IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4050 Articulation

Reference: Education Code Section 66720-66744;

Title 5, Section 51022(b); ACCJC Accreditation Standard-4-D-4-11.A.10 (formerly

I.LA.6.a.

Note: This procedure is legally required. Districts may insert local practice here,
which, as good practice, should address designated responsibility and processes for the

development, maintenance, and distribution of articulation agreements.

Procedures may also identify schools and baccalaureate-level institutions with which the
institution articulates that are not geographically proximate (as required by law) but that

are determined to be appropriate and advantageous for the college.

The Articulation Officer has the responsibility of establishing and maintaining accurate and up-
to-date articulation documents with the institutions in the seven high school districts in Imperial
County, all California State Universities (CSU), all University of California (UC), the California
private/independent institutions and out-of-state colleges and universities as appropriate.

The Articulation Officer is the liaison between the facilities for articulation and curriculum matters
as they affect the institution on statewide and local policies with concerns to transferability of
courses and the establishment of articulation and transfer agreements for underrepresented

students.

The following articulation documents and transfer admission programs are available from the

Articulation Officer:
UNIVERSITY OF CALIFORNIA SYSTEM

BERKELEY
DAVIS

IRVINE

LOS ANGELES
MERCED
RIVERSIDE

SAN DIEGO
SANTA BARBARA
SANTA CRUZ
SAN FRANCISCO

CALIFORNIA STATE UNIVERSITY SYSTEM

CPSU, SAN LUIS OBISPO
CSPU, POMONA

CSU, BAKERSFIELD
CSU CHANNEL ISLANDS
CSU, CHICO
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CSU, DOMINGUIZ HILLS

CSU, EAST BAY

CSU, FRESNO

CSU, FULLERTON
CSLU-HAMMARD

CSU, LONG BEACH

CSU, LOS ANGELES

CSU, MARITIME

CSU, MONTEREY BAY

CSU, NORTHRIDGE

CSU, SACRAMENTO

CSU, SAN BERNARDIO

CSU, SAN MARCOS

CSU, STANISLAUS

HUMBOLDT STATE UNIVERSITY
SAN DIEGO STATE UNIVERSITY
SAN FRANCISCO STATE UNIVERSITY
SAN JOSE STATE UNIVERSITY
SONOMA STATE UNIVERSITY

CALIFORNIA PRIVATE/INDEPENDENT COLLEGES & UNIVERSITIES

ALLIANT INTERNATIONAL UNIVERSITY (Formerly USIU)

CHRISTIAN HERITAGE COLLEGE
CEEVELANR-CRIRORBACHE-COLLEGE
LOMA LINDA UNIVERSITY

NATIONAL UNIVERSITY

POINT LOMA NAZARENE UNIVERSITY
UNIVERSITY OF REDLANDS
UNIVERSITY OF SAN DIEGO
UNIVERSITY OF SOUTHERN CALIFORNIA
UNIVERSITY OF THE PACIFIC
WOODBURY UNIVERSITY

UNIVERSITY OF PHEONIX

AZUZA PACIFIC UNIVERSITY

OUT-OF-STATE

BRIGHAM YOUNG UNIVERSITY (UTAH)
NEW MEXICO STATE UNIVERSITY
NORTHERN ARIZONA UNIVERSITY
VINCENNES UNIVERSITY (INDIANA)
KANSAS STATE UNIVERSITY
COLORADOQO STATE UNIVERSITY
UNIVERSITY OF ARIZONA

ARIZONA STATE UNIVERSITY

NEW MEXICO HIGHLANDS UNIVERSITY
GRAND CANYON UNIVERSITY

OUT-OF-COUNTRY

CETY’'S (MEXICALI)
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College Credit for Regional Occupational Program Courses (Cid-BRP-5:27:9)

Imperial Valley College grants credit toward the associate degree for completion of specific
Regional Occupational Program (ROP) and high school courses which have been articulated
with Imperial Valley College courses. IVC credit is granted for those courses only when:

1 The articulated course has been completed with at least a "B" grade.
2 The High School/ROP instructor has recommended the student.

3. The higher level course is completed at IVC with at least a "C" grade for a Business
Office Technology or a Nursing course and at least a "B" grade for an Administration of
Justice course.

Students who intend to participate in this program should follow the procedure listed below:
Procedure:

[ The student must be currently enrolled at Imperial Valley College.

2. The student must file an official ROP Certificate or an official high school transcript,
which will include grade and High School/ROP instructor recommendation with the Dean
of Admissions at Imperial Valley College.

3. After the higher level course is completed at IVC with the required grade, the student
must petition to receive credit for the articulated course. An IVC counselor must sign the
petition and attach a copy of the ROP Certificate and IVC transcript to the petition.

Institutions with Articulated Courses

Brawley Union High School

Calexico High School

Calipatria High School

Central Union High School

Holtville High School

Regional Occupational Program (ROP)
Southwest High School

San Pasqual

For specific courses, see articulation agreements which are on file in the Vocational Education
Office and the Counseling Center Office.

Advanced Placement - Nursing

Students with previous nursing education and/or work experience may be eligible for advanced
placement in the nursing curriculum. Credit may be granted for previous general education
courses taken within five years. General education courses taken longer than five years ago
will be evaluated on an individual basis. Evaluation of all previous academic and work

experience is done on an individual basis by the nursing faculty. Details are available in the
nursing office.

Committee Review: Student Services Council 08/22/14 Page 3 of 6
Academic Senate ; College Council
President’s Cabinet:




Committee Review: Student Services Council 08/22/14 Page 4 of 6
Academic Senate ; College Council
President’s Cabinet:




NS-3A(R) 6.5
NS3BR)}— 65
1@ AR E B
T e T A=
NS 4C 1
NS-4A 3.5

Committee Review: Student Services Council 08/22/14
Academic Senate ; College Council

President’s Cabinet:

Page 5 of 6



NG 4B =~
T A=
NS AA arE
IS-4A 35
TOTAL 30.00

Military Credit

A Guide to the Evaluation of Educational Experiences in the Armed Services, American Council
on Education is used to evaluate military school credit. (Board Resolution No. 8365)

1 Presentation of the DD214 (minimum of 180 days active duty to include basic
training) to the Veterans Assistant may allow the veteran 4 units of credit for
basic training in the military service of the United States of America (2 units for
physical education and 2 units for health education).

2. Additional military credit will be considered by petition and presentation of proper
documentation.
3. Total number of units of military credit is not to exceed 16.

Credit for Upper Division Course Work

Upper division credit may not be applied toward an Associate Degree. The only exception is the
credit received for an upper division course which is also offered as a lower division course.
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AP 4050 Articulation

References:
Education Code Section 66720-66744;
Title 5 Section 51022(b);
ACCJC Accreditation Standard 11.A.10 (formerly Il.A.6.a)

Note: This procedure is legally required. Districts may insert local practice here, which,
as good practice, should address designated responsibility and processes for the
development, maintenance, and distribution of articulation agreements.

Procedures may also identify schools and baccalaureate-levelfeur-year institutions with
which the institution articulates that are not geographically proximate (as required by law)
but that are determined to be appropriate and advantageous for the college.

Revised 2/07, 11/14




IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4110 Honorary Degrees

Reference:
Education Code Section 70902

The CEO Superintendent/President-notifies the Student Services Coordinator of the name of the
person to receive an honorary degree. The Student Services Coordinator will provide an

honorary degree to the CEO Superintendent/President.
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AP 4110 Honorary Degrees
Reference:

Education Code Section 70902

Note: This procedure is optional and applies only if the Board has adopied a poficy
that allows for honorary degrees. Local practice may be inserted here.



IMPERIAL COMMUNITY COLLEGE DISTRICT

AP 4100 Graduation Requirements for Degrees and Certificates

Reference: Title 5, Sections 55060 et seq.-66800etseqg-Accreditation-Standards 21
AA-ard-B

Associate Degrees

Geade#ﬂe—é—t&eenfepth& For the Assomate of Arts (A A ) and the Assomate in
Science (A.S.) degree, a student must demonstrate competence in reading, in written
expression, and in mathematics. The student must satisfactorily complete 60 semester
units of college work. qudmens—uﬁdePwhleh—the-degFeesﬂa;e—gFamed—a;e—e&thnes—m

A definition of “college work” that provides that courses acceptable toward the associate
degree include those that have been properly approved pursuant to Title 5 Section
55002(a), or, if completed at other than a California community college, would
reasonably be expected to meet the standards of that section.

The work must include at least 18 semester units in general education and at least 18
semester units in a major listed in the Community Colleges “Taxonomy of Programs.”

The work must include at least 12 semester units of study in residence; exceptions to
the residence requirement can be made by the Board when an injustice or undue
hardship would result.

The general education requirements must include a minimum of work in the natural
sciences, the social and behavioral sciences, humanities, and language and rationality.

