
COURSE REPETITION REQUEST FORM 
Check Appropriate College 

SMCCCD 

Admissions 
Cañada College 
4200 Farm Hill Blvd. 
Redwood City, CA 94061 
Phone: (650) 306-3226 
Click Here to Submit 

Counseling 
College of San Mateo 
1700 West Hillsdale Blvd. 
San Mateo, CA 94402 
Phone: (650) 574-6400 
Click Here to Submit 

Counseling 
Skyline College 
3300 College Drive 
San Bruno, CA 94066 
Phone: (650) 738-4318 
Click Here to Submit 

Complete the following information: 

Student's ID# G:  Fall Spring Summer Year 

Last Name First Name Middle___________________ 

Mailing Address:_ 

Phone Number: Email: 

DIRECTIONS TO STUDENTS: For course repetition regulations see the other side of this form. Submit this completed form to the appropriate 
college noted above. The response will be sent to your MY.SMCCD email. If the form is approved, take it to the Admissions and Records Office 
and they will manually enroll you in the class if there is space available. 

I request approval to enroll in this course: 

CRN COURSE NAME COURSE NUMBER COURSE SECTION # OF UNITS AUTH CODE #
81348 Elementary Algebra MATH 110 AA 5.0 1234 

Provide explanation (use an additional sheet of paper if necessary) and attach documentation if required: 

COURSE REPETITION TO ALLEVIATE SUBSTANDARD WORK 
A student who has earned a substandard grade (D-,D, D+, F, NP, NC, W) may repeat the course to improve the grade. A student may attempt a 
course a maximum of three times. All course attempts in a student’s academic record count toward this enrollment limitation. It is not  
necessary to submit this form to repeat a course under this circumstance as your registration is not blocked. If blocked you may request a fourth 
enrollment only if extenuating circumstances exist. See #2 below. 

A STUDENT EARNING A SATISFACTORY GRADE MAY NOT ENROLL IN THE SAME COURSE AGAIN UNLESS ONE OF 
THE FOLLOWING SIX EXCEPTIONS APPLIES, REFER TO SECOND PAGE FOR DETAILS: 

Significant Lapse of Time and recency requirement (attach 
documentation) 

Extenuating Circumstances (attach documentation) 

Students with Disabilities Repeating a Special Class 
(attach documentation)

Legally Mandated Course (attach documentation) 

Occupational Work Experience 

Variable Unit Courses 

Repeat course taken during Covid-19 semesters 

AUDIT POLICY 
If a student has previously successfully completed a course and is not eligible to register again for the course, review the AUDIT POLICY and FORM. 

Student Signature: Date: 

OFFICE USE ONLY: Approved Denied Comments: 

Dean of Counseling signature and date: Date 

Processed by: Date: _ REV. 07312023

https://canadacollege.edu/admissions/contact.php
mailto:csmcounseldept@smccd.edu
mailto:skycounseling@smccd.edu


SMCCD COURSE REPETITION REGULATIONS 
BEGINNING FALL 2013 

COURSEREPETITION  DEFINITION 
• A “course repetition” occurs when a student attempts a course and receives an evaluative or non-evaluative symbol for the course (i.e. A, A-,B+, B, B-, C+, C,  D+, D, D-,  F, 

W, P/NP, CR/NC, RD, I) and wishes to enroll again in the same course. Course repetition includes the following components. (Title 5 Section 55040) 
COURSE REPETITION TO ALLEVIATE SUBSTANDARD WORK 

• A student who has earned a substandard grade ( D+, D, D-,  F, NP, NC) may repeat the course to improve the grade. A student may attempt a course a maximum of 
three times. To alleviate substandard work, a “course attempt” occurs when a student receives an evaluative or non-evaluative symbol for the 
course (D+, D, D-, or F or W or NP/NC ).  All course attempts in a student’s academic record count toward this enrollment limitation.  The first or first and second 
substandard grades and units are excluded in computing the student’s GPA. The grade and units for the third or final attempt are included in the student’s GPA. (Title 5 
Section 55042) 

COURSE REPETITION AS A RESULT OF A WITHDRAWAL 
• A “W” counts as a course attempt. A student may attempt a course a maximum of three times. All course attempts in a student’s academic record count toward 

this enrollment limitation. 

