Queen’s University Proposal for the Closure of an Existing Program (Undergraduate or Graduate)
This template is to be completed when seeking approval to close an existing academic program. It is designed to ensure that all elements of the Senate Policy and Procedures for the Closure of Academic Programs (Undergraduate or Graduate) are addressed.
This process applies only in cases where the closure of an academic program does not invoke Article 39 of the Queen’s-QUFA Collective Agreement. The definition of “risk of closure” in Article 39 identifies situations which: …may result in the layoff of one or more Members or the non-voluntary redeployment of one or more Members. If there is any possibility that Article 39 may apply, the Unit must follow the separate process defined in Article 39 instead of using this template.
Please note: Proposals for closure of an academic program will not be considered unless admissions to the program have already been temporarily suspended following the Senate Recommended Procedures Concerning the Temporary Suspension of Admissions to Academic Programs.
In this template, instructional guidance appears under each heading. Replace the guidance with your responses and delete any examples. Direct any questions about the process to quqap@queensu.ca.
	Program Contacts

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Department:
	
	Department:
	

	Email:
	
	Email:
	



	Program Details

	Name of Program (to be closed):
	e.g. BA General-Minor, Sociology

	Degree Designation: 
	e.g. Master of Arts, M.A.; Bachelor of Science, BSc

	Home Unit:
	e.g. Department of Chemistry

	Faculty:
	e.g. Faculty of Arts

	Academic Plan (if available):
	e.g. SOCY-G-BA

	Effective date of Temporary Suspension of Admissions:
(Provide Senate-notified date and link/reference to the suspension record)
	

	Intended Closure Date:
(Date by which students currently in the program are expected to graduate)
	e.g. May 2028
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[bookmark: _Toc223088115]1. Executive Summary
Guidance (150–300 words): Brief summary of how long the program has been offered, what has led to the decision to close it, and the target timelines for closure. Summarize the key evidence in brief here; provide full supporting details in Sections 4-10, as applicable. Note the proposed teach-out[footnoteRef:1] end date and list any sub-plans/options/alternate modes of delivery which will be closed.  [1:  the formal student-completion plan ensuring all currently enrolled students can finish their program requirements after admissions are suspended or a closure is proposed.] 

[Delete and insert text here]
[bookmark: _Toc223088116]2. Governance & Approvals 
Guidance: Record the sequence of approvals and key dates. 
Table 1 - Institutional Process & Approvals
	Step
	Body / Action
	Date

	1
	Preliminary consultation (students, faculty/staff, cognate units, external partners[footnoteRef:2]) and the Provost. [2:  “External partners” will vary by program and unit, and may not apply in all cases. Where applicable, “external partners” may include accrediting or regulatory bodies; partner institutions for combined or joint programs; placement/internship/practicum hosts; advisory bodies; funders; and other organizations formally involved in program delivery or oversight.] 

	

	2
	Draft proposal for program closure initiated by Unit/Faculty.
	

	3
	Draft proposal sent to Provost’s Office (and SGSPA for graduate programs) for preliminary discussion.
	

	4
	Draft proposal presented by Dean(s) for information & discussion at Faculty Board(s) and at GSEC (for graduate programs)
	

	5
	Draft proposal presented by Dean(s) to Senate for information.
	

	6
	Broad consultation phase with relevant parties (both internal and external); finalize proposal and phase out of program.
	

	7
	Final proposal signed off by Provost.
	

	8
	Students notified immediately of proposed program closure & teach-out plan.
	

	9
	Final proposal approved by Faculty Board(s) and GSEC (if graduate).
	

	10
	The Senate Committee on Academic Development and Procedures (SCADP) recommends that Senate approve the final proposal.
	

