
Private Vocational School New Program Application

saskatchewan.ca 

If you are proposing more than one new program, a separate 
New Program Application will need to be completed. Ministry Use Only

Date application received: ______________________

Application status:____________________________

Date follow-up sent to applicant: ________________

Date all required information received: ____________

Date application completed:_____________________

NOC Code: ___________________________________

Date of Application:______________________________________

School Name: ___________________________________________

Program Name: _________________________________________

Proposed Credential: _____________________________________

Use the Private Vocational Schools Administration and Policy Manual (PVS Manual) to help you complete this 
application.

Program Application Requirements Ministry Use Only

Program Delivery
Please select the program delivery method(s):

     Onsite (face-to-face)           Online

     Blended (combination of online and onsite delivery)

Program Length 
Fill in a, b and/or c, depending on the program delivery  methods being proposed
a) Onsite Program Delivery

Provide details about the program length (hours per day, days per week, total weeks 
(including holidays) and total hours):

Provide the breakdown of onsite instruction hours and the mandatory practicum hours 
(if applicable).

https://publications.saskatchewan.ca/#/products/72677
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b) Blended Program Delivery (combination of onsite and online instruction hours)

Provide details about the program length (hours per day, days per week, total weeks 
(including holidays) and total hours:

Provide the breakdown of onsite instruction hours, online instruction hours and the 
mandatory practicum hours (if applicable):

c) Online Program Delivery

Please provide details about the program length (hours per day, days per week, total 
weeks (including holidays) and total hours:

Please provide the breakdown of online instruction hours and the mandatory practicum 
hours (if applicable):

Note: the nature of the program and quality of the program and student experience 
will be considered when assessing the appropriateness of the program delivery 
methods.
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Program Fees

Tuition - Domestic Students:               ______________

Tuition - International Students:        ______________
Only if designated for international students

Registration (non-refundable):           ______________

Learning Resources (include taxes):  ______________
Textbooks, materials, kit, equipment, etc. 

Other: ___________________________     
Lockers, field trips, memberships in professional 
organizations related to training, etc.

Total Program Fees: ____________

Contract Extension Fees: ____________
If applicable

Please Specify: 

Please Specify: 

Admission Requirement

What credential(s) or other skills must the student possess to qualify for entrance 
into the program? Admission requirements must be appropriate for the occupation 
and enable students to meet the learning objectives of the program. Furthermore, 
if there are admission requirements set by a regulatory or accrediting body, please 
specify them here.

Is there a pre-admission assessment of the student (e.g. exam, interview, etc.)?

 Yes   No

If yes, please explain:

If yes, please attach pre-admission assessment questions.               Attached 
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Curriculum

List the curriculum/courses in the program (include number of hours for each 
course). Attach a course outline for each course in the program. At minimum, each 
course outline should include learning outcomes, student evaluation criteria, and 
schedule of activities. The curriculum/courses must be the same for programs with 
more than one delivery method.

 
  Curriculum overview (all course outlines and syllabi) is attached.

  Course outlines are attached for each course in the program. 

Learning Outcomes

Detail the learning outcomes for the program (i.e. competencies necessary for 
employment in the vocation):

For student’s whose first language is not English, detail the English language 
proficiency requirements a student must possess to enter the program (speaking, 
reading, listening, writing). Detail the third party services/assessments supported by 
the school.
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Work Placement / Practicum Requirements

Is a work placement or practicum required for a student to graduate?

 Yes   No

If yes, please provide all details related to the work placement or practicum:

 

Please explain the qualification requirements for the supervisors overseeing 
the student’s work placement/practicum.  Note: qualifications should align with 
instructor requirements.

Ensure the curriculum includes a course outline for the mandatory work placement/
practicum which includes learning objectives, student evaluation criteria, roles and 
responsibilities of the school, the student and practicum supervisor.

 Course outline has been included and meets specified criteria.  

Instructor Requirements

What are the minimum qualifications required for instructors?

 
What is the student to instructor ratio for this program?

 
Have the instructors been trained in how to effectively teach adult learners?

 Yes   No
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Student Attendance

Explain how student attendance is tracked:

Attach a sample of the school’s student attendance tracking sheet:       Attached

Student Evaluation

Provide a breakdown of percentage weighting of any tests, projects, presentations, 
peer-evaluation and other assignments that make up the student’s final mark:

Indicate the passing mark for any midterms, finals and comprehensive tests:

 
Provide examples of how students are assessed in meeting learning outcomes:

Attach a sample student transcript and credential (certificate/diploma) for the 
proposed program:        Attached

Instructor Requirements
What ongoing and upcoming professional development opportunities are available 
to instructors?

