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Purpose:  
The purpose of this procedure is to provide information to students who wish to 
add/drop a class. 
 
Statement of the Procedure  
Adding classes: During the first week of the term, if seats are available, the student will be able 
to add a class with the assistance of the Registrar’s Office using the “Add Drop Schedule 
Adjustment Request Form” found on the Registrar’s Office webpage or in the Registrar’s Office. 

After the first week of the term, if seats are available, students should check with the 
department Chairperson to see if they can be allowed into the class. If the Chairperson, 
in consultation with the instructor permits it, students must then file the “Add Drop 
Schedule Adjustment Request Form” with the Chairperson’s signature in order to 
become officially registered in additional classes. 

It is strongly recommended that the student consult with their advisor to ensure that the 
class fits into their schedule and academic program.   

It is the student’s responsibility to contact the instructor when a class is added to 
discuss how they may make up any missed work or assignments. 

Dropping Classes: If a student wishes to drop a class after the start of the term, an 
official “Add Drop Schedule Adjustment Request Form” needs to be submitted to the 
Registrar’s Office. The “Add Drop Schedule Adjustment Request Form” is available on 
the Registrar’s Office webpage or in the Registrar’s Office. The Add Drop Schedule 
Adjustment Request Form must be signed by an Advisor, Chairperson, or their 
designee for matriculated students. Non-matriculated students do not require a 
signature from an Advisor; however, they are encouraged to meet with an Advisor to 
discuss their academic plan. 

Related Policies (by number) 
AA4006 Academic Code Policy 
AA4019 Adding/Dropping a Class Policy 
 
Forms for further clarification of procedure 
Add Drop Schedule Adjustment Request Form 

https://www2.sunybroome.edu/registrar/wp-content/uploads/sites/31/2024/01/adddrop_scheduleadjustment_form.pdf
https://www2.sunybroome.edu/registrar/wp-content/uploads/sites/31/2024/01/adddrop_scheduleadjustment_form.pdf
https://www2.sunybroome.edu/registrar/wp-content/uploads/sites/31/2024/01/adddrop_scheduleadjustment_form.pdf
https://www2.sunybroome.edu/registrar/wp-content/uploads/sites/31/2024/01/adddrop_scheduleadjustment_form.pdf

