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Medical/Compassionate Withdrawal Form Instructions & Directions:

e Step#l
- Click on the following tab on the medical/compassionate withdrawal main page.
- Each request is specific to one individual semester. If you are requesting a
withdrawal from classes from more than a single term, you will need to submit
an individual request for reach semester you are applying for.

o Step #2
- Fill out your personal information at the top of the form, make sure it’s as
accurate as possible.
- Please specify your last date attended as well. This is crucial for financial
aid/scholarships and should correlate with your treatment/incident/reasoning to
your request.

Basic Information:

*

Name
Email *
Campus *Select... -
*
D
Requesting for (semester / year): *Selact... - *Select... ~

Approximate last date that you were able to attend or participate in class? *
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e Step#3
- Write a clear and concise statement outlining your reasoning for submitting your
request. Please include as much information as needed to clearly explain what
prevented you from being successful in your classes. Make sure this information
is specific to the term you are applying for.

Personal Statement:

Describe the medical or personal circumstances that happened during the semester in guestion.

*

e Step#4
- For additional information, please explain how your circumstance impacted your
ability to attend courses or be successful/pass them.

Describe how those circumstances affected your ability to succeed in your courses?

*
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e Step#5
- Please clearly explain how your situation impacted your ability to

succeed/attend a specific class and not the others, if applying for a partial
withdrawal (partial withdrawal, meaning applying for anything less than your
entire semester/all your classes).

If requesting a partial withdrawal, why were you able to succeed in some classes but not others? (Example: after
surgery, | was unable to come to campus. | could complete my icourses, but not my onsite courses)

e Step #6
If there’s anything else you’d like us to know about your situation that you

weren’t able to include in the questions above, please include that here.

Is there anything else you'd like us to know about your situation?

*
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e Step #7

- Supporting documentation is critical in reviewing a request, and is required in
order to complete this form. You can upload/attach up to six individual
documents/attachments/images.

- Your supporting documentation MUST be specific to the semester you are
applying for. If we find is it not, or we need additional information or
documentation, we’ll make sure to reach out to you via email before processing
your request.

- The documentation should corroborate your request by either strengthening the
request or providing a timeline for event(s), and support your personal
statement.

Supporting Documentation

Please upload supporting documentation per the guidelines below:

Supparting Docume ntation Guide ines

Below are guidefines for pour docurne ntation, the documentation you submit will be spedfic to your
situation. The documentation should cormebomate your request by either strengthening the request or
providing a timalne for even|s)

For examiple:

= If your request invlves a death, attach 2 copy of the death tertificate, alrfine itinerary and
receipt, funeral pamphilet, st

s I your reguest involves an il ness or injury, plesse ensure the follwing are included ina
rote from your medical provider:

¥ the date of onset ofillnes

i the dates you wem under profe ssiora | care during the semester of the request

1 the general nature of your medical cond tion ard why/how it preve med you from
mmpleting your course work/attending dass

¥ the date of your antidpated return toschool

v e last fEte you were albie o attend cass

These are a few samples. The decumentation provided by each student s unique to thair skuation,

Thie documentation should contain more information about the droumstances and SUDROTt your
personal statement

Flaase ba sure to fill out the universty madicl f compassionate withdrawal form which is on the
following page. Your requesi will be comsldersd incomplete untl al information iscompleted in this

form,

¥ Click o Altach File Aftachment 1 Click bo Allach File Afachment 4
Click ba Altach File Allachmenl 2 Click b Attach File Afachment 5
Click o Alksch File Aflachment 3 Click bo Altach File ARachment 6
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Step #8

Below is the official university form. You cannot submit a request until every
section is completed, so make sure you review it carefully for accuracy.
Specifically, make sure the class name, 5-digit class number, and class session, are
all accurate.

If the form is filled out incorrectly, you may be asked to resubmit your request
and will delay processing times.