 
 
For each new instructor, complete and attach the Application for Registration of 
Instructor or Examiner form for Ministry review and approval.              Attached

https://publications.saskatchewan.ca/api/v1/products/112505/formats/126524/download
https://publications.saskatchewan.ca/api/v1/products/112505/formats/126524/download
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Program / Curriculum Review

Explain how the program will be reviewed in an ongoing manner to ensure the 
course materials are current and the training is relevant in the labour market. 
Indicate whether the school has a policy for conducting regular program reviews:

Student Supports

Explain what services and supports are available to students during their studies 
(e.g., counseling, mental health supports, accommodation for disabilities, workshops 
on study skills, time-management, resume writing, job searches, student loans etc.)

Student Feedback

Explain how students are given the opportunity to provide feedback to the school 
about their school and program experience:

Attach a sample survey/questionnaire:         Attached

Learning Resource

Explain what learning resources (e.g. textbooks/materials/kit/equipment) are used to 
support the delivery of the program. Please include publication dates for textbook:
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Online Delivery of Programs
*Complete this only if program has blended or online delivery methods

Ministry Use Only

Online or Blended Programs: Student Requirements

Prior to enrolment, the school will ensure students have:

the requisite skills and abilities needed to use the equipment, learning platforms  
and hardware/software. Please explain:

the necessary technology required (e.g. computer/laptop, minimum internet 
speed) to participate in the courses/programs delivered online. Please explain:

The school provides students with:

training to use online tools. Please explain:

the name and contact number for a person who will provide technical support 
when needed. Please explain:

virtual program advising and/or tutorial support. Please explain: 

online access to relevant school policies and student handbook. Please explain:

a process for monitoring/tracking student attendance online. Please explain:

information updates on technology and learning platforms when changes are 
planned or implemented. Please explain: 

 

 

 

 

 

 

 

 
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Online Delivery of Programs
*Complete this only if program has blended or online delivery methods

Ministry Use Only

Online or Blended Programs: Location Requirements

Private Vocational School must be physically located in Saskatchewan. 

Students must attend the face-to-face portions of the blended programs in 
person at the school in Saskatchewan.

Online or Blended Programs: Method of Delivery

Online learning may occur:

•	 Synchronously (a learning event in which a group of students are engaging in 
learning at the same time, often with a specific program/course start and end 
date); and/or,

•	 Asynchronously (where students engage in learning at their own pace).

Detail the online learning method(s): 

 

 

Online or Blended Programs: Technology Requirements

The school has a reliable and scalable learning management system (e.g., 
Brightspace, Open Learning, Canvas, Blackboard, etc.) or technology that:

has the infrastructure and connectivity for students and instructors to be 
successful in the courses/programs delivered online. Please explain:

monitors the online activities of students. Please explain:

verifies student identification. Please explain:

 

 

 
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uses standard internet encryption (i.e. https: not http:).

stores any passwords in an encrypted fashion, where passwords are known only 
to the student. 

hosts learning resources/materials with ease of access to students throughout 
the program.

facilitates communication between instructor and students. Please explain:

is capable of administering and grading quizzes, if applicable. Please explain:

ensures students complete each module without skipping them (if applicable).

The school has a recovery plan/policy to address technology failure, including:

how students will be supported and/or compensated if technology is down for 
more than 24 hours. Please explain:

 

 

 

 

 

 

 

technology recovery strategies that will be used to restore hardware, 
applications and data to meet the needs of students and instructors.  
Please explain:

data loss or corruption from hardware failure, human error, hacking or malware 
will be managed. Please explain:

 

 

how data and electronic information will be backed up and restored on an 
ongoing basis. Please explain:

 
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Online or Blended Programs: Instructor Requirements

the school has a dedicated resource (staff, third party vendor) to assist students 
and instructors and to maintain the system. Please explain:

if the school’s learning management system stores student information outside 
of Canada, students are notified of this and the ways in which their personal 
information may be used under the laws of the country involved. 

 

 

Instructors possess the qualifications and experience required to use online 
technologies. Please explain:

The school has a process in place to assess instructor effectiveness in delivering 
programs with online components (e.g. student survey, questionnaire, 
instructor evaluation). Please explain:

Instructors are provided continuous training in the delivery of online courses. 
Please explain:

Orientation and technical support is provided to instructors. Please explain:

 

 

 

 
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Online or Blended Programs: Examination Delivery

The school will provide information to prospective students on how 
examinations for online courses will be delivered, as applicable. Examples 
include:

a) online at a school designated testing centre;

b) online at student’s residence or location of choice utilizing proctoring   
     software;

c) in-person at the school’s physical location, or,

d) a combination of both online and in-person exam approaches

Please explain:

The school provides guidelines to students for registering and participating in 
online examinations. Please explain:

Online or Blended Programs: Evaluation

The school has a process for continually evaluating the effectiveness of a  
course/program delivered online. Please explain:

 

 

 
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Required Documents Check the box if 
complete

Ministry Use Only

Dispute Resolution Policy

Provide your school’s proposed Dispute Resolution Policy (see PVS 
Manual to ensure all necessary elements are included in the policy).

