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Policy Statement
This policy outlines the procedures for withdrawing a learner from a Customised Qualification or the Grad2Teach programme. It ensures compliance with NCFE’s Customised Qualification Approval Criteria, supports data security and learner wellbeing, and provides transparency for all stakeholders.
Scope
This policy applies to:
· Trainees/learners enrolled on Grad2Teach Customised Qualifications
· Partner schools and training providers
· Internal Grad2Teach staff involved in programme delivery and compliance
Reasons for Withdrawal
Withdrawal from the programme may occur for a range of reasons. These include, but are not limited to:
· Voluntary withdrawal by the learner at any point during the programme.
· Termination by the training school due to concerns about professional suitability, persistent non-compliance, or failure to meet expected standards.
· Mutual agreement between Grad2Teach, the training school, and the learner that the learner is unable to meet the demands of the programme.
· Health, wellbeing, or personal circumstances that prevent the learner from continuing.
· Breach of contract or misconduct, including safeguarding concerns or other serious breaches of professional expectations.
· All withdrawals will be recorded and monitored for quality assurance and reporting purposes. Where appropriate, support and guidance will be offered to the learner to ensure a safe and dignified exit from the programme.
Withdrawal Procedure
4.1 Notification:
A written withdrawal request or notice of termination must be submitted to Grad2Teach by either the trainee or the school, or both.
· Schools must notify Grad2Teach in writing, clearly stating the effective date and the reason for withdrawal.
· Trainees must provide formal written notice in line with their school’s HR protocols and the terms of their training contract.
· Upon receipt of a confirmed withdrawal, the Exams Officer at Grad2Teach will inform NCFE immediately to ensure the learner is formally withdrawn from the qualification.
4.2 Internal Review:
Grad2Teach will:
· Review the case, assess any mitigating circumstances, and explore alternatives (e.g. support, deferral, second placement).
· Ensure that the trainee has been given appropriate support, mentorship, and opportunity to succeed.
4.3 Documentation:
Withdrawal is documented in the learner record. Relevant systems and platforms are updated (e.g. e-portfolio, registers, school contacts).
Notification is sent to:
· NCFE (if the learner is enrolled on a Customised Qualification)
· Partner university (if PGCE-linked)
· Relevant staff and compliance team both at Grad2Teach and training school, in accordance and with respect to Grad2Teach GDPR policy and general GDPR protocols.

4.4 Final Steps:
· All learner records are securely stored for a minimum of three years.
· Any fees, refunds, or costs are handled in line with the Trainer School Agreement.
· An exit interview or survey may be conducted to gather feedback and ensure safeguarding.
Impact on Qualification and Funding
Learners who withdraw prior to completion will not be awarded the Customised Qualification or PGCE/QTS (if applicable).
Any impact on funding arrangements will be reviewed and resolved on a case-by-case basis.
Monitoring and Review
The number, reason and timing of withdrawals are tracked as part of our internal quality assurance.
Policy reviewed annually or following any significant withdrawal case or NCFE guidance update.
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