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1. Preamble 

1.1 Purpose 

Canterbury Institute of Management (‘the Institute’ or ‘CIM’) is committed to ensuring that no 

student is disadvantaged when one of the Institute’s programs is discontinued. CIM has developed 

Program Discontinuation and Teach Out Policy  and Procedure (‘the Policy’) for students who might 

be impacted due to program discontinuation to ensure a smooth transition out of a discontinued 

program. 

The Threshold Standards 2015 require that, when a higher education provider discontinues a program 

of study, there should be effective teach-out or relevant plans for all students enrolled in the program 

of study to ensure that these students are not disadvantaged. 

 

2. Scope 

This Policy applies to all programs offered at the Institute. 

 

3. Definitions 

For definitions, refer to Glossary of Terms. 

 

4. Procedure 

When a decision is taken to discontinue a program of study in accordance with the provisions of this 

Policy, the following procedures will be implemented: 

a. The Campus Director & Dean is responsible for a program to be considered for discontinuation. 

The Campus Director & Dean will involve the Executive Management Team (and if required, the 

student representative) at the early stages of that consideration. 

b. The Campus Director & Dean will complete the ‘Program Discontinuation Proposal’ form (Appendix 1). 

After that a decision will be made to pursue possible discontinuation of a program/course. The 

Campus Director & Dean will forward a formal proposal to the Chair of the Academic Board, who, 

after consideration, will refer the proposal to the Chair of the Course & Industry Advisory 

Committee for advice. 

The proposal for the discontinuation of the program will outline: 

i. reason/s (academic, strategic and financial) for the discontinuation; 

ii. whether there is a replacement program proposed; 

iii. the number of students currently enrolled and their level of progression in the 

program; 

iv. an explanation of how students enrolled in the program will be helped to either 

complete the program or transition to another program of study; 

v. any other impact for the Institute; and 

vi. whether all stakeholders have been or will be consulted about the discontinuation. 

c. The Chair of the Academic Board will have the Program Discontinuation Proposal considered by the 

Academic Board members. If the Board members supports the Proposal, it will be passed on to the 

Governing Council for its consideration. If the Governing Council approves the Proposal, the Campus 

Director & Dean will develop a Teach-Out Plan and Individual Student Program Map (the Campus 

Director & Dean will liaise with the Chairs of the Academic Board and Governing Council on all 

issues to be considered in the development of a Teach-Out Plan (refer Appendix 2). 

d. After consulting with the Chairs of the Academic Board and the Governing Council, the Campus 

Director & Dean will prepare a Teach-Out Plan that addresses the needs of all cohorts of students 
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currently undertaking the program which is to be discontinued. The plan will be submitted to the 

Academic Board for approval. 

e. The Campus Director & Dean will advise the Program Director and Student Support Manager that 

the program is to be discontinued and the date of final intake. 

f. The Campus Director & Dean will develop a communication plan in liaison with the Program 

Director and the Student Support Manager to advise current students (or prospective students with 

offers for subsequent intake periods) that the program will no longer be offered, including information 

about alternative program  options that are available. 

g. The Program Director and Student Support Manager will liaise with the Library/Learning Support, 

Information Technology (IT), and Student Support staff regarding any changes to service delivery 

associated with the teach-out arrangements and providing specialised support services for affected 

students. 

h. The Program Director or delegate will write to all affected students explaining the teach-out 

arrangements and detailing all available options for students, including the option to transition to 

another program offered at the Institute. The Program Director or delegate will hold scheduled 

meetings with students to explain teach-out processes  and to address their concerns. A relevant 

Program Director will be nominated by the Academic Board to help with student enquiries about 

teach-out processes. 

i. The Campus Director & Dean is responsible for approving publication of information on the 

Institute’s website regarding teach-out arrangements. 

j. The Program Director is responsible for ensuring that the various cohorts of students are streamed 

into a course, thus making class sizes as viable as possible and minimising course offerings without 

unfairly impacting on students. The Program Director must ensure that course offerings meet the 

needs of affected students. 

k. The Campus Director & Dean is responsible for preparing an Individual Student Program Map along 

with the Program Director for all students to be assisted in mapping their progression to completion 

within the designated teach-out period and for ensuring students receive their individual plans. 

l. The Campus Director & Dean is responsible for providing regular reports on the teach-out strategy 

for the discontinued program of study to the Academic Board. 

 

5. Teach-Out Plan 

A Teach-Out Plan will facilitate and provide evidence of the following: 

5.1 The teach-out timeframe provides students with reasonable time in which to complete the 

discontinued program/course. 

5.2 The timeline of activities, including the effective date of the termination of the  program/course. 

5.3 A Communication Plan that includes the proposed timeline and methods for notifying students of 

the Teach-Out Plan, including any students who may be on leave of absence, as well as academic and 

administrative staff and other stakeholders. 

