Separating from the University

Students who register and later decide not to attend the university are responsible for notifying the Graduate School and the Office of the University Registrar in a timely manner. The following information should be reviewed carefully as there may be academic or financial consequences based on when a student chooses to leave the university.
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Cancel Registration (leaving the university before classes begin)
Students who register and later decide not to attend the University must cancel their registration before the first day of classes. See dates and deadlines for cancellation dates. Failure to cancel registration will result in financial obligation to the university even though the student does not attend class.
Complete the Cancellation of Registration Form 
· The Cancellation of Registration form must be received by the Office of the University Registrar prior to the first day of classes since the university can honor only those requests for cancellation which are actually received by the deadline (prior to the first day of classes).








Withdraw from the University (leaving the university after classes begin)
Students may request a withdrawal from all classes at any time between the first and the last day of classes for the semester. Students must submit written notice of withdrawal to the Office of the University Registrar registrar-graduate@umd.edu no later than the last day of classes.
The effective date of the withdrawal for purposes of any refund is the date that the written withdrawal notice is received by the Office of the University Registrar.
[bookmark: _GoBack]Non-degree seeking students must follow the same deadlines to request a withdrawal and are subject to the same refund schedules as degree-seeking students.
Degree-Seeking Graduate Students Enrolled in a Semester Program
Graduate students admitted to the University of Maryland are expected to make satisfactory progress in meeting programmatic requirements, must demonstrate the ability to succeed in their course of studies or research, must attain performance minima specified by the graduate program in all or in particular courses, and complete their degree within the established time limits.
Withdrawal Procedures for Degree-Seeking Graduate Students Enrolled in a Semester Program
Students may request a withdrawal from all classes at any time between the first and the last day of classes for the semester. Students must submit written notice of withdrawal to the Office of the University Registrar no later than the last day of classes.
In addition to academic consequences, a withdrawal can have ramifications on financial aid, visa status, graduate student status, and progress toward earning a degree. It is the student's responsibility to review these potential implications with the appropriate offices.
· Assistantships and Tuition Remission Benefit: Contact your Benefits Coordinator
· Fellowship: Contact Advisor and Graduate Program Director
· Financial Aid: Contact Student Financial Services & Cashiering | 1135 Lee Building | Phone: 301-314-9000
· F-1 and J-1 Visa Holders: Contact International Student & Scholar Services | 1126 H.J. Patterson Hall | Phone: 301-314-7740
	· 
	To request a leave of absence, the student and their department/program must complete the Request for Leave of Absence Form found on the Forms page of the Graduate School website.







The effective date of the withdrawal, for purposes of any refund, is the date that the written withdrawal notice is received by the Office of the University Registrar. For more information on academic deadlines and refund schedule, please see Dates and Deadlines.
To withdraw from all courses, students must complete:
· Degree-Seeking Graduate Student Withdrawal Form  
Send the completed form to the Office of the University Registrar, 7999 Regents Dr., First Floor, C. Mitchell Jr. Building, College Park, Maryland 20742; fax: 301-314-9568; or email registrar-graduate@umd.edu and copy Carol Scott for record tracking purposes.

Non-Degree Seeking Graduate Students
For more information for about Non-Degree Seeking student status, see the  Academic Catalog.
Withdrawal Procedures for Non-Degree Seeking Graduate Students
Students may request a withdrawal from all classes at any time between the first and the last day of classes for the semester. Students must submit written notice of withdrawal to the Office of the University Registrar no later than the last day of classes.
The effective date of the withdrawal for purposes of any refund is the date that the written withdrawal notice is received by the Office of the University Registrar. For more information on academic deadlines and refund schedule, please see Dates and Deadlines.
To withdraw from all courses, students must complete:
· Non-Degree-Seeking Graduate Student Withdrawal Form  
Send the completed form to the Office of the University Registrar, 7999 Regents Dr., First Floor, C. Mitchell Jr. Building, College Park, Maryland 20742; fax: 301-314-9568; or email registrar-graduate@umd.edu.


Resignation from the University & Program
Students who are not returning to complete the program will need to contact the Graduate School via email at gradschool@umd.edu to submit your letter of resignation. Please copy Carol Scott for record tracking purposes. 