Students may petition to have noncredit courses counted toward the satisfaction of
requirements for an associate degree.

Ethnic studies must be offered.

District policies and procedures regarding general education and degree requirements
must be published in the college catalog and must be filed with the California
Community Colleges Chancellor’s Office.
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Certificates

For a certificate of achievement, a student must successfully complete a course of study
or curriculum that consists of 18 or more semester units of degree-applicable credit
coursework. The certificate of achievement shall be designed to demonstrate that the

student has completed coursework and developed capabilities relating to career or
general education.

Shorter credit programs that lead to a certificate may be established by the District.

Content and assessment standards for certificates shall ensure that certificate programs
are consistent with the mission of [Imperial Community College District], meet a
demonstrated need, are feasible, and adhere to guidelines on academic achievement.

Certificates for which California Community Colleges Chancellor's Office approval is not
sought may be given any name or designation deemed appropriate except for certificate
of achievement, certificate of completion, or certificate of competency.
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AP 4100 Graduation Requirements for Degrees and
Certificates

References:
Title 5 Sections 55060 et seq.

Note: This procedure is legally required. l.ocal practice may be inserted. Procedures
must address at least the following:

For the Associate in Arts or Associate in Science degree, a student must demonstrate
competence in reading, in written expression, and in mathematics.

The student must satisfactorily compleie at least 60 semester units or 90 quarter units
of college work.

A definition of “college work” that provides that courses acceptable toward the associate
degree include those that have been properly approved pursuant to Title 5 Section
55002(a), or, if completed at other than a California community college, wouid
reasonably be expected to meet the standards of that section.

The work must include at least 18 semester units or 27 quarter units in general
education and at least 18 semester units or 27 quarter units in a major listed in the
Community Colleges “Taxonomy of Programs.”

The work must include at least 12 semester units or 18 quarter units of study in
residence; exceptions to the residence requirement can be made by the Board when an
injustice or undue hardship would result.

The general education requirements must include a minimum of work in the natural
sciences, the social and behavioral sciences, humanities, and language and rationality.

Students may petition to have noncredit courses counted toward the satisfaction of
requirements for an associate degree.

Ethnic studies must be offered.

District policies and procedures regarding general education and degree requirements
must be published in the college catalog and must be filed with the California
Community Colleges Chancellor's Office.

For a certificate of achievement, a student must successfully complete a course of study
or curriculum that consists of [18 or more semester units or 27 or more quarter units] of
degree-applicable credit coursework. The certificate of achievement shall be designed
to demonstrate that the student has completed coursework and developed capabilities
relating to career or general education.




Shorter credit programs that lead to a certificate may be established by the District.

Content and assessment standards for certificates shall ensure that certificate programs
are consistent with the mission of [District], meet a demonstrated need, are feasible,
and adhere to guidelines on academic achievement.

Ceriificates for which California Community Colleges Chancellor's Office approval is not

sought may be given any name or designation deemed appropriate except for cettificate
of achievement, cerificate of completion, or certificate of competency.

Revised 8/06, 8/07, 2/08



IMPERIAL COMMUNITY COLLEGE DISTRICT
AP4222 Remedial Coursework

Reference: Title 5 Section 55035
ACCJC Accreditation Standard 11.A.4.

Remedial coursework consists of pre-collegiate basic skills courses.

A student's need for remedial coursework shall be determined using appropriate
assessment instruments, methods, or procedures.

No student shall receive more than 30 semester units [or 45 quarter units] for remedial
coursework. A student who exhausts this unit limitation shall be referred to appropriate
adult noncredit education services.

A student who successfully completes remedial coursework or who demonstrates skill
levels which assure success in college-level courses may request reinstatement to
proceed with college level coursework.

Students enrolled in one or more courses of English as a Second Language and
students identified as having a learning disability are exempt from the limitations of this
procedure.

Students who demonstrate significant, measurable progress toward development of

skills appropriate to enroliment in college-level courses may be granted a waiver of the
limitations of this procedure.

Imperial Community College District catalogs shall include a clear statement of the
limited applicability of remedial coursework toward fulfilling degree requirements and
any exemptions that apply to this limitation.
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AP 4222 Remedial Coursework

References:
Title 5 Section 55035;
ACCJC Accreditation Standard 11.A.4

NOTE: This procedure is legally required. Local practice may be inserted here, which
must include the following:

Remedial coursework consists of pre-collegiate basic skills courses.

A student's need for remedial coursework shall be determined using appropriate
assessment instruments, methods, or procedures.

No student shall receive more than 30 semester units [or 45 quarter units] for remedial
coursework. A student who exhausts this unit limitation shall be referred to appropriate
adult noncredit education services.

A student who successfully completes remedial coursework or who demonstrates skill
levels which assure success in college-level courses may request reinstatement to
proceed with college level coursework.

Students enrolled in one or more courses of English as a Second Language and students
identified as having a learning disability are exempt from the limitations of this procedure.

Students who demonstrate significant, measurable progress toward development of skills

appropriate to enrollment in college-level courses may be granted a waiver of the
limitations of this procedure.

[District] catalogs shall include a clear statement of the limited applicability of remedial

coursework toward fulfilling degree requirements and any exemptions that may apply to
this limitation.

Revised 9/05, 2/08, 4/15



IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4225 Course Repetition

Reference:
Education Code Section 76224
Title 5, Sections 55040, 55041, 55042, 55043, 55253, 56029

Students may petition for approval to repeat up to a total of 4 enrollments in which
substandard grades (less than “C,” and including “W”) were awarded in the following
o Courses for which repetition is necessary to meet the major requirements of CSU
~ or UC for completion of a bachelor’s degree;
Intercollegiate athletics courses; and , , _
Intercollegiate academic or vocational competition courses. Such courses may

be repeated no more than four times for semester courses or six times for
quarter courses.

Students may enroll in activity courses in physical education, visual arts, or performing
arts. Such courses may not be repeated for more than [four semesters orsix
quarters]. This limit applies even if the student receives a substandard grade or “W”
during one or more enrollment or if a student petitions for repetition for repetition due to
extenuating circumstances.

[Insert local processes for petitioning for approvall .
To repeat a class a student must complete the Petition to Repeat form and meet with a

counselor for approval. If approval is granted the student must then submit this petition
to Admissions & Records for processing.

When a student repeats a class to alleviate substandard academic work, the previous
grade and credit shall be disregarded in the computation of grade point averages.

When a student with a disability repeats a class, the previous grade and credit shall be
disregarded in the computation of grade point averages.

Courses that are repeated shall be recorded on the student’s permanent academic
record using an appropriate symbol. In the event a student receives a substandard
grade in a repeatable course, the district may permit the student to take the course
again for the purpose of alleviating the previous substandard grade. (55042(c).)
Pursuant to this provision the student may alleviate up to two substandard grades.
However, the district may permit a subsequent passing grade to only alleviate the
immediately preceding arade, and only if that immediately preceding grade is
substandard.

Annotating the permanent academic record shall be done in a manner that all work
remains legible, insuring a true and complete academic history.
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Nothing can conflict with Education Code Section 76224 pertaining to the finality of
grades assigned by instructors, or with Title 5 or District procedures relating to retention
and destruction of records.

Note:

Inclusion of the following depends on District practice. The elements are

optional.

Students may petition to enroll again in a course in which they received a

satisfactory grade if the District has determined that a significant lapse of time
has occurred (more than 3 years) and the course is required by the district as a
recency prerequisite or by another institution of higher education to which the
student seeks to transfer and that institution requires the student to have taken
the course more recently than the student’s last enrollment. The significant lapse
of time exception cannot be used if the student did not earn a satisfactory grade
the last time he or she enrolled in the course.

An institute of higher learning established a recency requirement, which the
student will not be able to satisfy without repeating the course. A student may
petition for repetition if less than 36 months have elapsed and the student
provides documentation that the repetition is necessary for transfer.
(55043(a)(2).)

'Substand'ard coursework combléted at another accredited cdlléqé or university
will be recorded on an academic transcript, however not counted toward the
number of times a student can repeat a course at Imperial Valley College.

Circumstances under which students may repeat courses in which a C or better
grade was earned are if that grade was due at least in part o extenuating or
extraordinary circumstances. Such course repetition requires a finding that
extenuating or extraordinary circumstances exist which justify such repetition.
Extraordinary circumstances are those which would justify the District providing
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the student a refund. Extenuating circumstances are verified cases of accidents,
illness, or other circumstances beyond the control of the student. Grades
awarded for courses repeated under these provisions may be included when
calculating a student’s grade point average. Students will need to provide
documentation to support this exception.

e Students may not enroll in a course more than three times, except in limited
circumstances, described below. Enroliments include any combination of
withdrawals and repetitions.

they do not exceed the limits on the number of unlts of cooperatwe work
experience set forth in Title 5 Section 55253(a).

o Students with disabilities can repeat a special class for students with disabilities
any number of times when an individualized determination verifies that such
repetition is required as a disability-related accommodation for the student for
one of the reasons specified in Title 5 Section 56029. [Note: The District may
allow the previous grade to be disregarded when computing the GPA each
time the course is repeated. If the District determines to do so, include:
The District will disregard previous grades in computing the student’s GPA
each time the course is repeated.] The District will disregard previous grades
in computing the student’'s GPA each time the course is repeated.

