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PROCEDURE FOR THE SUSPENSION OR WITHDRAWAL

OF EXISTING HIGHER EDUCATION COURSES
1. Introduction

1.1 As part of its portfolio planning, monitoring and review processes, Waltham Forest College recognises the importance of reviewing the viability of course provision on a regular basis. 

The ongoing viability may be influenced by a range of factors, which include:

· The alignment of the course with current and future strategic priorities 

· The quality and academic standard of the provision

· Assessment of current and future market demand
· Current, or known future changes in the relevant subject area

· Analysis of the resource and investment requirements (which will include all staffing availability)

· The need for external stakeholder engagement

· External factors such as, changes in Professional, Statutory or Regulatory Body requirements.

1.2 As a result, there may be occasions when it is necessary for the College or its partner (Pearsons) to temporarily suspend recruitment to a course or to be required to withdraw any course completely. 
This procedure outlines the methodology and processes by which decisions to temporarily suspend recruitment to courses or to permanently withdraw courses are approved within Waltham Forest College and in conjunction with its partner. This procedure draws on the expectations of the QAA UK Quality Code for Higher Education (as defined in Chapter B8 – programme monitoring and review) and on relevant consumer protection legislation.

1.3 The QAA UK Quality Code for Higher Education stipulates that institutions delivering HE Programmes should have… “an agreed and planned procedure for managing the closure of a programme, which includes protecting the academic interests of all students already studying on the programme (including those who have taken an agreed break from their studies) and those who have applied to study on it” (Chapter B8, Indicator 3).  Waltham Forest College notes, through this procedure, that a key aspect is ensuring that both all applicants and students have adequate notice of intended suspension or withdrawal of a programme/course and that they are consulted on the implications of such a decision and provided with adequate support in terms of considering their options, and importantly  current students are provided with the opportunity to successfully complete their course.
2. Suspension of an existing course

2.1
In the case where an existing course is to remain in validation but will not to be open to new recruitment for a specified period of time, the Higher Education Department of the College will seek approval for course suspension from the College Quality Committee.  The process will be to use the Course Recruitment Suspension Form which will be available on the College Intranet, Home Page under Department and Dashboard within the course approval, modification and review section on the College website.
2,2
This document should be submitted to the Examinations Department and then to the College Executive Team in a timely manner before the Quality Committee meeting at which the proposal is to be considered. If the planned meetings schedule of the Quality Committee does not permit a timely approval of the proposed suspension of recruitment (for example over the summer period), then it would be necessary for the suspension of recruitment to be approved through the Executive Team, Principal’s action on the advice of the Higher Education Management Group.

2.3
The maximum period for which recruitment can be suspended is two academic years. There will not be further suspensions to recruitment after this period and the course must either be opened to new recruitment or formally withdrawn (Section 3 below).

2.4
It is important when considering whether to apply for the suspension of recruitment to a programme/course, that the higher education department and academic learning areas should liaise with all relevant stakeholders.  These would include the Principal, Assistant Principal for the Programme, Learning Managers, members of the programme/course team, the Admissions Team, Student Services and Finance department. 

Additionally, the impact of any potential decision on existing full-time and especially part-time students, who may be affected by the lack of infill from alternative programmes and subsequent cohorts, together with any collaborative partners, and/or modules shared and available on other courses, should be taken into consideration. As part of the review and decision making process there is the consideration of implications in terms of staffing, and any effect of staff changes on, and to, the student experience for subsequent levels and cohorts of the programme/course.

2.5 
The College would seek to have requests for suspension of recruitment for any Higher Education Programme to be put forward, and submitted to the Quality Committee for approval, at least six months before the commencement of the academic year in which suspension is to take effect.  However, the College accepts that this decision could arise from unforeseen, and/or external factors at any point in the academic year, and in that case the matter should be raised immediately it is relevant. 

This time period ensures that applicants and other relevant stakeholders are provided with sufficient notice regarding the planned suspension. As outlined above there is the recognition that there may be circumstances in which a late/later decision is made to suspend recruitment and this may be because the programme/course has not recruited a viable cohort and will therefore not provide a sound student experience. In such cases, the approval of the Quality Committee should be sought as soon as possible, and in any case, not less than four weeks before the start of the academic year.

2.6
The Quality Committee operates and acts under delegated authority of the College Executive Committee in approving course suspension, with decisions reported to the Executive for information. Once course suspension is approved, the College website and Programme/Course listing and other publications within the public and academic domains will be amended as appropriate so that new applicants cannot apply for the course during its period of suspension.

