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Process for Managing the Withdrawal of a 

Qualification  

 
Introduction 
This document outlines how centres and Open College Network West Midlands will 
manage withdrawal of a qualification from a centre. 
 
A qualification may be withdrawn from a centre if: 

• The centres no longer wish to offer that qualifications. 

• Open College Network West Midlands remove a Centre’s approval to offer 
a qualification in accordance with our sanctions policy,  

• Open College Network West Midlands remove the qualification from its 
offer 

 
It details how Open College Network West Midlands will manage the withdrawal in order 
to protect the interests of any learners currently registered on the qualification(s) –  
 
Whilst Open College Network West Midlands has a regulatory responsibility to protect 
the interests of learners, the learners are recruited and registered by the Centre, not 
Open College Network West Midlands, and therefore any fees learners may have paid 
upon enrolment were paid to the Centre and not to Open College Network West 
Midlands. As such we are not liable for refunding any fees. 
 
Centre’s responsibility 
It is important that Centre staff involved in the management, assessment and quality 
assurance of our qualifications and learners are aware of the contents of this policy.  
 
In addition, it is a requirement of Centre recognition that Centres have in a contingency 
plan, which should outline how the Centre will respond should a qualification it delivers 
becomes unavailable or if the Centre decides to withdraw a qualification from its’ offer. 
 
Withdrawal notice and process 
Should a Centre wish to no longer offer one of our qualifications, it should provide Open 
College Network West Midlands with a minimum of 60 working days’ notice by 
completing and submitting a “Qualification Withdrawal Form” detailing the reason for the 
withdrawal, details of any learners that may be affected and steps taken to mitigate any 
adverse effect on these learners (see appendix 1). 
 
If Open College Network West Midlands decide to impose sanctions on a Centre and 
withdraw its approval to offer a qualification we will do so in accordance with our 
Sanctions Policy and will communicate this decision to the centre in accordance with 
the arrangements outlined in the Sanctions Policy. 
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Where a Centre has ceased to operate and has no opportunity to 
provide with due notice we will determine an appropriate action on a case by case 
basis. 
 
What we will do next? 
Upon receipt of the notification the Head of Access and Quality will be responsible for 
taking the request forward and for ensuring that we take all reasonable steps to protect 
the interests of any learners currently registered on the qualification(s).  The Head of 
Access and Quality will store securely a copy of the ‘Qualification Withdrawal Form’. 
He/she will then complete, in liaison with appropriate colleagues, the ‘Response to 
Centre Withdrawal of a Qualification’ form and store this appropriately. 
 
Where a Sanction is put in place, which results in a Centre having approval to deliver a 
qualification removed, Open College Network West Midlands will work to develop an 
action plan with the Centre for the remaining learners.  In exceptional circumstances, it 
may be that learners are transferred to another Centre to enable them to complete the 
qualification(s) they are registered on. 
 
If it is not possible for the learners to complete the qualification at the Centre they have 
been registered with, no alternative Centres are available or suitable for any learners 
affected by the withdrawal, and/or the learners do not wish to carry on with the 
qualification(s), Open College Network West Midlands will seek to ensure the learners 
are certificated for any units they have completed to date in accordance with the 
requirements of the associated qualification specification(s). 
 
Open College Network West Midlands will update the Centre’s record upon activation of 
the withdrawal to reflect the fact the Centre is no longer approved to offer the 
qualification(s) 
 
At all times the Head of Access and Quality will seek to ensure that all parties affected 
by the withdrawal are kept appropriately informed throughout. 
 
What if learners are unhappy with the situation? 
If any learners are unhappy with the situation or with how Open College Network West 
Midlands may have dealt with the withdrawal they should contact the Head of Access 
and Quality.   
 
If the learner is not satisfied with the response he/she can then take the matter through 
our Complaints arrangements which are outlined in our Complaints Policy. 
 
Committee Oversight of Withdrawal of Approval 
In line with AVA Licensing Criterion 56, Access and Compliance Committee is 
responsible for the oversight of all sanctions applied to Centres including Diploma or 
Provider approval withdrawal.  Access and Compliance Committee will monitor the 
application of sanctions including provider or qualification withdrawal (for Access and 
non-Access provision).  Any  such sanctions applied will be reported to the Committee, 
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who will have responsibility for ensuring correct procedure has 
been followed and have the opportunity to scrutinise the process and/or outcomes. 
 
 
Review arrangements 
We will review the process and its associated procedures biennially as part of our self-
evaluation arrangements and revise it as and when necessary in response to customer, 
or regulatory feedback and any trends that may emerge in the types of queries we may 
have received. 
 
If you would like to feedback any views please contact us via the details provided at 
below. 
 
Contact Us 
If you have any queries about any aspect of this process, please contact the Head of 
Access and Quality 01902 624230 or email wolverhampton@opencollnet.org.uk 
 
Related Policies: 

• Sanctions Policy 
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Qualification Withdrawal Form 
 

Centres wishing to withdraw from offering an Open College Network West Midlands 

qualification must complete a copy of this form and submit it to Open College Network 

West Midlands 60 working days prior to the intended date of withdrawal. 

 

Title of qualification to be withdrawn 
 
 

 

Proposed withdrawal date 
 
 

 

Rationale for the withdrawal 
 
 

 
Number of learners your Centre has currently registered on this qualification and who would 
be affected by the withdrawal (for example, they will not have completed the qualification by 
the withdrawal date). 
 
 
 
What actions is the centre taking to ensure these learners will be able to complete their 
qualification? 
 
 
 

 

Names of learners affected 
  
  
  
  

Please add more rows as required 

 

Name  

Date  

 


