
MARIN COMMUNITY COLLEGE DISTRICT 
Kentfield, CA  94904 

 
BOARD AGENDA ITEM 

 
To: Board of Trustees Date: September 15, 2009  
From: Superintendent/President Item & File No.   
   
Subject:                Revised Administrative Procedures 
                        
Reason for Board Consideration:  Enclosure(s): 
 

 INFORMATION 
 

 
BACKGROUND: 
 
The Marin Community College District is in the process of updating and aligning the District’s Board 
Policies with the recommended policies developed through the legal firm of Liebert Cassidy Whitmore in 
conjunction with the Community College League of California (CCLC). The District is a member of the 
Board Policy and Administrative Procedure Subscription Service coordinated by the CCLC. 
 
ANALYSIS: 
 
The District’s current Board Policy Manual has not been revised for quite some time. Therefore, the Board 
Policy Manual is being reorganized and updated to align with the recommended policy information 
provided by the Policy and Procedure Subscription Service. Fifty-nine community college districts 
throughout the state are embarking on or have completed this same process. 
 
There are seven chapters of the Board Policy Manual that include the following sections: 1) The District, 2) 
Board of Trustees, 3) General Institution, 4) Academic Affairs, 5) Student Services, 6) Business and Fiscal 
Affairs, and 7) Human Resources. The goal will be to review the current Board Policies and align them 
with the recommended policy information provided by the Policy and Procedure Subscription Service.  
 
Board Policies and Administrative Procedures for Chapters 1 and 2 will undergo administrative review by 
Dr. Jane Wright and Dr. Frances White.  After this review, the new draft will be evaluated by the Board 
Subcommittee on Policy for suggested revisions.  Revisions will then be reviewed as information items at 
the BP/AP Revision Task Force and College Council.  Once these steps have been completed, finished 
Board Policies will be submitted to the full Board for first reading and adoption. Administrative procedures 
will be presented as information items. 
 
Board Policies and Administrative Procedures for Chapters 3 through 7 will undergo administrative review 
by Dr. Jane Wright and Dr. Frances White.  After this review, the new draft will be evaluated by the BP/AP 
Revision Task Force for suggested revisions.  Revisions will then be reviewed as information items at 
College Council.  Once these steps have been completed, finished Board Policies will be submitted to the 
full Board for first reading and adoption. Administrative Procedures will be presented as information items.  
 
Administrative Procedure 4225, 5020, 5035, and 5052 is presented herein for information.  
 
 
 
 
FISCAL ANALYSIS: 



 
No fiscal impact for the District. 
 
 
 
RECOMMENDATION: 
 
For information only. No action is required. 
 
 
 

Administrator Initiating Item    Dr. Frances L. White, Superintendent/President  
 





 
Marin Community College District Procedure No. 4225
  
  Academic Affairs 


 
AP 4225 COURSE REPETITION 
 
References: 


Education Code Section 76224; 
Title 5 Sections 55024, 55040-55045, and 58161 


 
 
Non- Repeatable Courses (Substandard Grades) 
A sStudents who receives a substandard grade of “D,” “F,” "FW,” “NP,” or “NC” on the first attempt of a 
non-repeatable course taken at College of Marin, may repeat any non-repeatable course taken at College 
of Marin for which a substandard grade of “D,” “F,” "FW,” “NP,” or “NC” symbol has been recorded that 
course two more times in an effort to successfully complete the course with a passing grade.  Upon 
successful completion of a repeated course, only the most recent grade earned will be computed in the 
cumulative grade point average or non-progress grades (NPG) percentage. 
 
After receiving three substandard grades in the course, or three “W” symbols, or a combination thereof for 
a total of three in the course, a students may petition to repeat a course for the fourth enrollment provided 
there is verifiable documentation that extenuating circumstances occurred which justify an additional 
repetition. Upon completion of a repeated course, the most recent grade earned will be computed in the 
Grades awarded in the same course will count in computing the student’s cumulative grade point average 
or NPG percentage. 


• If approved, the student must wait one week after the start of new and returning student 
registration to register for the course. 


 
• Courses granted Academic Renewal will not be included for course repetition limits.  (See 


BP/AP 4240 titled Academic Renewal Policy for specific requirements.)  Equivalent 
coursework completed at other accredited colleges and universities may be accepted when 
approved by the appropriate department chair and the student has successfully completed 
12 units at College of Marin. 


 
Annotating the permanent academic record shall be done in a manner that all work remains legible, 
insuring a true and complete academic history. 
 
 
Non-Repeatable Courses (Withdrawal “W” Symbol) 
Students who have received the “W” symbol after withdrawing from a course may re-enroll in the course 
without petition.  After receiving three “W” symbols in a given course, a student may petition once to re-
enroll in the course providing verifiable documentation that extenuating circumstances occurred. 
 
After the last day of the fourteenth week (or 75 percent of the term, whichever is less) upon petition of the 
student or his/her representative and after consultation with the appropriate faculty, the Chief Instructional 
Officer or designee may approve an additional withdrawal based on extenuating circumstances outlined 
in the petition. 
 
 
Non- Repeatable Courses (Absent Substandard Grades) 
The following are circumstances under which students may repeat courses in which a “C” or better grade 
was earned: (Such course repetition requires a finding that circumstances exist which justify such 
repetition.) 
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1. Students may petition to repeat a course in which a “C” or better was earned after 2 or 
more years have elapsed since successfully completing the course provided there are 
compelling circumstances which warrant such a repetition.  Grades awarded for courses 
repeated under these provisions shall not be counted in calculating a student’s grade point 
average. 


 
• If approved, the student must wait one week after the start of new and returning 


student registration to register for the course. 
 


2. Mandated Training:  Students are allowed to repeat a course without petition when 
repetition is necessary to enable that student to meet a legally mandated training 
requirement as a condition of volunteer or paid employment.  Students can repeat such 
courses any number of times, even if they received a grade of C or better, however, grade 
received by the student each time will be included in calculations of the student’s grade 
point average or NPG percentage. 


