Audit Team for signature. Do not proceed with the Second Level
Review until all members of the Audit Team have signed off on the Accreditation
Audit Report.
 Second Level Review complete and audit results approved.

OR

 List the components for which NC/C has not been indicated and therefore where
the Final Audit Report is incomplete. Direct the TAC Executive Director to seek
clarification from the Audit Team about the components that are incomplete.
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Detailed Second Level Review
Part A: Program Background Information
The section does not affect accreditation decision. Indicate Y/N for each of the rows
below. If N, transfer this information to the Second Level Review Summary above.
Audit Team
has marked as
submitted?
A.1 Program History: The program has a documented history of
educational delivery in the designated technician and technologist
fields.
A.2 Program Option Names and Descriptions: The program has
clear names and descriptions for all program options.
A.3 Program and Option Instructional Delivery Modes: The
program has described all program and option instructional delivery
modes.
A.4 Program Organizational Structure: The program has a clear,
logical and documented program administrative structure as
demonstrated in an organizational chart and descriptions of roles
and responsibilities. The relationship between the program
administration and the larger educational institution is documented
and described.
A.5 Program Enrollment Numbers: Enrollment numbers are
documented and available. New student enrollment numbers and
overall enrollment numbers appear to be steady or increasing over
the past three (3) academic years.
A.6 Program Graduate Numbers: Program graduate numbers are
documented and available. The number of graduates appears to be
steady or increasing over the past two (2) academic years.
A.7 Program Graduate Employment and Further Education
Numbers: Program graduate employment and further education
numbers are documented and available. The number of employed
graduates and the number of graduates continuing on to further
education appear to be steady or increasing over the past two (2)
academic years.

Part B: Student Policies
Indicate Y/N for each of the rows below. If N, transfer this information to the Second
Level Review Summary above.
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Audit Team
has indicated
NC/C?
B.1 Program Admission Policies: Policies related to program
admission requirements based on secondary school courses and
grades are documented and available to all applicants. Policies for
other admission paths (for mature students for example) are
documented and available to all applicants.
B.2 Policies for Monitoring Student Progress: Policies used to
monitor student progress each semester to ensure that prerequisite
course credits have been obtained are documented and available to
all students.
B.3 Academic Policies and Procedures: Institutional and/or
departmental policies on plagiarism, cheating, grade appeals, etc.
are documented and available to all students.
B.4 Student Transfer Policies: Articulation and transfer
agreements for the program and options are documented and
available to all applicants and students.
B.5 Co-op and/or Internship Policies: If the program or options
include co-op or internship placements, clear processes and
procedures are documented and available to students. The
processes and procedures include how to: obtain a placement, get
credit for the placement, ensure that the placement is relevant to the
area of study, have the placement assessed, and find other options
available if a placement opportunity is not possible.
B.6 Graduation Requirements: Graduation policies related to
passing grades for courses, overall program average grade, number
of credits, etc. exist and are documented and available to all
students.

Part C: Program Policies
Indicate Y/N for each of the rows below. If N, transfer this information to the Second
Level Review Summary above.
Audit Team
has indicated
NC/C?
C.1 Program Development Policies and Procedures: Timelines,
institutional processes, and governance for program and course
development are documented and available. Program and course
changes are documented and understood by all faculty members
and program administration.
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C.2 Program Continuous Improvement Policies: Policies for
program continuous improvement are documented and available.
Periodic program self-assessments producing recommendations
that are used for changes that lead to improvements in the
curriculum and/or student success are documented and available.
C.3 External Program Input: A Program Advisory Committee
exists. Names and contact information for the current Program
Advisory Committee members are documented and available.
Minutes from Program Advisory Committee meetings over the past
three years are documented and available. Reports are provided
from any other external bodies that reviewed the program over the
past three (3) years.

Part D. Program and Course Information
Indicate Y/N for each of the rows below. If N, transfer this information to the Second
Level Review Summary above.
Audit Team
has indicated
NC/C?
D.1 Program Description Documents: Sufficient printed and/or
online calendar information, brochures, program handbooks, and
web-based information about the program are available to anyone
interested in learning about the program. The URL is provided for
the program and program options.
D.2 Program Objectives: Program educational objectives are a
good fit for the mission statement of the Educational Institution.
D.3 Course Outlines: Course outlines are available for all courses
in the program and program options. All course outlines include: the
course ID, course title, date of last revision, prerequisite(s),
corequisites, course description, textbook(s) or other support
materials, methods of assessment (assignments, tests, projects) and
course outcomes.
D.4 Transcript and Diploma: An accurate and complete transcript
and diploma are provided for the program and all program options.
D.5 Scholarship and Bursary Information: A list is available in
print and/or online of all available scholarships and bursaries, and
their amounts, for new applicants to the program and current
students. Application forms are also available with the list.

