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ADD/DROP AND WITHDRAWAL OF COURSES

There are specific times during a semester when a student may add, drop or withdraw from a course.
These dates are published in the College’s Academic Calendar, are noted in the Student Handbook and
on the College’s website.

ADDING AND DROPPING A COURSE:

Courses may be added and/or dropped during the first six (6) business days of a semester on a space
available basis.

e Students who have completed fifteen (15) credits may add classes during this period through the
Student Information Portal.

e Todrop a course, students must see an academic advisor.

« Students who do not officially drop or withdraw from a course(s) assume all academic
consequences and the financial obligation for tuition and fees.

+ Non-attendance in classes is not considered a drop or a withdrawal and jeopardizes the
student's academic record and eligibility for refunds or financial aid. Students who stop
attending classes will receive a grade of "AF." This grade will be figured into the grade point
average (GPA).

WITHDRAWAL FROM A COURSE

Through the 12" Week of a Semester

A student may withdraw from a course only during the semester in which he/she is registered for a
specific course. The withdrawal period extends from the beginning of the second week (end of the
drop period) in a semester through the twelfth week of fall and spring semesters.

e Summer sessions vary in length and these dates are not applicable. Contact the Academic
Affairs Office in Carter Hall for specific information regarding the appropriate withdrawal
dates for summer sessions.

e Students are encouraged to discuss a withdrawal with their Academic Advisor as it may impact
their progression through an academic program.

e A grade of “W” will appear on a student’s transcript and will not be used to calculate a
student’s grade point average (GPA).




There will be financial consequences associated with withdrawing during this time frame.
Students should contact Financial Aid (if the student receives aid), and the Business Office for
specific information regarding the withdrawal.

A withdrawal from a course is counted as a course attempted but not completed, and will
adversely impact satisfactory progress as defined by the KVCC Financial Aid Satisfactory
Academic Policy. This, in turn, can have adverse financial aid consequences. When
withdrawing from a course, students receiving aid should contact the Financial Aid Office to
discuss the financial consequences and the impact this withdrawal will have on satisfactory
academic progress.

After the 12" week of a semester

In extraordinary circumstances, a withdrawal from a semester may be granted after the twelfth (12"
week in a semester, and a grade of “W” will appear on the student’s transcript. It will not impact the
student’s grade point average (GPA).

An extraordinary circumstance may involve a serious medical condition, serious illness for
student or student’s family, or the death of a family member. Documentation must be
provided.

Students requesting withdrawal status after the 12" week in a semester will be referred to the
Dean of Students, King Hall, Room 126B. A Special Request Form is completed, the last date
of attendance is recorded, written documentation is gathered, and faculty is notified. The
student must make this request for special circumstance withdrawal within 10 business days
from the close of the current semester or summer session.

The form and all accompanying documents will be forwarded to the Academic Dean for
consideration.

There will not be a refund of tuition or fees.

GREIVANCE PROCEDURE

Should the request for withdrawal be denied, the student will be notified in writing by the
Academic Dean.

If a student receives a denial to their request to withdraw from a course(s) in a given semester,
the student must, within 10 days, respond in writing to the Academic Dean.

The Academic Dean will present the Special Request Form, supporting documentation, and the letter
from the student to the Academic Standards Committee for consideration. The student may be asked
to attend the Academic Standards Committee meeting to clarify information. The student will be
notified in writing of the decision of this Committee. The findings of this Committee are final.




