Protocols for Implementing the Withdrawal Policy  (from Fall 2003)

(Revised 4/28/04)

These protocols are designed to provide details for advisers and others implementing the University’s policy on Withdrawal from Classes [# 02.10.14].  (See  http://policies.temple.edu/list_docs.asp#W  for the complete text of the policy.)

Advisers and instructors should work carefully with students to help them determine whether or not electing a “W” for a particular course is in the student’s best interest, considering the implications for the student’s short and long-term academic progress and for their eligibility for financial aid. Where possible and advisable, the student should be encouraged to work through the immediate problems and to finish the course.

When the student must use the “W,” or the “WE,” he or she should be carefully informed about the consequences.

I. Deans’ Protocols for Use of the “WE”

Deans’ should use the “WE” (Withdrawal with Dean’s Excuse) sparingly and only with appropriate documentation.  The “WE” allows a student to withdraw from a single course or an entire semester without the “WE” withdrawals counting against the five allowable “W”s that a matriculated undergraduate student may use throughout his or her career. 

Generally, “WE” approved for one course will relate to a medical situation in a specific class. (For example, a student in a dance course breaks his or her ankle; a student in a chemistry lab is diagnosed with an allergic reaction to the chemicals.) More serious medical conditions  (for example, emergency surgery or an automobile accident causing serious injury) will ordinarily warrant “WE”s for all courses (ES)--and not a sub set of courses.  In general, use of the  “WE” option should be considered upon petition from a student to the Dean or Dean’s designee with support of the student’s academic adviser. The main criterion should be a serious circumstance beyond the student’s control that prevents completion of the course(s).  

The following table illustrates typical examples, recommended documentation, and actions for Dean’s Offices considering “WE” petitions. 

	Circumstance
	Documentation
	Action

	1.  Serious medical circumstances preventing student from continuing to attend classes.  This may include a traumatic psychological event affecting the student.
	Note from physician on physician’s stationery.

See Instructions for Temple University Students Seeking

Medical Withdrawal (WE) from Classes. (Rev. 4/14/04)

Once the petition has been considered, specific medical documentation received from a medical provider should be sent for filing to the Office of Disability Resources and Services.
	Adviser posts “WE” or “ES” (entire semester) on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Note in Advising Data Base. E-mail to faculty member notifying them of the approved, excused withdrawal.

	2.  Serious family medical emergency preventing student from continuing to attend classes.
	Note from physician on physician’s stationery or appropriate comparable documentation.
	Adviser posts “WE” or “ES” (entire semester) on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Note in Advising Data Base. E-mail to faculty member notifying them of the approved, excused withdrawal.

	3.  A change in employment schedules or work location preventing student from continuing to attend class(es) and beyond the student’s control. [Intended generally for students who are also employed full-time.]
	A letter on company stationery from the employee’s Human Resources or Payroll office confirming the mandatory change of hours or of employment location.
	Adviser posts “WE” or “ES” (entire semester) on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Note in Advising Data Base. E-mail to faculty member notifying them of the approved, excused withdrawal.

	4.  Adviser error (e.g. misinterpretation of a testing score or other eligible exemption, course planning errors, etc. 
	Written finding with copy to Dean or Dean’s designee.
	Adviser posts “WE” on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Note in Advising Data Base. E-mail to faculty member notifying them of the approved, excused withdrawal.

	5.  Instructor error or resolution of a grievance adjudicated in the student’s favor.
	Written finding by the Dean’s office.
	Adviser posts “WE” on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Note in the Advising Data Base. Letter to faculty member notifying them of the approved, excused  withdrawal.

	6.  Late articulation of transfer credits affecting one or more courses that was beyond the control of the student.
	Written finding by the Dean’s office verifying the relevant dates of the request for and (late) results of the articulation.
	Adviser posts “WE” on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Note in the Advising Data Base. E-mail to faculty member notifying them of the approved, excused  withdrawal.

	7. Complete withdrawal from all classes, only in the student’s first semester (fall or spring) at Temple--and only when the student is taking a full-time course load of 12 or more credits.
	The student and adviser fill out the Request for Complete Withdrawal (RCW) Form.  The Adviser must verify the student’s status as a full-time student in his or her first semester.  

This should be done by attaching a copy of the student’s R2, G6 and H1/H2 or other appropriate ISIS screens.

The Dean must approve and sign the RCW form. Once the Dean has approved an RCW, the adviser posts a note on the student’s G2 screen.
	Adviser posts “ES” (entire semester) on the ISIS R2 screen between the third and the ninth week of term. Note in the Advising Data Base. E-mail to faculty member notifying them of the approved  excused withdrawal from the term.

[The use of the ES option does not entitle the student to any pro rata return of funds beyond those exceptions identified in the current policy on student registration in the Undergraduate Bulletin.]


II. Protocols and Procedures for use of the  “W”  

A.  ISIS Procedures
The Administrative Computer Systems Office has modified ISIS functions to enable posting of up to five “Ws.” (“WE” postings are not limited by the system.)

An adviser attempting to withdraw a student from a course or courses when that student has used all five of his or her allowable “W”s will encounter an error message. An error message will also be generated in those cases where the student has fewer than five recorded “W”s and the adviser’s attempt to withdraw the student from an entire semester results in “W”s greater than five. In the later case, the adviser should withdraw the student one course at a time—up to the student’s limit of five. Remaining courses must be taken for letter grades.

