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Florida Statutes 1001.53, 1001.64

It is the policy of the Florida Gateway College Board of Trustees that attendance requirements for College classes be established.  This policy and related procedures shall be distributed to faculty, staff, and students through the Student Handbook, College Catalog, and Employee Handbook.
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ATTENDANCE

Regular attendance is expected, and is a course requirement in all Florida Gateway College courses. Attendance will be taken, recorded and maintained by each instructor.  Attendance requirements will be established by the individual instructor in each course syllabus with attendance beginning at the time of an individual student's official enrollment in the course.  The student is responsible for adhering to each instructor's attendance requirements as set forth in the course syllabus. After the withdrawal deadline an “F” grade may be assigned for excessive absences.   The instructor will determine the validity of absences and whether the student will be allowed to make up class work and/or examinations.  Failure of the student to adhere to the instructor’s attendance requirements may result in an “F” grade in the course.  The instructor must supply a last date of attendance for any “F” grades. A student's absences due to College sponsored activities will not count against his/her attendance in a class as long as the instructor is notified in advance by the appropriate sponsor/coach.  Students are responsible for all work missed due to College sponsored activities.

NON-ATTENDANCE 

Students who have been reported by their instructor as never attending on the rosters submitted to Enrollment Services will be dropped from their classes. Any corrections needed after submission of the rosters to Enrollment Services must be approved by the academic vice president, dean, or associate dean, who will authorize the office of Enrollment Services to make the correction. 

WITHDRAWAL FROM ANY COURSE
A student may withdraw from any course by the date published in the college calendar for the last day to withdraw. To withdraw, the student must file the withdrawal form according to the withdrawal procedure in the college catalog. The withdrawal form is available on the college web page, in the Office of Enrollment Services, and in the advising center. The student who does not clear his or her record by filing the withdrawal form prior to the published date for 
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withdrawal maybe assigned an "F" grade. The instructor may assign a grade at any time after the published last day for a student-initiated withdrawal. The instructor will enter last date of student's attendance on Final Grade Roster.  Grades will not be submitted by the instructor prior to the last date for a student-initiated withdrawal.  However, instructors are encouraged to submit grades given for nonattendance as soon as possible after the student’s last date of attendance and after the last day for student-initiated withdrawal since the timing of these will have an impact on reimbursement of federal financial aid. The student who receives an "F" grade for non‑attendance, and who can document extenuating circumstances beyond his or her control, may appeal through the Campus Appeals Board.

Drop/Withdrawal

Students who register for classes are responsible for all fees associated with those classes.  Students who decide not to attend or wish to withdraw from a class are responsible for dropping or withdrawing from class by the appropriate published date.  Students who have not been identified by their instructor as never attending, will not be automatically dropped or withdrawn. Any student not dropped or withdrawn by the published date will remain officially registered, liable for all fees, and assigned an earned grade at the end of the semester.
Late Drop Due to Extenuating Circumstances
A late drop will be considered only in the case of documented extenuating circumstances determined by the college to be exceptional and beyond the control of the student. In those cases, a student must submit an Application for Late Drop, together with all supporting documents, as one packet to the Vice President for Enrollment Management and Student Affairs (VP). The application is available in the Office of the VP. The application packet must be submitted no later than thirty (30) days after the end of the term for which the late drop is being requested. Absent exceptional circumstances, untimely appeals will not be considered. Submission of the Application for Late Drop does not guarantee that the late drop will be approved. The VP will make a decision to approve or deny the request. If approved, the VP will complete the Late Drop Authorization form, obtain approval of the Financial Aid director or designee, and submit the form to Enrollment Services to be processed. 

Changes to a student’s schedule may impact financial assistance being received. It is the student’s responsibility to contact any office providing financial assistance regarding any financial impact that would result from the requested late drop.  The decision of the Vice-President shall be final. 
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