
Withdrawal 

In order to remain in “Active” status at the Institute, students must be enrolled in and actively attending at least one course. If students 
withdraw from all of their classes, or cease to actively attend, they will be withdrawn from the Institute in accordance with the Attendance 
Policy. 

A student who withdraws voluntarily or involuntarily from enrollment in a course is also withdrawn from the institution if the student is 
only enrolled in one course. However, a student enrolled in multiple courses who withdraws voluntarily or involuntarily from one or more 
courses may remain actively enrolled. Students who wish to withdraw from all of their courses, and therefore from the Institute, must 
submit the request in writing to the Institute. The withdrawal request is to be submitted to the program director/dean. 

If a student is considering withdrawing from a course or from the Institute, the student should contact and meet with the Dean of 
Education, or the Campus President in order to receive information about the possible options and to be fully aware of the implications of 
withdrawal from a course. Students may not be aware of the range of resources available to support their ability to continue in their 
academic program or may not be fully aware of the impact withdrawal may have on their academic standing, financial obligations, or 
ability to complete the program. If a student decides to proceed with withdrawal, the student is required to notify the Campus President 
and the Registrar in writing and meet with the Director of Financial Aid to review and complete an acknowledgement of the Student 
Responsibility (see below). 

Students who withdraw from a course or from the Institute will receive a grade of “W” if they withdraw before or at the time of attending 
50% of the scheduled class days for the course. If students withdraw after attending 50% of the scheduled days of the course, they will 
receive a “WF” grade. The grade will be recorded on their transcript. 

Effective Date of Withdrawal 

If students provide notification of withdrawal, the effective date of the withdrawal will be the earliest of the following: the date on the 
written notification, the date it was received if there is no date on the notification, or the student’s last day of attendance. 

If students withdraw without written or verbal notice, or if students fail to return from a Leave of Absence, termination shall take effect on 
their last day of attendance. 

Dismissal from the Program and the Institute 

Students who have been dismissed from the Institute may not be eligible for reinstatement, unless the dismissal was due to failure to meet 
the Institute standards of satisfactory academic progress, in which case the appeal process is to be followed. 

Student Responsibility 

Whenever their schedules change, whenever a course is added, dropped, or when students withdraw from a course, students must meet 
with the Financial Aid Department in order to understand the impact of the change on their financial aid and financial obligations and must 
meet with the Registrar in order to review the impact of the change on their graduation date. 

NOTE: Students who are contemplating withdrawing from a term should be cautioned that: 

• The entire scheduled length of the term they are currently enrolled in is counted in their maximum program completion time. 
• They must repeat all courses from which they elected to withdraw. 
• There may not be space available in the class upon their return. 
• They may have to wait for the appropriate course in the term to be offered again. 
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• Their graduation date may change. 
• Their financial aid and/or tuition costs may be affected. 
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