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acaDeMic inforMation

 The process is the same as for the second repeat request. The student must 
meet with a counselor and obtain his/her signature on a “Request to Repeat 
a Course Under Special Circumstances” form. Then the student must file the 
signed form with the Admissions and Records Office.

 Students may repeat courses for which a passing grade (A, B, C, CR or P) 
has been received under the following special circumstances:

1. Repetition is necessary in order to meet a legally mandated training 
requirement as a condition of continued paid or volunteer employ-
ment. The grade and grade points received each time shall be in-
cluded for purposes of calculating the student’s grade point average.

2. The course is a repeatable course, as described in Administrative 
Procedure, AP 4227.

3. The previous grade is the result of extenuating circumstances such as 
verified cases of accidents, illness or other events beyond the control 
of the student. A Request to Repeat a Course Under Special Circum-
stances, signed by a Gavilan counselor, is required. The grade and 
grade points received shall be included for purposes of calculating the 
student’s grade point average.

4. A significant lapse of time has occurred since the course was taken. A 
Request to Repeat a Course Under Special Circumstances, signed by 
a Gavilan counselor, is required. Grades and grade points for courses 
repeated under this provision shall not be counted in calculating a 
student’s grade point average.

5. The college has established a recency prerequisite. A Request to 
Repeat a Course Under Special Circumstances, signed by a Gavilan 
counselor, is required. Grades and grade points for courses repeated 
under this provision shall not be counted in calculating a student’s 
grade point average.

 When a course has been repeated under any of the above circumstances, 
the student’s permanent academic record shall be annotated in such a 
manner that all work remains legible, insuring a true and complete academic 
history.

 The specific courses or categories of courses, if any which are exempt from 
course repetition shall be made available to students upon request.

 Students may repeat a course taken at another accredited college or univer-
sity for which substandard academic performance is recorded.

 Gavilan will accept for course repetition the passing grade and units of a 
course subsequently repeated at another accredited college or university. A 
Petition for Academic Renewal, signed by a Gavilan College counselor, and 
an official transcript from the other college is required.

 Nothing can conflict with Education Code Section 76224 pertaining to the 
finality of grades assigned by instructors, or with Title 5 or district procedures 
relating to retention and destruction of records.

RECENCY POLICY

The college has established a recency prerequisite. A Request to Repeat a 
Course Under Special Circumstances, signed by a Gavilan counselor, is re-
quired. Grades and grade points for courses repeated under this provision shall 
not be counted in calculating a student's grade point average.

 When a course has been repeated under any of the above circumstances, 
the student's permanent academic record shall be annotated in such a 
manner that all work remains legible, insuring a true and complete academic 
history.

 The specific courses or categories of courses, if any which are exempt from 
course repetition shall be made available to students upon request.

Withdrawal Policy

Students may withdraw from a course by notifying Admissions & Records either 
online or in person. The following grading practices apply when withdrawing 
from a course:

• A student who withdraws from a course prior to 30% of the class meetings 
being held will receive no grade of record.

• A student may withdraw from a course and receive a grade of “W” prior 
to completion of 75% of the class meetings for the course; thereafter, the 
student will receive whatever grade they would have earned, based upon 
the entire semester’s work.

• A student may withdraw from a course up to four times and receive a grade 
of “W”; after a fourth “W”, the student will receive the grade they would have 
earned, based upon the entire semester’s work.

• A withdrawal may be excluded from the four-time maximum limit in the 
case of extenuating circumstances such as natural disasters or other 
circumstances beyond the control of the student including verified cases of 
accident or illness.

Units

DEFINITION OF A UNIT

Units of credit are based upon the Carnegie Unit, which requires a minimum 
of 3 hours of course-related work per unit of credit each week throughout a 
16-week semester.

During a 16-week semester at Gavilan College, a typical 3 unit lecture class will 
meet an average of 3.3 hours per week for classroom instruction and require an 
additional 6.7 hours per week of outside work (reading, library research, prob-
lem-solving, projects, term papers, etc.) for a total of approximately 10 hours 
of course-related work per week (or 160 total hours for the course).  This time 
requirement increases to 27 hours per week during a 6-week summer session.

Units of credit earned in laboratory/activity classes are also based upon the 3 
hours per week per unit ratio.

A typical full-time load is approximately 15 units per semester, requiring a mini-
mum of 720 hours of course-related work when class lectures, labs and outside 
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