Part E: Program Outcomes
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Indicate Y/N for each of the rows below. If N, transfer this information to the Second
Level Review Summary above.
Audit Team
has indicated
NC/C?
E.1 Program Discipline Learning Outcomes: The program
courses enable students to achieve appropriate Discipline Learning
Outcomes. TAC accreditation requires that your program have five
(5) main Program Discipline Learning Outcomes.
E.2 Program General Competency Learning Outcomes: The
program achieves all of the eight General Learning Outcomes
specific to the technician or technologist level.
E.3 Student Work: Student work, including tests, exams,
assignments and technology reports (if applicable) contribute to the
Discipline Learning Outcomes. Student work and marking schemes
clearly match the Demonstrable Learning Outcomes listed in the
course outlines.
E.4 Technology Reports (for Technologist Programs only): A
Technology Report is a required component of the program and is
evaluated by the Educational Institution. If the Technology Report is
completed by multiple project team members, there are documented
processes in place to ensure an equal contribution by all team
members. There is also evidence that this process for ensuring an
equal contribution by all team members is followed.

Part F. Faculty
Indicate Y/N for each of the rows below. If N, transfer this information to the Second
Level Review Summary above.
Audit Team
has indicated
NC/C?
F.1 Faculty Qualifications (Program Discipline Learning
Outcomes): The program has documented policies and procedures
for hiring qualified faculty for courses in the Program Discipline
Learning Outcomes. There is documented evidence that the
program follows these policies and procedures, including evidence
of appropriate and relevant academic qualifications, teaching
experience, work experience, professional certifications and
professional development.
F.2 Faculty Qualifications (Other Faculty): The program has
documented policies and procedures for hiring qualified faculty for
other courses. There is documented evidence that the program
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follows these policies and procedures, including evidence of
appropriate and relevant academic qualifications, teaching
experience, work experience, professional certifications and
professional development.
F.3 Faculty Workload (Program Discipline Learning Outcomes):
The program has documented policies and procedures about faculty
teaching workload, preparation and assessment marking, class
sizes and lab sizes. There is documented evidence that the
program follows these policies and procedures.

Part G. Facilities, Resources and Other Student Support
Indicate Y/N for each of the rows below. If N, transfer this information to the Second
Level Review Summary above.
Audit Team
has indicated
NC/C?
G.1 Offices, Classrooms and Labs: The office space, classroom
space, lab facilities, meeting rooms for faculty and students, office
support and lab support staff are sufficient to meet the needs of the
students and faculty.
G.2 Maintenance and Upgrade of Facilities: Procedures and
processes are in place to maintain and upgrade the tools,
equipment, computing resources and laboratories used by students
and faculty members in the program. These processes and
procedures are documented.
G.3 Health and Safety Procedures: Health and safety procedures
for all facilities are documented and available. Processes for
training students and staff in the health and safety procedures are
documented and available. There is documented evidence that
these student and staff training procedures have been followed.
Health and safety warnings are clearly displayed in facilities as
appropriate.
G.4 Student Research and Library Resources: The library and
online resources are sufficient for students to do the research
required for their course assignments, their capstone or final year
projects (if required) and technology reports (if required).
G.5 Student Academic Resources and Support: Course-related
resources and faculty support are available to students in the
program for coursework, homework, research and lab projects.
G.6 Student Career Resources and Support: Resources,
advisors and other institutional support are available for student
career counselling and guidance.
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6.3 The Appeals Process
1.

If accreditation is denied the Educational Institution can appeal the decision and the
Final Audit Report by filing an Appeal Request (TACNAC 033a) to the TAC
Executive Director within four (4) weeks of the date on the Accreditation Denial
Letter. The Appeal Request requires the Educational Institution to indicate the
components for which they feel the accreditation process was not followed and to
provide an explanation. The only grounds for an appeal is if the accreditation
process was not followed.

2.

The TAC Executive Director forwards the request for appeal to the Governance and
Audit Council (GAC) for consideration. The TAC Executive Director informs the
Audit Team of the Appeal Request. The Audit Team may request that a
representative be allowed to address the concerns within the appeal with the
Governance and Audit Council.

3.

The GAC considers the appeal based only on whether the accreditation process
was correctly followed by the Audit Team. No other grounds for appeal will be
considered.

4.

Once a decision is made, the GAC sends the Educational Institution an Appeal
Response Letter (TACNAC 033b)

The following documents pertain to this stage of the accreditation process:
 TACNAC 033a Appeal Request
 TACNAC 033b Appeal Response Letter

The Appeal Request and the Appeal Response Letter are found starting on the next
page. These are provided for reference purposes only. Auditors are not responsible
for completing either of these documents.
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TACNAC 033a Request for Appeal
Complete this Request for Appeal if you are not satisfied with the result of your program
accreditation and you feel the national accreditation process, as documented in TAC
documents, was not followed. Please note that appeals based upon a perceived breach
of the accreditation process are the only appeals that will be considered.
To request an appeal of your accreditation results please complete the checklist below
and submit it to Technology Accreditation Canada, to the attention of the Executive
Director. In the checklist indicate which National Accreditation Components result(s)
you wish to appeal. You should then provide an explanation that clearly outlines, for the
components in question, which part of the TAC process you feel was not carried out
fully or correctly.

