MANUAL OF POLICY

Title Withdrawal from Semester Credit Courses 3330
Legal Authority Approval of the Board of Trustees
Date Approved by Board Board Minute Order dated November 9, 1995

As Amended by Board Minute Order dated March 12, 1998
As Amended by Board Minute Order dated May 6, 2004
Initiation of Withdrawal
Withdrawal from a course results in a grade of "W" and may be effected through action taken by the
affected student, the course instructor, the instructor's immediate supervisor, or the appropriate
administrator.

A student who decides to withdraw from a specific course(s) should initiate withdrawal procedures by
securing a drop form from the Office of Admissions and Records. The form must be turned in to the
Office of Admissions and Records prior to the published deadline for withdrawals. Students who are
failing a course and have not withdrawn as of the established deadline will receive an "F". A student who
is not progressing satisfactorily toward completion of course objectives due to non-attendance may be
withdrawn from the course by the instructor prior to the published deadline for withdrawals.

It is the student's responsibility to initiate the withdrawal process. The College is not responsible for any
liabilities incurred as a result of the student's failure to officially withdraw from the College. Students
whose circumstances require them to discontinue attending a course should promptly take steps through
the Office of Admissions and Records or the Student Information Center to officially withdraw from it.
Failure to withdraw properly will result in a grade of “F” in the course. Instructors are authorized, but not
required, to withdraw students that in their opinion are not able to successfully complete a course. A
student may appeal an instructor-initiated withdrawal.

Course withdrawals may occur at any time after the official reporting date of a semester and up to the
established deadline for withdrawals in each semester. The established deadline will be approximately
three weeks prior to the end of each semester. The specific deadline will be published in a timely manner
in the appropriate College publications.
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