PROCESS  for  SUBSTITUTIONS  and  WAIVERS
 from the CATALOG OF RECORD REQUIREMENTS for UNDERGRADUATE STUDENTS
Introduction:

Students are required to complete all requirements for their Bachelor’s degree -- major-minor-liberal studies-diversity- language – according to their NAU Academic Catalog of record.  The general philosophy of this policy supports the right of faculty as a group to establish and set the curriculum as contained within the Academic Catalog, but denies the authority to advisors and faculty members to change these requirements without receiving prior, written approval from the appropriate authorities.  
Advisors and faculty are encouraged to suggest waivers and substitutions of required courses when such changes may correct an NAU error, advantage a student by building a stronger educational experience or when required courses are not offered in a timely manner.  It is neither appropriate nor acceptable to suggest waivers and substitutions as a simple matter of convenience, to avoid difficult courses or as a result of student errors.

Types of Requirements:

There are two levels of requirements in all bachelor’s degrees.  The major and minor requirements are determined and governed by the department or college.  Exceptions to major and minor requirements may be made at the department or college level.  The liberal studies, diversity and language requirements are determined and governed at the university level.  Exceptions to these three types of requirements require approval at the Vice Provost level.  

Process for Obtaining Substitutions and Waivers:
All requests for exceptions to established curriculum requirements must be approved and entered into degree progress prior to the student submitting a graduation application.
All requests must be made in advance of telling the student that the change will become a part of the student’s graduation plan.

The department offering the minor – not the department offering the major – must approved requests for changes to minor requirements.  
All changes to degree requirements must be supported by written documentation and entered into the degree progress report.
Requests for changes to Major – not including junior level writing requirement or capstone course:
Requests for changes to major requirements – not including the junior level writing requirement or the capstone course – will be reviewed by the appropriate academic unit administrator and, if approved, will forward the request to the appropriate College office to be entered into the degree progress report.  Supporting documentation must accompany the request.
Requests for substitution of junior level writing requirement or capstone course with another approved NAU course:
Requests for substitutions of the junior level writing requirement or capstone course with another NAU approved course will be reviewed by the appropriate academic unit administrator and, if approved, forwarded to the Associate Dean of the student’s college.  The Associate Dean will review the request and, if approved, will forward the request to the appropriate College office to be entered into the degree progress report.  Supporting documentation must accompany the request.
Requests for substitution of junior level writing requirement or capstone course with a course from another four-year institution:
Requests for substitutions of the junior level writing requirement of capstone course with a course from another four-year institution will be reviewed by the appropriate academic unit administrator and, if approved, forwarded to the Associate Dean of the student’s college.  The Associate Dean will review the request and, if approved, will forward the request to the Vice Provost for Academic Affairs.  The Vice Provost for Academic Affairs will review the request and, if approved, will return the approved petition to the Associate Dean.  The Associate Dean will send the approved request to the appropriate College office to be entered into the degree progress report.  Supporting documentation must accompany the request.  Courses from two-year institutions will not be approved to meet the junior level writing requirement or the capstone experience.

Requests for substitution or waiver of Liberal Studies course:
Non-articulated transfer courses which appear to satisfy liberal studies distribution blocks can be petitioned to Registrar’s Office via the liberal studies petition form.  This established petition process as noted on the Liberal Studies Petition form will remain the same.

Requests for exceptions or waivers of a liberal studies requirement will be reviewed by the appropriate academic unit administrator and if approved forwarded to the Associate Dean of the student’s college.  The Associate Dean will review the request and if approved will forward the request to the Vice Provost for Academic Affairs.  The Vice Provost for Academic Affairs will review the request and if approved will return the approved petition to the Associate Dean.  The Associate Dean will send the approved request to the appropriate College office to be entered into the degree progress report.  Supporting documentation must accompany the request.

Both types of Liberal Studies exceptions use the same form. The petitions can be found at the following URL: http://www2.nau.edu/~d-ugstdy/_source/docs/Liberal%20Studies%20Petition%20Form.doc
Requests for evaluation of transfer course for Diversity Designation:
Requests for evaluation of transfer courses for diversity designation are to be sent  directly to the Associate Provost for Academic Administration.  The preferred method is to send the request via email with the course description and course syllabus attached.  The course will be reviewed and the decision will be communicated to the requestor.  The requestor should be the faculty or professional advisor.  Upon receiving an approval of the course from the Associate Provost, the requestor will send the information to the appropriate College office to be entered into the degree progress report.
Requests for course substitution or waiver of Diversity requirement:
Requests to use a course taken prior to its acceptance date for diversity credit are to be sent to the Associate Provost for Academic Administration. 

Requests to substitute a diversity course requirement with an NAU course not approved for diversity will not be approved.  

Requests for waiver of the diversity requirement are to be sent by the student’s advisor to the Associate Provost for Academic Administration.  The preferred method is to send the request via email.  Justification for the requested waiver must be included in the request.

Approval Responsibility:
If the Vice Provost for Academic Affairs or the Associate Provost for Academic Administration is unavailable, the requests for approvals as listed above may be sent to the alternative administrator. 

Individual Colleges may create internal processes different from those listed above so long as said processes result in appropriate approvals and that the results of the petitions are entered into the student’s degree progress report and a copy of the approval is attached to the graduation application.
