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P6Hx23-4.31
PROCEDURE:  WITHDRAWAL  
The College shall establish procedures to apprise students of their progress in a course prior to the voluntary withdrawal deadline. Withdrawing from a course may impact students’ academic standing and financial aid eligibility including placing the student in early repayment. It is the student’s responsibility to understand the consequences before withdrawing.

I. DROPS AND COURSE WITHDRAWALS

A. Drop with 100% Refund

Students may drop a course without penalty by the published deadline. The course will not appear on the academic transcript and the student is not fee liable.

It is the student’s responsibility to drop any course they do not plan to attend. If a student is enrolled after the drop deadline, they will be responsible for any tuition and fees associated with the course.

B. Course Withdrawal

After the drop deadline, students may elect to withdraw from a course by the withdrawal deadline published in the academic calendar. The withdrawal deadline will coincide with the seventy percent (70%) period for the course. Students opting to withdraw by this deadline will receive a “W” grade. The “W” grade has no impact on the student’s GPA.
Students opting to withdraw after the published deadline and before the end of the term, will receive a “WF” grade. 
“W” and “WF” grades are recorded on the student’s academic transcript and count as attempts. The “WF” grade will have the same impact as an “F” on the student’s GPA. 
In both cases the student is fee liable and responsible for any tuition and fees associated with the course.
II. TERM WITHDRAWALS

Students can withdraw themselves from individual courses but may not withdraw from the last registered course online. Students wishing to withdraw from all courses in a term must speak with a Career and Academic Advisor to do so. 

Students withdrawing by the published deadline will receive “W” grades in each course; after the published deadline they will receive “WF” grades. Failure to contact a Career and Academic Advisor to formally withdraw may result in “F” grades being assigned to each course the student remains registered in.

III. COURSE ATTENDANCE AND WITHDRAWAL

Students should be familiar with instructor attendance policies and the College attendance guidelines in College Procedure P6Hx23-4.30. 
· Students who do not attend during the first week will be dropped without penalty.
· If the instructor subsequently reports the student as not actively participating in the course the sixty percent (60%) period of the course, the student will be withdrawn from the course with a grade of “W”.
· After the published withdrawal deadline, students violating an instructor’s excessive absence policy will be assigned an “F” grade.

IV. WITHDRAWALS AND THIRD ATTEMPTS

At the third attempt in any course the student may not receive a “W” regardless of when they withdraw from the course but will receive the appropriate letter grade earned based on academic performance in the course. An attempt shall be defined as each enrollment past the drop/add period in a college level or college preparatory course regardless of grade received. Courses taken for audit shall not count as attempts.

V. APPEALS

A. Late Withdrawals

Students withdrawing after the published withdrawal deadline may appeal for a late withdrawal, requesting the “WF” grade be replaced with a “W” grade. Students must prove extenuating circumstances prevented them from withdrawing themselves within a 10 calendar days window prior to the deadline. Extenuating circumstances are determined by the College to be exceptional and beyond their control and must be accompanied by appropriate documentation.

The Associate Provost or designee will review the appeal and will collaborate with the appropriate Dean(s) and faculty to determine if the request is warranted. The decision of the Associate Provost or designee is final and shall be administered accordingly.

B. Administrative Withdrawals
The College will consider an appeal for a late withdrawal with a refund if truly extenuating circumstances beyond the student’s control  prohibited them from completing the course(s). 
Extenuating circumstances include:
1. Death of an immediate family member (parent, guardian, sibling, spouse, child or relative residing with the student).
2. Confirmed medical emergency resulting in confinement or incapacitation of a defined length. Documentation must be provided from the appropriate attending medical professional or mental health care provider.

3. Involuntary call to active U.S. military duty.
4. Natural disaster that impacted the student’s ability to complete coursework.
5. Student is a victim of domestic violence or crime.

Appeals for administrative withdrawals must include (1) a detailed explanation of how the extenuating circumstances prevented the student from completing the course(s) and (2) supporting documentation as evidence of the circumstances. This may include, but is not limited to, a death certificate, an obituary, military orders and police reports. Letters from licensed medical and mental health providers must be on official letterhead, include dates indicating student’s condition prevented course completion.
A committee will review the appeal and provide a written decision to the student within 10 working days from the date of submission. This time period may be extended by the committee if needed.

A student whose appeal for an administrative withdrawal is approved will have a “WR” grade recorded on their transcript. The “WR” will count as an attempt but has no impact on the GPA. Before any refund is issued to the student, the College will review the student’s outside funding sources (e.g. loans, grants, Veteran’s benefits, Florida Prepaid, scholarships and waivers) and adjust it accordingly. If the student is eligible for any monies after the adjustments, it will be refunded to them.

The decision of the committee is final.
Appeals must be submitted with supporting documentation no later than 60 calendar days from the end of the academic term in which the course(s) were taken. Appeals submitted without supporting documentation will automatically be denied. Students may resubmit an appeal provided it is received by the deadline. Appeals submitted after the deadline will automatically be denied.
Subsequent appeals will be reviewed under stricter scrutiny and appeals for the same reason will not be considered. New documentation must be provided confirming a change in circumstances.
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