Instructions for Cancelling a Class Section
1.  Class sections must be cancelled by census date (12th day in Fall and Spring; 4th day in Summer).  The cancellation process should be expedited for the ease and convenience of our students.  
2. Students should be advised of the next available offering for the course.

3. If a face-to-face class section is cancelled and students are advised to enroll in a distance class section of that course, they should be notified of the additional costs for the distance class.

4. Students should be reminded that a course section cancellation may affect their financial aid eligibility.  Students are advised to check with the Office of Financial Aid.
5.  A TWU Schedule Change Form (available online at http://www.twu.edu/scheduling/forms.asp) should be completed, signed by chair and Dean or Associate Dean and faxed to the Office of University Scheduling at (940) 898-3975.  This should occur immediately so that students may receive an appropriate refund and register for another class.  

6.  University Scheduling will notify the department about the number of students in the course section and verify time of cancellation.

7. It is the department’s responsibility to notify students about a course section cancellation.  Please be specific about sharing the following important information with students in a section that is going to be cancelled:

a. Students should NOT drop the course themselves.  Besides being assessed a drop fee, this will preclude an automatic re-billing and the student will be issued an incorrect or partial refund.

b. When the cancellation is complete, a “C” will show on the student’s status.  This allows for an automatic re-bill and full refund to be generated, if the student is not placed into another section.  

c. If the department is going to place these students in another section of the same course, an Administrative Add Form (available at http://www.twu.edu/downloads/MAT/drop-add-form.pdf) should be completed, signed by the chair, and faxed to x3097 or x3205 or sent ASAP to the Registrar’s Office for processing.  If students are unable to be placed in the same course, they should consult with their advisor to choose another course, and then submit the Administrative Add Form to the chair for signature.  Administrative Add Forms without the department chair’s approval will not be processed.  
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