  The school’s Dispute Resolution Policy meets the criteria outlined 
in the PVS Manual. 

  The school has a harassment/violence policy that addresses 
discrimination and harassment, which meets the school’s obligations 
under the Saskatchewan Human Rights Code and The Saskatchewan 
Employment Act. 

Industry Review

Is there a regulatory, accrediting, and/or professional body related to 
vocational training program?       Yes      No

If yes, please explain:

To your knowledge, are there any Act(s)/regulation(s) in the Province 
of Saskatchewan or by the Government of Canada that apply to the 
program?   Yes      No

If yes, please explain:

For each program, three industry reviews are required. Industry 
review must be completed by the following, where applicable: 
professional association, regulatory/accrediting body and/or 
prospective hiring employer. Attach at least three completed Industry 
Review Forms to this application.

Note: Industry reviews from professional/accrediting/regulatory bodies must be from 
the organization’s Executive Director/Program Manager, not a subscribing member of 
the organization. Furthermore, industry reviews will not be accepted from people who 
present a conflict of interest (e.g. employee, business partner, friend, etc.).

  Three industry reviewers have been contacted and have agreed to 
provide the completed industry review form to the ministry.  







https://publications.saskatchewan.ca/#/products/72677
https://publications.saskatchewan.ca/#/products/72677
https://publications.saskatchewan.ca/#/products/112514
https://publications.saskatchewan.ca/#/products/112514
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Required Documents Check the box if 
complete

Ministry Use Only

If your career college is operating or has previously operated  in 
another jurisdiction in Canada, please contact the respective career 
college regulator and ask them to complete the External Jurisdiction 
Assessment Form. The regulator is asked to send the completed and 
signed form directly to pvsinquiry@gov.sk.ca.



Labour Market Relevance

Attach labour market information/evidence to validate demand for 
graduates of the program. Note: Providing job ads alone does not 
qualify as sufficient labour market evidence. See PVS Manual for 
guidelines.

Are other schools/institutions in Saskatchewan offering the same or a 
similar program to the one proposed in this application?

 Yes   No

If yes, please explain:

How will the program proposed in this application differ from those 
currently being delivered?

Is there a need in Saskatchewan’s post-secondary sector and labour 
market for another program?

 Yes   No

If yes, please explain:

https://publications.saskatchewan.ca/#/products/119601
https://publications.saskatchewan.ca/#/products/119601
mailto:pvsinquiry%40gov.sk.ca?subject=
https://publications.saskatchewan.ca/#/products/72677
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Training Completion Plan

Provide a detailed Training Completions Plan in the event the 
program cannot continue. Identify alternative training providers in 
Saskatchewan (or elsewhere) in the event your school is unable to 
complete the delivery of the program. The Training Completion Plan 
Form and Guidelines can be found here.

Student Enrolment Contract

Provide the student enrolment contract you will use to enroll 
students into the program and ensure it meets the requirements 
outlined in the PVS Manual. If the program has more than one 
delivery method, include a copy of the student enrolment contract 
for each delivery method if they are different. 

Advertising

Review the PVS Manual for advertising requirements and attach 
samples of advertisements planned for use upon receiving approval 
from the ministry. 

Application Fee - New Program

The fee for the ministry to assess and register a new program is $400.  
Payment options include:

1) E-Transfer

2) Direct Deposit (contact the Ministry for instructions) 
     E-mail: pvsinquiry@gov.sk.ca

3) Cheque or Money Order to: 
        Ministry of Advanced Education 
        1120 - 2010 12th Avenue 
        Regina, Canada  S4P 0M3

Notes:









https://publications.saskatchewan.ca/#/products/112519
https://publications.saskatchewan.ca/#/products/112519
https://publications.saskatchewan.ca/#/products/112519
https://publications.saskatchewan.ca/#/products/72677
https://publications.saskatchewan.ca/#/products/72677
https://publications.saskatchewan.ca/#/products/112572
mailto:pvsinquiry%40gov.sk.ca?subject=
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Declaration and Consent

I certify that the information in this application, including the attachments, and in all other communications 
relating to the application, is correct. I give the Ministry of Advanced Education permission to contact the 
individuals who have provided Industry Reviews for the proposed program in this application.

I understand that registration fees are not refundable.

I understand that this application will expire three months after the date on which it is submitted to the 
Ministry of Advanced Education (Saskatchewan) if I have not successfully completed the application 
requirements within that period. 

	 School Owner/Operator’s Name:        ____________________________________________________

	 Applicant’s Name and Title:                  ____________________________________________________

	 Applicant’s Signature:	            X ____________________________________________________

	 Date of Application (dd-mm-yyyy):   ____________________________________________________
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