Academic and Student Services, EpiCenter
Guidelines to Petition a Course Substitution/Waiver 

for the Required Graduate Courses

According to DBT Rule 6Hx23-2.022, faculty and identified administrative personnel may petition to substitute or waive one or both of the two graduate courses required of them.  These courses are:

· A course in the history and philosophy of the community college
· A seminar in college teaching
For lower-division faculty, the petition procedure, as described in the Rule, shall be managed and the decision for approval of the substitution made by the Vice President of Academic and Student Services and the Provosts sitting as a group.  The Senior Vice President of Baccalaureate Programs and University Partnerships will make the final approval decision for Baccalaureate faculty.

 I.   Instructions for completing the course substitution/waiver form

1. Please complete the official petition form and have your Provost sign.  If your Provost doesn’t approve the course substitution/waiver, then your petition will not be brought forward for final approval.
2. If your Provost approves the course substitution/waiver, then he or she will schedule your petition for discussion at the next convenient meeting of the Provosts.  For Baccalaureate faculty, the Provost will forward the form to the Senior Vice President of the Baccalaureate Programs and University Partnerships for final approval.  If your petition is for a course substitution and not a waiver, please be sure to discuss the petition with your Provost in a timely manner so that you will be able to register for the course you want to take in the semester you wish to take it.
3. If your request for course substitution is approved, you will be responsible for your registration in that course.  You may need to do the following:

a.   Complete the registration process.

b.   Pay the tuition and cost of required instructional materials for that course.

c.   Pay the institutional registration fee/application fee if there is one.

d.   Pay the parking/permit fee if one is necessary.
II.   Instructions for applying for reimbursement of tuition
1. In order to be reimbursed for your tuition, you will need to do the following:

a.   Complete the college’s Check Request form

b.   Have the form signed by both your Academic Dean or Program Director and your Provost

c.   Attach a receipt for payment of tuition

· If you paid by check, you should provide a copy of the payment receipt given for that check or a copy of the cancelled check.

· If you paid by credit card, you will need to provide a copy of that entry on your credit card bill. Please be sure to blacken all information on that statement other than your name and the tuition charge information.

d.  Attach documentation that indicate the course and college name you registered for   

2.  The Check Request and attachments will be mailed to Jennifer Ferrazano, Human Resources, EpiCenter, countersigned if paperwork is complete, and then sent to the Accounting Office at the EpiCenter. Your reimbursement check will be mailed directly to your campus address listed on the Check Request Form, unless otherwise indicated.
3.
If the course you substituted/waived was a classroom or interactive television course, you will be reimbursed at the per-credit-hour rate charged by the University of South Florida.

4. If the course you substituted/waived was an online/web-based course, you will be reimbursed at the per-credit-hour rate charged by the University of Central Florida.

5. You will be reimbursed for courses taken only at a regionally accredited institution. You will be reimbursed for no more than six (6) credit hours, the total number for which the College would have paid if you had not sought course substitutions/waivers.
6. If you do not complete the course during the semester in which you registered, you may carry the "I" grade for the next semester. However, if you do not complete the course during that next semester, the College will require that you return all reimbursed tuition.
7. You will not be reimbursed for the following costs:

a.   The institutional registration fee/application fee and other special fees;

b.   The cost of the instructional materials for the course;

c.   The parking/permit fee if one was used; and

d.   Special laboratory fees.
III.    Instructions for sending transcripts to Human Resources

Order an official transcript from the university and request that it be mailed directly to:
 
Attn: Training & Professional Development
St. Petersburg College
Human Resources
P.O. Box 13489
St. Petersburg, FL  33733

Please email Matthew Stewart, St. Petersburg College, Human Resources to document your completion of a course with a "B" or better and to inform her that you have ordered transcripts
After the transcript is received by Human Resources, you will be sent a confirmation e-mail, and the transcript will be filed in your official employee folder.  It is your responsibility to report the successful completion of a course.  

If you have questions about any aspect of this procedure, please contact Matthew Stewart at (727) 341-3116.
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