
Faculty Request to Remove Student from Course 

Instructors are encouraged to be flexible and attentive to student health and wellness. However, should a student 
miss an excessive number of class meetings and/or is unable to complete a meaningful amount of work, an 
instructor may take action to remove a student from their class using the form. If students do not attend the first 
class meeting and fail to either notify faculty beforehand or explain their absence within 24 hours, then faculty can 
drop them to accommodate other students on the waiting list who do show up to that first class. 

The workflow is: 

Instructor → (EFS*) → (OISS+) → Registrar’s Office → (notification to student) 

*In the Fall and Spring, if the student is a freshman the form routes first to EFS. You will see a notification 
if this is the case: 

 
+If the student is international and your request will put them in less than full-time status, the form routes to 
OISS. You will see text appear for these students: 

 

The form is posted on the Registrar’s website, in the ‘Faculty/Staff’ area of the site: 

 

Click the link to the form and log in with your RISD credentials into etrieve: 



 

Fill in all the required fields. The form will auto populate your name, email, and ID number. 

 

Select the semester, then the course, and finally the student you wish to have removed from your roster. You 
must also include the date(s) the student was absent from class, as well as your rationale regarding why 
removing the student is the best course of action. 

 

Click ‘Submit’. 

 



 

Once the Registrar’s Office has processed the drop or withdrawal (depending on the date- see the Academic 
Calendar for details), you will receive a notification that your request has been processed: 

 

 

 

The student will also receive a notification: 

 

 

EFS, OISS, and the Registrar’s Office all have ability to decline your form (and end the workflow). If after 
consultation the form is declined, you will receive the following notification: 

 

 