 
Admissions and Records will maintain a list of courses that meet a legally mandated training 
requirement and such course may be identified on the course outline. 
 
Annotating the permanent academic record shall be done in a manner that all work remains legible, 
insuring a true and complete academic history. 
 
Repeatable Course: 
 


1. Activity Courses:  Students may repeat courses that have been designated as activity 
courses and where it is found that the course content differs each time it is offered to 
enhance the skills and proficiencies of the student.  Activity courses are defined as 
career-technical courses where the content differs each time the course is offered but the 
primary educational activity remains the same.  Examples of activity courses include 
physical education and courses in music, fine arts, theater, and dance.  Absent 
substandard academic work, courses may not be repeated for more than three semesters 
including summers and inter-sessions.  Consult the catalog to determine which courses 
are designated as repeatable. Prior approval is not required. 


 
2. Courses for Students with Disabilities:  Students with disabilities can repeat a special 


class for students with disabilities any number of times when an individualized 
determination verifies that such repetition is required as a disability-related 
accommodation. 


 
Annotating the permanent academic record shall be done in a manner that all work remains legible, 
insuring a true and complete academic history. 
 
Office of Primary Responsibility: Vice President of Student Learning 
 
 
Date Approved:  December 9, 2008 
(Replaces portions of current College of Marin Procedure 4.0003 DP.10) 
 
Date Revised:  March 17, 2009 


 


 
 
              
Note:  The underlined language was recommended by the Academic Standards Committee and the Dean 
of Enrollment Services to clarify procedure.  The AP was approved by the Academic Senate August 20, 
2009. 
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5 CCR § 55040 
Cal. Admin. Code tit. 5, § 55040 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 4. COURSE REPETITION AND ACADEMIC RENEWAL 
 


  § 55040. District Policy for Course Repetition.  
 
(a) The governing board of each community college district shall adopt and publish policies and 
procedures pertaining to the repetition of credit courses. Such policies and procedures shall not conflict 
with section 55025 or Education Code section 76224, pertaining to the finality of grades assigned by 
instructors, or with chapter 2.5 (commencing with section 59020) of division 10 of this part, pertaining to 
the retention and destruction of student records. 
 
(b) For purposes of course repetition, academic renewal, and all other related provisions in this division, 
the following terms shall have the meanings specified below: 


  (1) "Course repetition" occurs when a student who has previously received a grade as defined in 
section 55023, in a particular course re-enrolls in that course.  


 


  (2) "Substandard academic work" means course work for which the grading symbols "D," "F," "FW," 
"NP" or "NC" (as defined in section 55023 and 55030) have been recorded.  


 
(c) The policies and procedures adopted pursuant to subdivision (a) may: 


  (1) designate certain types of courses as "repeatable courses" consistent with the requirements of 
section 55041;  


 


  (2) allow a student to repeat a course which is not designated as a repeatable course in an effort to 
alleviate substandard academic work consistent with the requirements of section 55042;  


 


  (3) permit or require a student to repeat a course due to significant lapse of time consistent with the 
requirements of section 55043;  


 


  (4) permit a student to repeat a portion of a variable unit open-entry/open-exit course which the 
student previously completed only under the circumstances described in section 55044;  


 


  
(5) permit a student to repeat a course which is not designated as a repeatable course, regardless of 
whether or not substandard academic work was previously recorded, where the district determines, 
consistent with section 55045, that there are extenuating circumstances which justify the repetition; 


 


 


  


(6) permit a student to repeat a course in occupational work experience under the circumstances 
described in section 55253. When an occupational work experience course is repeated pursuant to 
that section, the grade received each time shall be included for purposes of calculating the student's 
grade point average. 
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(7) permit a student with a disability to repeat a special class for students with disabilities any number 
of times based on an individualized determination that such repetition is required as a disability-
related accommodation for that particular student for one of the reasons specified in section 56029. 
The district policy may allow the previous grade and credit to be disregarded in computing the 
student's GPA each time the course is repeated. 


 


 
(d) When course repetition occurs pursuant to this section, the student's permanent academic record 
shall clearly indicate any courses repeated using an appropriate symbol and be annotated in such a 
manner that all work remains legible, insuring a true and complete academic history. 
 


     Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections 70901 and 
70902, Education Code.  


 
 
5 CCR § 55041 
Cal. Admin. Code tit. 5, § 55041 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 4. COURSE REPETITION AND ACADEMIC RENEWAL 
 


  § 55041. Repeatable Courses.  
 
(a) The district policy and procedures on course repetition adopted pursuant to section 55040 may 
designate as repeatable courses only those courses described in this section. 
 
(b) If a district permits repetition of courses regardless of whether substandard academic work has been 
recorded, repetition shall be permitted, without petition, in instances when such repetition is necessary for 
a student to meet a legally mandated training requirement as a condition of continued paid or volunteer 
employment. Such courses must conform to all attendance accounting, course approval, and other 
requirements imposed by applicable provisions of law. Such courses may be repeated for credit any 
number of times. The governing board of a district may establish policies and procedures requiring 
students to certify or document that course repetition is necessary to complete legally mandated training 
pursuant to this subdivision. 
 
(c) The district policy adopted pursuant to section 55040 may also designate courses of the types 
described in this subdivision as repeatable courses, subject to the following conditions: 


  (1) The district must identify the courses which are to be repeatable, and designate such courses in its
catalog. 


  


 


  (2) The district must determine and certify that each identified course is one in which either:  
 


  (A) the course content differs each time it is offered; or  
 


  (B) the course is an activity course where the student meets course objectives by repeating a 
similar primary educational activity and the student gains an expanded educational experience  
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each time the course is repeated for one of the following reasons: 
 


  (i) Skills or proficiencies are enhanced by supervised repetition and practice within class 
periods; or  


 


  (ii) Active participatory experience in individual study or group assignments is the basic means 
by which learning objectives are obtained.  


