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Program Advisory Committee Policy and Procedure   

Category: Academic (AC) 

Number: AC-025 

Responsibility: Vice-President Academic 

Approval: Executive Team - 2024 

Amendments:  

1. Purpose  

Ontario College of Business and Technology (hereafter referred to as “OCBT” or “the College”) 

recognizes the importance of stakeholder input in the development of new, and in the revision of 

existing curriculum, to ensure that programs offered by the College remain relevant to the needs 

of employers and community while delivering the knowledge and skills students require to 

successfully participate in the province’s workforce. 

 

To achieve this purpose, OCBT will establish a Program Advisory Committee composed of 

members from business, industry, and the community who have the knowledge, skills, and 

experience to work with and advise the College’s academic staff in developing new and 

enhancing existing curriculum. 

2. Scope 

This policy and procedure apply to all postsecondary diploma and certificate programs and 

degree programs delivered by OCBT that require approval by the Ontario Ministry of Colleges 

and Universities through Ministerial Consent. 

3. Definitions 

 

Program Advisory Committee (PAC): A group of industry/sector professionals who help 

inform the College about current trends and employer needs related to the skills requirements 

for new hires in their sector as they relate to our program curriculum. 

 

OCBT Executive Team: Senior leadership body consisting of the President and CEO, Vice-

President, Academic; Vice-President of Finance and Operations; Vice President of Student 

Experience and Success; Director of Finance; Manager of HR & Faculty Relations; and the 

Chief of Staff to the President and CEO. 
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External Member: An external member to the PAC should reflect representation from public 

and private sectors and include companies, trade and professional associations and 

organizations, and accrediting bodies. 

 

Internal Member: An internal member to the PAC should be a representative of OCTB staff and 

students.  

 

PAC Chair: A Chairperson for each PAC will be selected from the external membership of each 

PAC who will work collaboratively with the Dean (or the Dean’s designate) in the operation of 

the PAC.  

 

Voting Member: An individual who attends a PAC meeting and has the right to vote.   

 

Non-Voting Member: An individual who attends a PAC meeting but does not have voting 

rights. 

4. Policy 

I. There will be a program advisory committee (PAC) for each program or cluster of 

programs to advise the College’s Academic Council, Executive Team and Advisory 

Board regarding OCBT’s programs.  

 

II. The Executive Team, based on the recommendations of the Vice-President, Academic 

shall appoint members of the PAC from a cross-section of persons external to the 

College. Members should have a diversity of experience, expertise, and a direct 

interest in the occupational area addressed by the program. 

5. Procedure 

 

Terms of Reference 

 

I. Program Advisory Committees will provide an ongoing exchange of information 

between industry and the College to update, promote, assess, and advise on the 

development, maintenance, and renewal of programs of instruction.  

 

II. PACs will provide advice on topics including, but not restricted to, program learning 

outcomes, curriculum, facilities, co-op and work experience, placement opportunities, 

effectiveness of graduates and needs of the community and employers, technology 

trends and changes to industry, and program quality assurance. 
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III. The PACs, through its members, will liaise with the community to communicate timely 

information relating to College programs and courses, development of scholarships 

and bursaries, the recruitment of students, and the placement of graduates. 

 

PAC Membership  

 

IV. Each Program Advisory Committee will have a minimal membership of between five 

and a maximum of nine external members. For some committees, the number of 

members may vary based on the size of the sector and the diversity of career 

opportunities.  

 

Recommendations for external members to the PAC should reflect public and private 

sectors and include companies, trade and professional associations and organizations, 

and accrediting bodies. 

 

V. College staff and students may also serve as an internal member of the PAC in the 

capacity as a resource person and shall not have voting rights on the committee. 

 

A minimum of two OCBT employees, the program Dean (or their designate), and a 

program faculty member will attend PAC meetings and function as primary staff 

resource for the PAC. 

 

A maximum of two (2) students may sit on their PAC to bring their perspective of the 

College and their experience with the relevant program.  

 

VI. The Executive Team approves and appoints all PAC external and internal PAC 

members. 

