


Below are draft versions of processes that will be used for the implementation of VSU’s new Limited Withdrawal Policy, which will go into effect Fall 2010.  Updated sections are indicated in red.  These drafts are for information purposes only and may be further revised before being officially posted.

http://www.valdosta.edu/academic/WithdrawalProcess.shtml

Withdrawal Policy
These policies apply to both undergraduate and graduate students at Valdosta State University for all classes offered by VSU, whether delivered face-to-face or online.*  However, some VSU students may be enrolled in classes offered through Georgia ON my LINE (GOML) or eCore . In these programs, some policies and processes may differ slightly.   Students taking classes in those programs should visit the links below for further information.

GOML
ECore 

BEFORE MIDTERM
Students may withdraw from courses following the drop/add period until mid-term by completing the withdrawal process on BANNER. A grade of "W" will appear in the student's official records if the student has withdrawn five or fewer times per the Limited Withdrawal Policy (see policy below).  For the sixth and each subsequent withdrawal that counts under this policy, students will receive a grade of “WF.”  However, a student may not exercise this right to withdraw to avoid sanction for academic dishonesty. Instructors may assign a “W” on the proof roll for students not attending class. It is the responsibility of the student to complete the withdrawal process. A withdrawal is official when it is received and processed by the Office of the Registrar. 

AFTER MIDTERM
Students will not be allowed to withdraw after the mid-term point of the term as published in the school calendar as required by Board of Regents’ policy; however, students may petition an exception to the Board of Regents’ withdrawal deadline for cases of hardship by completing a petition for withdrawal form available in the Office of Dean of Students. The petition will become a permanent part of the student’s file. If the petition is approved, the instructor may assign a grade of “W” or “WF” after mid-term. For the sixth and each subsequent withdrawal that counts under the Limited Withdrawal Policy, students will receive a grade of “WF.” Note that “WF” is calculated in the grade point average the same as “F.” Any student who discontinues class attendance after mid-term and does not officially withdraw may be assigned a grade of “F.”
No fee adjustment will be made for withdrawals except as outlined in the Tuition, Fees, and Costs Section of this Catalog. The Business and Finance Office will receive a copy of the withdrawal form for refunding if applicable. Students receiving financial aid should be aware that withdrawal from courses may affect continued financial aid eligibility. Refer to the section on Financial Aid Academic Requirements for additional information.\

*LIMIT ON COURSE WITHDRAWALS (5 “W” POLICY) For undergraduate students only
 Effective Fall 2010, all undergraduate students are limited to five course withdrawal (“W”) grades for their entire enrollment at Valdosta State University.  Once a student has accumulated five “W” grades, all subsequent withdrawals (whether initiated by the student in BANNER or initiated by the instructor on the proof roll) will be recorded as “WF.”  The grade of “WF” is calculated as an “F” for GPA purposes.
            The limit on withdrawals does not apply if a student withdraws from all classes in a given semester before the mid-term point of the semester.  The following types of withdrawals do not count against the limit of five course withdrawal (“W”) grades: 
·         Hardship withdrawals (see process below)
·         Medical or mental health withdrawals (see process below)
·         Military withdrawals
·         Grades of “WF”
·         Withdrawals taken in semesters before Fall Semester 2010
·         Withdrawals taken at other institutions
Transfer students, regardless of their classification upon enrolling at Valdosta State University, are also limited to five withdrawals at Valdosta State University.

 
5 Course Limited Withdrawal Policy FAQ
Medical Withdrawal Process
Hardship Withdrawal Process


Five Course Limited Withdrawal Policy FAQ

WHAT IS THE POLICY?
All undergraduate students are limited to five course withdrawal (“W”) grades for their entire undergraduate enrollment at Valdosta State University, beginning in Fall 2010.  Once a student has accumulated five “W” grades, all subsequent withdrawals (whether initiated by the student in BANNER or initiated by the instructor on the proof roll) will be recorded as “WF.”  The grade of “WF” is calculated as an “F” for GPA purposes.

WHAT ARE THE BENEFITS OF THIS POLICY TO VSU UNDERGRADUATES?
Fewer than 10% of VSU undergraduates accumulate more than 5 withdrawals over the course of their college careers, so most undergraduates will be largely unaffected by this policy.  However, this policy will ensure that students enroll only in those classes that they intend to complete, thus freeing more seats for all students.  In order to stay within the five withdrawal limit, students will also need to be more proactive in ensuring their success in courses by attending classes regularly and seeking assistance, if needed, from many of the resources available on campus—their instructors, the Student Success Center, the VSU Counseling Center, etc.

TO WHOM DOES THIS POLICY APPLY?
All undergraduates, enrolled in all programs, including eCORE, and any graduate courses taken as an undergraduate.

WHEN DOES THIS POLICY BEGIN?
This policy will begin in Fall 2010 for all current VSU undergraduates and any incoming VSU undergraduates, whether new students or transfer students.  No withdrawals prior to Fall 2010 will be counted in this new policy, but withdrawals will begin to accumulate during Fall 2010 and all subsequent semesters until a student is no longer classified as an undergraduate.

WHAT WITHDRAWALS WILL BE COUNTED TOWARD THE FIVE WITHDRAWALS ALLOWED UNDER THIS POLICY?
Any courses from which a student withdraws after the end of the drop/add period (generally the first week of a regular term) up until midterm will count toward the five count limit.  These withdrawals also include those that an instructor may indicate on the class proof roll (generally completed during the second week of a regular term) if a student has never attended or stopped attending a class.  Withdrawals count by class, not by hour, so that if a student withdraws from a 1 hour class or a 4 hour class, either class would count as 1 withdrawal

WHAT WITHDRAWALS WILL NOT COUNT UNDER THIS POLICY?
· if a student withdraws from all classes in a given semester before midterm  
· if a student successfully petitions for a hardship withdrawal
· if a student successfully petitions for a medical or mental health withdrawal
· military withdrawals
· grades of “WF”
· withdrawals taken in semesters before fall semester 2010
· withdrawals taken at other institutions
WHERE WILL STUDENTS BE ABLE TO VIEW THEIR WITHDRAWAL COUNT?
Students will be able to view their current number of withdrawals that will count under this policy by accessing the following BANNER page:
(1) Log into BANNER
(2) Select Student and Financial Aid
(3) Select Registration
(4) Select Add/Drop/Withdraw: on this screen to view the current number of withdrawals that count under this policy
Or
(1) Select Student Advising Information
(2)  from the Student and Financial Aid menu select Student Records
(3) Select DegreeWorks

WHERE WILL FACULTY BE ABLE TO VIEW STUDENTS’ WITHDRAWAL COUNTS?
Faculty will be able to view the student withdrawal count by accessing the following BANNER page:
(1) Log into BANNER
(2) Select Faculty and Advisor Menu
(3) Select Advisor Menu
(4) Select Student Registration Eligibility—the current count will be available on the screen where faculty make students eligible for registration
Or
(1)Select Student Advising Information
(2) Select DegreeWorks

Also, the proof rolls will contain the withdrawal counts for each student in the course.

WHERE WILL FACULTY AND STUDENTS BE ABLE TO VIEW STUDENTS’ WITHDRAWAL HISTORY, INCLUDING THOSE WITHDRAWALS THAT WILL BE COUNTED UNDER THIS POLICY?
The Student Advising Information screen in BANNER.
HOW MAY STUDENTS PETITION FOR A MEDICAL OR HARDSHIP WITHDRAWAL?
Processes available at http://www.valdosta.edu/academic/MedicalWithdrawals.shtml and http://www.valdosta.edu/academic/HardshipWithdrawals.shtml
HOW MAY STUDENTS PETITION TO CHANGE AN EXISTING WITHDRAWAL THAT COUNTS TO ONE THAT DOES NOT COUNT UNDER THE POLICY?
If the withdrawal was due to a medical or hardship situation, follow the medical or hardship withdrawal used for after midterm noted above.








http://www.valdosta.edu/academic/MedicalWithdrawals.shtml
Medical Withdrawal Process 
A student who has an injury or illness that prevents the completion of all* classes for that term may request a Medical Withdrawal through the Dean of Students Office. The Medical Withdrawal process is outlined below. It should be noted that a Medical Withdrawal can only be requested after midterm. A student wanting to withdraw before mid-term must follow the Withdrawal from Course Policy outlined in the Undergraduate and Graduate Catalogs. If an undergraduate student had to withdraw from a class before midterm for a documented medical reason, that student may use this process to appeal to change a regular withdrawal to a medical withdrawal. Questions regarding this policy should be directed to the Office of the Registrar (333-5727). Questions regarding the late withdrawal process should be directed to the Dean of Students office (333-5941). It is the student’s responsibility to withdraw officially in accordance with university regulations.
* Only in very rare instances will a partial withdrawal be considered, such as in cases where a student may not be able to complete a specific class because of a medical condition or injury that prohibits participation.
Medical Withdrawal Process AFTER MIDTERM AND UNTIL THE LAST CLASS DAY OF THE COURSE (all paperwork as outlined below must be completed by the last class day) 
· Students must contact the Dean of Students Office to withdraw them from all of their current semester classes. The Dean of Students Office strongly encourages students to contact their professors/instructors by phone and/or email to notify them of their intention to withdraw. 
· Students must provide hardship documentation, including a letter from the student explaining the circumstances along with supporting documentation such as the following: for a death in the immediate family, a verifiable obituary or for a serious illness in the immediate family, documentation recommending withdrawal from a physician on the physician’s letterhead signed by the physician (documentation on a prescription pad is unacceptable. 
· The Dean of Students Office will verify the authenticity of the physician’s letterhead. 
· The medical withdrawal process cannot begin until both the students’ written permission and the physician’s documentation have been received and verified. 
· The Dean of Students Office will contact professors/instructors via email that the student is withdrawing from class for medical reasons. This email will include a request from the Dean of Students Office for permission to sign off on the medical withdrawal form for the professor/instructor. Since this request comes after midterm, the Dean of Students Office will request whether the professor/instructor wishes to assign a grade of W or WF for the course. It is important that the professor/instructor respond to this request via email because this documentation supports the medical withdrawal. In cases where the student is petitioning to change a regular withdrawal to a medical withdrawal, the actual assigned grade (“W”) will not change; if the petition is granted, that withdrawal will not count in the 5 withdrawal policy. 
· The Dean of Students Office will then contact the Department Head of the student’s major and the Office of Academic Affairs to request permission to sign off on the student’s medical withdrawal form for them. 
· The Dean of Students Office will complete Sections A, B, C and D of the withdrawal form and will forward it to the Registrar’s Office without medical and supporting documentation. All medical and supporting documentation will be on file in the Dean of Students Office under lock and key. 
· Per Family Education Rights and Privacy Act (FERPA) the Dean of Students office is not permitted to discuss a student’s medical issues with professors/instructors. (In some clinical programs, the student may subsequently be required to submit medical documentation to their dean or department head prior to enrolling in future coursework as verification that the student is eligible to return to class.)
· If the documentation proves to be untruthful, the University reserves the right not to grant the request or to revoke the withdrawal.
MEDICAL WITHDRAWAL PROCESS TIMELINE
Students must initiate the late withdrawal process by 5 p.m. of the last class day of the semester.  When all the documentation for the late withdrawal has been received and verified after the end of the semester, the Dean of Students Office will contact the academic dean of the student’s major for coordination with other appropriate deans and faculty members about a grade change from the already posted grade to a “WP or “WF”. 
If a petition for a late withdrawal is denied, unclear, or submitted beyond stated deadlines, the case may be referred to an Appeals Committee.
http://www.valdosta.edu/academic/HardshipWithdrawals.shtml
Hardship Withdrawal Process 
A student who has an emergency that prevents the completion of all* classes for that term may request a Hardship Withdrawal through the Dean of Students Office. The Hardship Withdrawal process is outlined below. It should be noted that a Hardship Withdrawal can only be requested after midterm. A student wanting to withdraw before mid-term must follow the Withdrawal from Course Policy outlined in the Undergraduate and Graduate Catalogs. If an undergraduate student had to withdraw from a class before midterm for a documented hardship reason, that student may use this process to appeal to change a regular withdrawal to a hardship withdrawal. Questions regarding this policy should be directed to the Office of the Registrar (333-5727). Questions regarding the late withdrawal process should be directed to the Dean of Students office (333-5941). It is the student’s responsibility to withdraw officially in accordance with university regulations.
* Only in very rare instances will a partial withdrawal be considered, such as in cases where a student may not be able to complete a specific class because of a hardship that prohibits class participation.
Hardship Withdrawal Process AFTER MIDTERM AND UNTIL THE LAST CLASS DAY OF THE COURSE (all paperwork as outlined below must be completed by the last class day) 
· Students must contact the Dean of Students Office to withdraw them from all of their current semester classes. The Dean of Students Office strongly encourages students to contact their professors/instructors by phone and/or email to notify them of their intentions to withdraw. 
· Students must provide hardship documentation, including a letter from the student explaining the circumstances along with supporting documentation such as the following: for a death in the immediate family, a verifiable obituary; for a serious illness in the immediate family, documentation recommending withdrawal from a physician on the physician’s letterhead signed by the physician (documentation on a prescription pad is unacceptable); for a workplace change, documentation from the employer on the company’s letterhead. 
· The Dean of Students Office will verify the authenticity of the documentation. 
· The hardship withdrawal process cannot begin until both the students’ written permission and the supporting documentation have been received and verified. 
· The Dean of Students Office will contact professors/instructors via email that the student is withdrawing from their class for hardship reasons. This email will include a request from the Dean of Students Office for permission to sign off on the hardship withdrawal form for the professor/instructor. Since this request comes after midterm, the Dean of Students Office will request whether the professor/instructor wishes to assign a grade of W or WF for the course. It is important that the professor/instructor respond to this request via email because this documentation supports the hardship withdrawal. In cases where the student is petitioning to change a regular withdrawal to a hardship withdrawal, the actual assigned grade (“W”) will not change; if the petition is granted, that withdrawal will not count in the 5 withdrawal policy. 
· The Dean of Students Office will then contact the student’s Department Head of their major and the Office of Academic Affairs to request permission to sign off on the student’s hardship withdrawal form for them. 
· The Dean of Students Office will complete Sections A, B, C and D of the withdrawal form and will forward it to the Registrar’s Office without medical and supporting documentation. All supporting documentation will be on file in the Dean of Students Office under lock and key. 
· If the documentation proves to be untruthful, the University reserves the right not to grant the request or to revoke the withdrawal.
HARDSHIP WITHDRAWAL PROCESS TIMELINE 
Students must initiate the late withdrawal process by 5 p.m. of the last class day of the semester.  When all the documentation for the late withdrawal has been received and verified after the end of the semester, the Dean of Students Office will contact the academic dean of the student’s major for coordination with other appropriate deans and faculty members about a grade change from the already posted grade to a “WP or “WF”. 
If a petition for a late withdrawal is denied, unclear, or submitted beyond stated deadlines, the case may be referred to an Appeals Committee. 