5.4 A list of students affected and anticipated decisions regarding teach-out (graduation dates, transfer 

to other institution, remain at institution, at what institution and participate in teach-out etc.). 

5.5 The Teach-Out Plan will include written communication to students which: 

i. honours any contractual obligations associated with the program of study; 

ii. addresses students’ study load issues involved in the teach-out strategy; and 

iii. offers valid transition pathways to other programs of study. 
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6. Student Tuition Refund Policy 

In the unlikely event where the Institute is unable to deliver an existing program/course, all students 

enrolled in the affected program will be offered: 

6.1 enrolment in an appropriate, alternative program offered at the Institute at no further charge to the 

student; 

6.2 enrolment in a similar program provided by another registered higher education provider at no 

further charge to the student; or 

6.3 a full refund of unused paid tuition fees for the specified program provided within twenty (20) 

business days commencing from when the program was discontinued. 

 

7. Other Issues 

7.1 Mentoring and Support for Students during Teach-Out Mode 

a. During the teach-out process, students will be provided with academic support and mentoring 

to enable them to successfully complete the program. This will be achieved by providing all 

students in the discontinued program with a reasonable time to complete the program. This will 

be the full-time duration plus one further year or part-time equivalent. 

b. For a period not extending beyond one-year after completion of teach-out, students who have 

not completed the program within the period of the Teach-Out Plan will be assisted to transition 

into an alternative program, to complete their program by taking outstanding courses at another 

institution or another mode of learning, or to complete their program through a special program 

of study. 

c. Advice and individual program mapping for each student will be documented (See the Appendix 

3 “Individual Student Program Map” for a proforma document). 

d. Program maps will be reviewed every semester to ensure that timely progression is maintained, 

and any progression issues resolved. This will also assist in ensuring that class sizes are maximised. 

This is the responsibility of the Campus Director & Dean and Students Support Manager in 

consultation with each student. 

 

7.2 Alternative Courses and Cross-Institutional Enrolment 

a. A contingency for course options for any student who does not complete their program by the 

end of the transition and teach‐out period due to exceptional circumstances may need to be 

implemented for some students. This will be determined by the Campus Director & Dean. 

b. These arrangements may also need to be applied to any student requesting an intermission late 

in the transition and teach-out period or seeking an extension to an intermission. Students should 

be advised that such requests are unlikely to be approved unless there are exceptional and 

extenuating circumstances. Students making these requests need to be advised of the 

consequences for their progression and the limited range of options that may be available. This 

will be determined by the Campus Director & Dean. 

c. Alternative course options and cross-institutional enrolment may also be determined for 

students on academic suspension on a case-by-case basis by the Campus Director & Dean. 

 

7.3 Student Communication 

a. All students impacted by the decision to discontinue a program will be advised in writing at least 

six (6) months prior to the program discontinuation. The correspondence should include the 

following: 

i. the reason for program discontinuation decision; 
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ii. the details of various options that are available for the students impacted due to program 

discontinuation; 

iii. the details regarding the refund process of tuition fees that have been paid in advance; 

iv. contact details of CIM contact person for student enquiries related to program 

discontinuation. 

b. In case of any changes to students enrolled/enrolling at CIM, the Institute will ensure that 

students will be given at least 6 months’ notice for changes that may include but not limited to 

CIM operations, information about changes in fees and other associated costs. CIM will ensure 

that all students obtain sufficient enough notice in consequences to the change that may affect 

their choice of, or ability to participate in, an intended course of study at CIM. 

7.4 Program Advertising 

The Institute’s marketing team will remove the discontinued program from all websites and publications 

both local and international. 



 

Appendix 1: Program Discontinuation Proposal 
 

Program Discontinuation Proposal 
 

1. Program Details 

Program Code 
 

Program Title 
 

CRICOS Code 
 

Program work 
 

2. Details of proposed Program Discontinuation 

Will Program be replaced? YES ☐ NO ☐ First year of delivery of 

replacement 

Program/Course 

 

Proposed replacement program title (if applicable) 
 

Has replacement program been endorsed by the Academic 

Board? 
YES ☐ NO ☐ 

If there are no replacement program, what arrangements are 

there to enable all students to complete the program in 

which they are enrolled? 

 

Date of final intake There will be no new enrolment of students into this program 

after (Semester  , ) 

Proposed completion of teach out 

(Recommended: standard program duration & 1 year) 

The final cohort of students enrolled is expected to complete 

their program by the end of (Semester  , 
  ) 

3. Reason(s) for Program Discontinuation 

 

4. Number of Students in a Program and their level of progression 

 
Total 

Students 

Courses 

Completed 

(0-4) 

Courses 

Completed 

(0-8) 

Courses 

Completed 

(0-12) 

Courses 

Completed 

(0-16) 

Courses 

Completed 

(0-20) 

Courses 

Completed 

(20 and 

above) 

Domestic 
       

International 
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5. Student Transition 

For students who are not likely to complete the program within the period of the Teach Out Plan, what assistance will be 

provided to them to transition them into an alternative program/course, to complete their program by taking outstanding 

courses at another institution or another mode of learning, or to complete their program through a special program of study? 