Appeal to Withdraw After Deadline (Regular Programs)
Students are expected to withdraw from the semester according to the policy and procedures outlined by the university. It is the student’s responsibility to know and adhere to all academic policies. In exceptional cases, a retroactive withdrawal may be granted based on documented requests in which extenuating circumstances significantly impaired the student's ability to complete the semester and officially withdraw by the established semester deadlines. Such circumstances include, but are not limited to, medical or psychological causes.
The Office of the University Registrar will only review requests for a complete semester withdrawal impacting all courses. If the request concerns a single course, students should contact their advising college. Exceptions for retroactive withdrawals are granted only in the event of rare and extraordinary circumstances that were beyond a student’s control. The university does not make exceptions for poor judgement, poor performance, or forgetfulness. If your circumstances involve factors beyond your control, please follow the steps below to submit an Appeal for Special Exception.
Steps to Submit an Appeal for Special Exception
1. Fill out the Appeal for Special Exception Form  and submit your completed and signed form to registrar-appeals@umd.edu.
2. Review the Appeals Checklist  and begin gathering the supporting documentation you will need to submit.
3. Check your email to confirm receipt of your form from registrar-appeals@umd.edu. This email will provide you with a link to your personal Box folder and instructions on how to use Box. The email will also contain information about the types of supporting documentation you will be required to submit.
4. Log into Box with your UMD login information. If you are not a current UMD student, you can register with Box for free. Your access will give you the ability to upload files related to your appeal and view materials to be submitted to the Appeals Committee; however, you will not have the ability to delete or edit once you complete the upload.
5. Complete the Appeals Checklist and check off the documentation you are submitting. Then, upload the checklist and your documentation to the Box folder.
6. After all of your required documents are uploaded, email registrar-appeals@umd.edu to indicate your submission is complete.
7. Review of your appeal will not begin until all required materials have been submitted.
8. A decision about your appeal will be emailed to the address you provided on your Appeal for Special Exception Form.

Your Appeal for Special Exception requires intensive review and may take three to four weeks for you to receive notification of a decision. The Office of the University Registrar is subject to University System of Maryland and State of Maryland Legislative audits, for which each appeal must be justified and have clear and substantiated documentation for each case.




Appeals: Exception to Academic Policy (ETLA Online Programs)

The average review time is 30 business days (Monday - Friday, excluding holidays) from the date that the appeal and all documentation are received. Confirmation of the decision is sent to the email address listed on the appeal form.
Important Considerations Before Requesting an Exception to Policy
In addition to academic consequences, changes to your academic record, including adding, dropping, withdrawing, or canceling (including retroactive options), may have serious financial or legal consequences, especially if you receive financial aid, are an international student, or live on campus.
Students are responsible for consulting with the appropriate offices to avoid potential issues before submitting an exception to policy.
Appeal Form and Deadlines
Access TerpEngage-EXST Forms to submit the Appeal Form. 
1. Select Log In with UMD Directory ID to access the portal.
· Former students: Reactivate your Directory ID via the Former Student Identity Verification website. After reactivation, set a passphrase and log in to the TerpEngage-EXST Forms Portal.
2. Select My Forms.
3. Select Start New Form.
4. Select Appeal Request for Exception to Academic Policy from the dropdown and select Save and Continue.
5. Complete and submit the Appeal Form.
6. Attach documentation. See How to Attach Documentation details, below.
Required Supporting Documentation
Appeal requests due to extenuating circumstances relating to a student's registration require a formal written appeal. An appeal will not be considered until documentation supporting the claims made in the appeal is received.
· Medical: Documentation from health care/mental health care provider must be typed and signed on official letterhead. General emails or unsigned letters on a plain stationary are not acceptable. Ask the health care/mental health provider to provide the following information:
· Name of health care/mental health care provider
· Type of Practice/Specialty
· Title/Degree
· Practice Address
· Practice Telephone
· Practice Email
· License Number
· License Board
· Brief statement of support
· Signature
· Death in the Family: Copy of death certificate (or verification of death from hospital or attending physician, typed and signed on official letterhead) with a statement of the deceased's relation to the student. Emails or unsigned letters on plain stationary are not acceptable.
· Course Instructor or Academic Advisor: May submit a statement of support on department letterhead or from the instructor/academic advisor’s campus email. The statement must include the student name, UID, course information, date of registration, and an explanation of why the course instructor or academic advisor supports the appeal.
· Approved Appeal from College/Department: Some Colleges/Departments require that the appeal be sent to them first for requests that have academic ramifications such as late/retroactive changes to the student record. Our office will assist with this process.
How to Attach Documentation
After submitting the Appeal Form, return to the portal landing page to upload documentation to support your appeal request.
1. Locate the Application Materials Section at the bottom of the portal homepage.
2. Select Click here next to Upload Documents.
3. On the Application Required Documents page, select the desired Document Name from the list.
4. Select Upload and choose the file to submit. After uploading, the file will be listed in the File List Section.
· To add additional files for the same document type, select Upload again and choose a new file.
· Note: Files must all have distinct names.
5. Select Back to return to the portal landing page. 
6. To add a different document type, repeat the steps above.
Questions?
Use the EXST contact form. Include full name, program name, and a complete statement regarding the request.
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