
 
 
FAQ about Program Withdrawal, Leave of Absence and Change of Status 
 
Daoist Traditions is committed to helping you achieve your academic goals; however, we realize that sometimes circumstances 
may arise that prevent you from successfully completing your coursework as planned. Dropping courses and withdrawing from 
the program can have financial and academic implications that should be taken into consideration when making this decision.  
 
This document is designed to be used as a general reference when considering program withdrawal or other changes to 
registration.  We encourage each student to discuss the particulars of their situation with the Academic Dean and Financial Aid 
Coordinator. 
 
What is the difference between program withdrawal, leave of absence and change of status? 
Program Withdrawal: A program withdrawal is an irreversible exit from enrollment in the Acupuncture and Oriental Medicine 
program at Daoist Traditions.  A student is automatically withdrawn from all current classes when they withdraw from the 
program.  A Program Withdrawal/Leave of Absence form must be completed by the student and signed by the Academic Dean, 
whether the student withdraws during a semester or between semesters.  
 
Leave of Absence: A leave of absence is a temporary suspension of the student’s enrollment in the Acupuncture and Oriental 
Medicine program at Daoist Traditions.  Up to a one-year leave of absence may be granted at the discretion of the 
administration. Due to the cyclical nature of course offerings, a leave of absence will extend the length of the program. A leave 
of absence requires serious consideration and is only granted in extreme circumstances.   A student may be required to start 
financial aid loan repayment while on the leave of absence.  A Program Withdrawal/Leave of Absence form must be completed 
by the student, and signed by the Academic Dean.  Students returning from a leave of absence may be required to pass a 
comprehensive exam before resuming didactic and clinical classes. 
 
Change of Status: A change of status request must be submitted to the Administration to request a drop from full-time status to 
half-time status.  Half-time status is only available in certain circumstances and on a limited basis. A student contemplating a 
change of status request must complete a Change of Status Request form and include documentation that supports their 
circumstances for requesting half-time study.  A Change of Status Request form can be obtained from the Registrar. 
 
What is the procedure for program withdrawal? 
Official Withdrawal: Students should begin by contacting the Academic Dean to discuss their reasons for withdrawal. A Program 
Withdrawal/Leave of Absence form must be completed by the student, and signed by the Academic Dean.  The official 
withdrawal date is the date that a Program Withdrawal/Leave of Absence form is received in the Administrative Office. The 
Registrar notifies faculty members when a student withdraws from the program.   
 
Unofficial Withdrawal: An “unofficial” withdrawal occurs when a student ceases attending all classes without completing the 
official withdrawal process.  The college can reasonably determine that a student has unofficially withdrawn when the student: 

1. Informs a member of the administrative staff of intent to withdrawal but does not complete the Program 
Withdrawal/Leave of Absence form as instructed, and/or 

2. Discontinues attendance of all classes for two or more consecutive weeks. 
 
In the event of an unofficial withdrawal, the Registrar will make reasonable efforts to contact the student and proceed with the 
official withdrawal process. If those efforts fail, the Registrar will complete the necessary paperwork, noting as much of the 
student’s information as is known. The unofficial withdrawal date will be the date that the student notified the College of their 
intent to withdraw (verbal or written) or the last date of attendance. Students who leave the program without going through 
the proper withdrawal procedures will be denied any refund and may be denied future acceptance.  
 
What is the grade implication of program withdrawal? 
Withdrawing from the program automatically withdraws the student from all current classes for which the student is 
registered.  A course withdrawal will be categorized as follows: 
 
If a student withdraws from a course within the first two weeks of the semester, it will count as a ‘dropped course’. Dropped 
courses will not appear on grade or transcript reports.   
 
After week two but before week eleven, the student receives a grade of Withdrawal Pass (WP), if passing the course at the time 
of withdrawal. A Withdrawal Pass (WP) is not included in GPA calculations. After week two, withdrawing with a failing grade or 



withdrawing from a course after week ten of the semester will result in a grade of Withdrawal Fail (WF). A Withdrawal Fail (WF) 
is counted as an F in GPA calculations. 
 
If a student withdraws from the program after a class is complete, including all assessments (ie: papers due or gardening hours) 
the student will received credit for the class.  A grade report will be sent to the student at the end of the semester. 
 
What is the refund policy? 
A student must consider the financial implications of withdrawing before the end of a semester.  Two financial factors are 
dependent on the date of withdrawal: how much tuition is owed, and to whom the monies are owed.  Daoist Traditions follows 
the North Carolina state refund policy for all students. A 100% refund shall be made if a student officially withdraws prior to the 
first day of class(es).   A 75% refund shall be made if a student officially withdraws from all classes prior to the official 10% point 
of the semester. No tuition refunds will be made after the 10% point of the semester.   
 
"Refund" is the return of aid to the same source from which it came. Charges for fees, books, and supplies are non-refundable. 
Funds from Federal Financial Aid, Veterans/Military Benefits, Vocational Rehabilitation, or other sources are also subject to 
return of funds policies for those programs. The College’s refund policy and Return of Title IV Funds procedures are 
independent of one another.  
 
How will my financial aid loan be affected by program withdrawal? 
Students who pay their tuition and fees with Federal Financial Aid must be mindful of the timing of their withdrawal. Financial 
Aid for the semester is considered "earned" only after the 60% point of the semester. Daoist Traditions publishes the 60% date 
on the academic calendar each semester.  
 
