Guidance

for Higher
Education
Institutions

Planning
to Close




Higher education closures can occur for a variety of
reasons. When they do, a transparent and deliberate
processisinthe bestinterests of those who work and learn
at affectedinstitutions, as well as their communities and
the Commonwealth.

In accordance with Pennsylvania law, Institutions of Higher
Education are required to submit documentation and, in
some instances, seek approval for closure from the
Pennsylvania Department of Education (“PDE”). This
guidance incorporates PDE procedures, which differ by
higher education sector. Supportive resources and forms
are linked for additional information.

Questions about PDE resources can be directed to
RA-highereducation@pa.gov. Suggestions forimproving
the content of this Guide can be directed to
EDSBHIGHERED@pa.gov.

Financial Litera

Monstoring Basics for Al
Institutions

Institutions of Higher Education and their Boards should take an
activerole in supporting financial monitoring, literacy, and health of
aninstitution.

The Middle States Commission on Higher Education, which accredits
many Pennsylvania institutions, monitors data annually based on
Accreditation Review Cycle and Monitoring Policy and Procedures.
In addition to comprehensive periodic audits, the Commission
monitors financial and other data annually through the Annual
Institutional Update. The annual audit includes review of audited
financial statements, management letters, bond rating letters, and
single audits submitted to federal government.



https://www.msche.org/policies-guidelines/?_sf_s=accreditation%20review%20cycle%20and%20monitoring
https://www.msche.org/accreditation/annual-institutional-update/

The National Association of College and University Business Officers
("NACUBO”) and other organizations provide resources on how to
support ongoing institutional financial health.

Resources:

o National Association of College and University Business Officers
(NABUCO) courses

e New America Policy and Practice Recommendations for Avoiding
Precipitous College Closures

e AGBThe Board’sRoleinFinancial Oversight

o AGBRisk Management: An Accountability Guide for University
and College Boards

o AGBHigherEducation Business Models Under Stress

e Lumina Foundation Report on How to Avoid Sudden Closures

Working with the

Pennsylvania Departmengof
Education and Accred#tors

PDE maintains requirements for closing institutions to ensure
seamless transitions, particularly for students: 22 Pa. Code 88§ 31.71
and 31.72 (major corporate change); Sections 34.12 (discontinuance
of branches orcampuses) and 34.13 (process).

The Middle States Commission on Higher Education (“MSCHE”) also
mandates an orderly process forinstitutional closures through its
substantive change process. The Commission differentiates
between planned closures—submitted more than sixmonths priorto
the date of closure—and those that are unplanned (less than six
months of closure). Planned closures must be handled under the
Commission’s substantive change process. The date of the closureis
the pointintime at which aninstitution has ended
academic/instructional operations and has no students actively
enrolledin degree programs. Similarly, PDE requirements for
immediate and planned closures differ.

Pennsylvania procedures can differ based on sector. Institutions
funded by the state (including PASSHE, state-related, or community
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https://learn.nacubo.org/courses
https://www.newamerica.org/insights/anticipating-and-managing-precipitous-college-closures/policy-and-practice-recommendations-for-preventing-precipitous-college-closures/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fagb.org%2Fproduct%2Fthe-boards-role-in-financial-oversight%2F&data=05%7C02%7Clmian%40pa.gov%7C1f5d9aa0a8db45ce663208dedddae850%7C418e284101284dd59b6c47fc5a9a1bde%7C0%7C0%7C639192129434147793%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=RSgONlXPfUDkyssb3as7OgTYH5ouSdNqS3QJddsSu00%3D&reserved=0
https://agb.org/product/risk-management-an-accountability-guide-for-university-and-college-boards/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fagb.org%2Fproduct%2Fhigher-education-business-models-under-stress%2F&data=05%7C02%7Clmian%40pa.gov%7C1f5d9aa0a8db45ce663208dedddae850%7C418e284101284dd59b6c47fc5a9a1bde%7C0%7C0%7C639192129434273928%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ZZqS%2B2oZR76bqhDGdRTqI9KRVNOJuOd1lYD8rRXLrrI%3D&reserved=0
ttps://tcf.org/content/report/how-to-stop-sudden-college-closures/
https://www.msche.org/policies-guidelines/?_sf_s=Substantive%20Change

colleges) must have branch closures approved by PDE. In
Pennsylvania, Private Licensed Schools maintain their own procedures
and closures are approved by the State Board of Private License
Schools (“PLS Board”). Procedures specific to Private Licensed
Schools areincluded laterin this Guide. Allinstitutions must follow
procedures that mitigate impact on students. Closures of community
colleges must be approved by the SBHE. 24 P.S. §19-1910-A; 24 P.S. §
20-201-L(d).