Educational Institution Name:
Educational Institution Address:
<address>
<address>
<postal code>
Program Name (and Options) (for which Request for Appeal is being submitted):

Campus (if more than one exists for the institution):

Submitted by (name and title):

Date Submitted:

Telephone Number:

E-mail Address:

Part A: Program Background Information
This section of the National Accreditation Components does not apply to the
accreditation decision. These components are for information purposes only. You
therefore should not base your appeal upon any of the components in Part A.
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Part B: Student Policies
If your appeal is based upon the process used to evaluate one of the components
below, please check ‘Yes’ next to the component and then explain how you feel the
process was not followed. Provide any documentation that you feel supports your
explanation.
Yes

Explanation

B.1 Program Admission Policies: Policies
related to program admission requirements
based on secondary school courses and
grades are documented and available to all
applicants. Policies for other admission paths
(for mature students for example) are
documented and available to all applicants.
B.2 Policies for Monitoring Student
Progress: Policies used to monitor student
progress each semester to ensure that
prerequisite course credits have been
obtained are documented and available to all
students.
B.3 Academic Policies and Procedures:
Institutional and/or departmental policies on
plagiarism, cheating, grade appeals, etc. are
documented and available to all students.
B.4 Student Transfer Policies: Articulation
and transfer agreements for the program and
options are documented and available to all
applicants and students.
B.5 Co-op and/or Internship Policies: If
the program or options include co-op or
internship placements, clear processes and
procedures are documented and available to
students. The processes and procedures
include how to: obtain a placement, get credit
for the placement, ensure that the placement
is relevant to the area of study, have the
placement assessed, and find other options
available if a placement opportunity is not
possible.
B.6 Graduation Requirements: Graduation
policies related to passing grades for courses,
overall program average grade, number of
credits, etc. exist and are documented and
available to all students.
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Part C: Program Policies
If your appeal is based upon the process used to evaluate one of the components
below, please check ‘Yes’ next to the component and then explain how you feel the
process was not followed. Provide any documentation that you feel supports your
explanation.
Yes

Explanation

C.1 Program Development Policies and
Procedures: Timelines, institutional
processes, and governance for program
and course development are documented
and available. Program and course
changes are documented and understood
by all faculty members and program
administration.
C.2 Program Continuous Improvement
Policies: Policies for program continuous
improvement are documented and
available. Periodic program selfassessments producing recommendations
that are used for changes that lead to
improvements in the curriculum and/or
student success are documented and
available.
C.3 External Program Input: A Program
Advisory Committee exists. Names and
contact information for the current
Program Advisory Committee members
are documented and available. Minutes
from Program Advisory Committee
meetings over the past three years are
documented and available. Reports are
provided from any other external bodies
that reviewed the program over the past
three (3) years.

Part D. Program and Course Information
If your appeal is based upon the process used to evaluate one of the components
below, please check ‘Yes’ next to the component and then explain how you feel the
process was not followed. Provide any documentation that you feel supports your
explanation.
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Yes

Explanation

D.1 Program Description Documents:
Sufficient printed and/or online calendar
information, brochures, program
handbooks, and web-based information
about the program are available to
anyone interested in learning about the
program. The URL is provided for the
program and program options.
D.2 Program Objectives: Program
educational objectives are a good fit for
the mission statement of the Educational
Institution.
D.3 Course Outlines: Course outlines
are available for all courses in the
program and program options. All course
outlines include: the course ID, course
title, date of last revision, prerequisite(s),
corequisites, course description,
textbook(s) or other support materials,
methods of assessment (assignments,
tests, projects) and course outcomes.
D.4 Transcript and Diploma: An
accurate and complete transcript and
diploma are provided for the program and
all program options.
D.5 Scholarship and Bursary
Information: A list is available in print
and/or online of all available scholarships
and bursaries, and their amounts, for new
applicants to the program and current
students. Application forms are also
available with the list.

Part E: Program Outcomes
If your appeal is based upon the process used to evaluate one of the components
below, please check ‘Yes’ next to the component and then explain how you feel the
process was not followed. Provide any documentation that you feel supports your
explanation.
Yes

Explanation

E.1 Program Discipline Learning
Outcomes: The program courses enable
students to achieve appropriate Discipline
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Learning Outcomes. TAC accreditation
requires that your program have five (5)
main Program Discipline Learning
Outcomes.
E.2 Program General Competency
Learning Outcomes: The program
achieves all of the eight General Learning
Outcomes specific to the technician or
technologist level.
E.3 Student Work: Student work,
including tests, exams, assignments and
technology reports (if applicable)
contribute to the Discipline Learning
Outcomes. Student work and marking
schemes clearly match the Demonstrable
Learning Outcomes listed in the course
outlines.
E.4 Technology Reports (for
Technologist Programs only): A
Technology Report is a required
component of the program and is
evaluated by the Educational Institution. If
the Technology Report is completed by
multiple project team members, there are
documented processes in place to ensure
an equal contribution by all team
members. There is also evidence that
this process for ensuring an equal
contribution by all team members is
followed.