« Students may repeat a course any number of times where it is required for a
student to meet a legally mandated training requirement as a condition of
continued paid or volunteer employment, regardless of whether the student
recorded substandard work. . [Insert local procedure for students to certify
the course is legally mandated.] Courses that may be repeated due to a legally
mandated training requirement are listed on the appropriate repeat petition.

» Students may petition to repeat a course needed for employment or licensing
because of a significant change in the industry or licensure standards. Students
may take these courses any number of times. [Insert policy to require
students to certify the course is needed because of a significant change in
the industry or licensure standards.] Students will need to provide
documentation to support this exception.
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AP 4225 Course Repetition

References:
Education Code Section 76224;
Title 5 Sections 55040, 55041, 55042, 55043, 55253, and 56029

Note: This procedure is legally required. Local practice may be inserted here, which
must include the following:

Students may petition for approval to repeat up to a total of [insert number] units in
which substandard grades (less than “C,” and including “FW") were awarded in the
following courses:
+ Courses for which repetition is necessary to meet the major requirements of CSU
or UC for completion of a bachelor's degree;
¢ Intercollegiate athletics courses; and
+ Intercollegiate academic or vocational competition courses. Such courses may
be repeated no more than four times for semester courses or six times for
quarter courses.

Students may enroll in activity courses in physical education, visual arts, or performing
arts. Such courses may not be repeated for more than [four semesters or six quarters].
This limit applies even if the student receives a substandard grade or “W” during one or

more enrollment or if a student petitions for repetition for repetition due to extenuating
circumstances.

[Insert local processes for petitioning for approval]

When a student repeats a class to alleviate substandard academic work, the previous
grade and credit shall be disregarded in the computation of grade point averages.

When a student with a disability repeats a class, the previous grade and credit shall be
disregarded in the computation of grade point averages.

Courses that are repeated shall be recorded on the student’s permanent academic
record using an appropriate symbol.

Annotating the permanent academic record shall be done in a manner that all work
remains legible, insuring a true and complete academic history.

Nothing can conflict with Education Code Section 76224 pertaining to the finality of
grades assigned by instructors, or with Title 5 or District procedures relating to retention
and destruction of records.




Note: /Inclusion of the following depends on District practice. The elements are
optional.

Students may petition for approval to repeat up to a total of [insert number that is not
more than three] units in which substandard grades (less than “C,” and including “FW,”
“NP,” or “NC”) were awarded as long as the District does not claim apportionment under
Title 5 Section 58161. The District may disregard the first two substandard grades if the
student repeats the class two or more times.

[Insert local processes for petitioning for approval, which may include]

e Alist of the specific courses or categories of courses, if any, which are exempt
from course repetition.

e Requirements to repeat courses after a significant amount of time [include a
definition of significant lapse of time, no less than 36 months] or the District
has established a recency prerequisite.

¢ An institute of higher learning established a recency requirement, which the
student will not be able to satisfy without repeating the course. A student may
petition for repetition if less than [set period of time, such as 36 months] have
elapsed and the student provides documentation that the repetition is necessary
for transfer.

e Provisions for repeating a course taken at another accredited college or
university for which substandard academic performance is recorded.

e Circumstances under which students may repeat courses in which a C or better
grade was earned. Such course repetition requires a finding that extenuating or
extraordinary circumstances exist which justify such repetition. Extraordinary
circumstances are those which would justify the District providing the student a
refund. Extenuating circumstances are verified cases of accidents, illness, or
other circumstances beyond the control of the student. Grades awarded for
courses repeated under these provisions [Note: When a course is repeated
pursuant to this section, the District may allow the previous grade and
credit to be disregarded in computing the student's GPA -- select shall or
may] be included when calculating a student’s grade point average.

¢ Limits on the number of times students may repeat a course.

e Students may not enroll in a course more than three times, except in limited
circumstances, described below. Enrollments include any combination of
withdrawals and repetitions.

e Students are-allowed-to-may repeat an eseupational-cooperative work
experience course-if-a college only-offers one course-in-oceupational-work




i nes-as long as
they do not exceed the Ilmlts on the number of unlts of cooperatlve work
experience set forth in Title 5 Section 55253(a).

Students with disabilities can repeat a special class for students with disabilities
any number of times when an individualized determination verifies that such
repetition is required as a disability-related accommodation for the student for
one of the reasons specified in Title 5 Section 56029. [Note: The District may
allow the previous grade to be disregarded when computing the GPA each
time the course is repeated. If the District determines to do so, include:

The District will disregard previous grades in computing the student’s GPA
each time the course is repeated.]

Students may repeat a course any number of times where it is required for a
student to meet a legally mandated training requirement as a condition of
continued paid or volunteer employment, regardless of whether the student
recorded substandard work. [Insert local procedure for students to certify
the course is legally mandated.]

Students may petition to repeat a course needed for employment or licensing
because of a significant change in the industry or licensure standards. Students
may take these courses any number of times. [Insert policy to require
students to certify the course is needed because of a significant change in
the industry or licensure standards.]

Revised 7/02, 8/03, 8/06, 8/07, 2/08, 4/09, 9/12, 10/13, 10/15



IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4226 Multiple and Overlapping Enroliments

Reference:
Title 5, Section 55007

A student may not enroll in two or more sections of the same credit course during the
same term unless the length of the course provides that the student is not enrolled in
more than one section at any given time.

A student may not enroll in two or more courses where the meeting times for the
courses overlap, unless:
o The student provides a valid justification, other than scheduling convenience, of
the need for an overlapping schedule.
e An appropriate district official, Director of Admissions and Records, approves the
schedule.
e The student makes up the overlapping hours at some other time during the same
week under the supervision of the instructor of the course.
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AP 4226 Multiple and Overlapping Enroliments

Reference:
Title 5 Sections 55007

| Note: Insert local practice, which must include procedures that ensure the following : |

A student may not enroll in two or more sections of the same credit course during the
same term unless the length of the course provides that the student is not enrolled in
more than one section at any given time.

A student may not enroll in two or more courses where the meeting times for the
courses overlap, unless:

e The student provides a valid justification, other than scheduling convenience, of
the need for an overlapping schedule.
e An appropriate district official [designate] approves the schedule.

¢ The student makes up the overlapping hours at some other time during the same
week under the supervision of the instructor of the course.

New 8/07



Note: This procedure is legally required.
New Policy

IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4227 Repeatable Courses

Reference:
Title 5 Sections 55040, 55041, 55253, and 56029

Only the following types of courses may be designated as repeatable:
o Courses for which repetition is necessary to meet the major requirements of CSU
or UC for completion of a bachelor’s degree;
¢ |Intercollegiate athletics courses; and
¢ Intercollegiate academic or vocational competition courses. Such courses may
be repeated no more than four times for semester courses or six times for
quarter courses.

The District must identify and designate such repeatable courses in its catalog.

Under special circumstances, students may repeat courses in which a C or better grade
was earned.

Students are allowed to repeat a course without petition when repetition is necessary to
enable that student to meet a legally mandated training requirement as a condition of
volunteer or continued paid employment. Students can repeat such courses any
number of times, even if they received a grade of C or better; however, the grade
received by the student each time will be included in calculations of the student’s grade
point average.

Students may enroll in activity courses in physical education, visual arts, or performing
arts. Such courses may not be repeated for more than [four semesters or six
qguarters]. This limit applies even if the student receives a substandard grade or “W”
during one or more enrolliment or if a student petitions for repetition due to extenuating
circumstances.

Students with disabilities can repeat a special class for students with disabilities any
number of times when an individualized determination verifies that such repetition is
required as a disability-related accommodation for the student for one of the reasons
specified in Title 5 Section 56029.

Students are allowed to repeat an occupational work experience course if a college only
offers one course in occupational work experience in a given field and that course is not
offered as a variable unit open-entry/open-exit course. Where only one occupational
work experience course is offered subject to the above conditions, students may be
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Note: This procedure is legally required.
New Policy

permitted to repeat this course any number of times as long as they do not exceed the
limit on the number of units of cooperative work experience set forth in Title 5 Section
55253(a).

The District shall develop and implement a mechanism to allow it to properly monitor
course repetition.
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AP 4227 Repeatable Courses

References:
Title 5 Sections 55040, 55041, 55253, and 56029

| Note: This procedure is legally required.

