	[image: image1.jpg]Medway

\COUNCIL

Servmg You




	Course Cancellation Procedure
	Doc ID: QA94
Author: H Treays

Approved by: R Raven

Issue Date: 01/08/2012 



MEDWAY COMMUNITY LEARNING 

COURSE CANCELLATION PROCEDURE


With effect from 1 August 2013

1. CRITERIA FOR COURSE CANCELLATION

PCDL

1.1. Where a course fails to reach the agreed minimum number of enrolments to start, the Service will review:

1.1.1.  the expected income and expenditure of the course.  Where income exceeds expenditure the course will be allowed to start.  Where expenditure exceeds income, learners should be given the option of continuing with the course with reduced guided learning hours, but only after the tutor has been made aware of the situation and agreed to the reduction in hours

1.1.2. number of new learners enrolled

1.1.3. the strategic importance of the course – new venue, new curriculum development, target numbers etc – before making a decision whether to allow the course to run

Adult Skills (including First Steps)

1.2. Where a course fails to reach the agreed minimum number of enrolments to start, the Service will review:

1.2.1.  the expected income and expenditure of the course.  Where income exceeds expenditure the course will be allowed to start.  Where expenditure exceeds income, learners should be given the option of continuing with the course with reduced guided learning hours, but only after the tutor has been made aware of the situation and agreed to the reduction in hours

1.2.2. number of new learners enrolled

1.2.3. SFA funding generated by the course

1.2.4. the strategic importance of the course – new venue, new curriculum development, target numbers, SFA funding targets etc – before making a decision whether to allow the course to run

Non funded provision

1.3. Where a course fails to reach the agreed minimum number of enrolments to start, the Service will review:

1.3.1.  the expected income and expenditure of the course.  Where income exceeds expenditure the course will be allowed to start.  Where expenditure exceeds income, learners should be given the option of continuing with the course with reduced guided learning hours, but only after the tutor has been made aware of the situation and agreed to the reduction in hours

1.3.2. number of new learners enrolled

1.3.3. the strategic importance of the course – new venue, new curriculum development, project funded etc – before making a decision whether to allow the course to run

2. The minimum numbers will be set at the programme planning stage and agreed with SMT and will vary according to the educational needs of the learners, venue, new curriculum development or the constraints of the budget.  Fees for courses where the maximum enrolment is restricted due to limited space or access to equipment (eg IT workstations) or identified as small groups at the planning stage will be calculated and published accordingly
3. If a class is 2-3 learners short of the required number to start within two weeks of the due start date a number of steps can be taken prior to cancellation:
3.1. In consultation with the enrolled learners and the tutor the start date can be deferred (a new start date must be set)
3.2. Publicity can be undertaken to secure the additional learners required
3.3. Courses can be amalgamated to avoid the cancellation of both.  Medway Council’s guidelines must be followed to ensure fair selection of a tutor in this circumstance
4. Once a class has been cancelled it can be re-designated as a small group and re-priced on this basis.  Invitations to join the new group can be extended to those learners who were previously interested.  All groups changed to small groups in 12/13 should be considered as small groups for planning purposes and priced accordingly.
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