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Steps to Withdrawing from a Class
Using Tuition Assistance
 

These steps will minimize the financial impact of your reimbursement to the Air Force if you need to withdraw from a course.
1. Talk with your supervisor about your intentions to enroll in an off-duty education course to determine if your work center has personnel scheduled for TDY, leave, or PCS during your school’s term dates.  This will help to prevent the possibility of you having to withdraw from your course (s) and face reimbursement actions. 

2. Know you school’s drop/add dates.  These dates determine the amount of the financial penalty.  Most schools assess a financial penalty after the first class meets; even if you do not attend. 
3. Before withdrawing from a course, consult with your instructor.  The course requirements may be flexible to allow you extended time to complete the course. Ask the instructor if you can take an incomplete grade and complete the course work within the school’s specified time. If you apply for a tuition assistance waiver, you will need the instructor’s written recommendation. 
4. Contact your school representative to officially withdraw from the course.  Your school determines the financial penalty for withdrawing from a course (i.e., a percentage of the tuition or a set dollar amount).  Take the withdrawal form and financial information to the Education Center so your tuition assistance form can be adjusted or make payment arrangements.
5. It is your responsibility to inform the Education Center of your withdrawal.  Per AFI 36-2306, para 5.5.3, you have 30 days from your withdrawal date to satisfy your financial obligation with the Air Force.

· Apply for a tuition assistance waiver:  Emergency Leave, PCS, TDY, hospitalization, family health problems, or change of military duties.  These conditions are waiverable only if you were not aware of the situation prior to enrolling in the class or they preclude you from completing your course work.   
· Make a 1-time lump sum payment 

· Payroll deduction. NOTE: You authorize a payroll deduction for a tuition assistance debt when you sign the tuition assistance form.

6. If you receive an incomplete grade, per AFI 36-2306, para 5.5.3.2,  you must complete the course requirements within one year.  However, your school’s policy (i.e., 30 days, 90 days, etc.) has precedence.  If you do not turn in a satisfactory grade by the established date, reimbursement actions will be taken by the Education Center.   
