
Schedule Changes, Withdrawals and Re-entries 
Students who wish to change to another program of study or class schedule must obtain permission 
from the Dean of Academic Affairs.  Students who wish to withdraw from or re-enter a program 
must notify the Dean of their intentions. Re-entering students will be scheduled for an interview 
with the Dean to assess their ability to successfully complete the program within the expected 
maximum time frame. Students will have five days from the start of the quarter to make any 
schedule changes or drop any classes. 
 
Withdrawing from the College 
Official Withdrawal Policy 
Students may withdraw from Taylor Business Institute by mailing a written statement or emailing 
the college that he or she will no longer be returning. The notice should be mailed to the Education 
or Business Office at: 
 
ATTN: Business Office or Education Office 
Taylor Business Institute 
29 E Madison, LL 
Chicago, Illinois 60602; or 
Students may also orally notify either TBI’s Education or Business Office that they will not be 
returning. Both written and/or oral notice will constitute the date of withdrawal. 
 
Unofficial Withdrawal Policy 
For those students who fail to contact the Education Office and are not marked as present on the 
second attendance roster (week six), attempts will be made to contact the student by phone, by 
mail and by email. If the school does not have a response and the student does not return within 
seven days, the seventh day will be considered the unofficial withdrawal date and the student will 
be withdrawn. 
 
Termination by the College 
The college reserves the right to terminate any student who fails to: maintain passing grades, 
shows excessive tardiness or absences, fails to make proper payment on their financial account, 
destroys or damages any property of the college (the student may be held liable for repair and/or 
replacement of the damaged property), engages in unlawful or improper conduct contrary to the 
best interest of the college or any conduct that reflects discredit upon the college, or 
demonstrates behavior disruptive of normal classroom discipline. This list of examples is not 
intended to be all inclusive. TBI reserves the right to act in the best interest of its constituents 
and may deem actions committed by a student to be a conduct violation although the action does 
not appear on a list of examples. Disciplinary action, including immediate removal from TBI 
premises, suspension of privileges and/or dismissal from the college may result from conduct 
violations. 


	Schedule Changes, Withdrawals and Re-entries
	Withdrawing from the College
	Official Withdrawal Policy
	Unofficial Withdrawal Policy
	Termination by the College