 

VII. Fifty percent (50%) of the part of the PAC that is external to the College shall be 

appointed to a two-year term, and the other 50% of the PAC members that are external 

to the College shall be appointed to a three-year term. Membership on a PAC can be 

renewed for one additional term of either two or three years.  

 

VIII. Internal membership on PACs (i.e. administrative staff, faculty, and students) will be 

reviewed annually by the Vice-President, Academic and may be renewed based on the 

work being undertaken.  
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IX. The first members of the new PAC shall commence their respective terms upon their 

appointment, and their terms shall be set to expire on August 31 of the year when their 

appointment ends.  

 

X. Any vacancy occurring during the term of a member shall be filled based on a 

recommendation brought forward by the Vice-President, Academic and approved by 

the Executive Team. 

 

XI. Each PAC will elect a Chair from the external membership group for a two-year term 

and may stand for re-election once.  

Meetings 

XII. New Program Advisory Committee members will be provided with an orientation led by 

the Dean of the academic program or the Dean’s designate. 

 

XIII. A minimum of three (3) PAC meetings a year will be held and conducted according to 

conventional rules of order. The proposed scheduling for the meetings will take place in 

September, January and June.  

 

a. The purpose of the September meeting is to allow the PAC members to report 

on the state of their sector. The discussion can include observations of new 

trends within the sector, changes to regulations, and any new developments 

within the sector that would ultimately lead to reassessment of skills and 

learning outcomes. It also provides an opportunity for faculty to hear from sector 

representatives about changes taking place within the industry and allows for 

an exchange of information to evaluate the programs and determine whether 

recommendations made and incorporated in new or revised modules. 

 

b. The purpose of the January meeting is to allow for faculty to respond to the 

PAC members with results brought forward for consideration by the PAC 

relating to any academic review of the recommendations resulting from the 

September meeting. 

 

c. The purpose of the June meeting is for the PAC to receive a preliminary report 

on progress of the work of the committee and whether any changes, based on 

the PAC recommendations, will be taking place to the curriculum of a program, 

and providing a timeline for completion of the process.  This is a continuation of 

the business activities of the PAC.  
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XIV. The Dean (or Dean’s designate) will draft meeting agendas for approval by the PAC 

Chair. The PAC Chair will provide leadership to the committee and preside over all 

meetings with the support of the academic Chair. 

 

XV. Minutes of the PAC meetings will be taken by an OCBT employee and will be approved 

by the Dean and PAC Chair. Approved meeting minutes will be distributed by the Dean 

(or Dean’s designate) and PAC Chair to the external and internal members of the 

committee within two weeks of the next scheduled PAC meeting. The minutes of the 

PAC meeting will be sent to the Vice-President, Academic for record-keeping.  

 

XVI. All minutes are considered to be confidential documents except for when these 

documents are needed for academic planning.  

 

XVII. The Dean will provide an annual report for the Vice-President, Academic on the related 

PAC activity and membership, including information about the diversity of the 

membership composition. 

 

XVIII. The Vice-President, Academic will provide an annual report to the Executive Team 

summarizing the PAC activity as part of the business planning reporting cycle.  

 

6. Related Policy and Procedure 

AC-003 Academic Off-Campus Experiential Learning Policy and Procedure 

AC-013 Course Delivery Policy and Procedure 

AC-040 Curriculum Development Policy and Procedure 

AD-009 Anti-Violence, Harassment and Discrimination Policy and Procedure 

AD-011 Employee Conflict of Interest Policy and Procedure 

AD-017 Employee Code of Conduct Policy and Procedure 

AD-026 Privacy Policy and Procedure 

AD-028 Sexual Violence and Harassment Policy and Procedure 

AD-036 Tuition Refund Policy and Procedure 

SA-007 Accommodation for Students with Disabilities 

SA-030 Student Academic Appeal Policy and Procedure 

SA-031 Student Attendance Policy and Procedure 

SA-032 Student Code of Conduct Policy and Procedure 

SA-038 Graduation Policy and Procedure 
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7. References 

Ontario Career Colleges Act, 2005 

 

The development of this policy and procedure was informed by the review of similar 

policies and procedures developed by Ontario Colleges of Applied Arts and Technology 

and Ontario registered career colleges. 

 

https://www.ontario.ca/laws/statute/05p28

