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BOARD OF TRUSTEES

POLICIES AND PROCEDURES

WITHDRAWAL FROM A COURSE OR THE COLLEGE

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
To withdraw from a course or the college after the drop period, a student must officially withdraw online, in person, or in writing.  Phone or text messages do not meet the requirement to withdraw. 
2.00
SPECIFIC STATEMENTS

2.01
For a full semester or second 8-week course students may withdraw up to and including the 70th class day of the semester.  For a first 8-week course students may withdraw up to and including the 35th class day of the semester.  For courses lasting less than 8 weeks, students may withdraw up to and including 50% of the class meetings.  A designation of “W” (withdraw) shall be entered on the student’s transcript for withdrawn classes.

2.02
An instructor may withdraw a student from his/her class if the student exceeds the limits of the class attendance or course work policy specified on the syllabus.  The instructor shall submit a Change of Schedule form.  The student shall be notified and may request reinstatement.

2.03
A student may be administratively withdrawn from the College for non-payment of financial obligations or student conduct violations.  The staff member initiating the withdrawal must complete a Change of Schedule form.  The student shall be notified and may request reinstatement.

2.04
After the designated withdrawal period, no withdrawals by the student or instructor shall be allowed. In cases of extenuating circumstances, permission to withdraw from all classes in which the student is enrolled may be granted by the Vice President for Academic Affairs.  If a student simply stops attending class, he or she is not officially withdrawn.   Such students shall receive “F” grades and these grades shall be counted in the grade point average.

Reinstatement 
2.05
If a student is administratively withdrawn, the student has the right to request reinstatement in the class.  Students removed for non-payment at the beginning of a term will usually be given until the end of the add period to make payment and request reinstatement.  If the reinstatement is denied, the student may use the academic appeals process to appeal the withdrawal.  Pending the final action on the appeal, the student is to attend all class sessions.
See Section VIII-A-1.6 for information on adding or dropping a course at the beginning of a term.
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