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ACADEMIC STANDARDS AND GRADING
STANDARDS OF SCHOLARSHIP
CREDIT HOUR
All colleges within the Contra Costa Community College District will ensure that any course for which students receive
one academic credit will require a minimum of 48 hours of total student work. Total student work may include inside

and/or outside-of-class hours, as well as a variety of delivery methods, academic activities, and measurements of
student work. The following examples apply to all credit courses:

1. One unit lecture course = 16 hours (minimum) in-class lecture plus 32 hours (minimum) out-of-
class study.

2. One unit laboratory course = 48 hours (minimum) in-class laboratory

3. A course requiring 96 hours or more total student work will provide at least two units of credit.

4. Work experience education courses shall adhere to the formula for credit hour calculations identified

in Title 5 Section 55253.

5. Direct assessment competency-based education modules shall adhere to the formula for credit hour
calculations identified in Title 5 Section 55270.12.

6. Credit for clock hour designated programs is awarded consistent with 34 Code of Federal Regulations
Part 600.2.

Each college shall implement a college policy/procedure to implement this procedure.
STANDARD FORMULA FOR HOURS AND UNITS OF CREDIT

Colleges within the District use the standard formula for credit hour calculation for most credit courses: divide the total
of all student learning hours by the hours-per-unit divisor, then round down to the nearest 0.5 units.

Expressed as an equation: (Total Contact Hours + Outside-of-class Hours)/Hours-Per-Unit Divisor = Units of Credit
The result of this calculation is then rounded down to the nearest 0.5-unit increment.

Colleges within the District follow a compressed academic calendar of 16.6 weeks and utilize an hours-per-unit divisor
of 54.

To ensure compliance with state and federal regulations related to credit hour calculations and attendance accounting
requirements, the course outline of record for each course shall record the total number of hours and units in each
instructional category, the total number of expected outside-of-class hours, and the total student learning hours used
to calculate the award of credit.

STANDARD FORMULA: TYPICAL RATIOS

Total student learning hours are provided using common ratios of total contact hours to outside-of-class hours. The
ratios for the common instructional categories are below:
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Academic Activity Weekly Contact | Weekly Outside-
Hours of-Class Hours

Lecture 1 2

Activity 2 1

Laboratory 3 0

STANDARDS FOR INCREMENTAL AWARD OF CREDIT

The standard minimum unit increment awarded is 0.5 units. The standard approach to awarding increments
of credit shall utilize the total student learning hours required to reach a unit value as a threshold. When
increments are utilized, colleges may only award the next increment of credit when the total student learning
hours have reached the minimum threshold for that number of units. For example, if the total student learning
hours for a course equates to 3.33 units, the unit value will be rounded down to the nearest 0.5-unit increment,
and the course unit value will be 3.0 units.

FEDERAL FINANCIAL AID ELIGIBILITY
For purposes of federal financial aid eligibility, a “credit hour” will not be less than the following:

e One hour of classroom or direct faculty instruction and a minimum maximum-of two hours of out-of-
class student work each week for approximately fifteen weeks for one semester hour of credit, or the
equivalent amount of work over a different amount of time; or

e Atleast an equivalent amount of work as required in the paragraph above, or this definition for other
academic activities as established by the institution including laboratory work, internships, practica,
studio work, and other academic work leading to the award of credit hours.

PASS (P), NO PASS (NP), AND SATISFACTORY PROGRESS (SP) OPTIONS

Each college within the Contra Costa Community College District may enact regulations and procedures
governing the offering of courses on a pass/no pass/satisfactory progress basis. These regulations and
procedures will conform to the provisions of Title 5, Sections 55022 and 55023 of the California Code of
Regulations.

Courses may be offered in either or both of the following categories:
e Courses in which all students are evaluated on a “pass-no pass” basis.

e Courses in which each student may elect whether the basis of evaluation is “pass-no pass” or a letter
grade by the established and published deadline.

