Administrative Drop Procedures for Instructors:
Beginning Fall 2014, the Administrative Drop Policy will be implemented. This
policy states that students who do not attend the first class meeting, do not
participate in an academic activity in an online course, or do not notify the
instructor of an expected absence for special reasons, will be dropped from the
course. This process will be electronic and completed by faculty within the
Faculty Center in E-Hive. Below are step‐by‐step instructions.
1. In Faculty Center, select the My Schedule tab and view your class schedule
for the upcoming term.
Note: A new column displays which indicates the courses and date/times
you will have access to administratively drop students. Only courses with
enrolled students or non-labs display this administrative drop date/time.

2. Select the course in which the student(s) will be dropped. Note you need
to select the “student icon”

to access the class roster.

3. Within the class roster, all students who are enrolled for the course will be
displayed. Also note the drop deadline appears as well. The Drop column
displays on the right hand side. Select those students who should be
dropped from the course based on the Administrative Drop Policy.

4. Those students who have a check beside his/her information will be those
students that will be dropped from the course. Verify that these are the
correct students and select the “Submit Drops” button below the list of
students to the right.

5. After selecting the “Submit Drops” button, a verification screen will appear.
This screen is for the instructor to reaffirm that the drops are intended. If
the proper student(s) are selected, click the “Finish Dropping” button to
drop the students.
Note: This final action will drop the selected students immediately. If the
student is enrolled in an adjoining lab, that component will be dropped as
well.

6. After selecting the “Finish Dropping” button, a screen to verify whether the
drop(s) have been processed will appear. This screen will display all the
students that were selected and whether an error occurred during the drop
or if the drop was completed successfully.

7. As soon above, both of these students were successfully dropped from the
course. If an error occurs the following will display:

