BUTTE COLLEGE

COUNSELING AND ADVISING

DATE:



June 20, 2011
TO:



Campus Community

FROM:


Susan Carey, Coordinator of Counseling

REGARDING:

Withdrawal from courses, Late Add Process – Fall 2011 – 17 week classes





                   



         (Aug. 22nd – Dec. 16th)
A:  1.    For WITHDRAWAL from one or more classes, but fewer than all classes.

	DEADLINE
	WHO MAY INITIATE WITHDRAWAL
	SIGNATURE NEEDED
	A/C PETITION
	REASON FOR WITHDRAWAL

	REFUND 

DROP DATE
	Student Responsible
	None
	None
	None needed

	Sept 1  (10%)

Online by Sept 4
	Instructor may indicate "NS" on 

roster for "no show" 
	None
	None
	None needed

	“DR” DATE
	Student Responsible
	None
	None
	None needed

	Sept 15 (25%)

Online by Sept 18
	Instructor may indicate "DR" with date on roster if attendance is taken*
	None
	None
	None needed

	“W” DATE
	Student Responsible

Last day to drop on the WEB
	None
	None
	None needed

	Oct 13 (50%)

Online by Oct 16
	Instructor may indicate "W" with date on roster if attendance is taken*
	None
	None
	None needed

	LATE

WITHDRAWALS
Oct 17 – Nov 17
	Student Responsible


	Instructor must sign on back of Drop Card with last date of attendance
	None
	Serious and Compelling

	(Up to 75%)
	Cannot be withdrawn from roster by Instructor
	
	
	

	PETITION

PERIOD

Nov 21 –Dec 16
	Student Responsible


	Instructor must sign on back of Drop Card or on

Academic Council Petition with last date of attendance
	Yes- Counselor signature needed on petition
	Accident or serious illness

	 (After 75%)
	Cannot be withdrawn from roster by Instructor
	
	
	






* Class syllabus must clearly state the instructor's attendance/DR/W policy

2.  Withdrawal from all courses: Students who wish to withdraw from all courses must have an exit interview with a counselor. 

        The counselor may grant permission to withdraw from all courses by signing the back of the student’s completed class 

        schedule card. Instructors will be notified by form letter when students withdraw from all classes through the Counseling 

        Department. Students must have a serious and compelling reason to withdraw. See pages 49 & 50 of the current Butte 

College  catalog for details and a list of the types of situations which may be defined as “serious and compelling” reasons to 
withdraw.

     Counselors may initiate the withdrawal process for students who are unable to do so themselves. (Emergency situations only, 

     accident, serious illness). Counselors will print student’s name on signature line of the drop card and sign just below it. They 

     will sign the reverse side of the card, and submit it to Admissions and Records. Paperwork must be received in Admissions 

     and Records by 5:00 pm on the last day of the semester.

3. Short term class refund date is 10%. This is often prior to or on the first day of class. Follow the percentages noted above for drop, withdrawal and petition dates.

     NOTE: A student’s drop or withdrawal date is considered to be the date a drop card is received from a student by Admissions 

     and Records or the last date of attendance (must be within the first 8 weeks) indicated by the instructor on the roster.

B:  Adding courses:
· When the first date of attendance is within the first two weeks of a 17-week term and the add card is submitted prior to the 50%  point of the course, NO dean signature is required. 
· After the 50% point or in instances where the add is occurring post-census, a Dean’s signature is required. 
· For irregular term courses check the Portal for exact dates.

