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Course Substitution Guidelines

When do I use a Course Substitution Request form? 

Graduate and Seminary students desiring to use another course in place of a required course may use this form to request a Course Substitution. 

What are some guidelines I need to be aware of before submitting this type of request? 

1. Seek the advice of your Advisor when preparing this request.
2. Provide a detailed rationale, explaining why the course substitution is requested.

3. Requests must be submitted prior to the student’s last semester.
4. A course substitution should not be made from one discipline to another. An exception may be made in cases where the description of the course clearly shows relationship to another discipline. 

5. Course substitutions should be made with discretion. They should not be used merely to enable a student to graduate on time. 

How do I submit a Course Substitution Request Form?

1. Complete the top half of the form including student information, course information, and the detailed rationale on the next page.
2. If the course was taken at another institution, provide a course description or course syllabus for the requested course substitution. 

· If a course description was taken from a hardcopy, it must be copied/scanned directly from the school catalog that matches the year the course was taken and it must be accompanied by a copy of the school catalog’s cover page. 
· If a course description was taken from a school’s website or catalog, copy and paste the course description into this form and provide the specific web address or page number.
3. Email the request form and course description to coursesub@liberty.edu or fax the request to 434-455-1286.
Who evaluates my request and how long does it take?

1. The Graduate Course Substitution Coordinator reviews the rationale provided on the form. If a sufficient rationale is provided, the request and supporting documentation are forwarded to the appropriate decision maker. 
2. The Associate Dean makes a decision within 2 weeks. 
3. The Graduate Course Substitution Coordinator will email a copy of the approved or denied request after a decision has been made. 
Course Substitution Request®
Provide student information here:

	     
	     
	     
	     

	(Last Name)
	(First Name)
	(Middle Initial)
	(Student ID#)

	Degree:  FORMDROPDOWN 

	Major:      
	Military:    FORMCHECKBOX 



I recommend that:

	           
	     
	     

	(Course #)
	(Course Name)
	(# of Hours)

	     
	           
	     

	(Name of Institution or Liberty) 
	(LU course # if transferred in)
	(Grade Earned)


Should h(dlpadvising@liberty.edu)dit (0icerse companies. They were strictly running our credit report to see if we could qualify for a substitute for the following required course:

	           
	     
	     

	(LU Course)
	(Course Name)
	(# of Hours)


This will fulfill a  FORMDROPDOWN 
 requirement for my degree.

Provide a Detailed Rationale, using as much space as needed:
      
Student Signature/ Type Name:      



Date:      
____________________________________________________________________________________ 
OFFICE USE ONLY
Graduate Course Substitution Coordinator
Signature/Type Name                                                                                      Evaluation Result                                               Date
	     
	 FORMDROPDOWN 

	     


Rationale:      
Associate Dean

 Signature/Type Name                                                                                                Evaluation Result                                               Date
	     
	 FORMDROPDOWN 

	     


Rationale:      
           Rev: 9/10/09
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