A running counter is available on both OWLnet and OWLink showing the number of “W”s the student has “spent”—up to five.  The counter will look for (and count) only courses/course references numbers that are designated in the system as the base course (“B”) and not for labs (“L”) or recitations (“R”).

B. Limiting Withdrawals from the same Course
The Withdrawal Policy prohibits students from withdrawing from a course more than once. However, ISIS programming does not technically prevent an adviser from withdrawing a student from a course taken in a previous semester. Therefore, advisers must check the H8 or H9 screens to see if there are any prior withdrawals for the course in question—in order to determine whether a requested withdrawal is allowable.  Advisers may then post “W” on the ISIS R2 screen between the third and the ninth week of term (and up to the fourth week of a summer term). Advisers should then e-mail the faculty member notifying him or her of the student’s approved “W.”

A “W” may be used in Math 0015 only if the student is withdrawing from the University after the first semester. (See #7 above for first-semester, complete withdrawals.)

C. Exception to the Limitation on Withdrawing from a Course Only Once

Advisers shall not count a course withdrawal posted prior to Sept. 1, 2003 (before the use of “WE”) in the cases of students who can document that the earlier withdrawal would have met the current protocol for identifying circumstances beyond the student’s control (i.e., the criteria and documentation for “WE” in Section I, above). While this previous “W” will not be changed to a “WE,” the Office of Academic Records advises that you can enter a comment on the G-2 screen to indicate that the previous withdrawal has been excused and the reason for that decision.  Advisers may then post a “W” for the current course, providing the student has not exceeded the limit of five.

III. Protocols for Post Ninth-week Exceptions

The new policy will move the deadline for College and School posting of “W” (and the new “WE”) from the twelfth week to the ninth week. After the ninth week, the Office of Academic Records will be responsible for posting any “W”s and “WE”s.

In former times, the largest category of exception was granted after week twelve when the instructor was unavailable or unresponsive to requests made reasonably before the deadline.  The new system does not require the instructor’s signature in advance of the withdrawal, only the approval of the advisor, and instructor issues should not be an impediment to timely processing of a “W.” Where possible, the standard protocol recommends that an advisor processing a “W” or “WE” for a student email the faculty member to notify him or her that this action has been taken.

There may be a few exceptional reasons why a “W” would be granted after the ninth- week deadline.

	Circumstance
	Documentation
	Action

	1.  Notwithstanding the policy on academic progress and grading in lower division courses (02.10.15), the student did not receive significant graded work for the course until after the ninth week.
	Advisor alerts Dean’s designee who investigates with instructor.
	Office of academic Records processes the “W” upon receipt of authorization from the Dean’s Office.

	2.  Resolution of a grievance adjudicated after the deadline and not in the student’s favor.
	Written finding by the Dean’s office.
	Office of academic Records processes the “W” upon receipt of authorization from the Dean’s Office.

	3.  The student was ill just before the deadline and was unable to submit the “W” request in time.
	Note from physician on physician’s stationery.
	Office of academic Records processes the “W” upon receipt of authorization from the Dean’s Office.


IV. Forms, Documentation and Codes for the R-2 Screen

A.  Forms 

Allowable “W”s that meet guidelines may be posted on the R2 screen up to the ninth week. The form for requesting exceptional “W”s (section III, above) is the Registration and Schedule Revision (RSR) form which should be completed in full, and submitted to the Office Academic Records for evaluation. (Enter the course in the withdrawal section and write LATE WITHDRAWAL on the RSR form. A brief covering memo with an explanation should be submitted and should state that required documentation, if appropriate, is on file in the advising or Dean’s office.

Request for Complete Withdrawal (RCW), only for full-time, first-semester students, must be completely filled out and signed.

B.  Documentation


Documentation and copies of submitted forms must be available in academic units for periodic audits or review by the Office of the Provost. Any medical documentation from a provider should be forwarded to the Office of Disability Resources and Services for filing once the case has been decided. 

C. Codes for the R-2 Screen
There are eight withdrawal function and reversal function codes for the R-2 screen. Contact J. Resavage in the Office of Academic Records if you have questions concerning the process itself.

Withdrawals (“W”)

WC - withdraw from a course, CRN needed

RW - reinstate withdrawn course, CRN needed

WS - withdraw from a semester, no CRN

RS - reinstate withdrawn semester, no CRN

Excused Withdrawals (“WE”)

WE - excused withdrawal from a course, CRN needed

RX - reinstate excused course withdrawal, CRN needed

ES - excused semester withdrawal, no CRN

SR - reinstate excused semester withdrawal, no CRN
V. Non-matriculated Students who Subsequently Matriculate

The policy explicitly applies to students pursuing the baccalaureate degree. The Educational Policy and Planning Committee (EPPC) considered the case of non-matriculated students with one or more “W”s who subsequently matriculate. Since the grades, credits and GPA earned while in non-matriculated status are brought forward when the student is matriculates, EPPC has ruled that “W”s posted after September 1, 2003 but prior to matriculation count against the five allowable “W”s. 
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