Planned and
Unplanned Closures

Planned Closures

Institutions planning an orderly closure should begin coordinating
with PDE and their accrediting agency as early as possible, ideally at
least one academic year before the anticipated closure. Early
planning allows sufficient time to obtain approval of teach-out
arrangements, notify students, preserve records, and complete all
regulatory requirements with minimal disruption.

Unplanned Closures

Institutions experiencing financial distress or other circumstances
that may result inimmediate cessation of operations should notify
PDE without delay. Prompt communication enables institutions to
state and federal agencies to coordinate emergency student
protections.

Resources:

e HuschBlackwell Resources Created for United Educators for
Closures

e Mayl18,2026 Chronicle of Higher Education webinar on Managing
College Closures



https://www.ue.org/risk-management/collections/program-institutional-changes-closures/
https://www.chronicle.com/events/virtual/navigating-college-mergers

Initial Notification

A degree-granting institution that anticipates ceasing operations
should notify PDE as early as possible. Early notification allows
sufficient time to develop teach-out opportunities, protect currently
enrolled students, preserve institutional records, and coordinate
communications with otherregulatory agencies.

Allinstitutions should also notify their accrediting agency and the U.S.
Department of Education (“USDE”) as applicable. Because accrediting
agencies often establish deadlines for closure plans and teach-out
approvals, institutions are encouraged to consult with theiraccreditor
before making a public announcement whenever feasible.

If the institution participatesin the State Authorization Reciprocity
Agreement (“SARA”), additional notification requirements may apply.

In situations involving an unexpected or precipitous closure,
institutions should contact PDE immediately at
ra-highereducation@pa.gov, upon determining that operations
may cease. Immediate communication allows PDE to assistin
protecting students and coordinating with otheragencies.

Submission of

Closure Documentation

Following notification, PDE will request documentation demonstrating
how the institutionintends to fulfill its closure obligations.

The timeline for submission will depend upon the circumstances of the
closure. Planned closures generally allow additional time for

preparation, while institutions experiencing an unplanned closure may
be required to submit requested information by the next business day.



Every closinginstitution shall designate an individual who will remain
responsible forinstitutional matters following closure.

The institution should provide PDE with the representative's:

name;
title;

mailing address;
telephone number; and
email address.

For private licensed schools, this representative must remain available
for atleast one year following the date of closure to respond to
questions regarding student records, transcripts, financial matters,
andregulatory obligations.

Additionally, institutions should be prepared to provide, at a minimum:

e Anofficial notice of closure;

e Acurrentstudentroster, including contactinformation;

o Copiesofallapproved or proposed teach-out agreements or
teach-out plans;

e Anticipated dates for cessation of instruction and institutional
closure;

e Plansforstudent notification;

e Informationregarding the preservation of academic records and
transcript services; and

e Anyadditional informationrequested by PDE, the accrediting
agency, or USDE.

Developing and Implementing
a Closure Plan

Institutions are responsible for developing and implementing a
comprehensive closure plan that protects students and satisfies all
applicable legal and regulatory requirements.

At a minimum, institutions should address the following areas.



Student Notification

Institutions should provide timely written notice to all currently
enrolled students regarding the closure. Notifications should clearly
explain:

The anticipated closure timeline;

The last date of instruction;

Available teach-out opportunities;
Procedures forrequesting transcripts;
Institutional points of contact; and
Additional resources available to students.

Institutions should also notify faculty, staff, alumni, and other affected
stakeholders, as appropriate.

Copies of all public notices and student communications should be
provided to PDE.

Teach-Out Agreements

Institutions should work to establish teach-out agreements that allow
students to complete their educational programs whenever
possible. Teach-out agreements with otherinstitutions are the
primary means to ensure that studentsin a closing or merging
institution can complete their proarams of study.

Inall closure procedures, there is arequirement that institutions
create or submit teach-out agreements to accreditors and PDE. PDE
accepts the form of teach-out agreement specified by MSCHE for all
closings otherthan Private Licensed Schools, which maintain their
own form.