Part F. Faculty
If your appeal is based upon the process used to evaluate one of the components
below, please check ‘Yes’ next to the component and then explain how you feel the
process was not followed. Provide any documentation that you feel supports your
explanation.
Yes

Explanation

F.1 Faculty Qualifications (Program
Discipline Learning Outcomes): The
program has documented policies and
procedures for hiring qualified faculty for
courses in the Program Discipline
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Learning Outcomes. There is
documented evidence that the program
follows these policies and procedures,
including evidence of appropriate and
relevant academic qualifications, teaching
experience, work experience,
professional certifications and
professional development.
F.2 Faculty Qualifications (Other
Faculty): The program has documented
policies and procedures for hiring
qualified faculty for other courses. There
is documented evidence that the program
follows these policies and procedures,
including evidence of appropriate and
relevant academic qualifications, teaching
experience, work experience,
professional certifications and
professional development.
F.3 Faculty Workload (Program
Discipline Learning Outcomes): The
program has documented policies and
procedures about faculty teaching
workload, preparation and assessment
marking, class sizes and lab sizes. There
is documented evidence that the program
follows these policies and procedures.

Part G. Facilities, Resources and Other Student Support
If your appeal is based upon the process used to evaluate one of the components
below, please check ‘Yes’ next to the component and then explain how you feel the
process was not followed. Provide any documentation that you feel supports your
explanation.
Yes

Explanation

G.1 Offices, Classrooms and Labs:
The office space, classroom space, lab
facilities, meeting rooms for faculty and
students, office support and lab support
staff are sufficient to meet the needs of
the students and faculty.
G.2 Maintenance and Upgrade of
Facilities: Procedures and processes
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are in place to maintain and upgrade the
tools, equipment, computing resources
and laboratories used by students and
faculty members in the program. These
processes and procedures are
documented.
G.3 Health and Safety Procedures:
Health and safety procedures for all
facilities are documented and available.
Processes for training students and staff
in the health and safety procedures are
documented and available. There is
documented evidence that these student
and staff training procedures have been
followed. Health and safety warnings are
clearly displayed in facilities as
appropriate.
G.4 Student Research and Library
Resources: The library and online
resources are sufficient for students to do
the research required for their course
assignments, their capstone or final year
projects (if required) and technology
reports (if required).
G.5 Student Academic Resources and
Support: Course-related resources and
faculty support are available to students
in the program for coursework,
homework, research and lab projects.
G.6 Student Career Resources and
Support: Resources, advisors and other
institutional support are available for
student career counselling and guidance.
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 033b Appeal Response Letter

Technology Accreditation Canada /
Agrément en Technologie du Canada
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <Educational Institution>:
We are writing with respect to your request for an appeal of the TAC national program
accreditation decision for <program name>. We have reviewed the application process,
auditing process, site visit process and final decision-making process for your national
program accreditation, specifically as it relates to the components that you indicated in
your request and the reason you requested an appeal with respect to those
components.
<insert result of the appeal and reasons>
Please don’t hesitate to contact us by phone or e-mail to discuss the results of the
appeal.

Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada /
Agrément en Technologie du Canada
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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6.4 Annual Reporting
1.

Accredited programs submit an Annual Report to the TAC Executive Director on the
anniversary of their accreditation each year to update TAC on any program
changes. The TAC Executive Director will share this report with the PPA.

2.

All program changes within the TAC National Accreditation Components must be
disclosed to TAC in the Annual Report.

The following documents pertain to this stage of the accreditation process:
 TACNAC 034a Annual Report
 TACNAC 034b Annual Report Response Letter No Revisions Required
 TACNAC 034c Annual Report Response Letter Revisions Required

The Annual Reporting documents are found starting on the next page.
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 034a Annual Report
The purpose of the Annual Report is to inform Technology Accreditation Canada of any
significant changes to your accredited program in the past year as they relate to the
National Accreditation Components. Please complete the checklist below and submit it
to Technology Accreditation Canada on the anniversary of your accreditation approval.

Educational Institution Name:
Educational Institution Address:
<address>
<address>
<postal code>
Program Name (and Options) (for which Annual Report is being submitted):

Campus (if more than one exists for the institution):

Submitted by (name and title):

Date Submitted:

Telephone Number:

E-mail Address:

Part A: Program Background Information
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation if ‘Yes’.