A student who receives a “P” grade earns the units assigned to the course. A “P” grade is not included in the
calculation of the student’s GPA, and it represents performance equivalent to a satisfactory letter grade (C or
better).

The standards of evaluation shall be the same for all students enrolled in the course, regardless of whether
the student is evaluated on a pass/no pass or letter-grade basis.

NON-CREDIT COURSE GRADING OPTIONS

Only grade symbols of P, NP, and SP may be used as designated evaluative grading options for non- credit
courses. The P symbol is designated when a student attends consistently and is able to achieve the course
outcomes. NP may be designated when a student is not able to achieve the course outcomes in the limited
time they attend. The SP designation signifies that students are progressing and have acquired some of
the skills and knowledge needed to achieve course outcomes but still have work to do.
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ACADEMIC RECORD SYMBOLS AND STANDARDS

In the grading of students in conformity with provisions of Title 5, Section 55023, efthe-California-Code-
of Regulations;—Title-5; each college within the Contra Costa Community College District shall use only the
following evaluative and non-evaluative symbols.

EVALUATIVE SYMBOLS/GRADING SCALE

Symbol Definition Grade Point
A Excellent 4
B Good 3
C Satisfactory 2
D Passing;-Less than satisfactory 1
F Failing 0
P Credit/Pass (at least satisfactory--C or better--

units awarded not counted in GPA)
NP No Pass (less than satisfactory, or failing

--units not counted in GPA)

Satisfactory Progress towards completion

of the course (used for noncredit courses
SP only and is not supplemented by any other

symbol)
NON-EVALUATIVE SYMBOLS

Sym-
bol Definition

I Incomplete--Conditions for Assigning an Incomplete: Academic work that is incomplete for
unforeseeable, emergency, and justifiable reasons at the end of a term may result in an
"I" symbol being entered in a student's record.

Procedures for Use of Incomplete: An Incomplete form shall be filed with the Director of
Admissions and Records and a copy given to the student by the instructor at the end of
the term. This Incomplete form shall contain the condition for removal of the "I" and the
grade assigned in lieu of its removal.

A final grade shall be assigned when the work stipulated has been completed and
evaluated or when the time limit for completing the work has passed. If the instructor has
not changed the grade by the end of the expiration date, the grade will convert
automatically.

The incomplete must be made up no later than one year following the end of the term in
which it was assigned. Each campus shall adopt procedures enabling a student in unusual
circumstances to petition for an extension of the time limit. The "I" symbol shall be used only
in calculating enrolled units for progress probation alert.

IP In Progress: The "IP" symbol shall be used only in those courses that extend beyond the
normal end of the academic term. It indicates that work is "In Progress," but that
assignment of an evaluative substantive grade must await its completion. The appropriate
valuative grade and unit credit shall be assigned and replace the IP symbol once the course
is completed. The "IP" symbol shall not be used in calculating units attempted, nor for grade
points. If a student enrolled in an "open-entry, open-exit" course is assigned an "IP" at the
end of an attendance period and does not re-enroll in that course during the subsequent
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attendance period, the appropriate faculty will assign a valuative symbol.

Report Delayed: Only the Director of Admissions and Records may assign the "RD" symbol.
This symbol is to be used when, for reasons beyond the control of the student, there is a
delay in reporting the grade of that student. The "RD" is a temporary notation to be replaced
by a permanent symbol as soon as possible. The "RD" symbol shall not be used in
calculating units attempted, or for grade points.

Withdrawal from Credit Courses: Withdrawal from a course shall be authorized through the
last day of the fourteenth week of instruction or 75 percent of the course, whichever is
less. No notation (W or other) shall be made on the academic record of the student who
withdraws on or before the last business day prior to census.

1.

“W” shall not be used in calculating grade point averages, but shall be used in determining
probation academic or progress alert and dismissal-pause ofa for students.