Only the following types of courses may be designated as repeatable:
« Courses for which repetition is necessary to meet the major requirements of CSU
or UC for completion of a bachelor's degree;
s Intercollegiate athletics courses; and
» Intercollegiate academic or vocational competition courses. Such courses may

be repeated no more than four times for semester courses or six times for
quarter courses.

The District must identify and designate such repeatable courses in its catalog.

Under special circumstances, students may repeat courses in which a C or better grade
was earned.

Students are allowed to repeat a course without petition when repetition is necessary to
enable that student to meet a legally mandated training requirement as a condition of
volunteer or continued paid employment. Siudenis can repeat such courses any
number of times, even if they received a grade of C or better; however, the grade
received by the student each time will be included in calculations of the student’s grade
point average.

Students may enroll in activity courses in physical education, visual arts, or performing
arts. Such courses may not be repeated for more than [four semesters or six
quarters]. This limit applies even if the student receives a substandard grade or “W”
during one or more enroliment or if a student petitions for repetition for repetition due to
extenuating circumstances.

Students with disabilities can repeat a special class for students with disabilities any
number of times when an individualized determination verifies that such repetition is
required as a disability-related accommodation for the student for one of the reasons
specified in Title 5 Section 56029.

Students are allowed to repeat an occupational work experience course if a college only
offers one course in occupational work experience in a given field and that course is not
offered as a variable unit open-entry/open-exit course. Where only one occupational
work experience course is offered subject to the above conditions, students may be
permitted to repeat this course any number of times as long as they do not exceed the
limit on the number of units of cooperative work experience set forth in Title 5 Section
55253(a).



The District shall develop and implement a mechanism to allow it to properly monitor
course repetition.

New 2/08, Revised 9/08, 4/09, 10/13



IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4230 Grading and Academic Record Symbols

Reference: Title 5, Section 55023

Evaluative Symbols

Excellent
Good
Satisfactory
Pass, less than satisfactory
Failing
Pass (at least satisfactory)
P No Pass (less than satisfactory)

ZTTnoO®>»

Non-Evaluative Symbols

| Incomplete

IP In Progress

RD  Report Delayed

w Withdrawal

MW  Military Withdrawal

Adopted: 07/20/04, Revised 3/12/13 Page 1 of 3
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AP 4230 Grading and Academic Record Symbols

Reference:
Title 5 Section 55023

Note: This procedure is legally required. Local practice may be inserted, but must
comply with Title 5. The grading symbols permitted include the following:

Evaluative symbols:

A — Excellent

B — Good

C — Satisfactory

D — Passing (Less than satisfactory)

F — Failing

P — Pass (At least satisfactory)

NP - No Pass (Less than satisfactory)

Non-Evaluative symbols:
| — Incomplete

IP — In progress

RD — Report delayed

W — Withdrawai

MW — Military withdrawal

Note: Disiricts that have adopted “plus-minus” grades would insert those grades.

Districts that have adopted the “FW” grade symbol (unofficial withdrawal) would insert
that symbol under the flist of evaluative symbols.

Revised 9/01, 8/07




IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4231 Grade Changes

Reference: Education Code Section 76224 and 76232;
Title 5, Section 55760 55025

Changing Grades
The instructor of the course shall determine the grade to be awarded to each student.

The determination of the student's grade by the instructor is final in the absence of
m|stake fraud bad falth or mcompetence epmeempeteney#h&reqmva-l—e{—ehange

thwnstrueter—ef—th&eeare& “Mistake” may 1nclude but IS not limited to, errors made by
an instructor in calculating a student’s grade and clerical errors. “Fraud” may include,
but is not limited to, inaccurate recording or change of a grade by any person who gains
access to grade records without authorization.

The removal or change of an incorrect grade from a student's record shall only be done
pursuant to Education Code Section 76232 or by an alternative method that ensures
that each student shall be afforded an objective and reasonable review of the requested
grade change.

If the procedure requires that a student first request a grade change from the instructor,
provisions shall be made to allow another faculty member to substitute for the instructor
if the student has filed a discrimination complaint if the instructor is not available or

misconduct by the original instructor.

In the case of fraud, bad faith, or incompetency, the final determination concerning

removal or change of grade will be made by the Chief Instructional Officer or his/her
designee.

In all cases, the instructor who first awarded the grade will be given written notice of the
change.

Grade changes are initiated by the instructor of record by submission of a “Change of
Grade” form to the Chief Instructional Officer for approval. The “Change of Grade” form
is then sent to the Admissions and Records Office for processing.

No grade or “W” symbol will be changed for any reason or circumstances after three
years from the end of the term in which the grade was assigned. {Lecalpractice)}

Security of Grade Records

The District shall implement security measures for student records that assure no
person may obtain access to student grade records without proper authorization. These
measures shall be installed as part of any computerized grade data storage system.

Committee Review: Student Services Council 8/22/14 Page 1 of 2
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AP 4231 Grade Changes

References:
Education Code Sections 76224 and 76232;
Title 5 Section 55025

Note: This procedure is legally required. The following language is provided as a
sample. Local practice may be inserted, but must comply with the Education Code and
Title 5 and address the following:

Changing Grades
The instructor of the course shall determine the grade to be awarded to each student.

The determination of the student's grade by the instructor is final in the absence of
mistake, fraud, bad faith, or incompetence. “Mistake” may include, but is not limited to,
errors made by an instructor in calculating a student's grade. and clerical errors.
“Fraud” may include, but is not limited to, inaccurate recording or change of a grade by
any person who gains access to grade records without authorization.

The removal or change of an incorrect grade from a student's record shall only be done
pursuant to Education Code Section 76232 or by an alternative method that ensures
that each student shall be afforded an objective and reasonable review of the requested
grade change.

If the procedure requires that a student first request a grade change from the instructor,
provisions shall be made to allow another faculty member to substitute for the instructor
if the student has filed a discrimination complaint, if the instructor is not available or
where the District determines that it is possible that there may have been gross
misconduct by the original instructor.

In the case of fraud, bad faith, or incompetence, the final determination concerning
removal or change of grade will be made by the [designate position].

In all cases, the instructor who first awarded the grade will be given written notice of the
change.

Security of Grade Records

The District shall implement security measures for student records that assure no
person may obtain access 1o student grade records without proper authorization. These
measures shall be instalted as part of any computerized grade data storage system.

The measures implemented by the District shall include, but not necessarily be limited
to, password protection for all student grade data bases, locking mechanisms for
computer stations from which student grade data bases can be viewed, and strict limits
on the number of persons who are authorized to change student grades.




Persons authorized to change grades shall be designated by the [insert designated
position, e.g. “Director of Admissions and Records.”] No more than five District
employees may be authorized to change student grades. Only regular full-time
employees of the District may be authorized to change grades. Student workers shall
not have access to grade records, and student workers may not change grades at any
time.

Any person who discovers that grades have been changed by someone other than the
persons authorized to do so shall notify the [designated position] immediately. The
[designated position] shall immediately take steps to lock the grade storage system
entirely while an investigation is conducted.

If any students grade record is found to have been changed without proper
authorization, the District will notify 1) the student; 2) the instructor who originally
awarded the grade; 3) any educational institution to which the student has transferred;
4) the accreditation agency; and 5) appropriate local law enforcement authorities.

Whenever a grade is changed for any reason, corrected transcripts will be sent to any
educational institution to which a student has transferred.

Any student or employee who is found to have gained access to grade recording
systems without proper authorization, or who is found to have changed any grade
without proper authority to do so, shall be subject to discipline in accordance with
District policies and procedures.

Any person who is found to have gained access to grade recording systems without
proper authorization, or who is found to have changed any grade without proper
authority to do so, shall be reported to the appropriate law enforcement agency having
jurisdiction over the college where the incident occurred.

Note: The District may insert procedures related to processes for seeking grade
changes, time limits, if any, and appeals to the [CEQ]. Suggested procedures for doing
so are contained in AP 5530 titled Student Grievance Procedures.

Also see BP 3310 titled Records Retention and Destruction and BP/AP 5040 titled
Student Records

Revised 8/06, 8/07, 2/08




IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4232 Pass/No Pass

Reference: Title 5, Section 55752

Courses may be offered in either or both of the following categories:

Courses in which all students are evaluated on a “eredit/ne-eredit pass-no pass”
basis.
2. Courses in which each student may elect on registration or by the last day to

reglster for the course, to take the course on a “credit/no-credit pass-no pass

A student electing to be evaluated on the “credit/no-credit pass-no pass” basis will
receive both course credit and unit credit upon satisfactory completion of the course.
Grades of P and NP are not included in the computation of student’s grade point
averages. “credit/no-credit’are-omitted—from-GPA-calculations-

A credit- pass (P) grade ef“CRis granted for performance that is equivalent to the
letter grade of “C” or better. A student who fails to perform satisfactorily will be
assigned a “no-eredit pass” grade (NP). of“NG-

The student is held responsible for all assignments and examinations required in the
course. The standards of evaluation are identical for all students in the course.

