Cancellations, Substitutions and No-Shows

A. Cancellations for Resident Courses

Students who are unable to attend courses in which they have an assigned quota must request a cancellation via the ACQ Now registration system. Cancellation requests will not be accepted via email, phone, FAX, or help desk message. Students who request cancellation by contacting their DAU instructor or training focal point will still be required to submit a cancellation request via ACQ Now. Failure to do so will result in an unexcused no-show. The no-show will lock the student out of the ACQ Now DAU system and additional applications for that course will not be accepted until an acceptable explanation for the no-show is received.

Students who request a cancellation are expected to provide justification via the ACQ Now DAU cancellation request. Although most cancellation requests are approved as excused, requests received within 5 business days of class start date/final enrollment date may be classified as unexcused cancellations or as no-shows unless circumstances are deemed extenuating or emergent enough to warrant excusal.
Cancellations cannot be accomplished once the class has started. Cancellation requests must be received by AFATO during business hours sufficiently before the class start date for the transaction to occur. Students are expected to take into consideration supervisor approval time, weekends and holidays when submitting a cancellation request to allow time for processing of the request. Short notice requests may not be received in time to allow for system cancellation and students may receive a no-show as a result.

NOTE: Two unexcused cancellations by a student for the same course in ACQ Now will lock the student out of the registration system for 12 months for that course. The student will receive an error message requesting that he contact AFATO if he needs an explanation regarding the unexcused cancellations.

B. Substituting another student when canceling a reservation

There are two important steps necessary to complete a successful student substitution. If a student needs to cancel from a course and a substitution is desired, 

1. The student with the reservation must submit a cancellation request and the name of the student substituting must be indicated in the comments section of the cancellation request. 

2. Before we process the cancellation/substitution request, there must be an existing pending application from the student who will be substituting available in the ACQ Now system OR the substituting student must be on a waitlist for that course. 

AFATO will attempt to utilize the requested substitute student or substitute a student from the same organization into a cancelled quota whenever possible however, that the open quota may be allocated to a higher priority student on the existing waitlist if necessary. Since Air Force quotas are not suballocated by MAJCOM or base, the quotas do not “belong” to an organization simply because they have a member currently enrolled in that quota.

Substitutions are not made for students enrolled in a web-based course except for PMT 250.

C. No-Shows for Resident Courses

No-show is a status, not a penalty. A status of No-show identifies students who have a confirmed reservation in a class and who, for whatever reason (excused or not), do not show up on the first day of class.  No-shows may be excused (illness, emergency, weather delay, etc) or unexcused (just didn’t show up, failure to properly request cancellation, etc). Since no-shows reflect student status, they will not be removed from the official  registration records in ATRRS (see Systems Overview). The only exception to this policy is if the student was present on the first day of class and the system reflects the no-show information incorrectly.

D. No-Shows/Cancellations from Web Courses:

No-shows and cancellations for quota managed web courses (PMT 250 and BCF 102) will follow the same rules as for resident courses. Rolling admission web courses are treated a bit differently. Students who enroll in a rolling admission web course, start it, and then fail to complete it, are treated as attritions. If a student feels that he is unable to finish a web course, for whatever reason, he should request disenrollment from the course by submitting an ACQ Now help desk ticket. This will allow another student to move into the class. If a student enrolls in a web course and then never even starts the course, he will be treated as a no-show unless cancellation is requested prior to the end date of the course. There is no penalty for failure to complete a rolling admission web based training course.
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