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Policy Statement

Students may drop, add, or change courses or schedules; or withdraw or may be withdrawn from the program within the limits as
set up by Acsenda School of Management (ASM). ASM may impose academic and/or financial penalties on students when they drop,
add, change courses or withdraw or are withdrawn from the program.

Purpose

The purpose of this policy is to provide students with opportunity to make changes to their learning plans and to ensure that they
are informed about the processes and consequences of course changes and voluntary or involuntary course or program
withdrawals.

Scope

Students who, after registering, find it necessary or desirable to add/drop courses, change courses or course sections, change status
(from credit to audit or from audit to credit), withdraw from individual courses, or withdraw completely from Acsenda School of
Management may do so in accordance with policies, procedures and penalties outlined in this policy. Acsenda School of
Management reserves the right to deny requests for course changes or course withdrawals for operational reasons including the
ability to plan and balance faculty workloads and class sizes.

Policy

l. ENROLLMENT CHANGES

Students may revise their course enrolments within the timelines set out in the Academic Calendar. Any adjustments may carry
academic or financial consequences based on those timelines.

All course drops and withdrawals are subject to the institution’s Refund Policy on Tuition and Other Fees. Students are responsible
for reviewing the applicable refund guidelines to understand any potential financial implications. Course enrolment adjustments
may result in academic or financial consequences as determined by the timelines in the Academic Calendar and may also impact a
student’s academic record or enrolment status.

Requests for enrolment changes after the deadline outlined in the Academic Calendar are reviewed by the Registrar’s Office and are
considered only during the period established in the Academic Calendar. Approved requests within this period do not incur financial
penalties when completed in alignment with institutional policy.

Course or schedule changes outside the periods outlined in the Academic Calendar are not permitted unless written authorization is
provided by the Program Director.

If a change request cannot be accommodated due to availability, operational needs, or other institutional considerations,
communication will be relayed to the student.

1. PROGRAM OR COURSE WITHDRAWAL

Students may withdraw from their program of study at any time, in accordance with the institution’s withdrawal procedures.
Implications of a withdrawal are determined by the schedules outlined in the Academic Calendar, the Refund Policy, and the
Academic Penalties defined in this policy.

Students may also withdraw from any registered course/s after the registration period as defined in the Academic Calendar, through
the course withdrawal process. Implications of a course withdrawals are determined by the schedules outlined in the Academic
Calendar, the Refund Policy, and the Academic Penalties defined in this policy.
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Students who wish to return after withdrawing may apply for re-admission in accordance with institutional requirements.
Readmission is not guaranteed and may be subject to additional conditions or fees.

1l. ADMINISTRATIVE WITHDRAWAL
Students who have not attended a class(es) for the first two (2) sessions of the term without notifying the instructor or the
Registrar’s Office may be removed from the course. Students' status may also be affected by the change/s.

Students who have missed four (4) classes at any time throughout the term without consent may be required to withdraw from the
course and will not be eligible for any refund.

Students who fail to return from an approved academic break will be classified as ‘Stop Out’ status. ASM will attempt to contact the
students to clarify their intentions. Students who are on ‘Stop-out’ status and do not return for the following term of study or notify
ASM of their intent will be withdrawn from the institution.

Students may be issued an unofficial withdrawal from their program of study for failing to meet the minimum academic
requirements or as a consequence of an academic or non-academic offence

Students who wish to return after withdrawing, or who have been withdrawn by the Registrar, may apply for re-admission in
accordance with institutional requirements. Readmission is not guaranteed and may be subject to additional conditions or fees.

Students withdrawn by the institution retain the right to appeal the decision under the applicable appeals policy.
V. ACADEMIC PENALTIES
The Refund Policy on Tuition and Other Fees will apply to students who voluntarily withdraw or are withdrawn by the Registrar from

their program of study.

Students who withdraw from a course/program or are withdrawn by the Registrar’s Office will be subject to the following Academic
penalties:

Undergraduate Programs

Drop/withdrawal period* Effect on Grades

The term begins, up to the end of Week 2 (inclusive) - No effect
- No records on transcript; student is removed from the class list

without penalty.

From the beginning of Week 3 to the end of Week 6 (inclusive) : - Student receives a grade of “WD” (Withdraw); no academic
penalty; course excluded from GPA calculation.
From the beginning of Week 7 onwards - Student receives a grade of “F.”
Definitions
These definitions apply to terms as they are used in this policy.
Word/Term Definition
Registration Deadline The last date by which students must complete and finalize their enrolment or course registration
Official Withdrawal Withdrawal initiated by the student and approved by ASM
Administrative Withdrawal initiated by ASM
Withdrawal
Switching Process of changing a course or schedule to a different one
Dropping The act of removing a registered course before the registration period ends.

Related Policies

Policy Number Policy Title
3011 Refund Policy on Tuition and Other Fees
5650 Attendance and Participation Policy
9054 Grading System
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5010 - Student Appeals Policy
Responsibilities
Student

e Completes the Course Drop/Switch Form or the Program Withdrawal Form and submit it to the Registrar’s Office before the
registration deadline. The student is responsible for any academic or financial penalty that may be incurred as a result of
course changes after the drop/add deadline according to the Refund Policy on Tuition and Other Fees.

e Note: If the student is unable to attend in the first week of a course but plans to complete the term, it is the student's
responsibility to contact, in writing, to the instructor and to the Registrar’s Office in advance for permission.