A.1 Program History: The program
has a documented history of educational
delivery in the designated technician and
technologist fields.
A.2 Program Option Names and
Descriptions: The program has clear
names and descriptions for all program
options.
A.3 Program and Option Instructional
Delivery Modes: The program has
described all program and option
instructional delivery modes.
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A.4 Program Organizational
Structure: The program has a clear,
logical and documented program
administrative structure as demonstrated
in an organizational chart and
descriptions of roles and responsibilities.
The relationship between the program
administration and the larger educational
institution is documented and described.
A.5 Program Enrollment Numbers:
Enrollment numbers are documented
and available. New student enrollment
numbers and overall enrollment
numbers appear to be steady or
increasing over the past three (3)
academic years.
A.6 Program Graduate Numbers:
Program graduate numbers are
documented and available. The number
of graduates appears to be steady or
increasing over the past two (2)
academic years.
A.7 Program Graduate Employment
and Further Education Numbers:
Program graduate employment and
further education numbers are
documented and available. The number
of employed graduates and the number
of graduates continuing on to further
education appear to be steady or
increasing over the past two (2)
academic years.

Part B: Student Policies
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation

B.1 Program Admission Policies:
Policies related to program admission
requirements based on secondary
school courses and grades are
documented and available to all
applicants. Policies for other admission
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paths (for mature students for example)
are documented and available to all
applicants.
B.2 Policies for Monitoring Student
Progress: Policies used to monitor
student progress each semester to
ensure that prerequisite course credits
have been obtained are documented
and available to all students.
B.3 Academic Policies and
Procedures: Institutional and/or
departmental policies on plagiarism,
cheating, grade appeals, etc. are
documented and available to all
students.
B.4 Student Transfer Policies:
Articulation and transfer agreements for
the program and options are
documented and available to all
applicants and students.
B.5 Co-op and/or Internship Policies:
If the program or options include co-op
or internship placements, clear
processes and procedures are
documented and available to students.
The processes and procedures include
how to: obtain a placement, get credit for
the placement, ensure that the
placement is relevant to the area of
study, have the placement assessed,
and find other options available if a
placement opportunity is not possible.
B.6 Graduation Requirements:
Graduation policies related to passing
grades for courses, overall program
average grade, number of credits, etc.
exist and are documented and available
to all students.

Part C: Program Policies
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation
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C.1 Program Development Policies
and Procedures: Timelines, institutional
processes, and governance for program
and course development are
documented and available. Program and
course changes are documented and
understood by all faculty members and
program administration.
C.2 Program Continuous
Improvement Policies: Policies for
program continuous improvement are
documented and available. Periodic
program self-assessments producing
recommendations that are used for
changes that lead to improvements in the
curriculum and/or student success are
documented and available.
C.3 External Program Input: A
Program Advisory Committee exists.
Names and contact information for the
current Program Advisory Committee
members are documented and available.
Minutes from Program Advisory
Committee meetings over the past three
years are documented and available.
Reports are provided from any other
external bodies that reviewed the
program over the past three (3) years.

Part D. Program and Course Information
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation

D.1 Program Description Documents:
Sufficient printed and/or online calendar
information, brochures, program
handbooks, and web-based information
about the program are available to
anyone interested in learning about the
program. The URL is provided for the
program and program options.
D.2 Program Objectives: Program
educational objectives are a good fit for
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the mission statement of the Educational
Institution.
D.3 Course Outlines: Course outlines
are available for all courses in the
program and program options. All
course outlines include: the course ID,
course title, date of last revision,
prerequisite(s), corequisites, course
description, textbook(s) or other support
materials, methods of assessment
(assignments, tests, projects) and
course outcomes.
D.4 Transcript and Diploma: An
accurate and complete transcript and
diploma are provided for the program
and all program options.
D.5 Scholarship and Bursary
Information: A list is available in print
and/or online of all available
scholarships and bursaries, and their
amounts, for new applicants to the
program and current students.
Application forms are also available with
the list.

Part E: Program Outcomes
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation

E.1 Program Discipline Learning
Outcomes: The program courses
enable students to achieve appropriate
Discipline Learning Outcomes. TAC
accreditation requires that your program
have five (5) main Program Discipline
Learning Outcomes.
E.2 Program General Learning
Outcomes: The program achieves all
of the eight General Learning Outcomes
specific to the technician or technologist
level.
E.3 Student Work: Student work,
including tests, exams, assignments and
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technology reports (if applicable)
contribute to the Discipline Learning
Outcomes. Student work and marking
schemes clearly match the
Demonstrable Learning Outcomes listed
in the course outlines.
E.4 Technology Reports (for
Technologist Programs only): A
Technology Report is a required
component of the program and is
evaluated by the Educational Institution.
If the Technology Report is completed
by multiple project team members, there
are documented processes in place to
ensure an equal contribution by all team
members. There is also evidence that
this process for ensuring an equal
contribution by all team members is
followed.