Institutions should provide PDE with copies of executed teach-out
agreements and maintain updated information regarding student

participationin teach-out arrangements throughout the closure
process.

Sample Teach-Out Agreements:

e Middle States Teach Out Agreement form

Resources:

e Association for Chief Academic Officers Guidance on Teach Out
Agreements



https://msche.box.com/shared/static/ko73ne1h2sdvaooxtlv9dozmuh1mbzm6.docx
https://www.acao.org/index.php?option=com_dailyplanetblog&view=entry&year=2024&month=05&day=15&id=20%3Ateach-outs-for-closing-programs-and-institutions&Itemid=236

e HigherlLearning Commission Teach-Out Toolkit

Student Records and Transcripts

Institutions remainresponsible for safeguarding academic records.
Before closure, institutions shall:

Ensure all student academic records are complete and accurate;
Convertrecordsinto ausable and retrievable format, when
necessary;

Designate a permanent records repository;

Establish procedures for transcript requests after closure; and
Notify current students and alumni where permanent records will
be maintained.

Institutions are strongly encouraged to provide graduating and
currently enrolled students with official transcripts before closure
whenever possible.

Private licensed schools shall provide all academic transcripts to the
Board's designated central repository within one week of closure and
confirm submission to the Board Administrator.

Institutional Records

Institutions should preserve all institutional records required by law
and maintainthemin accordance with applicable state and federal
requirements.

Institutions should also develop plans for the appropriate disposition
of institutional assets and address any required corporate dissolution
or governance actions.

Public Information

Institutions should maintain accurate closure information on their
websites throughout the closure process.

Closure information should be prominently displayed on the
institution’s homepage and should include:

Closure announcements

Teach-out information;

Transcript request procedures;

Contactinformation for student assistance; and

Any additional resources that will assist students during the
transition.


https://download.hlcommission.org/initiatives/TeachOutToolkit_2020_RSC.pdf

Students and members of the public should be able to locate this
information without difficulty.

Coordination with
Government Agencies

Throughout the closure process, institutions should maintain ongoing
communication with all applicable oversight agencies.

Depending upon the institution and the programs offered, this may
include:

e Pennsylvania Department of Education;

e Institutional accrediting agency;

e U.S.Department of Education;

e Pennsylvania Higher Education Assistance Agency (PHEAA);

e Pennsylvania Department oi Labor & Industry;

e NC-SARAandthe Southern Regional Board (for SARA institutions);
and

o Otheragencieswith oversight responsibilities for specialized
programs.

Institutions offering educator preparation programs, veterans’
education programs, or otherregulated programs should also
coordinate with the appropriate PDE offices.

Continued Responsibilities
During Closure

Institutional responsibilities continue until all closure obligations have

beencompleted. 6



Throughout the closure process, institutions should:

Respond promptly to requests for additional information;
Provide updated student enrolimentinformation as requested;
Report changes to closure timelines;

Update teach-out participationinformation;

Notify PDE of any significant developments affecting students;
and

e Maintainregular communication with assigned PDE staff.

Near the completion of the closure process, PDE may request a final
accounting of each student’s educational outcome, including
graduation, teach-out participation, transfer, withdrawal, or other
disposition.

Revocation of &

State Authorization

\2

Aninstitution’s authorization to award degrees does not
automatically terminate when instruction ceases.

PDE will initiate the formal revocation process after confirming the
date on which theinstitution’s accreditation will cease. This approach
allows eligible students to complete degree requirements before
state authorization expires.

The revocation processincludes publication of the proposed action
in the Pennsylvania Bulletin and provides an opportunity for hearings
orprotests asrequired by law.

Once therevocation process has been completed, PDE will issue a
finalrevocation letter establishing the effective date on which the
institutionis no longer authorized to operate or conferdegreesin the
Commonwealth.




Processing and Managing

Student Refunds

Students who paid for programs they cannot complete due to
closures may be entitled to refunds. PDE requires closing
institutions to provide a plan forhow students are to be refunded for
deposits paid for semesters that the institution willnot be
operating. Pennsylvania law requires each institution to maintain a
minimum $500,000 protective endowment in part to cover these
expenses.

Institutions should plan to reimburse students forunused tuition
during the institution’s wind down period.