Military Withdrawal (MW) occurs when a student who is a member of an active or reserve
United States military service or National Guard receives orders compelling a withdrawal
from courses.

a. Upon verification of such orders, a “MW” shall be assigned to all courses affected

by the MW military-withdrawal.

b. MW Military—withdrawals—shall not be counted in progress probation alert and
dismissal pause calculations.

C. “MW” shall not be counted for the permitted number of withdrawals or counted as
an enrollment attempt.

Excused Withdrawal (EW) occurs when a student is permitted to withdraw from a course(s)
due to extenuating circumstances. “Extenuating circumstances” means cases of accidents,
illnesses, or other circumstances beyond the control of the student. Colleges will
proactively engage with the student to identify available college support services that may
mitigate the extenuating circumstances and prevent withdrawal. Students shall not be
denied an EW execused-withdrawal due to a college’s inability to respond to the petition or
to provide sufficient assistance to mitigate the student’s circumstances.

a. Upon verification of these conditions and consistent with the district’s required
documentation substantiating the conditions., an “EW” symbol shall be assigned at
any time after the period established by the governing board during which no
notation is made for withdrawals.

b. EW Exeused-Withdrawal shall not be counted in progress prebation alert and
dismissal-pause calculations.

C. EW Exeused-Withdrawal-shall not be counted toward the permitted number of
withdrawals or counted as an enrollment attempt.

d. “EW” shall be assigned if a determination is made that a student withdrew from a
course due to unlawful discrimination or retaliation.

e. “EW” shall 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.

Credit awarded through Credit for Prior Learning (CPL) shall be recorded in accordance with applicable
California Education Code, Title 5 regulations, and District procedures. The grading method used for CPL
may vary based on the method of assessment and the grading options authorized for the course.

When an evaluative grade is appropriate, grading shall be consistent with the regular grading system
established by the District. Pass/No Pass grading may be used when authorized by applicable regulations,
District procedures, or the approved grading method for the course.
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The student's academic record shall be clearly annotated to indicate that credit was earned through an
alternative method of assessment for prior learning. The method of CPL assessment and the manner in
which credit and grades are recorded shall be established in accordance with District procedures and
applicable state requirements.

GRADE POINT AVERAGE

In calculating students’ degree applicable grade point averages, grades earned in non-degree credit courses
shall not be included.

CHALLENGE OF ACADEMIC RECORD SYMBOLS

To conform to the provision of Title 5, Section 55025 ef-the-California-Code-of Regulations—Title-5, the
determination of the student's grade by the instructor shall be final in the absence of mistake, fraud, bad
faith or incompetency.

Each college within the Contra Costa Community College District shall establish procedures for challenging a
final grade with the following conditions: (1) Procedures for the correction of grades given in error shall
include expunging the incorrect grade from the record and (2) there shall be a one-year time limit for
challenging any evaluative or non-evaluative symbol. This limit will begin at the end of the session in which
the symbol was assigned.
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Education Code Section 70901, 70902, 76224

Title 5, California Code of Regulations, Sections 55000 et seq.,
55022 etsegq:, 55023, 55024, 55033, 55040-55045, 55046,
55253, 56029, 58161

Related Board Policies:

Board Policy 4001

Rules and Regulations of the Governing Board:

Student Representation

Related Procedures:

Curriculum and Instruction Procedure 4012, 4016, 4017, 4018, 4019
Student Services Procedure 3008, 3029

Historical Annotation
Adopted: Cabinet 5/25/99

Revised: 3/26/03, 7/28/04, 11/15/06, 4/28/10, 9/12/12, 7/23/14, 5/25/16, 06/28/17, 04/24/19, 12/11/20, 06/14/23, 06/12/24, XX/XX/XX


http://www.4cd.edu/gb/policies-procedures/board/BP4001.pdf
http://www.4cd.edu/gb/policies-procedures/board/RulesAndRegulations.pdf
http://www.4cd.edu/gb/policies-procedures/student/S3008.pdf
http://www.4cd.edu/gb/policies-procedures/student/S3029.pdf
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