 


  (3) Activity courses which may qualify as repeatable courses meeting the requirements of paragraph 
(2)(B) of this subdivision include, but are not limited to the following:  


 


  (A) Physical education courses; or  
 


  (B) Visual or performing arts courses in music, fine arts, theater or dance.  
 


  (4) foreign language courses, ESL courses and nondegree-applicable basic skills courses are not 
considered "activity courses" for purposes of paragraph (2)(B of this subdivision).  


 


  (5) The district must develop and implement a mechanism for the proper monitoring of such repetition. 
 


  
(6) Students may repeat a course pursuant to this subdivision for not more than three semesters or 
five quarters. For purposes of this subdivision, semesters or quarters include summer or 
intersessions. 


 


 


  


(7)(A) Except as provided in subparagraph (B) of this paragraph, where a college establishes several 
levels of courses which consist of similar educational activities, the repetition limitation in paragraph 
(6) of this subdivision applies to all levels of courses that involve a similar primary educational activity 
regardless of whether the repetitions reflect multiple enrollments in a single course or in multiple 
courses involving the same primary activity. 


 


 


  (B) Visual or performing arts courses in music, fine arts, theater or dance which are part of a 
sequence of transfer courses are not subject to subparagraph (A) of this paragraph.  


 
(d) When a course is repeated pursuant to this section, the grade received each time shall be included for 
purposes of calculating the student's grade point average. 
 


     Note: Authority cited: Section 70901, Education Code. Reference: Sections 70901, 70902 and 76000, 
Education Code.   


 
 
 
5 CCR § 55042 
Cal. Admin. Code tit. 5, § 55042 
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TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 4. COURSE REPETITION AND ACADEMIC RENEWAL 
 


  § 55042. Course Repetition to Alleviate Substandard Academic Work.  
 
(a) The district policies and procedures on course repetition adopted pursuant to section 55040 may 
permit a student to repeat a course which is not designated as a repeatable course pursuant to section 
55041 in an effort to alleviate substandard academic work. If a student repeats the course and receives a 
satisfactory grade, then he or she may not repeat the course again pursuant to this section and any 
further repetition of the course must be authorized by another provision of this division. If a student 
repeats the course and receives another substandard grade, the district policy may permit the student to 
repeat the course one additional time in an effort to alleviate substandard work. Under no circumstances 
may a student repeat a course more than two times pursuant to this section. 
 
(b) Policies and procedures related to course repetition to alleviate substandard academic work shall: 


  (1) permit repetition of any course which was taken in an accredited college or university and for 
which substandard academic work is recorded;  


 


  (2) indicate any specific courses or categories of courses where repetition pursuant to this section is 
not permitted; and  


 


  (3) in determining transfer of a student's credits, honor similar, prior course repetition actions by other 
accredited colleges and universities.  


 
(c) The district policy may allow the previous grade and credit to be disregarded in computing the 
student's GPA each time a course is repeated pursuant to this section. 
 


     Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections 70901 and 
70902, Education Code.   


 


 HISTORY  
    


1. New section filed 7-17-2007; operative 8-16-2007. Submitted to OAL for 
printing only pursuant to Education Code section 70901.5 (Register 2007,  
No. 35). 
 
2. Repealer and new section filed 5-16-2008; operative 6-15-2008. Submitted to 
OAL for printing only pursuant to Education Code section 70901.5 (Register 
2008, No. 21). 


 
 
 
5 CCR § 55043 
Cal. Admin. Code tit. 5, § 55043 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 
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CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 4. COURSE REPETITION AND ACADEMIC RENEWAL 
 


  § 55043. Course Repetition Due to Significant Lapse of Time.  
 
(a) In addition to permitting course repetition in the circumstances described in other provisions of this 
article, a district may also permit or require repetition of a course where the student received a 
satisfactory grade the last time he or she took the course but the district determines that there has been a 
significant lapse of time since that grade was obtained and: 


  (1) the district has properly established a recency prerequisite for a course or program pursuant to 
section 55003 or has otherwise defined "significant lapse of time" in its policy on course repetition; or  


 


  
(2) another institution of higher education to which the student seeks to transfer has established a 
recency requirement which the student will not be able to satisfy without repeating the course in 
question. 


 


 
(b) If the district determines that a student needs to repeat an activity course of the type described in 
subdivision (c)(2)(B) of section 55041 due to significant lapse of time, that repetition shall be counted in 
applying the limit on repetitions set forth in subdivision (c)(6) of section 55041 except that, if the student 
has already exhausted the number of repetitions permitted under subdivision (c)(6), an additional 
repetition due to significant lapse of time may be permitted or required by the district. 
 
(c) When a course is repeated pursuant to this section, the district policy may allow the previous grade 
and credit to be disregarded in computing the student's GPA. 
 


     Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections 70901 and 
70902, Education Code.   


 


 HISTORY  
    


1. New section filed 7-17-2007; operative 8-16-2007. Submitted to OAL for 
printing only pursuant to Education Code section 70901.5 (Register 2007,  
No. 35). 
 
2. Repealer and new section filed 5-16-2008; operative 6-15-2008. Submitted to 
OAL for printing only pursuant to Education Code section 70901.5 (Register 
2008, No. 21). 


 
 
 
5 CCR § 55044 
Cal. Admin. Code tit. 5, § 55044 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 4. COURSE REPETITION AND ACADEMIC RENEWAL 
 


  § 55044. Repetition of Variable Unit Courses.  
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(a) If a community college district offers credit courses for variable units on an open-entry/ open-exit basis 
pursuant to section 58164, the district policies and procedures on course repetition adopted pursuant to 
section 55040 shall provide that a student may enroll in the course as many times as necessary to 
complete one time the entire curriculum of the course as described in the course outline of record. 
However, the district policy may not permit the student to repeat any portion of the curriculum for the 
course, unless: 


  (1) the course is required for legally mandated training;  
 


  (2) the course is a special class for students with disabilities which the student needs to repeat for one
of the reasons described in section 56029; 


  


 


  (3) repetition of the course to retake a portion of the curriculum is justified by extenuating 
circumstances pursuant to section 55045; or  


 


  (4) the student wishes to repeat the course to alleviate substandard work recorded for a portion of the 
curriculum as authorized pursuant to section 55042.  