	11
	Final proposal is submitted to Senate by SCADP for approval.
	 



[bookmark: _Toc223088117]3. Preconditions & Compliance Checklist
Guidance: Confirm the prerequisites for bringing forward a closure proposal. Provide dates, references, and links where appropriate. Add “N/A” if not relevant.
3.1 Temporary Suspension of Admissions
☐Last intake admitted (term/year): ____
☐Suspension public-facing notice updated (calendar/website): ____
☐If applicable: Extension of suspension reported to Senate ____
3.2 Student Protection & Teach‑Out Readiness (see Section 7)
☐Current student list verified (UG/GR by year/term)
☐ Plan for how the program will facilitate completion by students currently enrolled. Individualized pathways mapped
☐Course offering plan aligned with graduation deadlines
☐Financial aid and awards implications reviewed
☐International student permit implications reviewed (if applicable)
3.3 Governance Readiness
☐Confirm that proposed closure does not invoke Article 39 of the Queen’s-QUFA Collective Agreement
☐Unit and Faculty consultations held (summary/ref in Section 11)
☐Cognate unit consultations completed (see Section 6)
☐External partner notices (if applicable) prepared (see Section 10)
☐Accreditation body consulted (if applicable) (see Section 10)
[Brief notes/explanations if necessary]
[bookmark: _Toc223088118]4. Rationale for Closure
Guidance: Provide a concise, evidence-based rationale. Where applicable, reference quality indicators: e.g., 
· cyclical program review (CPR) findings)
· enrolment trends and applicant yield
· changes in disciplinary relevance
· accreditation changes
· overlap/duplication with other offerings
· alignment with unit/faculty/university priorities
· availability of faculty or facilities
· the program’s current financial constraints.
· Change in market demands
[Delete and insert text here]
[bookmark: _Toc223088119]5. Impact on Overall Academic Mission of the University
Guidance: Explain how the closure decision impacts the overall academic mission of Queen’s University.
[Delete and insert text here]
[bookmark: _Toc223088120]6. Impact Analysis (Unit’s Remaining Programs, Cognate Units, Shared Resources)
Guidance: Explain impacts of closure on:
(a) the unit’s remaining programs (curriculum coherence, course staffing), 
(b) related academic ("cognate") units (service courses, cross‑listing, joint programs), and (c) shared resources (library, labs, IT, classrooms). 
Using Table 2 below, explain the impacts of closure on units and shared services.

Table 2: Impacts on Units & Shared Services
	Area
	Nature of Impact
	Mitigation / Notes
	Contact consulted

	Unit’s remaining programs (nature and quality, curriculum coherence)
	
	
	

	Related Academic (Cognate) Units / Cross‑Listings
	
	
	

	Inter‑Faculty Agreements
	
	
	

	Library Resources
	
	
	

	IT / Platforms / LMS
	
	
	

	Physical facilities incl. Labs / Studios / Specialized Spaces
	
	
	

	Student Services (Advising, Career, Accessibility)
	
	
	


[bookmark: _Toc223088121]7. Impact on Students
Guidance: Provide current enrolment and teach-out plan showing breakdown by year of study in the program to be closed, ensuring students can complete without disadvantage. Where transfer is offered, state equivalencies/ substitutions and any waivers. Please use the relevant table under each sub-section and provide appropriate explanations. Include communication evidence if applicable. Remove tables that do not apply to this proposal.
[Delete and insert text here]
7.1 Student Enrolment
Guidance: This information demonstrates the scale of impact, informs the teach-out plan, and provides additional context for the closure rationale.
Table 3: Current Enrolment - Undergraduate
	Year
	Y1
	Y2
	Y3
	Y4

	Headcount
	# of students
	# of students
	# of students
	# of students



Table 4: Current Enrolment - Graduate
	Year
	Y1
	Y2
	Y3
	Y4
	Y5
	Y6

	Masters
	# of students
	# of students
	# of students
	# of students
	# of students
	# of students

	PhD
	# of students
	# of students
	# of students
	# of students
	# of students
	# of students



[Delete and insert text here]

7.2 Provide details of how students currently enrolled in the program will be able to complete it within a reasonable timeframe.
Table 5: Teach-out Mapping
	Requirement / Milestone (Every core program requirement students must complete)
	Course(s) / Activity
(How that requirement will be delivered)
	Last Offering Term 
(The final academic term when that requirement will be offered)
	Substitution (if any)
(If a required course won’t run again, you must show what approved substitute students can take instead)
	Notes
(Additional context or conditions)

	
	
	
	
	



[Delete and insert text here]

7.3 Transfer Pathways (if applicable)
Guidance: List viable destination programs and address the impact on those programs of the closure of this program.
Table 6: Transfer Pathways 
	Destination Program 
(Program(s) a student could reasonably move into)
	Entry Term
(The earliest or expected term when students can enter that destination program)
	Transfer Rules / Equivalencies
(Details of how existing credits transfer into the new program)
	Advising Contact
(The person or office responsible for guiding students through the transfer)

	
	
	
	



