
Withdrawal Process

Start

Student meets with 
Academic Advisor

Academic Advisor 
determines if course is an
 add, drop or withdraw 
and checks appropriate 

box

Is this request within
 the first two weeks 

of the term?
No

Is this request after 
after the sixth week?

Yes

See Add/Drop process

No
Student meets 

with instructor to 
secure signature

Student meets 
with Academic 

Advisor for 
assessment of 

request

Will the student 
drop below 12 

credits?

Academic Advisor 
signs form

Student brings 
form to SRC Finish

Is the student an 
international 

student?

Academic Advisor 
assesses Financial 

Aid impact

Academic Advisor 
assesses Billing 

impact

Academic Advisor 
discusses status 

implications with 
student

Yes

No

No

Yes

Yes

SRC staff checks 
for all required 

signatures
OUR processes 

form

Weekly Brio 
audits sent to 

Academic 
Advisors, Bursar, 

Financial Aid, 
ISSS,

Retention and 
Student Affairs