 
(b) Notwithstanding subdivision (a), each time a student enrolls in a physical education activity course 
offered on an open entry/open exit basis, regardless of the number of units for which the student enrolls, 
the enrollment shall count as a repetition of the course for purposes of sections 55041 and 58161. 
 
(c) When course repetition of a portion of a course is permitted under the circumstances described in 
subdivision (a), the district policy may allow the previous grade and credit to be disregarded in computing 
the student's GPA. 
 


     Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections 70901 and 
70902, Education Code.   


 


 HISTORY  
    


1. New section filed 7-17-2007; operative 8-16-2007. Submitted to OAL for 
printing only pursuant to Education Code section 70901.5 (Register 2007,  
No. 35). 
 
2. Repealer and new section filed 5-16-2008; operative 6-15-2008. Submitted to 
OAL for printing only pursuant to Education Code section 70901.5 (Register 
2008, No. 21). 


 
 
 
5 CCR § 55045 
Cal. Admin. Code tit. 5, § 55045 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 4. COURSE REPETITION AND ACADEMIC RENEWAL 
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  § 55045. Course Repetition Due to Extenuating Circumstances.  
 
The district policies and procedures on course repetition adopted pursuant to section 55040 may permit a 
student to repeat a course only if: 
 
(a) the repetition is expressly authorized by another provision of this article; or 
 
(b) the student files a petition and the governing board of the district or its designee grants written 
approval of the petition based on a finding that the student's previous grade (whether substandard or 
passing) was, at least in part, the result of extenuating circumstances. Extenuating circumstances are 
verified cases of accidents, illness, or other circumstances beyond the control of the student. When 
course repetition is approved pursuant to this subdivision, the district policy may allow the previous grade 
and credit to be disregarded in computing the student's GPA each time the course is repeated. 
 


     Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections 70901 and 
70902, Education Code.   


 


 HISTORY  
    


1. New section filed 5-16-2008; operative 6-15-2008. Submitted to OAL for 
printing only pursuant to Education Code section 70901.5 (Register 2008,  
No. 21). 


 
 
 
5 CCR § 58161 
Cal. Admin. Code tit. 5, § 58161 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 9. FISCAL SUPPORT 
SUBCHAPTER 2. LIMITATIONS ON STATE AID 


ARTICLE 5. OTHER LIMITATIONS 
 


  § 58161. Apportionment for Course Repetition.  
 
A community college district may claim the attendance of students who repeat credit courses for state 
apportionment only if so authorized by this section and if all other requirements of this chapter are 
satisfied. 
 


  
(a) Where substandard academic work (as defined in section 55040) has been recorded for the 
attendance of a student in a credit course, apportionment may be claimed for a maximum of two 
repetitions of the course to alleviate substandard work pursuant to section 55042. 


 


 


  (b) The attendance of students in legally mandated training as provided in section 55041 may be 
claimed for state apportionment without limitation.  


 


  (c) The attendance of students in credit activity courses, and other courses described in subdivision 
(c) of section 55041, may be claimed for state apportionment for a maximum of four semesters or six  
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quarters (the original enrollment and three semesters or five quarters of repeated enrollment). For 
purposes of this subdivision, semesters and quarters include summer sessions and intersessions. 
This limitation applies even if the student receives a substandard grade during one or more of the 
enrollments in such a course or petitions for repetition due to special circumstances as provided in 
section 55045. 


 


  
(d) The attendance of a student with a disability may be claimed for state apportionment each time the 
student repeats a credit special class as a disability-related accommodation which is justified by one 
of the circumstances described in section 56029. 


 


 


  (e) The attendance of a student repeating a credit course by petition pursuant to section 55045 may 
be claimed for state apportionment for a maximum of two repetitions.  


 


  
(f) The attendance of a student repeating a credit course because the district determines pursuant to 
of section 55043 that there has been a significant lapse of time since the student previously took the 
course may be counted for only one repetition beyond the prior enrollment. 


 


 


  
(g) State apportionment may be claimed for the attendance of a student repeating a portion of a 
variable unit open entry/open exit credit course only to the extent that repetition of such courses is 
permitted pursuant to section 55044. 


 


 


  (h) The attendance of a student repeating a cooperative work experience course pursuant to section 
55253 may be claimed for state apportionment without limitation.  


 


  
(i) To the extent permitted by article 4 of subchapter 1 of chapter 6, a district may permit repetition of 
credit courses beyond the limits set forth in this section, but such additional repetitions may not be 
claimed for state apportionment. 


 


 


     Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Section 70901, 
Education Code.   


 


 HISTORY  
    


1. New section filed 8-25-83; effective thirtieth day thereafter (Register 83,  
No. 35). 
 
2. Amendment of subsections (b)(2), (c)(1)-(2) and Note filed 5-15-93; 
operative 6-4-93 (Register 93, No. 25). 
 
3. New subsection (c), subsection relettering, amendment of newly designated 
subsections (d), (d)(2) and (d)(4) and amendment of Note filed 3-25-98; 
operative 4-24-98. Submitted to OAL for printing only (Register 98, No. 14). 
 
4. Amendment of subsections (b)(1), (b)(3) and (d)(4) filed 3-15-2006; 
operative 4-14-2006. Submitted to OAL for printing only pursuant to  
Education Code section 70901.5 (Register 2006, No. 17). 
 
5. Repealer and new section filed 7-17-2007; operative 8-16-2007. Submitted to 
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OAL for printing only pursuant to Education Code section 70901.5 (Register 
2007, No. 35). 
 
6. Amendment filed 5-16-2008; operative 6-15-2008. Submitted to OAL for 
printing only pursuant to Education Code section 70901.5 (Register 2008,  
No. 21). 