No BP
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AP 4232 Pass/No Pass

Reference:
Titie 5 Section 55022

Note: This procedure is optional but is legally advised if the District offers courses for
pass-no pass basis. Local practice may be inserted, but should comply with the
following.

Courses may be offered in either or both of the following categories:
e Courses in which all students are evaluated on a "pass-no pass" basis.
e Courses in which each student may elect on registration, or within [time limit
established by District], to take the course on a "pass-no pass’ basis.

A student electing to be evaluated on the "pass-no pass" basis will receive both course
credit and unit credit upon satisfactory completion of the course. In computing a
student's grade-point average, grades of "pass-no pass" are omitted.

A pass grade is granted for performance that is equivalent to the letter grade of "C" or
better. A student who fails to perform satisfactorily will be assigned a "no pass" grade.

The student is held responsible for all assignments and examinations required in the
course. The standards of evaluation are identical for all students in the course.

Note: The District may insert its local practice on how pass/no pass classes are
identified and how students select the pass/no pass option. The District must replace
“eredit/no credit” with ‘pass/no-pass” by Fall 2009.

Revised 8/07, 2/08




IMPERIAL COMMUNITY COLLEGE DISTRICT
4250 Probation;-Dismissal,-Reinstatement

Reference: Title 5, Sections 55030, 55031, 55032, 55033 55034,-55754,-55755,- 55756, 55759

NOTE: This procedure is legally required. Local practice may be inserted, but should
address the minimum requirements in the following examples.

Notification of Probation — Each student is entitled to be notified of his/her academic
difficulty and the availability of college support services to respond to the academic
difficulty before the student is dismissed. Notification will consist, at a minimum, of the
following: At the end of the semester in which the student’s grade point average falls
below 2.0 in all units attempted, a notice that the student is on probation shall be sent to
the student informing him/her that he/she is on academic probation. “All units
attempted” is defined as all units of credit for which the student is enrolled in at the
community college that they attend.

If the percentage of a student’s recorded entries of “W,” “I,”, “NC” and “NP” reaches or

exceeds 50% of all units in which a student has enrolled, the student shall be placed on
progress probation.

At the end of the third semester on which the student is on academic or progress
probation, a notice that the student is subject to dismissal will be sent to the student
informing him/her that he/she is subject to dismissal.

Probationary Letter — The letter notifying the student of probation will cover, at a
minimum, the significance of being on probation and description of the services
available.

A student who is on academic probation and earns a semester grade point average of

1.75 or better shall not be dismissed as long as this minimum semester grade point
average is maintained.

Committee Review: Student Services Council 8/22/14 Page 1 of 2
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AP 4250 Probation

References:
Title 5 Sections 55030, 55031, 55032, 55033, and 55034

NOTE: This procedure is legally required. Local practice may be inserted, but should
address the minimum requirements in the following examples.

Notification of Probation — Each student is entitied to be notified of his/her academic
difficulty and the availability of college support services to respond to the academic
difficuity before the student is dismissed. Notification will consist, at a minimum, of the
following: At the end of the semester in which the student’s grade point average falls
below 2.0 in all units attempted, a notice that the student is on probation shall be sent to
the student informing him/her that he/she is on academic probation. “All units
attempted” is defined as all units of credit for which the student is enrolled in at the
community college that they attend.

If the percentage of a student's recorded entries of “W,” “,”, “NC” and “NP” reaches or
exceeds 50% of all units in which a student has enrolled, the student shall be placed on
progress probation.

At the end of the third semester on which the student is on academic or progress
probation, a notice that the student is subject fo dismissal will be sent to the student
informing him/her that he/she is subject to dismissal.

Probationary Letter — The letter notifying the student of probation will cover, at a
minimum, the significance of being on probation and description of the services
available.

A student who is on academic probation and earns a semester grade point average of

1.75 or better shall not be dismissed as long as this minimum semester grade point
average is maintained.

Revised 8/06, 8/07, 3/12




IMPERIAL COMMUNITY COLLEGE DISTRICT
AP 4255 Dismissal and Readmission

Reference: Title 5 Sections 55033 and 55034

Note: This procedure is legally required. Local practice may be inserted, but should
address the minimum requirements in the following examples.

Standards for Dismissal: A student who is on academic probation shall be subject to
dismissal if the student has earned a cumulative grade point average of less than 1.75
[Section 55033(c)(1) permits the District to establish a minimum cumulative grade point
average higher than 1.75] in all units attempted in each of three consecutive semesters
[Section 55033(c)(3) permits the District to establish a minimum of fewer than three
consecutive semesters]. A student who has been placed on probation shall be subject
to dismissal if the percentage of units in which the student has been enrolled for which
entries of “W,” “I,” “NC,” and “NP” are recorded in at least three consecutive semesters
(five consecutive quarters) reaches or exceeds fifty percent (50%). [Section

55033(c)(2) permits the District to establish a minimum percentage of units of less than
fifty percent.]

Dismissal Letter: The letter notifying the student that he/she is subject to dismissal will
cover, at a minimum, reference to this procedure, explanation of what dismissal means,
procedure for reinstatement, and procedure to appeal the dismissal.

Appeal of Dismissal

The student has the right to appeal a proposed dismissal action if the student feels that
facts exist that warrants an exception to the dismissal action. The student must file the
written petition of appeal to the Admissions & Records Office within 10 instruction
days after the dismissal letter was mailed. If the student fails to file a written petition
within 70 instruction days, the student waives all future rights to appeal the dismissal
action. It is the student's responsibility to indicate on the petition a clear statement of
the grounds on which continued enrollment should be granted and to provide evidence

supporting the reasons. Petitions will be reviewed by Admissions, Registration and
Petition Committee.

The student will be continued on probation until the Admissions, Registration and
Petition Committee decides on the student's appeal.

The decision of the Admissions, Registration and Petition Committee will be
communicated to the student in writing by the Admissions, Registration and Petition
Committee Chair. The Admissions, Registration and Petition Committee Chair will
notify the student of its action within five instructional days of receipt of the student's
appeal. The student may appeal the decision of the Admissions, Registration and
Petition Committee in writing to the [CEO or designee], within five instructional
days of the date of notification of the decision of the Admissions, Registration and
Petition Committee. The decision of the [CEO or designee] is final.

Committee Review: Student Services Council 08/22/14 Page 1 0of3
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If the dismissal appeal is granted, the student will be continued on probation for an
additional semester. At the end of the additional semester, the student’s academic
record will again be evaluated to determine whether the student may be removed from
probation, should be dismissed, or should be continued on probation.

Note: The following standards are not legally required, but are suggested as good
practice.

Fall Dismissals: Special circumstances exist for dismissals after the Fall semester due
to the fact that students traditionally enroll before Fall grades are available. Subject to
dismissal letters will be sent no later than January informing students that:

e If they are enrolled in the Spring semester, they will be permitted to continue on
probation. Dismissal status will be reevaluated at the end of the Spring semester.

o |f they are not enrolled in the Spring semester, they have the right to appeal
dismissal in accordance with the appeal process.

Procedure for Fall Dismissal Appeals: Appeals for students subject to dismissal as a
result of the fall grades must be filed following natification during the spring semester.
The following conditions apply:

e Students who are enrolled in the Spring semester will not be required to file an
appeal but will be allowed to continue on probation and have their dismissal
status reevaluated at the end of the spring semester

e Students who have not enrolled in the Spring semester will be dismissed unless
an appeal is granted in accordance with procedures set above.

Standards for Evaluating Appeals: Dismissal appeals may be granted under the
following circumstances:

e |f the dismissal determination is based on the academic record for one semester
in which the record does not reflect the student's usual level of performance due
to accident, iliness, or other circumstances beyond the control of the student.
Verification should be submitted with the appeal.

e The student enrolls in a corrective program designed to assist him/her in
improving academic skills, such as obtaining academic counseling, and/or
limiting course load.

e When there is evidence of significant improvement in academic achievement.

Re-Admission after Dismissal: In considering whether or not students may be re-
admitted after a dismissal and two semester's absence, the following criteria should be
considered:

¢ Documented extenuating circumstances (considered during appeal).

Committee Review: Student Services Council 08/22/14 Page 2 of 3
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+« Marked improvement between the semesters on which disqualification was
based.

* Semesters on which disqualification was based were atypical of past academic
performance.

* Formal or informal educational experiences since completion of semesters on
which disqualification was based.

» Improved GPA as a result of grade changes, fulfillment of incomplete courses, or
academic renewal.
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AP 4255 Dismissal and Readmission

References:
Title 5 Sections 55033 and 55034

Note: This procedure is legally required. Local practice may be inserted, but should
address the minimum requirements in the following examples.

