
I need to 
withdraw from my 

Class

Look up Withdraw 
deadlines. Has the 
deadline passed to 

drop the class? 

Yes No

Action: Inform student that the 
deadline has passed to 

withdraw. They will want to 
continue taking the class and 

make an appointment with their 
CE Advisor to discuss further 

options. 

If student would like to petition, 
they may do so. See Peititon 
Flow Chart for the process. 

Are you taking 
more than one 

class? 
Yes No

Instruct student to 
follow registration 
tutorial to reverse 
the registration to 

withdraw. 

Action: Send an email to the 
students EC. Include: 

- UVU ID
- Name

- CRN and name of class being 
dropped

- student phone number/email

Make sure student knows the 
class will be withdrawn (W on the 

transcript) Let EC know they 
know in the emial 

Note: 
W's do not impact GPA. They are a 

placeholder for a grade. It shows you 
were in the class and dropped it.  A 
few W's on a transcript do not affect 
scholarships, but it might if there are 

multiple W's. 

Students cannot get their money back 
for withdrawing from a class.

Concurrent Enrollment classes cannot 
be repeated.

Example: A student takes ENG 1010, 
gets a B (or a W) and they want to 

take it again the next year to improve 
or replace the grade - they cannot. 

The student must graduate from high 
school and then re-take the class. 

Has the student 
dropped or 

withdrawn from the 
class at the high 

school? 

NoYes

Send an email to EC 
with: 

- Student Name
-UVU ID

- Phone number
- Email

- Class(es) to withrdraw 
from
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