 
 
 
5 CCR § 55024 
Cal. Admin. Code tit. 5, § 55024 
 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 2. GRADING AND ACADEMIC RECORD SYMBOLS 
 


  § 55024. Withdrawal .  
 
(a) The governing board of a district which decides to provide a withdrawal  procedure shall adopt a 
policy which provides for withdrawal  from credit courses consistent with the following: 


  


(1) Withdrawal  from a course or courses shall be authorized through the last day of the fourteenth 
week of instruction (or 75 percent of a term, whichever is less). The governing board, however, may 
establish a final withdrawal  date which prohibits withdrawal  after a designated point in time 
between the end of the fourth week of instruction (or 30 percent of a term, whichever is less) and the 
last day of the fourteenth week of instruction (or 75 percent of a term, whichever is less). The 
academic record of a student who remains in a course beyond the time allowed by district policy must 
reflect a symbol as authorized in section 55023 other than a "W." 


 


 


  


(2) The governing board may by regulation authorize withdrawal  from a course or courses in 
extenuating circumstances after the last day of the fourteenth week (or 75 percent of the term, 
whichever is less) upon petition of the student or his or her representative and after consultation with 
the appropriate faculty. Extenuating circumstances are verified cases of accidents, illnesses or other 
circumstances beyond the control of the student. 


 


 


  


(3) No notation ( "W" or other) shall be made on the academic record of the student who withdraws 
during the first four weeks or 30 percent of a term, whichever is less. The governing board may 
establish a period of time shorter than the first four weeks or 30 percent of a term, during which no 
notation shall be made. 


 


 


  
(4) Withdrawal  between the end of the fourth week (or such time as established by the district) 
and the last day of the fourteenth week of instruction (or 75 percent of a term, whichever is less) shall 
be authorized after informing the appropriate faculty. 


 


 


  
(5) Withdrawal  after the end of the fourteenth week (or 75 percent of a term, whichever is less) 
when the district has authorized such withdrawal  in extenuating circumstances, after consultation 
with appropriate faculty, shall be recorded as a "W." 
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(6) For purposes of withdrawal  policies, the term "appropriate faculty" means the instructor of 
each course section in question or, in the event the instructor cannot be contacted, the department 
chair or appropriate administrator. 


 


 


  (7) The "W" shall not be used in calculating grade point averages, but shall be used in determining 
probation and dismissal pursuant to article 3 of this subchapter.  


 


  


(8) A "W" shall not be assigned, or if assigned shall be removed, from a student's academic record, if 
a determination is made pursuant to sections 59300 et seq. that the student withdrew from the course 
due to discriminatory treatment or due to retaliation for alleging discriminatory treatment or that the 
student withdrew because he or she reasonably believed that remaining in the course would subject 
him or her to discriminatory treatment or retaliation for alleging discriminatory treatment. 


 


 


  


(9) Effective July 1, 2009, the district policy shall establish the number of times (not to exceed four 
times) that a student may withdraw and receive a "W" symbol on his or her record for enrollment in 
the same course. The district policy may permit a student to enroll again in a course after having 
previously received the authorized number of "W" symbols in the same course in colleges within the 
district, but in that case, the district policy shall provide that the student will receive a grade or, where 
applicable, have a non-evaluative symbol other than a "W" (as defined in section 55023) recorded on 
his or her academic record unless: 


 


 


  
(A) the student withdraws from the course prior to the end of the fourth week of instruction or 30 
percent of the term, whichever is less, or such shorter period as established by the district pursuant
to subdivision (3); or 


  


 


  (B)(i) the district policy permits additional withdrawals  for which apportionment may not be 
available pursuant to section 58161.5; and  


 


  


(ii) the chief instructional officer, chief student services officer or other district official designated 
in the district policy approves such a withdrawal  after review of a petition filed by the 
student which demonstrates that there are extenuating circumstances, as defined in subdivision 
(2), which justify an additional withdrawal . 


 


 


  


(10) The district policy may provide that a "W" symbol will not be assigned to any student who 
withdrew from one or more classes, where such withdrawal  was necessary due to fire, flood or 
other extraordinary conditions and the withdrawal  is authorized by the district pursuant to section 
58509. 


 


 
(b) Within the parameters set forth in subdivision (a), criteria for withdrawal  and the procedures to 
accomplish it shall be established by the district governing board and published in college catalogs. 
 
(c) A district's responsibilities with respect to enrollment or attendance accounting shall not be modified or 
superseded in any way by adoption of a withdrawal  policy. 
 
(d) The governing board of a district which decides to provide a withdrawal  policy shall also adopt 
military withdrawal  procedures consistent with the following: 


  (1) "Military Withdrawal " occurs when a student who is a member of an active or reserve United 
States military service receives orders compelling a withdrawal  from courses. Upon verification of  
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such orders, a withdrawal  symbol may be assigned at any time after the period established by the 
governing board during which no notation is made for withdrawals.  The withdrawal  symbol so 
assigned may be a "W" or, if necessary to distinguish military withdrawals,  may be a "MW." 


 


  (2) Military withdrawals  shall not be counted in progress probation and dismissal calculations.  
 


  (3) In no case may a military withdrawal  result in a student being assigned an "FW" grade.  
 


     Note: Authority cited: Section 70901, Education Code. Reference: Sections 70901 and 70902, 
Education Code.   


 


 HISTORY  
    


1. New section filed 7-17-2007; operative 8-16-2007. Submitted to OAL for 
printing only pursuant to Education Code section 70901.5 (Register 2007,  
No. 35). 
 
2. Amendment of subsections (a)-(a)(1) and new subsections (a)-(a)(10) filed 5- 
16-2008; operative 6-15-2008. Submitted to OAL for printing only pursuant to  
Education Code section 70901.5 (Register 2008, No. 21). 
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Marin Community College District Procedure CCLC No. 5020
  


Student Services 
 


AP 5020 NON-RESIDENT TUITION 
 
References: 


Education Code Sections 76140 et seq. 
 