Standards for Dismissal: A student who is on academic probation shall be subject to
dismissal if the student has earned a cumulative grade point average of less than 1.75
[Section 55033(c)(1) permits the District to establish a minimum cumulative grade point
average higher than 1.75] in all units attempted in each of three consecutive semesters
[Section 55033(c)(3) permits the District to establish a minimum of fewer than three
consecutive semesters]. A student who has been placed on probation shall be subject
to dismissal if the percentage of units in which the student has been enrolled for which
entries of “W,” “,” “NC,” and “NP” are recorded in at least three consecutive semesters
(five consecutive quarters) reaches or exceeds fifty percent (50%). [Section
55033(c)(2) permits the District to establish a minimum percentage of units of less than
fifty percent.]

Dismissal Letter: The letter notifying the student that he/she is subject to dismissal will
cover, at a minimum, reference to this procedure, explanation of what dismissal means,
procedure for reinstatement, and procedure to appeal the dismissal.

Appeal of Dismissal

The student has the right to appeal a proposed dismissal action if the student feels that
facts exist that warrant an exception to the dismissal action. The student must file the
written petition of appeal [fidentify where petition is filed] within [time limif] after the
dismissal letter was mailed. If the student fails to file a written petition within the [time
limit], the student waives all future righis to appeal the dismissal action. It is the
student's responsibility to indicate on the petition a clear statement of the grounds on
which continued enrollment should be granted and to provide evidence supporting the
reasons. Petitions will be reviewed by [identify who reviews petitions].

The student will be continued on probation until the [designate authority] decides on
the student's appeal.

The decision of the [designate authority] will be communicated to the student in
writing by the [designate authority]l. The [designate authority] will notify the student
of its action within [time limit] of receipt of the student's appeal. The student may
appeal the decision of the [designate authority] in writing to the [CEO or designee],
within [time limit] working days of the date of notification of the decision of the
[Appeals Committee]. The decision of the [CEO or designee] is final.




e

If the dismissal appeal is granted, the student will be continued on probation for an
additional semester. At the end of the additional semesier, the student's academic
record will again be evaluated to determine whether the student may be removed from
probation, should be dismissed, or should be continued on probation.

Note: The following standards are not legally required, but are suggested as good
practice.

Fall Dismissals: Special circumstances exist for dismissals after the Fall semester due
to the fact that studenis traditionally enroll before Fall grades are available. Subject to
dismissal letters will be sent no later than [month] informing students that:
¢ |i they are enrolled in the Spring semester, they will be permitted to continue on
probation. Dismissal status will be reevaluated at the end of the Spring semester.
o |f they are not enrolled in the Spring semester, they have the right to appeal
dismissal in accordance with the appeal process.

Procedure for Fall Dismissal Appeals: Appeals for students subject to dismissal as a
result of the fall grades must be filed following notification during the spring semester.
The foliowing conditions apply:

L

s Students who are enrolled in the spring semester will not be required fo file an
appeal but will be allowed to continue on probation and have their dismissal
status reevaluated at the end of the spring semester.

¢ Students who have not enrolled in the spring semester will be dismissed unless
an appeal is granted in accordance with procedures set above.

Standards for Evaluating Appeals: Dismissal appeals may be granted under the
following circumstances:
[ ]

o |f the dismissal determination is based on the academic record for one semester
in which the record does not reflect the student's usual level of performance due
to accident, iliness, or other circumstances beyond the control of the student.
Verification should be submitted with the appeal.

s The student enrolls in a corrective program designed to assist him/her in
improving academic skills, such as obtaining academic counseling, and/or
limiting course load.

+ When there is evidence of significant improvement in academic achievement.

Re-Admission after Dismissal: In considering whether or not students may be re-
admitted after a dismissal and two semesters absence, the following criteria should be
considered:
» Documented extenuating circumstances (considered during appeal).
« Marked improvement between the semesters on which disqualification was
based.




N

e Semesters on which disqualification was based were atypical of past academic
performance.

¢ Formal or informal educational experiences since completion of semesters on
which disqualification was based.

« Improved GPA as a result of grade changes, fulfiliment of incomplete courses, or
academic renewal.

Revised 8/06, 2/08, 10/13



IMPERIAL COMMUNITY COLLEGE DISTRICT
AP4260 Prerequisites and Co-requisites

Reference: Title 5, Sections 55200 et seq.

The-following-provides-forthe-establishing;reviewing;, Prerequisites, co-requisites,
advisories, and Ilm!tatlons are necessary to ensure that students succeed in their

geed—eFeehee—#have access to the courses they requrre Itis |mportant to have
prerequisites in place where they are a vital factor in maintaining academic standards.
It is also necessary to ensure that prerequisites, co-requisites, advisories, and
limitations are-established-unnecessarily-or-inappropriately-theydo not constitute
unjustlflable obstacles to student access and success. Therefore, thtspreeedmeeaus

these#easensﬁae—&stnet—has—seeght—to foster the approprlate balance between these
two concerns, the Education Code requires that prereqwsﬂes co-requisites, advisories,
and I|m|tat|ons be established based solely on content review or content review with
statistical validation.

1. Information in the Catalog and Schedule of Glasses Courses.

The college shall provide the following explanations both in the college catalog and

in the schedule of elassescourses:

A. Definitions of prerequisites, co-requisites, and limitations on enrollment including
the differences among them and the specific prerequisites, co-requisites, and
limitations on enrollment that have been established.

B. Procedures for a student to challenge prerequisites, co-requisites, and limitations
on enrollment and circumstances under which a student is encouraged to make
such a challenge. The information about challenges must include, at a minimum,
the specific process including any deadlines, the various types of challenge that
are established in law, and any additional types of challenge permitted by the
college.

C. DefineDefinitions of advisories on recommended preparation, the right of a
student to choose to take a course without meeting the advisory, and
circumstances under which a student is encouraged to exercise that right.

D. Definitions of contract course, co-requisite, noncredit basic skills course, non-
degree-applicable basic skills courses, prerequisite and satisfactory grade.

2. Challenge Process

A. Any student who does not meet a prerequisite or co-requisite or who is not
permitted to enroll due to a limitation on enroliment but who provides satisfactory
evidence may seek entry into the elasscourse as follows:
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1. If space is available in a course when a student files a challenge to the
prerequisite or co-requisite, the District shall reserve a seat for the student
and resolve the challenge within five (5) working days. If the challenge is
upheld or the District fails to resolve the challenge within the five (5) working-
day period, the student shall be allowed to enroll in the course.

2. If no space is available in the course when a challenge is filed, the challenge
shall be resolved prior to the beginning of registration for the next term and, if
the challenge is upheld, the student shall be permitted to enroll if space is
available when the students registers for that subsequent term.

B. Grounds for challenge shall include the following:

1) Those grounds for challenge specified in Title 5; Section 55201 (f)

2) The student seeks to enroll and has not been allowed to enroll due to a
limitation on enrollment established for a course that involves intercollegiate
competition or public performance, or one or more of the courses for which
enrollment has been limited to a cohort of students. The student shall be
allowed to enroll in such a course if otherwise he or she would be delayed by
a semester or more in attaining the degree or certificate specified in his or her
educational plan.

3) The student seeks to enroll in a course that has a prerequisite established to
protect health and safety, and the student demonstrates that he-e+/she does
not pose a threat to himself-e+/herself or others.

4) The student has the obligation to provide satisfactory evidence that the
challenge should be upheld. However, where facts essential to a
determination of whether the student's challenge should be upheld are or

ought to be in the college's own records, then the college has the obligation to
produce that information.

BC. Curriculum Review Process

The curriculum review process shall at a minimum be in accordance with all of

the following:

1. Establish a curriculum committee and its membership in a manner that is
mutually agreeable to the college administration and the academic senate.

2. Establish prerequisites, co-requisites, and advisories on recommended
preparation (advisories) only upon the recommendation of the academic
senate except that the academic senate may delegate this task to the
curriculum committee without forfeiting its rights or responsibilities under
Section-53200-53204-of Fitle-5:Title 5 Sections 53200-53204 and within the
limits set forth in Title 5 Section 55003. Certain limitations on enrollment must
be established in the same manner.

3. Establish prerequisites, co-requisites, advisories on recommended
preparation, and limitations on enrollment only if:
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a) The faculty in the discipline or, if the college has no faculty member in
the discipline, the faculty in the department do all of the following:
(1) Approve the course; and,
(2) As a separate action, approve any prerequisite or co-requisite,
only if:

(a) The prerequisite or co-requisite is an appropriate and
rational measure of a student's readiness to enter the
course or program as demonstrated by a content review
including, at a minimum, all of the following:

(i) involvement of faculty with appropriate expertise;

(ii) consideration of course objectives set by relevant
department(s). The curriculum review process should
be done in a manner that is in accordance with
accreditation standards.

(iii) be based on a detailed course syllabus and outline of
record, tests, related instructional materials, course
format, type and number of examinations, and
grading criteria;

(iv) specification of the body of knowledge and/or skills
which are deemed necessary at entry and/or
concurrent with enrollment;

(v) identification and review of the prerequisite or co-
requisite which develops the body of knowledge
and/or measures skills identified under iv.

