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Outline Procedures for the Withdrawal of Courses During the Admissions Cycle
The purpose of this paper is to clarify and strengthen existing procedures for the withdrawal or suspension of courses during the admissions cycle.  The detailed procedure on which this paper is based has been in place since October 2000 and is owned jointly by Finance and Student Recruitment & Marketing (SRM).  It should be noted that the Student Learning & Experience Committee (SLEC) had approved a paper on the related topic of changing the title of awards in mid-cycle (see Chapter B - Annex 11 Guidance on the Impact of Title Changes Mid-Cycle – UCAS Regulations).
Scope and Purpose of the Procedure

This procedure applies in cases where, during the recruitment and admissions cycle, a School has decided that a course does not have enough potential students to make its delivery viable.  In these situations, the School may decide to withdraw the course.

“Withdraw” in this context means the same as “suspend” where recruitment to the course in respect of a specific academic year ceases, and academic delivery of the course in a specific academic year is cancelled.  This is not the same as (although it may be a precursor to) closure (deletion) of the award.  Deletion involves the termination of the award and a recommendation made to SLEC via an operational level review.

If not managed properly, the withdrawal of a course in mid-cycle can have a negative impact on applicants, students, Partners and University reputation.  There may be a wide range of issues to consider before the course is withdrawn and some of these may have relevance beyond the School.  For this reason, the core element of this procedure is that the decision to withdraw a course in mid-cycle must be formally sanctioned by a member of University Executive Team (UET) and clearly communicated to the relevant Academic School, Finance and SRM.  The procedure applies to any course of study except TNE, HDA and SHLS contract courses.
Timing and Monitoring

Decisions to withdraw/suspend courses should be completed a cycle beforehand or as early as possible.  The latest date decisions to withdraw/suspend courses can be made is 31 May.  For UCAS applications there is a clear applications timetable, with the applications deadline in mid-January and an offer-making deadline in March.  Applications should therefore be monitored after this applications deadline and decisions and any requests to withdraw/suspend courses after the 31 May will not be made. The only exceptions will be TNE, HDA or SHLS contract courses (not covered by this annex).
Approval

The School must send a recommendation to withdraw the course (via the appropriate suspension form) to the Deputy Directors of Finance and SRM in the first instance.  There will then be a recommendation to the Chief Operating Officer (COO) or, in their absence, another member of the UET.  The recommendation should provide relevant information such as the number of applicants, the number of firm acceptances of a place (particularly unconditional firms), number overseas applicants who have received CAS and the availability of similar courses which are still running.

The COO (or alternative member of the UET) will then decide whether to approve the withdrawal or not.  This decision should be communicated to the Pro Vice-Chancellor (Learning & Teaching), Deputy Directors of Finance and SRM, the relevant School and the Student Learning & Academic Registry (Quality Assurance and Validation), within 5 working days (in most cases).  The decision will be noted at the next SLEC for information. 
Subsequent Actions

The School must inform Finance (Records & Systems), SRM (International Admissions & Compliance and UK Admissions) and DID (International Recruitment) which alternative courses applicants should be given an alternative offer for and that no further applications are to be received.  Admissions teams within SRM are responsible for contacting all applicants by whatever method is most relevant (e.g., in writing by email or via the relevant Regional Overseas Office).  In cases where a student has firmly accepted a place, all appropriate efforts will be made to place the student on a similar course and/or counsel the applicant regarding alternative courses.  In the case of UCAS courses, SRM (Recruitment & Admissions) will update the UCAS website with the suspension (removal from current entry year) or withdrawal (permanent removal) in order that no more applications can be made to it.  In the case of non-UCAS courses, restrictions will be placed in the SITS system and e-Vision (by Finance Systems) to ensure that no further applications are processed.  SRM will remove or update, as applicable, University website course information.

Anyone requiring further detail or clarification on the above should contact Finance (Deputy Director of Finance; Business Planning Services) or SRM (Deputy Director).
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