Center for Academic Success

Course Substitution Practice

The Process:

The Assistant Director for Academic and Access Resources utilizes the following process when considering course substitutions:

1. Students requesting a language substitution from Southwestern University must have current documentation on file with the Office of Academic Services. This documentation must provide a specific diagnosis of a disability. The documentation should also provide medical evidence for the substitution request including summaries of the appropriate psychological and/or intelligence tests and the resulting scores. The Assistant Director for Academic and Access Resources will work with the student to determine what specific documentation is necessary. Note: Providing documentation does not guarantee a substitution.

2. Students will work with the Assistant Director for Academic and Access Resources to determine the appropriateness of the substitution request. Factors considered in this determination may include (but are not limited to)

· A student’s previous history of course study

· Psychological/learning test results

· A written request for a course substitution (to the Assistant Director for Academic and Access Resources).

· A student’s good-faith effort in college-level course study.

· Typically, this course study is via course offered at Southwestern University.

· In some cases, a student may request to work with the Registrar and the Assistant Director for Academic and Access Resources to demonstrate a “good-faith” effort at another institution.

·  A student’s good faith is determined by progress in the course, attendance, communication with the professor and Center for Academic Success, and use of additional resources such as tutoring, office hours and classroom accommodations.

· If, despite a student’s consistent attendance, work and study, he or she is failing the course near the final drop deadline, the student will work with the Assistant Director for Academic and Access Resources to drop the course and determine the appropriate next step. 

· If a student is passing the course with a grade of “C-” or better, the student is expected to finish the course.

· It is the student’s responsibility to keep the Assistant Director for Academic and Access Resources informed of the student’s progress in the course.

· Additional medical diagnoses and documentation not covered by psychological test results (such as physical disabilities or chronic conditions)

· Where the Assistant Director for Academic and Access Resources deems appropriate, a student’s results from the Modern Language Aptitude Test in cases where the student is requesting a foreign language substitution.

· Other mitigating factors as determined by the Assistant Director for Academic and Access Resources.

3. If the Assistant Director for Academic and Access Resources deems the request is either inappropriate or that there is not enough supporting evidence, the student must continue to meet the Southwestern University course requirement. With the help of the Assistant for Academic and Access Resources, a student may attempt to gather new or additional information to support the substitution. Note: Additional information may include a ‘good-faith effort’ in said class. The Assistant Director for Academic and Access Resources is the individual who determines if this new/additional information is enough to submit substitution requests. 

4. If a substitution request is approved, the Assistant Director for Academic and Access Resources will work with the student to select appropriate course(s) to fulfill the course requirement(s).

Appeals process:
1. If a student is dissatisfied with the decision from the Assistant Director for Academic and Access Resources, he or she may appeal in writing to the Academic Standards Committee and submit another request for a substitution. The student must provide new evidence before a request to the committee will be considered. 

2. Students who wish to appeal the decision of the Academic Standards Committee may appeal in writing through the Provost’s Office. Supporting evidence should accompany these appeals, and the student should expect to explain why this evidence was not included in the original request for substitution.

3. The decision by the Provost is final. Once the Provost reviews the request, he/she will advise the student as to the final step.
