
 

 
Administrative Procedure 

 
Chapter 5 – Student Services 

 
AP 3900.1 - CREDIT BY EXAMINATION 

 

This procedure implements Board of Trustees Policy BP 3900 Academic Credit for Non-
Traditional Education regarding the awarding of academic credit from non-traditional education 
sources based upon examinations approved by faculty from individual disciplines. 

1. ESTABLISHING THE APPROVED LIST OF COURSES  

a. Each department within the individual college will identify the courses eligible for credit 
by examination in accordance with Board of Trustees Policy, BP 5235 Credit by 
Examination.  

b. The Vice President, Instruction at each college shall publish the list of courses approved 
for credit by examination by the end of the spring semester for the following academic 
year.   

c. The approved list of Credit by Examination courses will be forwarded to the Vice 
President, Student Services at each college for distribution to counselors and evaluators. 

d. Students may petition for Credit by Examination for courses not on the approved list as 
described herein.  

2. APPLYING FOR CREDIT BY EXAMINATION 

a. Students applying for credit by examination must: 

1) Obtain an Application for Credit by Examination form at the College Evaluations 
Office; 

2) Elect whether to receive a letter grade or pass/no pass in accordance with the 
approved grading options for the course.  Students who elect to be evaluated on a 
pass/no pass (P/NP) basis may not later change to a letter grade, nor may the 
reverse occur.  No exceptions to this policy will be considered; 

NOTE:  Students who elect a P/NP grade are advised to refer to the college catalog 
for degree restrictions.  

3) Submit the completed application to the College Evaluations Office.  

b. The District Evaluator will determine if the following criteria have been met: 

1) The course is on the approved credit by exam list at the college. 

2) The student is currently registered and in good standing at the college. 

3) All student holds must be cleared prior to verification of eligibility. 
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4) Official transcripts from all prior colleges are on file. 

5) The student is not currently enrolled in the course. 

6) Student has not received a symbol on their academic record for an equivalent 
course. 

7) Student has not previously audited the course at another institution. 

8) Student has met the prerequisite for the course. 

9) Student may not attempt Credit by Examination for the same course more than one 
time. 

10) A student may take a maximum of 12 units as Credit by Examination within the San 
Diego Community College District.  

c. Once eligibility has been established the student must pay the processing fee.  

d. After the payment has been processed the College Evaluations Office will forward the 
application to the appropriate department chairperson.  

e. The department chairperson will assign an instructor to administer the examination.  

f. The assigned instructor will notify the student of the examination date within 10 working 
days of notification by the department chairperson.  

3. ISSUING THE EXAMINATION 

a. The instructor:  

1) Administers the examination to the student;  

2) Records the grade on the Application for Credit by Examination; and  

3) Returns the application to the College Evaluations Office within five (5) working days 
of the examination date.  

NOTE:  The completed application shall not be hand-carried to the College Evaluations 
Office by the student. 

b. The College Evaluations Office forwards the application to the District Records Office to 
record the course and credit on the student’s permanent academic record. 

c. The District Records Office will record the course and credit on the student's permanent 
academic record and returns the original document to the College Evaluations Office.  

d. The College Evaluations Office will forward the original document to the College 
Records Office for inclusion in the student’s folder and sends a copy to the student. 

 



 

4. APPLYING FOR CREDIT BY EXAMINATION FOR COURSES NOT ON THE APPROVED 
LIST  

a. Student obtains an Application for Credit by Examination for Courses not on the 
Approved List from the College Evaluations Office.  

b. Student takes the completed form to the designated department chairperson.  In 
consultation with the dean, the department chairperson approves/denies the Application 
Credit by Examination for Courses not on the Approved List. 

c. The department chairperson returns the form to the College Evaluations Office.  

d. If approved, the College Evaluations Office notifies the student to complete the 
Application for Credit by Examination and follow the process as described in #2 above. 

e. If denied, the College Evaluations Office notifies the student and forwards the application 
to the College Records for inclusion in the student’s folder. 

5. APPLYING FOR CREDIT BY EXAMINATION CAREER TECHNICAL EDUCATION 
TRANSITIONS (CTE TRANSITIONS) PROCESS (FORMERLY TECH PREP) 

a. Student successfully completes high school/ROP CTE Transitions course developed by 
the respective college faculty and the comprehensive examination during high school as 
stipulated in the CTE Transitions Agreement and on the approved Credit by Examination 
list.  

b. Within 18 months of high school graduation date, student must complete and submit: 

1. SDCCD Application for Admission; 
2. Official high school transcript; and 
3. Petition for CTE Transitions credit.  [Note:  Multiple courses may be listed on the 

petition, but must match agreements in place during time of high school enrollment.  
Parent permission is required for all students under the age of 18.] 

 
c. Student submits documents listed in 5.b to the District Instructional Services and 

Planning, CTE Transitions Office. 

d. District Instructional Services and Planning, CTE Transitions Office verifies student 
information and forwards petition form to the District Records Office. 

e. District Records Office records college credit on the student’s academic record.  Credit 
will reflect in the semester when the course was completed. 