If a student withdraws from the program prior to the 60% point and has not earned a final grade in any class, a portion of their 
financial aid loans must be immediately returned to the federal government.   The Financial Aid Coordinator will calculate the 
amount of the return according to guidelines set by the Department of Education.  The last date of class attendance will be 
used in calculation for the return of Federal funds. Students whose Financial Aid funds are returned to the government may still 
owe a balance to the college for the amount of returned funds.  The balance will be due immediately. Please note that since not 
all of the financial aid will be returned to the government, a student who withdraws prior to the 60% date will owe repayment 
to both the federal government for the unreturned portion of the loan(s), and to Daoist Traditions for the balance due on 
tuition and fees. 
 
If a student received federal financial aid within a term and withdraws after the 60% date, no return of financial aid funds is 
required.  The student will repay their financial aid loan according to the terms in the promissory note.  
 
All withdrawing students who have received federal financial aid are required to attend an Exit Counseling session with the 
Financial Aid Administrator.  Information about loan repayment will be explained at the exit counseling. No further loans can be 
processed if a student is known to be withdrawing. 
 
If I owe a balance to Daoist Traditions at withdrawal, what payment options do I have? 
The amount owed to Daoist Traditions is due immediately upon withdrawal.  Any unpaid balance on your student account will 
accrue 1.5% interest monthly beginning the date that the Program Withdrawal/Leave of Absence form is signed.  Transcripts 
will not be released until the student account is paid.   
 
If a student cannot pay the balance upon withdrawal, a payment plan will be established.  All payment plans will be designed to 
pay the balance and interest within one year.  Past due balances may be referred to collections. 
 
Are there military or veteran’s benefits implications? 
Students who drop or withdraw from courses may be required to repay educational benefits received for the course(s).  This 
may include tuition payments, book allowances, housing or monthly allowances.  The Department of Veterans Affairs (DVA) 
may reduce benefits from the beginning date of the term and a student may be required to repay all benefits unless they can 
show that the drop/withdrawal was due to "mitigating circumstances," such as illness or employment/child care changes. The 
DVA may ask for supporting evidence for the withdrawal, such as a statement from a doctor or employer. If mitigating 
circumstances are approved, the DVA will usually allow benefits up to the last date of attendance. 
 
The first time you withdraw from courses, the DVA may excuse the withdrawal and pay benefits for the period attended.  This is 
a one-time exception that only applies to the first withdrawal. For more information visit www.gibill.va.gov. 
 

http://www.gibill.va.gov/


How are funds from the NC Division of Vocational Rehabilitation Services (NCDVRS) affected by course/program withdrawal? 
For students receiving funds from NCDVRS, the college refund policy applies. Refunded funds will go directly to NCDVRS. For 
more information please visit www.ncdhhs.gov/dvrs. 
 
What are the implications of program withdrawal for international students?  
You must obtain prior approval from the college before withdrawing. While in the United States, students in F-1 non-immigrant 
status must be continuously enrolled full time during the academic year until the completion of their program of study. If you 
leave the program before completing your course of study (ie: approved leave of absence or withdraw voluntarily), you must 
leave the U.S. within 15 days. The only exception to this rule is a medical leave of absence. See below. 
 
The college is required to notify SEVIS and terminate the current F-1 status when a student is no longer enrolled.  SEVIS requires 
a reason any time a student’s record is terminated and it is important that the correct reason (ie: departed the U.S., changed 
status, etc.) be provided. The reason remains a permanent part of the record and may affect a student’s future eligibility to 
enter the U.S.  
 
Medical Leave of Absence: The only exception that allows you to stay in the United States without transferring to another 
school or changing to another non-immigrant status is a medical leave of absence. To be approved for a medical leave of 
absence, you must submit a letter from your physician stating 1) your medical condition, and 2) advising the college that you 
are unable to register as a student at the time the leave is granted. If the doctor's letter meets immigration regulations, you are 
allowed to stay in the U.S. during the semester as long as you register for the following semester. Under immigration 
regulations, only one year of medical leave is allowed per degree level and may be authorized in semester increments only. If 
you are on a medical leave and depart the U.S., you may return using your current documents (valid passport, valid F-1 entry 
visa and recertified I-20). 
 
Transferring to Another College:  If you plan to transfer to another college, you must request a transfer of your F-1 status/SEVIS 
record and submit a copy of your admission letter/proof of admission from the new school.  
 
The start date at your new school must be within 5 months of your "transfer out" date in SEVIS or your program completion, 
whichever is earlier. If the period of time between programs is longer than 5 months, your SEVIS record does not need to be 
transferred and your new school will need to issue a new initial I-20 and new SEVIS number.  You must leave the U.S. within 
your 60-day grace period and re-enter no earlier than 30 days before your new program start date.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Questions? 
 
Considering a Change: Dov Shoneman, Academic Dean academicdean@daoisttraditions.edu  
Registration/Grades: Chris Giglio, Registrar  registrar@daoisttraditions.edu  
Financial Aid:  Juliet Daniel, FFA Administrator admissions@daoisttraditions.edu  
Payment Plans:  Robin Garrett, Bookkeeper  bookkeeper@daoisttraditions.edu  
SEVIS Status:  Rachel Nowakowski, Vice President rnowakowski@daoisttraditions.edu  
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