[Delete and insert text here]
7.4 Student Communications & Supports
Guidance: Summarize meetings/town halls/emails, feedback themes, and how student concerns were addressed. Confirm that the following topics have been considered: advising, funding, bursaries, and, for international students, study permit implications. 
[Delete and insert text here]
[bookmark: _Toc223088122]8. Impact on Faculty & Staff 
Guidance: Describe the impact of the closure on faculty and staff, including tenured/tenure-track faculty members, continuing adjuncts, term adjuncts, postdoctoral fellows, and staff positions. Identify changes to graduate supervision commitments and confirm that student supervision and progression will not be adversely affected. 
[Delete and insert text here]
[bookmark: _Toc223088123][bookmark: _Toc195084931]9. Indigenization - Equity, Diversity, Inclusion, Anti-Racism, and Accessibility (I-EDIAA)
Guidance: Explain how the closure decision impacts the equity goals of the Unit/Faculty/University. Describe how the decision and teach‑out plans have considered: (a) Indigenization and Reconciliation, (b) Equity, Diversity, Inclusion, Anti‑Racism, and (c) Accessibility, with specific attention to AODA requirements. Identify mitigations to avoid any disproportionate impacts on students and ensure inclusive and accessible pathways to program completion that do not create new barriers for students.
[Delete and insert text here]
[bookmark: _Toc223088124]10. External Partners, Accreditation & Inter-Institutional Agreements (if applicable)
Guidance: Identify any professional accreditation or regulatory bodies relevant to the program and describe the impacts of closure. 
For combined or joint programs with other institutions, in cases where the partner institution withdraws, demonstrate that Queen's University has made reasonable efforts to find a new partner which can provide the resources or expertise required to support the program. 
Solely in the case of combined or joint programs involving an external partner institution, it is understood that if the other institution decides to withdraw from its partnership with Queen's, the Provost may waive the requirement that admission to the program be suspended before the closure process is initiated. Append relevant correspondence.
10.1 Accreditation/ Regulatory Bodies (if applicable)
[Delete and insert text here]
10.2 Joint/combined programs and inter-institutional agreements/contracts (if applicable)
[Delete and insert text here]
[bookmark: _Toc223088125]11. Consultation & Communications
11.1 Consultation (Pre-Approval)
Guidance: Summarize internal and external consultations that have not already been outlined in earlier sections, E.g., faculty/staff, Faculty Dean(s), Registrar, Admissions & Recruitment, Budget & Resource Planning, Provost etc. Use Table 7 to provide the details regarding consultations.
Table 7 - Consultation Log
	Relevant parties
	Date
	Method 
	Summary of Feedback
	Outcome / Action

	
	
	
	
	

	
	
	
	
	



11.2 Planned Communications (Post‑Approval)
Guidance: Outline how and when students and relevant parties will be informed of decisions and teach‑out details (email, web, advising appointments, FAQs). The planned communications should include, but need not be limited to: 
a. A clear rationale for the closure of the program. 
b. Assurance of support and pathways for current students for completion of their studies.
c. How questions/concerns and individual supports will be handled
d. A student-facing contact address
[Delete and insert text here]
[bookmark: _Toc223088126]12. Appendices (as applicable)
Guidance: Attach supporting documentation referenced in the proposal. Label each appendix clearly (Appendix A, B, C, etc.) and cross-reference in the main text.
[bookmark: _Toc223088127]13. Authorizations
	Signatures (to be collected by Unit)

	Approver
	Signature
	Date

	Unit Head
	
	

	Faculty Dean
	
	



	Signatures (to be collected by Provost’s Office)

	Approver
	Signature
	Date

	Vice‑Provost & Dean, SGSPA (for graduate programs)
	
	

	Vice‑Provost, Teaching & Learning
	
	



	Approving Body
	Date

	Faculty Board
	

	Graduate Studies Executive Council (for graduate programs)
	

	Senate Committee on Academic Development & Procedures
	

	Senate
	




Formatting & Submission Notes
· Replace all guidance with your content.
· Ensure all tables are complete and remove all tables that are not relevant to the program.
· If a section in the template does not apply to the program, please indicate “N/A.”
· After completing the template, please update the Table of Contents to reflect any changes to headings and page numbers.
· Submit the completed template and appendices to quqap@queensu.ca.
· For graduate programs, copy SGSPA on submissions where indicated.
· It is advisable to keep the font size and style consistent throughout the document. Please use minimum size 12 font.
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