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PETITION FOR COURSE SUBSTITUTION 
 
If a course taken at Shoreline or another institution meets the appropriate learning 

outcomes to be substituted for a degree or certificate requirement, the student works 

with a faculty advisor to complete the front of this form. 

Student Information 

Student’s Name   _________________________________________   SID #   ____________________________ 

      Last   First 

 

Telephone   __________________________    Shoreline E-mail   _____________________________________ 

 

Intended Degree/Certificate   _________________________________________________ 

Course Information 

The Faculty Advisor: 

 Fills in the table(s) below (one form per division) 

 Attaches the student’s academic transcript and a syllabus for each course requested for substitution (not 

required if suggested course is from Shoreline) 

 Sends the form to the appropriate dean for evaluation by a faculty subject-matter expert 

 HOPE/Business       Humanities       Human Development       Social Sciences       STEM        

Required Course for 

Degree/Cert #1 

Suggested Course Substitution #1 Accredited 

Institution  

Transcript 

Attached 

Syllabus 

Attached 

Course # or 

Distribution 

Area 

Credits Course # Credits Date Earned Institution Y/N Y/N Y/N 

Ex. BIOL& 211 5 BIOL 1107K 4 12/2016 Perimeter College – Georgia State U Y Y Y 

 

 

        

Section completed by Faculty Subject Matter Expert 

 

Printed Name:                                                           Signature:                                                              Recommendation:  (  ) Approved    (  ) Denied 

                                                                                                                                                                  Date Reviewed: 

Required Course for 

Degree/Cert #2 

Suggested Course Substitution #2 Accredited 

Institution  

Transcript 

Attached 

Syllabus 

Attached 

Course # or 

Distribution 

Area 

Credits Course # Credits Date Earned Institution Y/N Y/N Y/N 

 

 

        

Section completed by Faculty Subject Matter Expert 

 

Printed Name:                                                           Signature:                                                              Recommendation:  (  ) Approved    (  ) Denied 

                                                                                                                                                                  Date Reviewed: 
 

Faculty Advisor Information 

 

Faculty Advisor’s Printed Name     Faculty Advisor’s Signature                 Date  

 

Telephone   __________________________         Shoreline E-mail   _____________________________________ 
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Student’s Name   _________________________________________   SID #   ____________________________ 

      Last   First 
 

Steps to Review Petition for Course Substitution 

The Division Dean:  

 Reviews the petition and required attachments to ensure completeness 

 Assigns a course substitution review to appropriate faculty subject-matter experts (SME) 

Faculty SME: 

 Receives the petition and required attachments 

 Completes the shaded boxes on front of this form and consults with program-matter expert, as needed 

 Explains below why a course was not approved, if necessary 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

Faculty SME:  

 Returns this form to their Division Dean 

The Division Dean: 

 Reviews the completed form from faculty SME and makes the final decision 

Course #1:   (  ) Approved      (  ) Denied Course #2:   (  ) Approved      (  ) Denied 

 Explains below why a course was not approved, if necessary 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

The Division Dean: 

 Notifies the student of the final decision 

 Notifies the faculty advisor who originally submitted the petition of the final decision 

 Forwards the completed petition and required attachments to Enrollment Services 

 

 

Division Dean’s Printed Name                               Division Dean’s Signature             Date  

Division will maintain copies of this petition for 5 quarters.  
Students may appeal course substitution decisions via the College’s Student Grievance Procedures – Academic Evaluation Policy 5035.  

Enrollment Services: 

 Adds approved credit from petition for course substitution to the student’s transcript at the point of 

graduation 

 Adds an entry on the Unusual Action screen in HP 

 

Enrollment Services Staff’s Printed Name        Enrollment Services Staff’s Signature           Date 

Enrollment Services will retain this form and all documentation in the student’s file.  


