
PROGRAMME SUSPENSION / WITHDRAWAL / CLOSURE FORM
This form should be completed as soon as you make the request to 
· suspend recruitment to a programme for a fixed period (programme suspension);

· cease recruitment permanently where there are existing students on the programme (programme withdrawal); and/or 
· close a programme that does not have any existing students (programme closure).  

The form should also be submitted for requests to suspend/withdraw/close part of a programme e.g. full-time/part-time mode, single honours/combined honours or to suspend/withdraw/close the programme at an individual collaborative partner or at an individual University campus location where the programme is delivered at multiple sites.

Schools/Centres should complete the template and return it to their Faculty Director of Quality.

	Programme Award and Title:
	

	Programme Code:
	

	Faculty:
	

	School:
	


Please indicate with a tick/cross the course of action you are seeking approval for:

	Programme Suspension:

Please indicate the proposed period of suspension (note: a programme can be suspended up to a maximum of 2 years only)
	

	Programme Withdrawal:
	

	Programme Closure:
	

	
	


1)  RATIONALE

	A) What is the rationale for the request to suspend/withdraw/close this programme?
E.g. changes in patterns of demand from prospective students, changes in staffing, a strategic realignment of the portfolio, major organisational change.

	

	B) How will the suspension/withdrawal/closure of the programme impact on the school/centre and institutional academic portfolio? 

C) How does the programme's suspension/withdrawal/closure fit with the school/centre’s ongoing strategic aims and plans?
D) In the case of programme withdrawal/closure are there plans for a replacement programme?  If so, provide details.

	

	E) Are there any resource implications of the programme's suspension/withdrawal/closure?  E.g. are there any staffing implications or specialist resources in place that will no longer be required?

	

	F) Does the proposed programme suspension/withdrawal/closure have any implications for other programmes or modules e.g. combined honours? If so, provide details.

G) Has this been discussed with the school/centre concerned and Admissions?

H) What action is proposed as a result of these discussions?

	


2) PROGRAMME COMPLETION DATE (to be completed for programme withdrawals only)
	A) What is the expected date of completion of the final cohort?
Please include details for full-time/part-time/distance learning and single/combined honours students, where relevant.

	

	B) Are there any students who have interrupted and who will complete at a later date?  If so give the expected completion date.

	


3) APPLICANTS TO THE PROGRAMME

	A) Are there currently applicants to whom offers have been made? 

	

	B) If yes, please state what arrangements will be made for these applicants.

	


4) CONTINUING STUDENTS (to be completed for programme suspensions/withdrawals only)
	A) Are there currently any students registered on the programme? If so, please detail the numbers and their current stage within the programme (full-time and part-time).

	

	B) Please state any implications of the proposed suspension/withdrawal for currently registered students. 
C) What arrangements will be made to protect the quality and standards of the provision and the quality of the student experience?

	

	D) Please confirm, with details, that the suspension/withdrawal of the programme and its implications have been discussed with current students.

· Please attach documentary evidence of these discussions e.g. notes of staff/student meetings/committees where the proposal was discussed, correspondence with students.

	


5) EXTERNAL EXAMINER COMMENTS AND ARRANGEMENTS (to be completed for programme suspensions/withdrawals only)
	A) The External Examiner(s) should be consulted about arrangements for the proposed programme suspension/withdrawal. They should be asked to confirm that the arrangements made for continuing students are appropriate. Please attach their comments. 

	

	B) An External Examiner must remain in place until the programme closes and all students have completed.  Please provide details of External Examiner arrangements for the teach-out period.

	


6) PARTNERS

	A) Is the programme delivered at/by collaborative partner institutions and/or is there a Progression Agreement in place relating to this programme?  If so, please give details of the partner institutions and how the programme suspension/withdrawal/closure will affect students at partner institutions.  

	

	B) Please indicate whether the programme withdrawal/closure results in the termination of a collaborative partnership and if so when the termination notice was sent to the partner or received from the partner.  Please indicate the date termination takes effect (i.e. the end of the notice period).

	

	C) Will there be any changes in responsibilities of the two parties for the teach-out period in respect to teaching and assessment?  If alternative arrangements are proposed, please provide details.

	


7) OTHER STAKEHOLDERS -  PSRB / ACCREDITING BODIES

	A) Is the programme accredited, approved or recognised by a Professional, Statutory or Regulatory body or other organisation? Are there any other key external stakeholders? If so, please give details, setting out the discussions have taken place with the relevant body. 

	


8) AUTHORISATION FOR THE PROPOSAL TO GO FORWARD
	A) Signature of Head of School/Centre [e-signature acceptable]
Signatures from all participating schools/centres required for joint programmes – please add additional boxes if necessary

	Head of (lead) School/Centre signature:
	
	Date:
	

	Head of School/Centre signature:
	
	Date:
	


Once authorised by the relevant Head(s) of School, the form will require the approval of the Faculty Programme Planning Executive (or alternative Faculty body performing this function)
9) FACULTY APPROVAL
Recommendation for approval from the Faculty Programme Planning Executive (or alternative Faculty body performing this function) to forward this proposal to the Academic Strategy Committee for institutional approval.

	Faculty Programme Planning Executive (FPPE)

	Date considered by the FPPE:


	

	Comments (Please provide a brief summary of the discussions held at the committee regarding the proposal and in particular any risks identified and proposed mitigating action):   



	Signature of Chair (signing to confirm that due consideration has been given by the FPPE to the portfolio implications of the proposal with any risks identified outlined above) 

	Chair’s signature:

	
	Date:
	


Once approved at Faculty level the form should then be submitted to the Academic Strategy Committee for institutional approval.  Suspensions/Withdrawals/Closures involving collaborative partners will be reported to the Collaborative Provision Sub-Committee for information once approved by the Academic Strategy Committee.

For completion by the Secretary to the Academic Strategy Committee (ASC):
	Date considered by ASC:
	

	Decision of ASC:
	Approve / Reject


The Secretary to the Academic Strategy Committee will inform the following individuals and departments once the programme suspension/withdrawal/closure has been approved:
Director of Academic Administration, Assistant Director of Academic Administration (Student Administration), Assistant Registrar (Data Management), Director of Admissions, Director of General Modular Scheme, Assistant Director of Quality and Standards, Quality Administrator (External Examiners), Director of Library and Learning Resource, Relevant Faculty Liaison Librarian, Manager of i-Zone and Student Information, Relevant Dean of Faculty, Relevant Faculty Director of Quality, Relevant Head of School,   

Planning Office (via planningoffice@canterbury.ac.uk), International Partnerships and Development (via international@canterbury.ac.uk), UK Partnerships (via ukpartnerships@canterbury.ac.uk), IT (via it-service@canterbury.ac.uk) 
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