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College Petitions Committee

The College Petitions Committee has responsibility for reviewing and making decisions
on student petitions to adjust records regarding a late withdrawal or drop with refund
due to an unforeseen situation or hardship. Petitions for drop with refunds will be
reviewed in accordance with College Rule 7.11.

The Petitions Committee shall be chaired by the Associate Registrar, and will be
composed of representatives from Student Affairs, Academic Affairs, Finance &
Business Affairs, and others appointed by the chair.

A petition for adjustment of record must be made within one year following the end of
the semester in which the course(s) was taken, unless the Appeals Board approves a
late submission.

Petitions to adjust records must be submitted to the Records Office, and must include a
petition form, typed student statement that explains the situation or hardship, a copy of
the unofficial transcript which is available in the student portal and supporting
documentation. Supporting documentation may include any of the following:

e Letter from physician indicating severity, duration, academic impact and recovery
period for the condition (on official letterhead, dated and signed)

Medical documentation to verify student's role as caretaker for a family member
Family member's death certificate, funeral program or obituary

Military orders

Letter from employer indicating changes in work hours/conditions

Court documents

Instructor feedback on student's attendance and performance in class (required for
late withdrawal)

e Departmental feedback (required for petitions involving a professor complaint)
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A petition for adjustment of record will not be considered for:
e courses within a completed program of study from which the student has graduated,
e courses for which a grade of C or higher is earned, or
e previously denied petitions for the same course and term

The student will be notified of the decision made by the Petitions Committee via the
college’s official notification system in a timely manner.

Petition Appeals Board

A decision made by the Petitions Committee may be appealed in writing within 10 business
days of the denial notification.

The Petition Appeals Board is appointed and chaired by the Registrar and, at a minimum, is
made up of representatives from Student Affairs, Academic Affairs and Finance & Business
Affairs.

The Petition Appeals Board will review and make decisions on appeals. When necessary,
the board will consult with the appropriate college officials.

Appeals must be submitted to the Records Office, and must include an appeal form, and
additional supporting documentation.

Supporting documentation may include any of the following:

e Letter from physician indicating severity, duration, academic impact and recovery
period for the condition (on official letterhead, dated and signed)

Medical documentation to verify student's role as caretaker for a family member
Family member's death certificate, funeral program or obituary

Military orders

Letter from employer indicating changes in work hours/conditions

Court documents

Instructor feedback on student's attendance and performance in class (required for
late withdrawal)

e Departmental feedback (required for petitions involving a professor complaint)

Requests to Submit Petitions After the One Year Limit or Post-Graduation

Additionally, students may request to waive the petition deadline in order to submit petitions
after the one-year limitation or post-graduation. These requests must be submitted to the
Records Office.

The Petitions Appeals Board will determine whether to allow such petitions to be reviewed
by Petitions Committee, This determination will be based on if the student has documented
compelling evidence of a circumstance or condition which prevented timely submission of
the original petition.

Students will be notified of all appeal decisions via the college’s official notification system.
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Final Appeals

Decisions made by the Petitions Appeals Board may be appealed within 10 business days
of the denial notification by submitting an appeal form and additional supporting
documentation to the Records Office.

Final appeals will be forwarded to the College Provost, who shall render a final decision.
Other Requests

The College Registrar or Associate Registrar may approve petitions, requests to waive
petition deadline, and requests for post-graduation adjustments due to the nature and
severity of the circumstances or due to college error.
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