 
Students who qualify for Assembly Bill 540 are exempt from non-resident tuition. 
 
Nonresident tuition fees will be approved by the Board of Trustees no later than February 1 of each year. 
 
The calculation of non-resident tuition shall reflect the current expense of education calculated according 
to the Budget and Accounting Manual. 
 
The calculation of non-resident tuition will include the expense of education in the preceding fiscal year. 
 
The calculation shall reflect fees in contiguous Districts. 
 
Full refunds of non-resident tuition fees will be granted through 14 calendar days of a full semester and 
ten percent of the length of the course for short-term classes and summer term classes. 
 
Office of Primary Responsibility:  College Operations 
 
 
NOTE:  The underlined regular type signifies legally required language (unless designated otherwise) 
recommended from the Community College League and legal counsel (Liebert Cassidy Whitmore). The 
underlined italics was recommended by the Office of Student Learning  on 4-8-09 during the 
Administrative Review Session. The VP of Student Learning recommended this go forward to the Senate 
6/24/09. Approved by the Academic Senate 8/27/09. 
 
Date Approved:    
(This is a new procedure recommended by the CC 
League and the League’s legal counsel) 


 


 







Legal Citations for AP 5020 Nonresident Tuition 
 


Education Code Sections 76140 et seq. 
 
76140.  (a) A community college district may admit and shall charge a tuition 
fee to nonresident students.  The district may exempt from all or parts of 
the fee any person described in paragraph (1), (2), or (3): 
   (1) All nonresidents who enroll for six or fewer units. Exemptions made 
pursuant to this paragraph shall not be made on an individual basis. 
   (2) Any nonresident who is both a citizen and resident of a 
foreign country, if the nonresident has demonstrated a financial need 
for the exemption. Not more than 10 percent of the nonresident 
foreign students attending any community college district may be so 
exempted. Exemptions made pursuant to this paragraph may be made on 
an individual basis. 
   (3) (A) A student who, as of August 29, 2005, was enrolled, or 
admitted with an intention to enroll, in the fall term of the 2005-06 
academic year in a regionally accredited institution of higher 
education in Alabama, Louisiana, or Mississippi, and who could not continue 
his or her attendance at that institution as a direct consequence of damage 
sustained by that institution as a result of Hurricane Katrina. 
   (B) The chancellor shall develop guidelines for the implementation 
of this paragraph. These guidelines shall include standards for 
appropriate documentation of student eligibility to the extent 
feasible. 
   (C) This paragraph shall apply only to the 2005-06 academic year. 
   (b) A district may contract with a state, a county contiguous to 
California, the federal government, or a foreign country, or an 
agency thereof, for payment of all or a part of a nonresident student' 
s tuition fee. 
   (c) Nonresident students shall not be reported as full-time 
equivalent students (FTES) for state apportionment purposes, except 
as provided by subdivision (k) or another statute, in which case a 
nonresident tuition fee may not be charged. 
   (d) The nonresident tuition fee shall be set by the governing 
board of each community college district not later than February 1 of 
each year for the succeeding fiscal year. The governing board of 
each community college district shall provide nonresident students 
with notice of nonresident tuition fee changes during the spring term 
before the fall term in which the change will take effect. 
Nonresident tuition fee increases shall be gradual, moderate, and 
predictable. The fee may be paid in installments, as determined by 
the governing board of the district. 
   (e) The fee established by the governing board pursuant to 
subdivision (d) shall represent for nonresident students enrolled in 
30 semester units or 45 quarter units of credit per fiscal year (1) 
the amount that was expended by the district for the expense of 
education as defined by the California Community College Budget and 
Accounting Manual in the preceding fiscal year increased by the 
projected percent increase in the United States Consumer Price Index 
as determined by the Department of Finance for the current fiscal 
year and succeeding fiscal year and divided by the FTES (including 
nonresident students) attending in the district in the preceding 
fiscal year, (2) the expense of education in the preceding fiscal 
year of all districts increased by the projected percent increase in 
the United States Consumer Price Index as determined by the 
Department of Finance for the fiscal year and succeeding fiscal year 







and divided by the FTES (including nonresident students) attending 
all districts during the preceding fiscal year, (3) an amount not to 
exceed the fee established by the governing board of any contiguous 
district, or (4) an amount not to exceed the amount that was expended 
by the district for the expense of education, but in no case less 
than the statewide average as set forth in paragraph (2). However, if 
for the district's preceding fiscal year FTES of all students 
attending in the district in noncredit courses is equal to, or 
greater than, 10 percent of the district's total FTES attending in 
the district, the district, in calculating the amount in paragraph 
(1), may substitute, instead, the data for expense of education in grades 13 
and 14 and FTES in grades 13 and 14 attending in the district. 
   (f) The governing board of each community college district also 
shall adopt a tuition fee per unit of credit for nonresident students 
enrolled in more or less than 15 units of credit per term by 
dividing the fee determined in subdivision (e) by 30 for colleges 
operating on the semester system and 45 for colleges operating on the 
quarter system and rounding to the nearest whole dollar. The same 
rate shall be uniformly charged nonresident students attending any 
terms or sessions maintained by the community college. The rate 
charged shall be the rate established for the fiscal year in which 
the term or session ends. 
   (g) In adopting a tuition fee for nonresident students, the 
governing board of each community college district shall consider 
nonresident tuition fees of public community colleges in other 
states. 
   (h) Any loss in district revenue generated by the nonresident 
tuition fee shall not be offset by additional state funding. 
   (i) Any district that has fewer than 1,500 FTES and whose boundary 
is within 10 miles of another state that has a reciprocity agreement 
with California governing student attendance and fees may exempt 
students from that state from the mandatory fee requirement described 
in subdivision (a) for nonresident students. 
   (j) Any district that has more than 1,500, but less than 3,001, 
FTES and whose boundary is within 10 miles of another state that has 
a reciprocity agreement with California governing student attendance 
and fees may, in any one fiscal year, exempt up to 100 FTES from that 
state from the mandatory fee requirement described in subdivision 
(a) for nonresident students. 
   (k) The attendance of nonresident students who are exempted 
pursuant to subdivision (i) or (j), or pursuant to paragraph (3) of 
subdivision (a), from the mandatory fee requirement described in 
subdivision (a) for nonresident students may be reported as resident 
FTES for state apportionment purposes. Any nonresident student 
reported as resident FTES for state apportionment purposes pursuant 
to subdivision (i) or (j) shall pay a fee of forty-two dollars ($42) 
per course unit. That fee is to be included in the FTES adjustments 
described in Section 76330 for purposes of computing apportionments. 
 
