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STEPS:   

1. If a registered student does not attend the first class of a course and does not notify the faculty 

member of intended absence prior to the scheduled start time of the second class (by e-mail, in 

person, or by telephone, excluding voicemail) that student’s seat may be reassigned. 

 

2. The student who is to occupy the reassigned seat will be added to the class list by the usual 

procedure, appearing to exceed the maximum number of students in the course, where 

necessary. 

 

3. The faculty member will proceed with course activities as if the student whose seat has been 

reassigned no longer appears on the class list. 

 

4. The faculty member will notify the student by e-mail that the student must withdraw from the 

course by the official withdrawal procedure and that failure to do so by the end of the second 

week of classes (Sunday) will result in a UN grade for the course on the student’s transcript.  

 

5. The faculty member will refer the student to the Douglas College Course and Status Changes 

Policy and/or the Responsible Administrator, as appropriate. 

 

6. The faculty member will assign a UN grade to the student if the student has not officially 

withdrawn from the course by the end of the second week of classes (Sunday). 


