Required to Withdraw Appeals

What does it mean if I have been Required to Withdraw?

You will be Required to Withdraw (RTW) if you achieve a CGPA of less than 1.59 and a TGPA of less than 1.67. The RTW notation is listed on your permanent record and is noted on your academic transcript.
If you have been Required to Withdraw, you will be unable to register and attend any courses for a minimum of one major term (Fall or Spring). If you have registered for a subsequent term, you will be deregistered from all courses and removed from any waitlists for that subsequent term and all charges of tuition and fees will be reversed.
Please refer to the S2003-03 Academic Standing (pdf) for more information on academic standing.

What is a Required to Withdraw Appeal?

A Required to Withdraw Appeal provides an opportunity for you to explain why you have faced academic difficulty, the actions taken to resolve it, and your plan to improve your academic status moving forward.
Before writing an appeal, consider what is best for you and your educational future. With many Required to Withdraw (RTW) students, it is in their best interests to taking time away from their studies at CapU, reflect on their education goals and pathways, and helps them to return with more focus and better supports in place. 
If you’ve been Required to Withdraw (RTW) and the circumstances leading to your academic difficulty were unusual, beyond your control, unpreventable and unpredictable, you may be eligible for an Extenuating Withdrawal.
Please see the Extenuating Withdrawal section on this page for information on eligibility and how to apply.

Am I eligible to apply?

Students who have been Required to Withdraw are eligible to apply for an appeal if they meet the below conditions:
· They have not had a Required to Withdraw Appeal previously approved within the last 4 major terms (a minimum of 2 years) &/or within their current program of study.  Students can only be approved to return once within 4 major terms in a single program. If you have previously had an appeal approved under these conditions, you are not eligible to submit another application until 4 major terms have passed. 
· Students who are ineligible are recommended to seek support with an Academic Advisor, Student Affairs, and/or the Capilano Student’s Union.
· If this is your first or second time receiving RTW status within your current program. If, in your time at Capilano University, you have been required to withdraw more than twice and this is your third or more occurrence within the same program of study, you are no longer eligible to apply for an appeal.


How do I complete an application?

Complete all sections of the Required to Withdraw Appeal Form (pdf), including answering all required questions in detail and attach supporting documentation relevant to your appeal.
Supporting documents may include, but are not limited to:
· A verifiable note/letter from someone in a “Professional Capacity” or University department.
· Provided on official letterhead or include business stamp/card
· Email communication
· Receipts
· Travel information
· Proof of Death
· Employee information
· A verifiable report or claim - police reports, insurance claims, etc.

How do I submit an application?

Email your completed application from your my.capilanou.ca email to extenuatingwithdrawal@capilanou.ca with the subject line:  "Student name, Student number - Required to Withdraw Appeal"

All documents must be included in one email and submitted as PDF attachments (not embedded links, screenshots, etc.). Any submissions missing items will be considered incomplete.

What supporting documents are accepted??

Include any documents that help demonstrate or explain what impacted your studies, reflect the steps you’ve taken to address the situation, or academic plans put in place. If you experienced unexpected and/or uncontrollable circumstances, include relevant supporting documentation.

Each claim in your appeal must be supported by one corresponding supporting document (2 pages max). Please only submit documents that are directly relevant to your application.

Documents submitted must be in English or include a STIBC-certified translation.
Supporting documents may include, but are not limited to:  
· A verifiable note/letter from someone in a “Professional Capacity” (Physician, Physiotherapist, Counsellor, Psychologist, Dentist, Lawyer, etc.). 
· Provided on official letterhead or include business stamp/card 
· Verifiable letter(s) of support from a staff or faculty member in a University department. 
· Email communication - emails to and from instructor(s)/counselling/student affairs/etc. regarding the situation
· Course, learning, or program plans  
· Receipts - medical, prescription, travel, hotel, etc.  
· Travel information - plane/train tickets, airline itinerary, etc.  
· Proof of Death - death certificate, published obituary, funeral notice, etc.  
· Employee information - employee card, employment verification letter, layoff notice, etc.  
· A verifiable report or claim - police reports, insurance claims, etc.

Supporting documents not accepted:
· Photographs of injuries, car accidents, persons referred to in statement, etc.
· X-Rays
· Medical or Blood test results

Do not submit detailed medical records, financial documents, or other sensitive personal information unless it is requested.

What supports are available in helping to complete an application?

The following departments can assist students in navigating the Required to Withdraw Appeal process:
· Student Affairs
· Academic Advising
· Capilano Student’s Union
· Indigenous Services 
[bookmark: _GoBack]For assistance in understanding, what being required to withdraw may mean for your study permit requirements, please contact the Centre for International Experience.


How long will it take for my application to be processed?

An incomplete application will not be processed. A complete application is typically processed in approximately one to two weeks. This timeline can increase to four to six weeks in peak periods.
Note: Submission of an Application is not a guarantee it will be approved.

What happens when a decision is made?

If an application is approved
A decision letter will be emailed to your my.capilanou.ca email account, detailing the outcome of your appeal and any academic conditions that may be applicable.
If an application is not approved
If your application is not approved, you can appeal a decision under B.109 Student Appeals (pdf). You need to complete the Student Appeals Application Form (pdf) and email to studentappeals@capilanou.ca within twenty-one (21) calendar days of receipt of the decision that you wish to appeal.
For more information, please see "Student Appeals" section on this page.

What is the deadline to appeal my Required to Withdraw status?

The deadline to apply for a Required to Withdraw Appeal is halfway through the final day of the standard add/drop period in the term that you have been required to withdraw from. Appeals will not be accepted after that time.
· If you receive RTW status in the Spring term and are deregistered from the Summer and Fall terms, the deadline to apply is 4 days into the Summer full-term add/drop deadlineperiod
· If you receive RTW status in the Summer term and are deregistered from the Fall term, the deadline to apply is 7 days into the Fall add/drop deadlineperiod
· If you receive RTW status in the Fall term and are deregistered from the Spring term, the deadline to apply is 7 days into the Spring add/drop deadline period
