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Continuing and Professional Education (CPE) Services 

Explore the comprehensive CPE services designed to support Faculty in the development, 
delivery, and administration of high-quality non-credit courses and programs.  

Consultation / Curriculum Design & Development Support 

• Guidance with new non-credit program development process and policies 

• Learning design consultation and recommendations 

• Recommendations for development of non-credit course components and assessments 

• Template set-up, test shell provisioning and testing in the Learning Management System 
(Canvas)  

• Accessibility and user experience recommendations 

• Instructor onboarding to software platforms and processes 

• Support with external grant processes for non-credit program development 

Market Research & Strategic Intelligence 

• Early-stage program ideation assessment 

• Environmental scans and comparative benchmarking 

• Pricing strategy and demand validation 

• Market sizing and audience segmentation 

• Labor market data analysis (job postings, skill gaps) 

• Forecasting of emerging economic and skill trends 

Program and Course Administration and Logistics 

• Support with course/program budgeting and fee-approval process 

• Financial account set up and reconciliation in Workday in partnership with Finance 
officers and administrators 

• Support with HR processes specific to non-credit programming in consultation with 
Faculty administrators as required 

• Course and program scheduling in the Lifelong Learning Information System (LLIS) 

• Registration and payment management  



   

 

   

 

• Provisioning of additional fee-based course requirements (e.g., library access, textbooks, 
specific software license, etc.) as needed 

• Support course evaluations and post-program surveys 

• Coordination of post-program debrief and course and process revisions 

• Responsible for non-credit records management 

Marketing & Communications 

• Marketing plans tailored to program objectives 

• Development and maintenance of program and course web pages on the UBC Okanagan 
CPE website 

• Coordination of multi-channel campaigns across digital, social, and partner networks as 
requested 

• Targeted audience profiles to identify and reach ideal program candidates 

• Development of program-specific marketing collateral and digital assets 

• Market intelligence to inform program development 
 

*Note: Paid advertising and media placement costs are not included in these services and 
remain the responsibility of the proponent faculty or sponsoring unit as a project cost.   

Learner Management   

• Coordinate on the provision of T4A and T2202 tax form issuing for non-credit learners  

• Digital badging and credential creation and management 

• Specialized enrolment management 

• Enhanced pricing models (bundles, discount codes, etc.) 

• Non-credit learner record management 
 

Learner Support (Non-academic Advising) 

• Coordination of StrongerBC Future Skills Grant administration 

• Learner communication related to program and course information (e.g., registration 
support, withdrawals, transfers, audits) 

• Administration of cancellations/changes and student notifications as required 

• Management of deferrals and exceptional circumstances 

• Verification of student program completion through credential and digital badge issuing 

• Credential and badge technical support 

 

 



   

 

   

 

Contact Continuing and Professional Education (CPE) to discuss your project idea: 
cpe.ubco@ubc.ca 
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