                                            MEMORANDUM
To: Faculty, Lecturers, and Teaching Assistants
From: Jane Winer, Dean- College of Arts and Sciences 
Date: January 13, 2004
In the course of the semester some students may discuss withdrawing from your class with you. Please make sure that the student knows that it is her/his responsibility to withdraw from the class in person in the Office of the Registrar. Often, students, as well as some instructors, are under the impression that the instructor of the course can withdraw the student from the class by assigning a grade of “W” on the final grade report. A “W” cannot be assigned to a student unless the student has officially withdrawn from the class by the withdrawal deadline. 
In addition, please make sure that students who are attending your class are on the official class roster.
For the spring 2004 semester, the deadlines for the withdrawal are: 

Last day to drop a course with Automatic “W”     February 25
Last day to drop a course                                          April 30