Resources:

e 24Pa.C.S.A.8§6502 (protective endowment floor)
e 21Pa.C.S.A.§51.6 (financial responsibility of Private Licensed Schools)

Student and Ot/aerRecords

Pennsylvania law requires institutions to maintain student
academicrecords and to store student and otherrecords
(faculty and staff employment records, IRS, and corporate
records)in areadily accessible repository upon closing. 22 Pa.
Code §31.72.

Resources:

e AACRACO Guidance on Managing Student Records
e HigherlLearning Commission Student Record Access for Success

10


https://www.palegis.us/statutes/consolidated/view-statute?txtType=HTM&ttl=24&div=0&chapter=65&section=2&subsctn=0
https://www.pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter51/s51.6.html&d=reduce
https://download.hlcommission.org/Student%20Records%20Access_2024_INF.pdf
https://www.aacrao.org/news/managing-student-records-for-closed-and-merged-institutions-2025-update/

Notzce(s) to Faculty and Staff

Underthe federal WARN Act, certain employers are required to
provide a 60-day notice before conducting mass layoffs.
Terminations should be conducted in a thoughtful, planned way, in
consultation with counsel, and in accordance with faculty and staff
handbooks as well as federal and state legal requirements.

Many higher educationinstitutions employ long term faculty and staff
and enjoy reputations as excellent employers. In addition to legal
requirements, institutions should strive to ensure transparency in
communications aboutimpending closures and resulting layoffs. In
recent years, excellent higher educationinstitutions have publicly
announced the need for layoffs even absent branch or campus
closures, reducing the stigma for affected employees. Resources for
addressing these difficult circumstances are linked below.

Resources:

Worker Training and Adjustment Notification (“WARN”) Act
Pennsylvania Department of Labor and Industry summary of WARN Act
United Educators article on federal WARN Act requirements
Department of Labor federal WARN Act quide

AAUP Standards for Terminating Tenured Faculty

10/15/25 Chronicle of Higher Education: “Layoffs Are Happening: How
to Do Them Thoughtfully”

e Staff Reductions and Reductionsin Force: Managing the Risks

Procedures Specific to Private
Licensed Schools

PDE Procedures for the closing of Private Licensed Schools differ
from those for other sectors, and the closures are approved by the
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https://uscode.house.gov/view.xhtml?path=/prelim@title29/chapter23&edition=prelim
https://www.pa.gov/agencies/dli/programs-services/workforce-development-home/warn-requirements
https://www.ue.org/risk-management/the-workplace/know-your-warn-act-obligations/
https://www.dol.gov/sites/dolgov/files/ETA/Layoff/pdfs/_EmployerWARN2003.pdf
https://www.aaup.org/issues-higher-education/financial-crisis/policies-and-best-practices
https://www.chronicle.com/article/layoffs-are-happening-heres-how-to-do-them-thoughtfully
https://www.acenet.edu/Documents/Staff-Layoffs-and-Reductions-in-Force-Managing-the-Risks.pdf

Private Licensed Schools Board. Private licensed schools shall notify
the PLS Board atleast 30 calendar days before the anticipated
closure date. Notification should be submitted electronically to the
PLS Board Administrator. Failure to notify the PLS Board or comply
with closure requirements may constitute regulatory violations that
remain subject to enforcement, even after a school's license or
registration has terminated.

Private licensed schools shall provide allacademic transcripts to the
PLS Board's designated central repository within one week of
closure and confirm submission to the PLS Board Administrator.

Private Licensed Schools must maintain surety bonds and must pay
unearned tuition until they expend the amount of the bond.

For private licensed schools, closure results in the automatic
termination of the school's license orregistration. Any future
operation of the institution requires submission and approval of a new
original application forlicensure.

PLS Procedures mandate storage of student transcriptsin a central
repository.

PLS Forms:

e PDE Closures Procedures for Private Licensed Schools
e Private Licensed Schools Semple Teach-Out Agreement
e Private Licensed Schools Central Repository
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https://www.pa.gov/content/dam/copapwp-pagov/en/education/documents/instruction/postsecondary-adult/college-and-career-education/private-licensed-schools/closed school procedures.pdf
https://www.pa.gov/content/dam/copapwp-pagov/en/education/documents/instruction/postsecondary-adult/college-and-career-education/private-licensed-schools/sample teach-out agreement.pdf
https://www.pa.gov/agencies/education/programs-and-services/instruction/postsecondary-and-adult-education/private-licensed-schools/central-repository