If you are a parent/guardian/family member submitting on behalf of a student,
please indicate that on the form in the “relationship” box.

If you are requesting more than 6 classes, make sure you indicated that this is a
“Complete” withdrawal of ALL your classes, and note this in your statement.
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ENG 101 53421 c - 3
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e Step #9
- Once everything is filled out, you will be prompted to submit your request as
shown below. Once you click on “Click to Sign” your request will be submitted
officially!

Medical/Compassionate Withdrawal College/Academic Unit Authorized Signator: ﬁ" ﬁ;‘““;‘ﬁ‘g T

Change probation status to (Check One): [1] P [T € [J] Good Standing [J) Mo Change ],J—‘l Should the Student be put on administrative hold? g Yes QND

[ Remove from future classes for mdicated temm(s). [[] Spring [ Swmmes Fall [ Year
Comments:

Authonzed Signator of College/Acadenme Umt Pninted Authonzed Signature of College/Academme Unt: Date:
Name:

DISTRIBUTION: College/Academic Mail Code:
All documentation submitted with this form is retained by the designee and is not copied or forwarded to any other office Unit

or department

If request is disapproved: All copies and documentation are retained by College/Academic Unit for five years.

If request is approved:
Orniginal: Retained for five years by Designee with originals of medical documentation Department Phone:
Copy: University Registrar Services, Records & Enrollment Services
Copy- Smdent Accounts, Financial Asd and Scholarship Services, Student

Rev. 03/04/2022

By signing, | agree to this agreement, the Con ¥ 2 1
electronically with ARIZONA STATE UNIVERSITY.

e Step #10
- Once submitted, you will see the following note confirming your submission!
- Within 1-3 business days, we will send you an official confirmation email letting
you know it was received and provide you with additional details and
instructions on next steps.

0 You're all set

Thank you for signing WPC Medical and Compassionate Withdrawal Application
A signed copy has been sent to you. You can also download a copy of what you just
signed.
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Step #11

That’s it! Once you’ve submitted your request, please allow 10-20 business days
for us to review your request. If we have any questions, we’ll make sure to reach
out to you via email prior to processing.

We communicate updates and questions via email, so make sure you keep
checking your ASU email the next couple of weeks.

Other Important Information to Consider:

If you are not currently an undergraduate W. P. Carey student, you must submit your
request to your assigned college at ASU. If your major is not within W. P. Carey at the
time of review, your request will be voided due to university policies.

Partial tuition refunds are not guaranteed, even if your request is approved. Requests

must be submitted within two years of the semester in question to be considered for a
partial tuition refund. After two years, a refund may not be possible.

If a request is approved, W’s will be placed and stay on the academic record. A note
will be placed on the unofficial transcript saying “Medical withdrawal effective
MM/DD/YEAR.” This note does not appear on the official transcript.

If you have scholarships or other financial awards, make sure you connect with the
Financial Aid office to see how a withdrawal will impact you. To request a scholarship
deferment, you need to fill out the paperwork with Financial Aid directly.

If you are an international student, please connect with the ISSC Office to see how a
withdrawal could impact you.

If you are using veterans benefits through the Pat Tillman Veteran’s Center, make sure
you connect with a specialist to see how a withdrawal could impact you.

For reference, ASU has the Grade Repeat Policy that allows you to repeat any ASU
course in which you have a “D” or “E” grade up to 12 hours for grade replacement.
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8. If you require appropriate accommodations and support in future semesters, we
strongly recommend getting in contact with our Student Accessibility and Inclusive
Learning Services (SAILS) office.

9. If you are interested in learning more about counseling and mental health services, we
strongly recommend connecting with our ASU Counseling Services office.

10. For additional support in times of crisis or extreme struggle, please know that ASU is
always here to here to support you! If you need help getting connected with
supportive ASU resources, contacting your instructors, submitting an absence form,
and more, please contact our Student Advocacy and Assistance office anytime!
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