(vi) matching of the knowledge and skills in the targeted
course (identified under iv.) and those developed or
measured by the prerequisite or co-requisite (i.e., the
course or assessment identified under v.); and

(vii)  maintain documentation that the above steps were
taken.
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(3) Approve any limitation on enrollment that is being established
for an honors course or section, for a course that includes
intercollegiate competition or public performance, or so that a
cohort of students will be enrolled in two or more courses, and,
in a separate action, specify which.
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(4) Approve that the course meets the academic standards required
for degree applicable courses, non-degree applicable courses,
non-credit courses, or community service respectively.

(5) Review the course outline to determine if a student would be
highly unlikely to receive a satisfactory grade unless the student
had knowledge or skills not taught in the course. If the student
would need knowledge or skills not taught in the course itself,
then the course may be approved for degree applicable credit
only if all requiremenits for establishing the appropriate
prerequisite have been met excepting only approval by the
curriculum committee.

(6) Review the course outline to determine whether receiving a
satisfactory grade is dependent on skills in communication or
computation. If receiving a satisfactory grade is sufficiently
dependent on such skills, then the course may be approved for
degree applicable credit only if all requirements have been met
for establishing a prerequisite or co-requisite of not less than
eligibility for enroliment to a degree-applicable course in English
or mathematics, respectively.

b) A course which should have a prerequisite or co-requisite as provided
in (5) or (6) but for which one or more of the requirements for
establishing a prerequisite have not been met may only:

(1) Be reviewed and approved pursuant to the standards for non-
degree applicable credit, non-credit, or community service; or

(2) Be revised and reviewed as required to meet the criteria for
establishing the necessary prerequisites or co-requisites.

¢} The curriculum commitiee also reviews the course and prerequisite in

_amanner that meets each of the requirements specified above.

Regulations section 55003(c).

4. Program Review As a regular part of the program review process or at least
every six y : - d_-;co requisites for vocational
courses or. programs shall be re\newed.every_two years, the college shall
review each prerequisite, co-requisite, or advisory to establish that each is still
supported by the faculty in the discipline or department and by the curriculum
committee and is still in compliance with all other provisions of this policy and
with the law. Any prerequisite or co-requisite that is still supported shall be
reviewed promptly thereafter to assure that it is in compliance with all other
provisions of this policy and with the law.
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5. Implementing Prerequisites, Co-requisites, and Limitations on Enroliment.
Implementation of prerequisites, co-requisites, and limitations on enrollment
must be done in a consistent manner and not left exclusively to the classroom
instructor. Every attempt shall be made to enforce all conditions a student
must meet to be enrolled in the elasscourse through the registration process
so that a student is not permitted to enroll unless he-e+/she has met all the
conditions or has met all except those for which he-e+/she has a pending
challenge or for which further information is needed before final determination

is possible of whether the student has met the condition.

6. Instructor's Formal Agreement to Teach the Course as Described._ Each
college shall establish a procedure so that courses for which prerequisites or
co-requisites are established will be taught in accordance with the course
outline, particularly those aspects of the course outline that are the basis for
justifying the establishment of the prerequisite or co-requisite. The process
shall be established by consulting collegially with the local academic senate

and, if appropriate, the local bargaining unit.

Review of Individual Courses

If the student's enroliment in a course or program is to be contingent on his or her
having met the proposed prerequisite(s) or co-requisite(s), then such a prerequisite or
co-requisite must be established as follows. If enrollment is not blocked, then what is
being established is not a prerequisite or co-requisite but, rather, an advisory on
recommended preparation and must be identified as such in the schedule and catalog.
Establishing advisories does not require all the following steps.

1—Prerequisites-and-Co-reguisites
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1. Advisories on Recommended Preparation
The college may recommend that a student meet a standard of readiness at
entry only if recommended by the faculty in the discipline or department and by
the curriculum committee as provided in above. This process is required whether
the college used to describe such recommendations in its catalog or schedule as
"prerequisites,” or "recommended," or by any other term.

2. Limitations on Enrollment

The types of limitation on enroliment specified below may only be established
through the curriculum review process by the discipline or department faculty and
the curriculum committee specified above including the requirement to review
them again at least every six years; for example, as part of program review. The

following requirements must also be met in order to establish these particular
limitations on enrollment.

A. Performance Courses._ The college may establish audition or try-out as a
limitation on enrollment for courses that include public performance or
intercollegiate competition such as but not limited to band, orchestra, theater,
competitive speech, chorus, journalism, dance, and intercollegiate athletics
provided that:

1. For any certificate or associate degree requirement which can be met by
taking this course, there is another course or courses which satisfy the same
requirement; and

2. The college includes in the course outline of record a list of each certificate or
associate degree requirement that the course meets and of the other course
or courses which meet the same requirement.

3. Limitations on enroliment established as provided for performance courses
shall be reviewed during program review or at least every six years to
determine whether the audition or try-out process is having a disproportionate
impact on any historically under-represented group and, if so, a plan shall be
adopted to seek to remedy the disproportionate impact. If disproportionate
impact has been found, the limitation on enrollment may not be printed in
subsequent catalogs or schedules nor enforced in any subsequent term until
such a plan has been endorsed by the department and the college
administration and put into effect.
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Honors Courses. A limitation on enroliment for an honors course or an honors section
of a course may be established if, in addition to the review by the faculty in the discipline
or department and by the curriculum committee as provided above, there is another
section or another course or courses at the college which satisfy the same
requirements. If the limitation is for an honors course and not only for an honors section,
the college must also include in the course outline of record a list of each certificate or
associate degree requirement that the course meets and of the other course or courses
which meet the same associate degree or certificate requirement.

Blocks of Courses or Sections._ Blocks of courses or blocks of sections of courses are
two or more courses or sections for which enrollment is limited in order to create a
cohort of students. Such a limitation on enroliment may be established if, in addition to
review by the faculty in the discipline or department and by the curriculum committee as
provided above, there is another section or another course or courses that satisfy the
same requirement. _If the cohort is created through limitations on enrollment in the
courses rather than limitations on specific sections of courses, then the college must
include in the course outline of record a list of each certificate or associate degree
requirement that the course meets and of the other course or courses which satisfy the
same associate degree or certificate requirement.
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AP 4260 Prerequisites and Co-requisites

References:
Title 5 Sections 55000 et seq.

NOTE: This procedure is legally required. Districts may insert their local practice
here. The following example is—based-en—the—California—Community-Colleges—Model
Distriet-Peliey was developed by the California Community Colleges Chancellor’s Office
Task Force in conjunction with the State Academic Senate—and-Chieftnstructional
Officers._Districts should consult with local counsel before deviating from this example.

Prerequisites, co-requisites, advisories, and limitations are necessary to ensure that
students succeed in their coursework and have access to the courses they require. It is
important to have prerequisites in place where they are a vital factor in maintaining
academic standards. It is also necessary to ensure that prerequisites, co-requisites,
advisories, and limitations do not constitute unjustifiable obstacles to student access
and success. Therefore, to foster the appropriate balance between these two concerns,
the Education Code requires that prerequisites, co-requisites, advisories, and limitations
be established based solely on content review or content review with statistical
validation.

1. Information in the Catalog and Schedule of Courses.

The college shall provide the following explanations both in the college catalog and

in the schedule of courses:

A. Definitions of prerequisites, co-requisites, and limitations on enrollment including
the differences among them and the specific prerequisites, co-requisites, and
limitations on enroliment that have been established.

B. Procedures for a student to challenge prerequisites, co-requisites, and limitations
on enroliment and circumstances under which a student is encouraged to make
such a challenge. The information about challenges must include, at a minimum,
the specific process including any deadlines, the various types of challenge that
are established in law, and any additional types of challenge permitted by the
college.

C. Definitions of advisories on recommended preparation, the right of a student to
choose to take a course without meeting the advisory, and circumstances under
which a student is encouraged to exercise that right.

D. Definitions of contract course, co-requisite, noncredit basic skills course, non-
degree-applicable basic skills courses, prerequisite and satisfactory grade.

2. Challenge Process
A. Any student who does not meet a prerequisite or co-requisite or who is not
permitted to enroll due to a limitation on enrollment but who provides satisfactory
evidence may seek entry into the course as follows:




1.

If space is available in a course when a student files a challenge to the
prerequisite or co-requisite, the District shall reserve a seat for the student
and resolve the challenge within five (5) working days. If the challenge is
upheld or the District fails to resolve the challenge within the five (5) working-
day period, the student shall be allowed to enrol! in the course.

If no space is available in the course when a challenge is filed, the challenge
shall be resolved prior to the beginning of registration for the next term and, if
the challenge is upheld, the student shall be permitted to enroll if space is
available when the students registers for that subsequent term.

