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Students who are planning to withdraw from a course must see their academic advisors before
withdrawing from the course.

The academic advisors will assist the students in completing the withdrawal card, and sign it before
returning it to the student who then secures the instructor’s signature; thence submits the
Withdrawal Card to the Office of Admissions, Records and Retention (OARR).

If the advisor is not available to assist the student, the vice president for instructional affairs or his/
her designees can assist the student in completing the withdrawal card. Printable withdrawal card
may also be downloaded from the college’s website.

However, instructors may withdraw a student from a course by submitting to the Office of

Admissions, Records and Retention (OARR) a completed Withdrawal Card (Instructor Use).
Printable withdrawal card for instructor use may be downloaded from the college’s website.
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