 
76140.5.  Notwithstanding Section 76140, a community college may 
classify a nonresident student who has been hired by a public agency, 
as a resident for purposes of enrollment in and completion of police 
academy training courses at a community college, if the student has 
passed all other requirements of the public agency and if written 
assurances are provided by the public agency that it intends to 
classify the student as a peace officer upon successful completion of 







the police academy training course. 
 
 
76141.  (a) In addition to the nonresident tuition fee established 
pursuant to Section 76140, a community college district may charge to 
nonresident students who are both citizens and residents of a 
foreign country an amount not to exceed the amount that was expended 
by the district for capital outlay in the preceding fiscal year 
divided by the total full-time equivalent students of the district in 
the preceding fiscal year. 
   (b) Any fee charged pursuant to this section shall not exceed 50 
percent of the nonresident tuition fee established pursuant to 
Section 76140. 
   (c) (1) Any student who can demonstrate economic hardship, or who 
is a victim of persecution or discrimination in the country in which 
the student is a citizen and resident, is exempt from this fee. 
   (2) For purposes of this section, the governing board of each 
community college district that chooses to impose the fee authorized 
by this section shall adopt a definition of economic hardship that 
encompasses the financial circumstances of a person who is a 
recipient of benefits under the Temporary Assistance for Needy 
Families program described in Parts A and F of Title IV of the Social 
Security Act (42 U.S.C. Secs. 601 et seq.), the Supplemental 
Income/State Supplementary Program, or a general assistance program. 
   (d) Revenue from any fee charged pursuant to this section shall be 
expended only for purposes of capital outlay, maintenance, and equipment. 
 
 
76142.  (a) A community college district may charge nonresident 
applicants who are both citizens and residents of a foreign country a 
processing fee not to exceed the lesser of: (1) the actual cost of 
processing an application and other documentation required by the 
federal government, or (2) one hundred dollars ($100), which may be 
deducted from the tuition fee at the time of enrollment. 
   (b) No processing fee shall be charged to an applicant who would 
be eligible for an exemption from nonresident tuition pursuant to 
Section 76140 or who can demonstrate economic hardship. For purposes 
of this section, the governing board of each community college 
district that chooses to impose the fee authorized by this section 
shall adopt a definition of economic hardship that includes the 
financial circumstances of a person who is a victim of persecution or 
discrimination in the foreign country in which the applicant is a 
citizen and resident, or who is a recipient of benefits under the 
Temporary Assistance for Needy Families program described in Parts A 
and F of Title IV of the Social Security Act (42 U.S.C. Secs. 601 et 
seq.), the Supplemental Income/State Supplementary Program, or a 
general assistance program. 
 
 
76143.  For purposes of the nonresident tuition fee, a community 
college district shall disregard the time during which a student 
living in the district resided outside the state, if: 
   (1) The change of residence to a place outside the state was due 
to a job transfer and was made at the request of the employer of the 
student or the employer of the student's spouse or, in the case of a 
student who resided with, and was a dependent of, the student's 
parents, the change of residence was made at the request of an 







employer of either of the student's parents. 
   (2) Such absence from the state was for a period of not more than 
four years. 
   (3) At the time of application for admission to a college 
maintained by the district, the student would qualify as a resident 
if the period of the student's absence from the state was 
disregarded. 
   A nonresident tuition fee shall not be charged to a student who 
meets each of the conditions specified in subdivisions (1) to (3), 
inclusive. 
 
 








 
Marin Community College District Procedure CCLC No. 5035
  


Student Services 
 


AP 5035 WITHHOLDING OF STUDENT RECORDS 
 
Reference: 


Title 5 Section 59410 
 
 
The District may withhold grades, transcripts, diplomas, and registration privileges from 
any student or former student who fails to pay a proper financial obligation.  The student 
shall be given written notification and the opportunity to explain if the financial obligation 
is in error. 
 
The definition of proper financial obligation shall include, but is not limited to: 


• student fees; 
• non-resident tuition; 
• international student tuition; 
• obligations incurred through the use of facilities, equipment, or materials; 
• library fines; 
• unreturned library books; 
• materials remaining improperly in the possession of the student; and/or 
• any other unpaid obligation a student or former student owes to the District. 


 
A proper financial obligation does not include any unpaid obligation to a student 
organization. 
 
Students may access their account detail and financial obligations through the MyCOM 
portal. 
 
Office of Primary Responsibility:  Office of Admissions and Records 
 
 
NOTE:  The underlined regular text signifies legally required language recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The underlined italics 
language is recommended by the Dean of Enrollment Management. The AP is recommended to go 
forward to the Academic Senate 6/24/09. Approved by Academic Senate 8-27-09. 
 
Date Approved:   
(This is a new procedure recommended by the 
CC League and the League’s legal counsel) 


 


 







Legal Citation for AP 5035 Withholding of Student Records 
 
 


Cal. Admin. Code tit. 5, s 59410 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 10. COMMUNITY COLLEGE ADMINISTRATION 
SUBCHAPTER 7.5. STUDENT FINANCIAL OBLIGATIONS 


 
s 59410. Withholding Grades, Transcripts, etc., for Nonrepayment of Financial Obligations. 
 