B. Grounds for chalienge shall include the following:

1.
2.

3.

Those grounds for challenge specified in Title 5 Section 55201 (f).

The student seeks to enroll and has not been allowed to enroll due to a
limitation on enroliment established for a course that involves intercollegiate
competition or public performance, or one or more of the courses for which
enrollment has been limited to a cohort of students. The student shall be
allowed to enroll in such a course if otherwise he or she would be delayed by
a semester or more in attaining the degree or certificate specified in his or her
educational plan.

The student seeks to enroll in a course that has a prerequisite established to
protect heaith and safety, and the student demonstrates that he/she does not
pose a threat to himself/herself or others.

The student has the obligation to provide satisfactory evidence that the
challenge should be upheld. However, where facts essential to a
determination of whether the student's challenge should be upheld are or
ought to be in the college's own records, then the college has the obligation to
produce that information.

C. Curriculum Review Process

The curriculum review process shall at a minimum be in accordance with all of
the following:

1.

2.

Establish a curriculum committee and its membership in a manner that is
mutually agreeable to the college administration and the academic senate.
Establish prerequisites, co-requisites, and advisories on recommended
preparation (advisories) only upon the recommendation of the academic
senate except that the academic senaie may delegate this task to the
curriculum committee without forfeiting its rights or responsibilities under Title
5 Sections 53200-53204 and within the limits set forth in Title 5 Section
55003. Certain limitations on enrollment must be established in the same
manner.
Establish prerequisites, co-requisites, advisories on recommended
preparation, and limitations on enroliment only if:

a) The faculty in the discipline or, if the college has no faculty member in

the discipline, the faculty in the department do all of the following:
(1) Approve the course; and,
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(2) As a separate action, approve any prerequisite or co-requisite,
only if:

(a) The prerequisite or co-requisite is an appropriate and
rational measure of a student's readiness to enter the
course or program as demonstrated by a content review
including, at a minimum, all of the following:

(i) involvement of faculty with appropriate expertise;

(i) consideration of course objectives set by relevant
depariment(s). The curriculum review process should
be done in a manner that is in accordance with
accreditation standards.

(i) be based on a detailed course syllabus and outline of
record, iests, related instructional materials, course
format, type and number of examinations, and
grading criteria,;

(iv) specification of the body of knowledge and/or skills
which are deemed necessary at entry and/or
concurrent with enrollment;

(v) identification and review of the prerequisite or co-
requisite which develops the body of knowledge
and/or measures skills identified under iv.

(viymatching of the knowledge and skills in the targeted
course (identified under iv.) and those developed or
measured by the prerequisite or co-requisite (i.e., the
course or assessment identified under v.); and

(vii)  maintain documentation that the above steps were
taken.

(3) Approve any limitation on enrollment that is being established
for an honors course or section, for a course that includes
intercollegiate competition or public performance, or so that a
cohort of students will be enrolled in two or more courses, and,
in a separate action, specify which.

(4} Approve that the course meets the academic standards required
for degree applicable courses, non-degree applicable courses,
non-credit courses, or community service respectively.

(5) Review the course outline to determine if a student would be
highly unlikely to receive a satisfactory grade unless the student
had knowledge or skills not taught in the course. If the student
would need knowledge or skills not taught in the course itself,
then the course may be approved for degree applicable credit
only if all requirements for establishing the appropriate
prerequisite have been met excepting only approvai by the
curriculum committee.

(6) Review the course outline to determine whether receiving a
satisfactory grade is dependent on skills in communication or
computation. If receiving a satisfactory grade is sufficiently
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dependent on such skills, then the course may be approved for
degree applicable credit only if all requirements have been met
for establishing a prerequisite or co-requisite of not less than
eligibility for enrollment to a degree-applicable course in English
or mathematics, respectively.

b) A course which should have a prerequisite or co-requisite as provided
in {5) or (6) but for which one or more of the requiremenis for
establishing a prerequisite have not been met may only:

(1) Be reviewed and approved pursuant to the standards for non-
degree applicable credit, non-credit, or community service; or

(2) Be revised and reviewed as required to meet the criteria for
establishing the necessary prerequisites or co-requisites.

¢) The curriculum committee also reviews the course and prerequisite in
a manner that meets each of the requirements specified above.

d) If the District chooses to use content review as defined in Title 5 of the
Code of California Regulations section 55000(c) to define prerequisites
and co-requisites in reading, written expression, or mathematics for
courses that are degree applicable and are not in a sequence, it must
adopt a plan consistent with Title 5 of the Code of California
Regulations section 55003(c).

. Program Review. As a regular part of the program review process or at least

every six years, except that the prerequisites and co-requisites for vocational
courses or programs shall be reviewed every two years, the college shall
review each prerequisite, co-requisite, or advisory to establish that each is still
supported by the faculty in the discipline or department and by the curriculum
committee and is still in compliance with all other provisions of this policy and
with the law. Any prerequisite or co-requisite that is still supported shall be
reviewed promptly thereafter to assure that it is in compliance with all other
provisions of this policy and with the law.

. Implementing Prerequisites, Co-requisites, and Limitations on Enroliment.

Implementation of prerequisites, co-requisites, and limitations on enrollment
must be done in a consistent manner and not left exclusively to the classroom
instructor. Every attempt shall be made to enforce all conditions a student
must meet to be enrolled in the course through the registration process so
that a student is not permitted to enroll unless he/she has met all the
conditions or has met all except those for which he/she has a pending
challenge or for which further information is needed before final determination
is possible of whether the student has met the condition.

. Instructor's Formal Agreement to Teach the Course as Described. Each

college shall establish a procedure so that courses for which prerequisites or
co-requisites are established will be taught in accordance with the course
outline, particularly those aspects of the course outline that are the basis for
justifying the establishment of the prerequisite or co-requisite. The process



shall be established by consulting collegially with the local academic senate
and, if appropriate, the local bargaining unit.

Review of Individual Courses

If the student's enrollment in a course or program is {o be contingent on his or her
having met the proposed prerequisite(s) or co-requisite(s), then such a prerequisite or
co-requisite must be established as follows. [f enrollment is not blocked, then what is
being established is not a prerequisite or co-requisite but, rather, an advisory on
recommended preparation and must be identified as such in the schedule and catalog.
Establishing advisories does not require all the following steps.

1. Advisories on Recommended Preparation
The college may recommend that a student meet a standard of readiness at
entry only if recommended by the faculty in the discipline or depariment and by
the curriculum committee as provided in above. This process is required whether
the college used to describe such recommendations in its catalog or schedule as
"prerequisites,” or "recommended,” or by any other term.

2. Limitations on Enroliment

The types of limitation on enrollment specified below may only be established
through the curriculum review process by the discipline or department faculty and
the curriculum committee specified above including the requirement to review them
again at least every six years; for example, as part of program review. The following
requirements must also be met in order to establish these particular limitations on
enrollment.

A. Performance Courses. The college may establish audition or try-out as a
fimitation on enrollment for courses that include public performance or
intercollegiate competition such as but not limited o band, orchestra, theater,
competitive speech, chorus, journalism, dance, and intercollegiate athletics
provided that:

1.

For any certificate or associate degree requirement which can be met by
taking this course, there is another course or courses which satisfy the same
requirement; and

2. The college includes in the course outline of record a list of each certificate or

associate degree requirement that the course meets and of the other course
or courses which meet the same requirement.

Limitations on enrollment established as provided for performance courses
shall be reviewed during program review or at least every six years io
determine whether the audition or try-out process is having a disproportionate
impact on any historically under-represented group and, if so, a plan shali be
adopted to seek to remedy the disproportionate impact. If disproportionate
impact has been found, the limitation on enrollment may not be printed in
subsequent catalogs or schedules nor enforced in any subsequent term untii
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such a plan has been endorsed by the department and the college
administration and put into effect.

B. Honors Courses. A limitation on enrollment for an honors course or an honors
section of a course may be established if, in addition to the review by the faculty
in the discipline or depariment and by the curriculum committee as provided
above, there is another section or another course or courses at the college which
satisfy the same requirements. [f the limitation is for an honots course and not
only for an honors section, the college must also include in the course outline of
record a list of each certificate or associate degree requirement that the course
meets and of the other course or courses which meet the same associate degree
or certificate requirement.

Blocks of Courses or Sections. Blocks of courses or blocks of sections of courses are
two or more courses or sections for which enrollment is limited in order to create a
cohort of students. Such a limitation on enrollment may be established if, in addition to
review by the faculty in the discipline or department and by the curriculum committee as
provided above, there is another section or another course or courses that satisfy the
same requirement. If the cohort is created through limitations on enrollment in the
courses rather than limitations on specific sections of courses, then the college must
include in the course outline of record a list of each certificate or associate degree
requirement that the course meets and of the other course or courses which satisfy the
same associate degree or cettificate requirement.
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