Part F. Faculty
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation

F.1 Faculty Qualifications (Program
Discipline Learning Outcomes): The
program has documented policies and
procedures for hiring qualified faculty for
courses in the Program Discipline
Learning Outcomes. There is
documented evidence that the program
follows these policies and procedures,
including evidence of appropriate and
relevant academic qualifications,
teaching experience, work experience,
professional certifications and
professional development.
F.2 Faculty Qualifications (Other
Faculty): The program has
documented policies and procedures for
hiring qualified faculty for other courses.
There is documented evidence that the
program follows these policies and
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procedures, including evidence of
appropriate and relevant academic
qualifications, teaching experience, work
experience, professional certifications
and professional development.
F.3 Faculty Workload (Program
Discipline Learning Outcomes): The
program has documented policies and
procedures about faculty teaching
workload, preparation and assessment
marking, class sizes and lab sizes.
There is documented evidence that the
program follows these policies and
procedures.

Part G. Facilities, Resources and Other Student Support
Have there been any changes in the past year with respect to the following
components? Check ‘No’ or ‘Yes’. If ‘Yes’, please explain the changes.
No

Yes

Explanation

G.1 Offices, Classrooms and Labs:
The office space, classroom space, lab
facilities, meeting rooms for faculty and
students, office support and lab support
staff are sufficient to meet the needs of
the students and faculty.
G.2 Maintenance and Upgrade of
Facilities: Procedures and processes
are in place to maintain and upgrade the
tools, equipment, computing resources
and laboratories used by students and
faculty members in the program. These
processes and procedures are
documented.
G.3 Health and Safety Procedures:
Health and safety procedures for all
facilities are documented and available.
Processes for training students and staff
in the health and safety procedures are
documented and available. There is
documented evidence that these student
and staff training procedures have been
followed. Health and safety warnings
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are clearly displayed in facilities as
appropriate.
G.4 Student Research and Library
Resources: The library and online
resources are sufficient for students to
do the research required for their course
assignments, their capstone or final year
projects (if required) and technology
reports (if required).
G.5 Student Academic Resources
and Support: Course-related
resources and faculty support are
available to students in the program for
coursework, homework, research and
lab projects.
G.6 Student Career Resources and
Support: Resources, advisors and
other institutional support are available
for student career counselling and
guidance.
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 034b Annual Report Response Letter No Revisions
Required
Technology Accreditation Canada/
Agrément en Technologie du Canada (TAC)
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <EI Dean or equivalent>:
Thank you for taking the time to complete the Annual Report for your <program> that is
accredited with TAC. This letter is to confirm that your Annual Report has been
reviewed.
We would like to confirm that everything reported on your Annual Report falls within the
requirements of TAC National Program Accreditation. Thank you for your continued
commitment to maintaining the highest possible quality for your program.
We look forward to continuing to work with you for the remainder of your program
accreditation.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada/
Agrément en Technologie du Canada (TAC)
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 034c Annual Report Response Letter Revisions Required
Technology Accreditation Canada/
Agrément en Technologie du Canada (TAC)
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <EI Dean or equivalent>:
Thank you for taking the time to complete the Annual Report for your <program> that is
accredited with TAC. This letter is to confirm that your Annual Report has been
reviewed.
Based upon our review of your Annual Report, the following changes are required to
your program so that it continues to fall within the requirements of TAC National
Program Accreditation:
<Component Number and change required>
Please make these changes by <date> and confirm the completion of these changes
with TAC. Failure to make these changes within the required timeframe could result in
the loss of the TAC National Program Accreditation for <program>.
Sincerely,

<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada/
Agrément en Technologie du Canada (TAC)
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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6.5 Withdrawal from the Accreditation Process
1.

The Educational Institution can withdraw from the accreditation process at any time
prior to receiving the Final Audit Report by notifying the TAC Executive Director in
writing. The financial penalty for withdrawing from the accreditation process will be
determined by the TAC Executive Director.

6.6 Accreditation Renewal Process
1.

Educational Institutions are required to maintain the secure website from their
accreditation process for five years as a record and history of the accreditation
process. The Annual Reporting process also provides Educational Institutions with
a history of changes to their program during the accreditation cycle.

2.

The TAC Accreditation Coordinator sends the Educational Institution an
Accreditation Renewal One-Year Reminder Letter one year before the expiry of the
program’s accreditation. Included in this letter are the Accreditation SelfAssessment Package and instructions on how to complete the package.

3.

If the Educational Institution has not started the process for the next accreditation
cycle six months before the expiry of their current accreditation, the TAC
Accreditation Coordinator sends the Educational Institution an Accreditation
Renewal Six-Month Renewal Reminder letter.