The governing board of a community college district may provide by appropriate rules and 
regulations that grades, transcripts, diplomas and registration privileges, or any combination thereof, 
shall be withheld from any student or former student who has been provided with written notice that 
he or she has failed to pay a proper financial obligation due to the district or a college. Any item or 
items withheld shall be released when the student satisfactorily meets the financial obligation. 
 
 
 








 
Marin Community College District Procedure No. 5052
  


Student Services 
 


AP 5052 OPEN ENROLLMENT 
 
References: 


Title 5 Sections 51006, 58106, and 58108 
 
 
All courses of the District shall be open to enrollment in accordance with BP 5052 titled Open Enrollment 
and a priority system consistent with AP 5055 titled Enrollment Priorities.  Enrollment may be limited to 
students meeting properly validated prerequisites and co-requisites, or due to other non-evaluative, 
practical considerations as determined by the Chief Instructional Officer or designee. 
 
No student is required to confer or consult with or required to receive permission to enroll in any class 
offered by the District, except as provided for in AP 5055 titled Enrollment Priorities and the Registered 
Nursing Program which requires special admissions and enrollment requirements. 
 
Students are not required to participate in any pre-registration activities not uniformly required, and no 
registration procedures are used that result in restricting enrollment to a specialized clientele, except as 
provided for in AP 5055 titled Enrollment Priorities and the Registered Nursing Program which requires 
special admissions and enrolment requirements. 
 
A student may challenge an enrollment limitation on any of the following grounds: 


• The limitation is unlawfully discriminatory or is being applied in an unlawfully discriminatory 
manner; 


• The District is not following its enrollment procedures;  
• The basis for the limitation does not in fact exist. 


 
Students may challenge an enrollment limitation on any of the following grounds listed above by 
submitting the Prerequisites Challenge Form to the Counseling Office outlining the basis for the challenge 
by first day of instruction for the term.  The Counseling Office will notify the student in writing in a timely 
manner of the decision to either uphold or deny the challenge. 
 
 


 From current College of Marin Procedure 4.0003 DP.1 titled Academic Standards 
(Page 20) 
 
Open Enrollment Title V. 58051.5-58056, 59300 et.seq, LC 3074.3 CCFS 320 CP, EC 1262, 72011, 
72015 Gov. Code 17135  
 
Unless specifically exempted by statute, every program and course offered by the College for which the 
College receives State apportionment shall be open to enrollment and participation by any person who 
has been admitted to the College and who meets established prerequisites and is capable of benefiting 
from instruction.  First priority for impacted programs will be given to Marin County residents. 
 
Office of Primary Responsibility:  Office of Admissions and Records 
 
 
NOTE:  The underlined regular text signifies legally advised language recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The language that is struck 
through is current College of Marin Procedure 4.0003 DP.1 titled Academic Standards approved on 2/8/05 
and recommended for deletion. The language in underlined italics is recommended by the Dean of 







Enrollment Management. This AP was recommended to go forward to the Academic Senate by the VP of 
Student Learning on 6-24-09. Approved by the Academic Senate 8/27/09. 
 
Date Approved:    
(Replaces part of current College of Marin Procedure 
4.0003 DP.1) 


 


 







Legal Citations for AP 5052 Open Enrollment 
 
 


Cal. Admin. Code tit. 5, s 51006 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 
CHAPTER 2. COMMUNITY COLLEGE STANDARDS 


SUBCHAPTER 1. MINIMUM CONDITIONS 
 
s 51006. Open Courses. 
 
(a) The governing board of a community college district shall adopt by resolution the following or a comparable 
statement: "The policy of this district is that, unless specifically exempted by statute or regulation, every 
course, course section, or class, reported for state aid, wherever offered and maintained by the district, shall 
be fully open to enrollment and participation by any person who has been admitted to the college(s) and who 
meets such prerequisites as may be established pursuant to regulations contained in Article 2.5 (commencing 
with Section 55200) of Subchapter 1 of Chapter 6 of Division 6 of Title 5 of the California Code of Regulations." 
 
(b) The statement of policy adopted by the board pursuant to Subsection (a) shall be published in the official 
catalog, schedule of classes, and addenda to the schedule of classes for which full-time equivalent student 
(FTES) is reported for state apportionment. A copy of the statement shall also be filed with the Chancellor. 
 
Cal. Admin. Code tit. 5, s 55200 


TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 


CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 


ARTICLE 2.5. PREREQUISITES, COREQUISITES, AND RECOMMENDED PREPARATION 
s 55200. Definitions. 
 
For the purposes of this Division, the following definitions apply: 
(a) "Prerequisite" means a condition of enrollment that a student is required to meet in order to demonstrate 
current readiness for enrollment in a course or educational program. 
(b) "Corequisite" means a condition of enrollment consisting of a course that a student is required to 
simultaneously take in order to enroll in another course. 
(c) "Advisory on recommended preparation" means a condition of enrollment that a student is advised, but not 
required, to meet before or in conjunction with enrollment in a course or educational program. 
(d) "Satisfactory grade" means that, for the course in question, the student's academic record has been 
annotated with the symbol A, B, C or "CR" as those symbols are defined in Section 55758 of this Division. 
(e) "Necessary and appropriate" means that a strong rational basis exists for concluding that a prerequisite or 
corequisite is reasonably needed to achieve the purpose that it purports to serve. This standard does not 
require absolute necessity. 
(f) "content review" means a rigorous, systematic process developed in accordance with Sections 53200 to 
53204, approved by the Chancellor as part of the district matriculation plan required under Section 55510, 
and is conducted by faculty to identify the necessary and appropriate body of knowledge or skills students 
need to possess prior to enrolling in a course, or which students need to acquire through concurrent 
enrollment in a corequisite course. 
 
Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Section 70901, Education 
Code.  


HISTORY 
 







1. New article 2.5 and section filed 10-5-93; operative 11-4-93. Submitted to 
OAL for printing only pursuant to  
Education Code section70901.5(b) (Register 93, No. 42). 
 
 