6. APPLYING FOR CREDIT BY EXAMINATION FOR CONTINUING EDUCATION COURSES 
(INTERNAL) 

a. Student completes college application and certification form at the Continuing Education 
campus. 

b. Student successfully completes course and the comprehensive examination as 
stipulated in the credit by examination agreement. 



 

c. Continuing Education instructor, upon completion of the examination, completes 
noncredit Credit by Exam Certification form for student and submits to the Continuing 
Education Vice President, Instruction and Student Services. 

d. Continuing Education Vice President, Instruction and Student Services approves student 
information and forwards certification form to District Instructional Services and Planning, 
CTE Transitions Office within 30 working days of completion of the noncredit Credit by 
Exam Certification form. 

e. District Instructional Services and Planning, CTE Transitions Office processes and 
submits certification form to District Records Office. 

f. District Records Office records college course and credit on the student’s permanent 
academic record. 

7. LIMITATIONS 

a. A maximum of 12 units shall be allowed for Credit by Examination.  Students from 
articulated non-credit programs may petition the Continuing Education Vice President, 
Instruction and Student Services to exceed the limit.   

b. Units granted will not be used to satisfy the 12 unit graduation in residence requirement 
for the degree.  

c. Units granted will not be counted in the student's current study load.  

d. The credit by examination process must be completed no later than five (5) days after 
the end of the term specified on the application.  

 

 

 

Approved by  
the Chancellor:   April 15, 2016  

 

Supersedes: Procedure 3900.1 - 6/25/87, 10/14/98, 11/29/00, 04/13/10, 8/28/13, 4/15/16 
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Administrative Procedure  
 

Chapter 5 – Student Services 
 

AP 3910.6 COURSE REPETITION BY DISABLED STUDENTS WITH DISABILITIES IN 
DESIGNATED SPECIAL EDUCATIONAL ASSISTANCE CLASSES 

 

This procedure implements Title 5, Section 56029 concerning Special Educational Assistance 
Class Course Repetition. 

1. FUNCTION 
      

a. The District is authorized to permit additional repetitions of a special an educational 
assistance course or a special section of a course provided there are procedures 
developed which prescribe the process and criteria.   

 
b. Repetition of a class course is determined on an individual student basis in accordance 

with Title 5, Section 56029. 
  
2. IMPLEMENTATION 
 

a. The student completes a DSPS Course Repetition Petition to repeat a special an 
educational assistance course class beyond the approved limit.  The completed petition 
is filled in the DSPS Office for processing. 

 
b. The DSPS counselor or educational assistance class instructor reviews the petition and 

verifies the special circumstances that allow a student to repeat the course.  The 
allowable special circumstances by which a course may be repeated are as follows: 

  
1)  When continuing success of the student in other general and/or special educational 

assistance classes is dependent on additional repetitions of a class; 
  

2)  When additional repetitions of a specific educational assistance class are essential to 
completing a student’s preparation for enrollment into other regular general or 
special educational assistance classes; or  

 
3)  When the student has a Student Educational Contract (SEC) an Academic 

Accommodation Plan (AAP) which involves a goal other than completion of the class 
in question and repetition of the course will further achievement of that goal. 

     
c. The DSPS Office counselor forwards the Petition to the Vice President of Student 

Services or designee for approval.  
 

d. The Vice President of Student Services or designee returns the petition (approved or 
denied) to the DSPS Office. 

e. The DSPS Department Office forwards petition to the student.   
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f. Student takes approved petition to Admissions Office to enroll in the course.   
 
g. Admissions Office distributes the petition as follows: 

 
1) College Admissions Office for inclusion in student folder; 

2) District Records Office; 

3) DSPS Office Counselor/Student Life; 

4) Evaluation Office. 

h. The approved Course Repetition will be valid for one repetition of the course.   
 
 
 
 
 
 
 
 
 
 
Reference: California Code of Regulations (CCR), Title 5, Section 56029 

SDCCD Policy 3910 DSPS Course Repetition Petition  
Rehabilitation Act of 1973, Section 504 

  
 
Approved by  
the Chancellor:   April 13, 2010 
 
 
Supersedes:     Procedure 3910.6 - 6/8/94, 4/13/10 
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