The following documents pertain to this stage of the accreditation process:
 TACNAC 009a Accreditation Renewal One-Year Reminder Letter
 TACNAC 009b Accreditation Renewal Six-Month Reminder Letter
 TACNAC 010 Self-Assessment Package

The Accreditation Renewal Letters (TACNAC 009a and 009b) are provided below, for
reference purposes only.
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 009a Accreditation Renewal One-Year Reminder Letter
Technology Accreditation Canada /
Agrément en Technologie du Canada (TAC)
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <EI Dean or equivalent>:

This letter is a reminder that the TAC National Program Accreditation for <program
name> expires on <date>. To start the next accreditation cycle for this program please
read the information provided below.
You should plan to have the Accreditation Site Visit at a time when the accreditation
Audit Team can meet students in their graduating semester. Please notify TAC about
the targeted date for your Accreditation Site Visit as soon as possible.
You will then need to complete the Accreditation Self-Assessment Package included in
this correspondence. In order to complete the Accreditation Self-Assessment Package
you will require the following documents:
 Accreditation Self-Assessment Package
 National Accreditation Components
 Accreditation Process Chart
 Accreditation Glossary of Terms
Please gather all documentation as requested in the accompanying Accreditation SelfAssessment Package and Tables. Please post the required documents in digital format
to a secure institution website at least four (4) months prior to the date that you would
like set aside for the Accreditation Site Visit. Once the documents are posted, please
notify the TAC Executive Director and provide the username and password required for
access to the secure institution website by the accreditation Audit Team. Changes
should not be made to any of the documentation after TAC is notified of the posting of
the documentation unless such changes have been discussed with TAC and/or the
Lead Auditor.
For any questions or concerns about the Accreditation Self-Assessment Package
please contact us by phone or e-mail.
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It has been a great pleasure working with you throughout your current accreditation
cycle and we look forward to continuing this as you start the next accreditation cycle for
<program name> TAC National Program Accreditation.

Sincerely,
<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada /
Agrément en Technologie du Canada (TAC)
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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Technology Accreditation Canada / Agrément en Technologie du Canada

TACNAC 009b Accreditation Renewal Six-Month Reminder Letter
Technology Accreditation Canada /
Agrément en Technologie du Canada (TAC)
<address>
<Date>
<name>, <credentials>
<institution>
<address>
<address>
<postal code>
Dear <EI Dean or equivalent>:

This letter is a reminder that the TAC National Program Accreditation for <program
name> expires on <date>. If you have not already started the process for the next
accreditation cycle for this program please read the information provided below.
You should plan to have the Accreditation Site Visit at a time when the accreditation
Audit Team can meet students in their graduating semester. Please notify TAC about
the targeted date for your Accreditation Site Visit as soon as possible.
You will then need to complete the Accreditation Self-Assessment Package included in
this correspondence. In order to complete the Accreditation Self-Assessment Package
you will require the following documents:
 Accreditation Self-Assessment Package
 National Accreditation Components
 Accreditation Process Chart
 Accreditation Glossary of Terms
Please gather all documentation as requested in the accompanying Accreditation SelfAssessment Package and Tables. Please post the required documents in digital format
to a secure institution website at least four (4) months prior to the date that you would
like set aside for the Accreditation Site Visit. Once the documents are posted, please
notify the TAC Executive Director and provide the username and password required for
access to the secure institution website by the accreditation Audit Team. Changes
should not be made to any of the documentation after TAC is notified of the posting of
the documentation unless such changes have been discussed with TAC and/or the
Lead Auditor.
For any questions or concerns about the Accreditation Self-Assessment Package
please contact us by phone or e-mail.
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It has been a great pleasure working with you throughout your current accreditation
cycle and we look forward to continuing this as you start the next accreditation cycle for
<program name> TAC National Program Accreditation.

Sincerely,
<name>, <credentials>
TAC Executive Director,
Technology Accreditation Canada /
Agrément en Technologie du Canada (TAC)
<address>
<address>
<postal code>
Phone: <phone number>
E-mail: <Email address>
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6.7 Joint Program Accreditations
1.

A Joint Program is a program that has both a technician and a technologist
stream, with significant program overlap.

2.

The following document guides the TAC Executive Director, the TAC Accreditation
Coordinator and the Audit Team, in the process for accrediting a Joint Program.
The steps of the accreditation process are in the left hand column. Instructions for
the Joint Program Accreditation are given in the right hand columns.

Audit Step
The Educational Institution
completes and submits an
Accreditation Application Form
for the program.

The program’s Accreditation
Application Form is reviewed by
Technology Accreditation Canada.
The program is approved to
proceed with the national
accreditation process.
The Accreditation SelfAssessment Package is
completed by the Educational
Institution and submitted to
Technology Accreditation Canada.

Technician Program
Technologist Program
 Two separate Accreditation Application Forms
are completed. The forms are submitted to TAC
together, along with a cover letter or e-mail that
indicates this is a Joint Program application.
The Educational Institution also submits a chart
or document outlining areas of overlap in the two
programs, specifically with respect to
administration, policies and courses.
 The two Accreditation Application Forms are
reviewed separately for their individual merit.
Once the two separate reviews are complete,
the two results are communicated jointly to the
Educational Institution.