Registrar’s Office
e Administrates the Course Changes and Course or Program Withdrawals policy, including advising students on any penalties
or other impacts associated with dropping or adding courses.
e Documents course changes, or course or program withdrawals on student records and/or transcripts.

Program Director
e Reviews the form, then approves or denies any exceptions to this policy.

Registrar
e Proposes revisions to the policy.

Academic Council
e Approves major revisions to the Course Changes and Course or Program Withdrawals Policy.
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Procedures

Changes in Enrolment (Adding/Dropping/Switching Courses or Schedules)

1. Before the term begins, students can add, switch, or drop courses without submitting a form. These changes will not result
in any academic or financial penalties.

2. Once the term starts, the Refund Policy on Tuition and Other Fees will apply to any course dropped. Please refer to the
Refund Policy Table for more information.

3. If a student wants to switch to another course/schedule after the term has started, they must submit a Course Add/Switch
Form. This request will be handled by the Registrar’s Office and must be submitted before registration is closed. No course
changes will be accepted after registration closes. This process does not incur a financial penalty

4. A student may drop a course after the term starts. Financial and Academic penalties may apply. The student’s status may
also be affected by the changes, which will be updated as appropriate based on the circumstances.

5. If a student drops a course after the term starts and before the registration ends, no academic penalty will apply. However,
the Refund Policy on Tuition and Other Fees will apply

6. If arequest for a course change cannot be accommodated for operational or other reasons, the Registrar’s Office will
explain to the student.

7. Students may not request any changes after the registration ends unless there’s written approval from the Program
Director.

8. The registrar’s office will notify the student of any decisions made on any request.

Program or Course Withdrawal

1. Students may voluntarily withdraw from their program of study by completing and submitting a Program Withdrawal
Form.

2. The Program Withdrawal Form is reviewed and processed by the Registrar’s Office.

3. Students who voluntarily withdraw before the start of the term may be eligible for a refund, subject to the applicable
refund guidelines. Such changes may also affect the student’s enrolment status, which will be updated as appropriate.

4. For withdrawal requests submitted after the start of the term, the Refund Policy on Tuition and Other Fees shall apply. Any
grants applied to the student's account will be forfeited upon withdrawal. These changes may also affect the student’s
enrolment status, which will be adjusted accordingly.

5. The Registrar’s Office will notify the student once the withdrawal request has been processed or if any additional
information is required.

6. A student who voluntarily withdraws but later decides to re-enroll in the program must apply for readmission through the
Readmission Process.

7. Students who apply for re-admission must complete an Application for Re-admission Form available from the Request
Forms tab of the student portal. A readmission fee is normally required.

8. Students may also withdraw from any registered courses/es after the registration period. Financial and Academic penalties
shall apply as outlined in this policy.

9. Course withdrawals will also affect the student’s academic record or enrolment status.

Administrative Withdrawal
1. The Registrar’s Office will provide official notification to any student who is subject to an administrative withdrawal.
2. Astudent seeking to appeal a course or program withdrawal must submit an appeal using the designated request process
available through the MyASM portal.
3. The student will receive written notification of the decision of the appeal.
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Appendices

e  Course Add/Switch Form and
e  Program Withdrawal Form.

COURSE ADD/SWITCH FORM

Please indicate the course
you would like to add

Session / Offering

- Select Course — v

- Select Course Offering / Session — v
] By checking this box, you acknowledge that you have read and understood the refund policy.
T | understand that there is no refund for tuition and term fees under contract if | drop from a course after the first day of the term.

[ This request is subject to course availability and approval by the Registrar's Office.

Acsenda School of Management (ASM) is committed to using personal information we collect in accordance with applicable provincial and
federal privacy legislation. By completing this form, you are consenting to have ASM use the submitted information for the purposes
consistent with academic and support services of a post-secondary educational institution.
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ACSENDA
—— PROGRAM WITHDRAWAL FORM
Application Withdrawal

Shadsnis aro requined o inform ASM of sny changs in e erroiment stotus, Stedent who are not stionding clmssss s
requirsd io withdrew or face adminstrative withdrawal unbsss they qualify for regesier for an Acsdemic Lesve or Bresk under
the e of ASM Policy.

ASM endaavors o mes with sludents snd provida informaton Aol withdras Through &n intanvies,. Howeyer, 15 8 student
rospons lity 10 ansune thak thoy teke the necassary sieps 10 indorm any necossary parbes of ther charga. This ncuces
but i not limted to Canada immigration and Student loan sgencies. Student will recaive final grades for any courses that
thery are registerad i in acoondanos ko the grading sysiom policy. Stdont who o sligible for 8 refund of any fees in
accordance o tha refund . Policy musd submil a separaie Refund fom.

PERSOMAL INFORMATION

Lest Nama: First Mame: Student #: |
Siudant's Address
Prov_ (Siale Couniry: Postal Code:
Phaoroel: Ermaail:
WiTHORAWAL REQUEST

Will you compilets the cument term? [ Yas  [INo

Raaton for withdrawal:

[] Atending ancther college — [pleass indicats schoal): )
D Financial soues

[0 Denial of Study Permit (please atiach a copy of the lether)

[] oOther- Detais:

Studant’s Written Reguest:

Studont Signature: Dartac
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