Revision to:
GBC’s Policies and Procedures 
6.1: Student Services
Section 5.0: Registration
Item 5.9: Adding/Dropping Courses
Per the approval of the Academic Standards Committee which met on 11/8/19, agenda item E: New Business – Late Enrollment, a change was requested to the policy noted above regarding adding courses after the open enrollment period.
It was suggested and approved by the committee to change and update section 5.9 regarding late enrollment.
Current policy reads:
5.9 Adding/Dropping Courses
· A student may add full-semester courses or change sections (provided the courses are open) up to the close of the registration period which is the first week of the regular semester. Exceptions may be made after the published date with approval by the instructor to be filed in the Admissions and Records Office. 
· A student may add 8-week courses (provided the courses are open) up to the close of the third calendar day of the first week of the courses.
· No late enrollment for courses shorter than 8 weeks.
· A student may elect to utilize the Course Level Exchange with instructor approval, during week 2 of the regular semester only, for courses within the same discipline, without penalty. (i.e. MATH 120 for MATH 126)
· For full-semester courses, dropping courses after the first week will automatically place a “W” or withdrawal on the student’s permanent transcript.
· Under extenuating circumstances, including illness, accident, or similar medical emergency or hardship cases, students have the options of requesting an incomplete in one or more classes or requesting an official withdrawal from the college.
Exceptions to the refund schedule/policy require a written request, along with the necessary documentation from the student explaining any extenuating circumstances, submitted to the Assistant of the Vice President for Student Services or the Admissions and Records Office.
