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I. Scope: Applies to all domestic and international students, in all programs of study excluding
continuing education students and students who are taking credit bearing courses but who have
not declared a course of study.

II. Purpose: To define the procedures for contacting non-enrolled students and coding students in the
student administration data system.

III. Procedures: Students occasionally find it necessary to take a quarter break from their studies for
various reasons. The University accommodates such attendance but the following procedures
should be adhered to so that institutional data accurately reflects student enrollment, retention
and completion patterns.

Advisors should follow-up with non-enrolled students on a quarterly basis to determine the reason
for non-enrollment. If a student indicates that he/she is taking a break and will return the following
term, then no change of student status is warranted. If a student indicates he/she is discontinuing
his/her studies, the student's status code should be changed to "discontinued" with the
appropriate reason code.

Non-enrolled students should be informed that if they are not enrolled for two consecutive terms,
non-enrollment in their third term may affect their financial aid status.
If degree or certificate seeking students do not complete at least one course in four consecutive
academic terms, they will be discontinued at the beginning of their fifth term of non-enrollment.
Advisors shall ascertain to the best of their ability the reason a student is not enrolled and
discontinue him/her with the appropriate reason codes. If a student cannot be reached after four
quarters of non-retention, his/her student status should be discontinued (not active).

Once a student is discontinued from the University, he/she must reapply under the terms and
conditions set forth by the Admission Policy and will only be admitted to programs that are active
at the time of readmission.

Please follow the Admission Procedure in order to accurately code a student's record.

IV. Responsibility: The Provost is responsible for review and, as necessary, revision of this policy.
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