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Administrative Procedure

Chapter 4 – Academic Affairs


AP 4235
FACULTY DEVELOPMENT OF CREDIT BY EXAMINATION
This procedure implements Board of Trustees Policy BP 5235 Credit By Examination regarding the attempt to pass a class through an approved examination.
I. Faculty guidelines and limitations for developing Credit by Examination (CBE)
(1) The nature and content of the examination shall be determined solely by college faculty in the discipline who normally teach the course for which credit is to be granted (See AP 3900.1);

(2) A separate examination shall be conducted for each course for which credit is to be granted.  Credit may be awarded for prior learning only in terms of individually identified courses for which examinations are conducted pursuant to this section;
(3) Grading shall be according to the regular grading system approved by the Board of Trustees, including pass/fail if that option is available for the regular college course. The student’s grade awarded for the course shall be determined by the student’s grade on the CBE assessment;
(4) CBE processes shall be applied consistently for all students;
(5) The CBE assessment shall address the topics and student learning objectives listed in the course outline of record to the same rigor as the standard college course; and 
(6) The college shall provide any student requesting CBE with a copy of the official Course Outline of Record to aid the student in making the decision whether or not to attempt the CBE assessment.
II. CBE approval process
(1) Courses shall be proposed and approved to be offered through CBE via the curriculum review and approval process; each college approved to offer a designated course via CBE must be identified in the curriculum documentation;
(2) The District Instructional Services office will maintain and provide a list of courses approved to be offered via CBE at the colleges;
(3) Development and approval of specific CBE assessments shall be at the local college level (i.e. each college shall approve its own CBE assessments).

(4) Faculty with minimum qualifications in the discipline shall develop and/or approve each CBE assessment. To approve a CBE assessment, the college’s discipline faculty members must agree to the following:
i. The nature and content of the examination;

ii. The measurement method used to score the examination;

iii. The scores required on the examination for each grading level (i.e. A, B, C, D, F);

iv. The location and circumstances under which the examination will be administered; and

v. Examination eligibility criteria, such as performance in a non-collegiate preparatory course. The eligibility requirements may be waived for individual students on a case by case basis at the discretion of the chair of the department offering the CBE assessment (see AP 3900, 1. Section 2.b, 5, and 6).

(5) Only assessments approved by faculty with minimum qualifications in the discipline shall be used for CBE.

(6) An archive of the discipline faculty-approved CBE assessment for each course offered via CBE shall be maintained by the college.

(7) All CBE assessmentsshall be reviewed by the appropriate college faculty members at least once every two years.

III. Administration of CBE assessments
(1) CBE assessments may be administered at non-college locations such as local high schools or Continuing Education campuses by designated college or District employees, or approved proctors according to AP 2900.1 Section 5 and 6;

(2) The grading of all CBE assessments, regardless of the location at which they are administered, must be directed and certified by a faculty member with minimum qualifications in the discipline;

(3) The district workforce education dean shall:
i. Coordinate the administration of CBE assessments at Continuing Education campuses and/or high schools;
ii. Maintain a list of approved CBE proctors who are not SDCCD employees along with the discipline faculty or department chair’s written approval and appointment of such proctors;
iii. Coordinate with student services personnel to ensure the proper awarding of credit and grades earned through CBE (See AP 3900.1, 5, and 6);

iv. Ensure that assigned grades are based solely on the student’s actual performance on the CBE assessment (see II.4.iii above);

v. Coordinate between the college discipline faculty or department chair and the Continuing Education campuses and/or high schools to ensure the enforcement of eligibility criteria (see II.4.v. above).

See AP 3900.1 for student’s rights and responsibilities regarding credit by examination.
�Reads: The awarding of academic credit from non-traditional education sources based upon examinations approved by faculty from individual disciplines.


�Pending feedback from Unified.
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