A STUDENT EARNING A SATISFACTORY GRADE MAY NOT ENROLL IN THE SAME COURSE AGAIN UNLESS ONE OF THE FOLLOWING SIX 
EXCEPTIONS APPLIES 

• Significant Lapse of Time 
A student may enroll for one additional attempt if he/she successfully completed the course and a significant lapse of time of more than 36 months has 
occurred since the student was awarded a grade in the course AND the district has established a recency prerequisite for the course or an institution of higher education 
to which the student seeks to transfer has established a recency requirement that applies to the course. (Example: Biology 250 was completed with a grade of C in Fall 
2011. In Fall 2013 the student is preparing to apply to a nursing program that requires Biology 250 to be completed within the last three years. The student is eligible to 
repeat the course in Spring 2014 with documentation of the recency requirement.) The grade and units from the first course completion will be disregarded in computing 
the GPA. (Title 5 Section 55043) 

• Extenuating Circumstances
A student may enroll for one additional attempt only if documentable extenuating circumstances exist that match the dates of the course for the previous 
enrollment. Examples of extenuating circumstances are natural disaster, accident, illness, or other extraordinary documentable experience beyond the student’s 
control. (Title 5 Section 55045) 

• Students with Disabilities Repeating a Special Class
A student with a verifiable disability may repeat a special class for students with disabilities any number of times based on achieving progress in the class and an 
individualized determination that such repetition is required as a disability-related accommodation for that student. (Title 5 Section 55040) 

• Legally Mandated Course
A student may repeat a course determined to be legally mandated and required by statute or regulation as a condition of paid or volunteer employment or licensure. A 
student must provide evidence that the course is legally mandated or that licensure standards require course repetition. Such courses may be repeated for credit any 
number of times. (Title 5 Section 55000)

• Occupational Work Experience (COOP)
A student may enroll multiple times up to 16 units of credit in cooperative work experience education. 

• Variable Unit Courses
A student may enroll in a variable unit course as many times as necessary to complete one time the entire curriculum and unit value of the course. However, a student 
may not repeat any portion of a variable unit course that has already be completed and evaluated. It is not necessary to submit this form to repeat a course under this 

circumstance as your registration is not blocked and you may enroll in the remaining unit value not yet attempted. (Title 5 Section 55044)
COURSES RELATED IN CONTENT 

Course Attempts within Subject Families 
District policy limits enrollment of students in courses that are active participatory courses in physical education/kinesiology, and visual or performing arts. In this regard, 
the colleges have established “families” of similar educational activities. Kinesiology activity courses and some visual and performing arts have established “families” and 
are subject to enrollment limitations. Although a course cannot be repeated, a student may attempt up to 4 courses in a subject “family.”  Some subject families offer 
more than 4 courses but a student may enroll in a maximum of four courses within a family. All course attempts in a student’s academic history count toward this 
enrollment limitation within a “family” of courses. This limitation applies even if the student receives a  substandard grade or a “W.”  Enrollment limitations are  
monitored district wide for a subject “family.”  New students are advised to enroll in the beginning  level of a course family and be placed by their instructor upon 
assessment. Continuing students who have previously taken a course within a family must progress to the next level. For a list of Kinesiology and Dance “families” go to 
the College Catalog under Course Descriptions/Kinesiology. (Title 5 Section 55040) 

REPEATABLE COURSES – THREE TYPES OF COURSES MAY BE DESIGNATED AS REPEATABLE 
These courses are identified as repeatable in the college catalog. (Title 5 Section 55041) 

• Intercollegiate Athletics
Courses in which student athletes enroll to participate in an organized sport sponsored by the district or a conditioning course which supports the organized 
competitive sport may be designated as repeatable. (Title 5 Section 55040/55041) 

• Intercollegiate Academic or Vocational Competition
Courses that are specifically for participation in non-athletic competitive events between students from different colleges may be designated as repeatable. 
The course must be tied to the student’s participation in the competition. The event must be sanctioned by a formal collegiate or industry governing body. 

• Required by CSU or UC For Completion of Bachelor’s Degree
Repetition of the course is required by CSU or UC for completion of the bachelor’s degree. Courses are limited to four attempts and this enrollment limitation 
applies even if the student receives a substandard grade or a “W.” (Title 5 Section 55041) 

AUDIT POLICY (BP 6.31)
The SMCCCD allows auditing of courses with the exception of courses in programs that require special preparation and/or programs where admission is on a limited basis. Enrollment 
as an auditor is a manual process and must be completed at the Office of Admissions and Records within the week after the close of the late registration period. A student may audit 
a course only under the following circumstances.  

 The student must have previously enrolled for credit for the maximum number of times allowed for a particular course 
 The instructor of record of the course must approve the enrollment as an auditor. An instructor is not required to take auditors.
 The student must be in academic good standing to audit any course.
 If the course is a variable unit class, the student must enroll as an auditor for the maximum number of units available. 
 The student must enroll as an auditor by completing and submitting the Audit Course Request immediately following the published late registration period 

and pay the auditing fee. 

http://canadacollege.edu/forms/admissions
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