An Audit Team is selected. A
Preliminary Audit is conducted
by the Audit Team using the




Two separate Accreditation Self-Assessment
Packages are completed by the Educational
Institution, one for each program.
Two separate secure websites for the
submission of the Accreditation Self-Assessment
Packages are established, one for each
program.
Depending on the structure of the Joint Program,
there may be several sections of the SelfAssessment Package that will be the same. If
this is the case, the same information is
submitted in the separate Self-Assessment
Packages. The Educational Institution
communicates to the overall Lead Auditor which
sections of the Self-Assessment Package
contain duplicate information.
One Joint Accreditation Audit Team, of four
Auditors is formed.
The Joint Accreditation Audit Team is divided
into two sub-teams, of two Auditors each. Each
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Accreditation Self-Assessment
Package.







A Site Visit is completed by the
Audit Team.




The Audit Team completes the
Accreditation Audit Report.






The Accreditation Audit Report is
reviewed by Technology
Accreditation Canada. If the
requirements of all National
Accreditation Components are
met, National Program
Accreditation is issued for the
program for five (5) years.





sub-team is assigned a program. One sub-team
of two Auditors audits the technician program
and one sub-team of two Auditors audits the
technologist program.
One member of each sub-team is designated as
the Lead Auditor.
One of the two Lead Auditors is also designated
as the overall leader of the Joint Accreditation
Audit Team whose role is to coordinate the
areas of overlap among the two audits.
Each sub-team conducts a separate Preliminary
Audit. The two Lead Auditors for the two subteams communicate about the duplicate
information in the two Self-Assessment
Packages. They divide the duplicated
information between the two sub-teams to find
efficiencies in the Preliminary Audit process.
Note that the Educational Institution contact for
the accreditation process may or may not be the
same person.
The two audit sub-teams conduct the Site Visit
on the same day.
See the Site Visit Schedule below for the stages
of the Site Visit that can be completed jointly and
where other efficiencies can be found.
The two sub-teams complete the Final
Accreditation Audit Reports separately.
The Lead Auditors from the two sub-teams
communicate as they complete the Final
Accreditation Audit Reports to ensure consistent
evaluations and messaging.
The two sub-teams share their Final
Accreditation Audit Reports with each other to
finalize consistent evaluations and messaging.
The two Final Accreditation Audit Reports are
reviewed together by the TAC Executive Director
and the GAC with an additional focus on
consistent evaluations and messaging.
The TAC National Program Accreditation is
issued separately for each program.
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Site Visit Schedule for a Joint Program Accreditation
Time
8:00 –
8:30 am
8:30 –
9:00 am

Activity
Breakfast with Alumni, Employers,
Advisors
Program Advisor/Employer Interviews

9:00 –
9:30 am
9:30 10:15 am

Alumni Interviews

10:15 –
10:45 am
10:45 –
12:00 am
12:00 –
1:00 pm
1:00 –
2:00 pm

2:00 –
3:30 pm
3:30 –
4:00 pm

Program Information Session
3. Program Coordinator provides historical
overview of the program.
4. Presenter for each Program Discipline
Learning Outcome explains how specific
courses contribute and the relationship to
careers for graduates.
Student Interviews
Tour of Facilities (including review of
Health and Safety Procedures and
Standards).
Lunch with Program and EI
Administrators
Course Materials and Student Work
Review
2. Team reviews course materials,
textbooks, and any student work not
viewed prior to the Site Visit.
Faculty (Program Discipline Learning
Outcome) Interviews
Program Administrator Interviews
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Joint or Separate?
This step should be
completely jointly.
This step can be done
jointly or separately. If
possible, this step should
be completed in one large
room, with two separate
discussions going on at the
same time, one for each
program. Advisors and
employers can then
circulate between the two
discussions.
This step should be
completed separately.
The historical overview of
the program can be
completed jointly. The two
programs are then
described separately.

This step should be
completed separately.
This step should be
completed jointly.
This step should be
completed jointly.
This step should be
completed separately.

This step should be
completed separately.
This step should be
completed separately.
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4:00 –
4:30pm

4:30 –
5:00 pm

Audit Team Deliberation
2. Audit Team prepares a summary of the
audit thus far including Unique Program
Features and Best Practices.

This step should be
completed separately
however the two teams
should be close proximity
in order to communicate
on any areas of overlap
between the two programs.
Exit Meeting with Program and EI
This step should be
Administrators
completely jointly,
8. Lead Auditor provides verbal feedback
however, the meeting time
on the audit thus far, including Unique
will need to be extended
Program Features and Best Practices.
beyond 30 minutes. The
Lead Auditor discloses Not Compliant
Lead Auditors comment
items that could be resolved prior to Final
jointly on the areas of
Audit Report.
overlap and separately on
9. Timelines are given for the Audit Report
the areas that are unique
to be received by the EI for comment.
to each program.

Important Note: The Audit Team should be guided to find efficiencies in the Joint
Program Accreditation where possible, however, the team should also be cautioned that
the integrity of the individual accreditations should not be compromised for the sake of
those efficiencies. The Audit Team should be directed to consult with the TAC
Executive Director if there are any concerns or questions about the Joint Program
Accreditation Process.
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