2.7
The College recognises its responsibilities towards any applicants who have been made offers for admission to a programme/course that is subsequently suspended. The College Admissions Policy sets out the procedures for ensuring that applicants are provided with sufficient advice and guidance to allow them to transfer to another course at the College or at another provider. The Higher Education Department should recognise that where applicants are made an offer to study on a course, the College has entered into a contract to provide that course if the applicant accepts the offer and meets any conditions for entry. Decisions on course suspensions must therefore be made in a timely manner to ensure that the number of applicants affected is kept to a minimum. In such a situation the Higher Education Department should liaise with all relevant and appropriate external agencies at the earliest opportunity to advise of the plans for course suspension, and the Quality Committee should communicate the decision to all concerned organisations, agencies and individuals as soon as possible

3. Withdrawal of an existing course at the College

3.1
The decision to apply for permanent withdrawal of a course is normally agreed after discussion between relevant senior staff within the College, including the Principal, the Executive Team, Assistant Principal for Higher Education and Assistant Principal for Quality and including Admissions and Finance Teams. Where relevant, the impact on collaborative partners, feeder courses and/or modules used on other courses should be taken into consideration. Implications in terms of staffing, and any knock-on effect for other courses, should also be considered.

3.2
The Higher Education Department within the College should seek approval for course withdrawal from the Quality Committee, use the Course Discontinuation Form which is available on the course approval, modification and review pages on the College website. This should be submitted to the Higher Education Committee at least ten working days before the Quality Committee meeting at which the proposal is to be considered.

3.3
The Course Discontinuation Form should also be used when a programme/course within the Higher Education Department does not wish to continue an existing course that is reaching the end of its period of validation, which will cease the re-approval process.  Similarly, where an existing course is to be replaced by a new course within the same subject area through course (re)approval/re-validation procedures then this form should provide evidence and indication of intent to discontinue. Validation of courses should not be left to expire at the end of their period of validation without this formal withdrawal of the course

3.4
Requests for course withdrawal can be put forward at any point in the academic year, but would normally be expected to be submitted to the Quality Committee for approval at least six months before the intended withdrawal date (in order to indicate the situation prior to new recruitment and planned promotion for such programme/course).

3.5
Within the details provided in the Course Discontinuation Form, the course team will be expected to provide an exit strategy which must outline a clear plan for students to be able to complete their course without compromising academic standards and the quality of their learning experience. It will be expected that students enrolled on the course will follow it to completion, unless transfer to a replacement course is deemed beneficial to their interests and is agreeable to the students concerned. In exceptional circumstances (for example where students may be returning from an extended period of intercalation), students could be asked, and expected, to transfer to a comparable course.

3.6
The exit strategy for the programme/course team should be informed by full an early consultation and full discussion with all affected students. The proposed programme/course withdrawal should be discussed with student representatives for the course and other relevant stakeholders through the Course Committee. In addition, all current students potentially affected by the withdrawal of the course should be consulted by the Learning Manager for Higher Education on behalf of the Assistant Principal, through meetings and email. This should be supplemented by a notification of the proposed withdrawal of the course on the VLE area. Students should be provided with a minimum of 30 working days in which to raise any comments, views and concerns, either directly to any of the Unit tutors, through the VLE, Course Leader, Learning Manager or through their course representative (the College should encourage and support students in allowing sufficient time for their course representative to pass any comments on to the above staff by the deadline).

3.7
Students should be provided with an opportunity to meet with relevant members of staff within the Department or College to discuss, views and concerns. If any issues cannot be resolved, then it may be necessary to involve the Students’ Union in order to support seeking an outcome and allowing for an open forum of continued discussion and reach an agreement on the proposed way forward. Course Discontinuation Forms should clearly detail any concerns expressed by students and how these were resolved. Course teams should note that these records of all meetings relating to the closure (including feedback submitted by students and any associated notes of meetings with students) may have to be provided to external agencies if a student makes a formal complaint about their experience at Waltham Forest College, and therefore the documentation should be retained for a period of ten years.

3.8
The Quality Committee acts under delegated authority of the Executive Committee in approving course withdrawal, with decisions reported to the Executive Team meetings for information. Once the course withdrawal is approved, steps will be taken to remove the course from the College Higher Education listing, advertising and promotion, and the College website so that new students cannot apply for the course. Should there be any existing applicants, these will be contacted as appropriate in accordance with the procedures outlined in the Admissions Policy. The College recognises its responsibilities towards any applicants who have been made offers for admission to a course that is subsequently withdrawn. All such applicants must be provided with sufficient advice and guidance to allow them to transfer to another course at the College or another provider. The Higher Education Department or College should liaise with all external agencies, institutions, providers and organisations at the earliest opportunity to coordinate this process.
3.9

During the period of withdrawal, it is essential that academic standards are safeguarded and that the quality of the student learning experience maintained. The course team should comply with all requirements for ongoing quality monitoring until all students have completed the course, in accordance with Risk-Based Monitoring and Enhancement (RiME) processes. An external examiner should remain appointed to the course throughout the teach-out period.
3.10
A withdrawn course may only be revived by the approval of a new course proposal, in accordance with the Procedure for the validation of new courses
