ISP 191P
Administrative Withdrawal Procedure 
PURPOSE

Allows instructors to withdraw students for non-attendance and/or for inability to demonstrate compliance with published course prerequisites and/or co-requisites.

SUMMARY

Requests from faculty to administratively withdraw students will be submitted to Registration and Records.

PROCEDURE

1. Faculty submit requests for administrative withdrawal to Registration and Records based on  the following course-length information
a. Requests must be submitted during the first two weeks for courses that meet for five weeks or more.
b. Requests must be submitted during the first week for courses that meet three to four weeks.

c. Requests must be submitted before classes begin for any course that meets for two weeks or less.
2. Faculty requests should include the student name, student identification number, course number, and course section.
3. Faculty requests can be physically submitted to Registration and Records or submitted electronically be emailing registration@clackamas.edu.
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