ProcedureNumber

2.1.2P

Course Substitution Procedure

Effective Date

February 26, 2016

1. PURPOSE

In accordancevith Degrees and Certificates Policy No,, thé purposeof this procedureisto outline
coursesubstitutionsprocesdor all studentsat LCCClIn no instancewill areduction bemadein the

numberof creditsrequiredfor completionof aprogram.
2. REVISION HISTORY

Adopted:2/26/16
3. PERSONSFFECTED

Studentsfaculty,and gaff are affected by this procedure.
4. DEFINITIONS

A. AssignedAdvisor— Thefacultyor academicadvisor
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C. Assigned advisdorwardscompletedform to the departmentchair or programdirector who will
consult with lead faculty or subject matter faculty as appropriateapprovalandsignature.
OR
Programfaculty forwards completeébrm to studentsassigned advisasrior to routing to
departmentchairor program directorfor approvalandsignature.

D. Departmentchairor programdirector forwards completed fornto schooldeanfor approvaland
signature.

E. Schooldean forwards completed forrto the Officeof the Registraffor final reviewandapproval.
1) Office of the Registrar will update student’s degree plan with approved substitufibeCourse
Substitution
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CourseSubstitutionRequestChecklist

PerProcedure3XPthe student,assigned advispor programfaculty mayinitiate a Course Substitution
Requesif a course willno longerbe offered, a studentis out of sequenceor other circumstancesnakeit
unlikelythe institution will be ableto offer the course toa studentin atimely manner,andanothercourse
will providethe appropriatecurricularelementsto ensureprogram outcomesare met;

OR
Thestudentinitiatesa CourseSubstitutionRequestwith either their assigned advisdrecausehe student
haspreviouslytakena coursewhichboth the studentandthe advisor agreenay meet programcurricular
requirements.

TheCourseSubstitutionRequesFormmustbe completed foreachsubstitution. Foreachrequested
substitution,the originator (studentandassigned advisar programfaculty)should:

e Verifytranscripts both institutionalandtransfer,for successfutompletionof the proposed
substitutionif applicable;

e Consultwith facultyregardingapplicabilitywithin the requirementsof the program;

e Attachcoursedescriptionand coursesyllabudor the proposedcoursesubstitution.

ThesignedCourseSubstitutionRequestorm,with accompanyinglocumentation,isforwardedto the
DepartmentChairor ProgramDirector,SchooDean,and Registrarfor approval. Allapprovalsjn the order
listed, arerequiredfor full considerationlf the requestisinitiated byprogramfaculty,the Course Substitution
Requestormmustbe signedby the student’sassigned advisqsrior to routing forapprovals.

Onceapprovedthe
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