 

6. Other Impact on the Institute 

Describe what impact the proposed program discontinuation is likely to have on other programs and courses (e.g.: double 

majors, reduction of electives etc.) 

 

7. Stakeholder Consultation 

Indicate the level of consultation that has occurred with the following stakeholders. 

Stakeholder Date consulted Comments 

Academic Staff 
  

Student Groups or 

Student 

Representatives 

  

Professional 

Accreditation Body 
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Other 
  

8. Support and Approval for Program Discontinuation 

Supported By: 

Campus 

Director & 

Dean 

Name: 
 

Signature: 
 

Date: 
 

Chair of the 

Academic Board 

Name: 
 

Signature: 
 

Date: 
 

 

This Program Discontinuation Proposal is: 

Approved/Not 

Approved 

 

Comments 
 

Campus 

Director & 

Dean 

Name: 
 

Signature: 
 

Date: 
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Appendix 2: Teach-Out Plan 
 

Teach-Out Plan 
 

1. Program Details 

Program Code 
 

Program Title 
 

CRICOS Code 
 

Program work 
 

2. Details of proposed Program/Course Discontinuation 

Will program be replaced? YES ☐ NO ☐ First year of delivery of 

replacement program 

 

Proposed replacement program title (if applicable) 
 

Has replacement program been endorsed by the Academic 

Board? 

 

YES ☐ NO ☐ 

If there are no replacement program what 

arrangements there are to enable all students to 

complete the program in which they are enrolled? 

 

Date of final intake There will be no new enrolment of students into this 

Program after (Semester  , ) 

Proposed completion of teach out 

(Recommended: standard program duration & 1 year) 

The final cohort of students enrolled is expected to complete their 

program by the end of (Semester 
,  ) 

3. Aggregate Student Cohort Transition and Teach Out Strategy 

Student Cohort Number of 

Students 

Transition Strategy 

(e.g.: Continue enrolment in existing program, transition into an alternative 

program, take outstanding courses at another institution or another mode of 

learning, or complete their program through a special program of study) 

2021 
  

2022 
  

2023 
  

2024 
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4. Individual Student Program Mapping (Domestic and International) 

Complete the table below for each student, showing the courses they have completed and the courses that remain to complete 

the Program. 

  
Core Courses Major 

Courses 

Electives 
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o
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C
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R
e
m

a
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Domestic 
 

            

            

            

International 
 

            

            

            

5. Program Delivery Mapping 

Indicate the projected year and semester of all courses still to be delivered in the existing program and, if applicable, the 

projected delivery in the replacement program. 

Delivery of existing Program Delivery of replacement Program (if applicable) 

 
(Year) (Year) (Year) 

 
(Year) (Year) (Year) 

 
S1 S2 S1 S2 S1 S2 

 
S1 S2 S1 S2 S1 S2 

Major 
      

Major 
      

Course 

Code/Title 

      
Course 

Code/Title 

      

              

Core 

Courses 

      
Core 

Courses 

      

Course 

Code/Title 

      
Course 

Code/Title 
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Electives 
      

Electives 
      

Course 

Code/Title 

      
Course 

Code/Title 

      

 

6. Student Support 

Student Planning Yes/No Responsibility Comments 

a.  Does the planned sequence of  courses  of 

study allow the program learning 

outcomes to be met? 

   

b. Have students been provided with individual 

program plans showing their progress in 

the program across the teach-out period 

to completion? 

   

7. Communication Strategy 

Communication Strategy Comments 

Students: 

• Letters to enrolled students 

• Letters to students who are in the 

application process 

• Group and individual student meetings 

 

Academic & Professional Staff 
 

Other Major Stakeholders 
 

Professional Accreditation Bodies 
 

8. Support, Endorsement and Approval for Teach Out Plan 

Supported By: 

Campus 

Director & 

Dean 

Name: 
 

Signature: 
 

Date: 
 

Chair of the 

Academic Board 

Name: 
 

Signature: 
 

Date: 
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Appendix 3: Individual Student Program Map 
 

1. Student Details 

Student Name 
 

Student ID 
 

Semester/Year of Enrolment 
 

2. Institute and Program Details 

Institute 
 

Program Code 
 

Program Title 
 

CRICOS Code 
 

Program work 
 

3. Program and Course Mapping Plan (for entire Program) 

Course Completed To Be Completed at 

Semester/Year 

Alternative Mode of Completion (Specify) 

    

    

Date of Written Notification of Program and Course Map: 

Date/s of student interviews: 

 

 

 
Anticipated Graduation Date: 

 


