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University of North Florida 
REQUEST FOR WITHDRAWAL AFTER  

THE ESTABLISHED DEADLINE 
SECTION 1: 
Student Number _N_______________    ___________ Student Major _______________________________ 

Name ______________________________________ Student Classification ________________________ 

       Academic Advisor ___________________________ 
 
SECTION 2: 
Withdrawal from ____________  ______  _____________________________________ 
     Course Number   CRN  Course  Title 

Term of Course _____________________  Instructor’s Name ___________________________________ 
             Print 
    
SECTION 3: 
State reason you believe an exception should be made in your case. 
Documentation substantiating circumstances beyond the student’s control must be attached. (i.e. doctor’s statement, letter from employer, 
etc.) 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
 
Student Signature _____________________________________________ Date _____________________ 

• Student completes Section 1, 2,  and 3 and takes the form to the Instructor. 
• Instructor completes Section 4; student must obtain the required signatures as indicated in Section 5.   
• The student is responsible for forwarding the completed document to One Stop Student Services in Building 2, Lobby 

area. 
• Written notice of the decision will be forwarded to the student; this does not eliminate the student’s responsibility for 

ensuring that action is taken on the request.  
• All recommendations by the student’s Advisor, Department Chair, and Dean should be obtained prior to submitting to 

One Stop Student Services. 
 
SECTION 4:               
Instructor’s Evaluation    Withdrawal Passing       
                                                                                         ___________________________________ 
(Please circle grade as of withdrawal date)   Withdrawal Failing     Appropriate Signature & Date 
 
Any alterations to this section will be forwarded to Enrollment Services Compliance Office for review.  
 
SECTION 5: 
Advisor’s Recommendation   __ Approved   ______________________________________ 
     __ Not Approved   Appropriate Signature & Date  
      
Chairperson’s Recommendation  __ Approved   ______________________________________ 
     __ Not Approved   Appropriate Signature & Date 

 
Dean or Designee’s Decision   __ Approved   ______________________________________ 
(optional  per college – See academic advisor) __ Not Approved   Appropriate Signature & Date 
                         
 Any alterations will be forwarded to Enrollment Services Compliance Office for review.  
 
White copy: Office                   Yellow copy: Student                             Pink copy: Instructor                       Goldenrod copy: Advising Office   
 



   

 
 

PETITIONING TO WITHDRAW AFTER THE DEADLINE 
 

You may use the “Request for Withdrawal After the Established Deadline Date” form to 
petition for late withdrawal if there are unusual circumstances clearly beyond your control.  

Documentation of the circumstances must be attached to all petitions. 
 
 
THE PROCESS 
 
• Complete Sections 1, 2, and 3 and obtain the instructor’s evaluation and signature.  
• Obtain the required signatures as indicated below. 
• If you currently receive financial aid, contact the One Stop Student Services Office at (904) 620-5555 prior to 

submitting your petition to determine if withdrawing from a course will obligate you to repay all or part of any 
disbursements you received. 

• Return the completed form to the One Stop Student Services Office (bldg. 2, Lobby area). 
• You will receive notification of the outcome through the mail usually within two weeks of submitting the petition. 
 
 
REQUIRED SIGNATURES 
 
• Advisor’s Recommendation  

Obtain the signature of your academic advisor. 
 
• Department Chairperson’s Recommendation 

Obtain the signature of the chairperson of the department that houses the course in question. 
 
• Dean’s Decision 

Dean’s decision is optional per college.  Please see academic advisor. 
 

POSSIBLE OUTCOMES 
 
Please Note:  
• Having a passing grade in a class at the time of petition DOES NOT guarantee the right to withdraw after the 

deadline. 
• The dean or designee of the college in which the course is taught has final approval/disapproval authority. 
• The instructor may recommend an action or write an explanation of the applicable circumstances but does not have 

approval/disapproval authority. 
• The Instructor will assign a WP or WF. 
 

 
WP Withdraw Pass 

Indicates that the student successfully petitioned to withdraw from a course after the official deadline 
and was making satisfactory progress at the time. There is no impact on the student’s G.P.A. 

WF  Withdraw Fail 
Indicates that a student successfully petitioned to withdraw from a course after the official deadline 
and was not making satisfactory progress at the time.  A WF has a negative impact on G.P.A. and is 
calculated in the same manner as an F.  

 


