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District Administrative Procedure

Student Services
DRAFT as of 1/10/14

This procedure was revised in legal Update 23 (issued on November 11, 2013) to
remove the reference to the Spring 2013 term.

AP 5055 ENROLLMENT PRIORITIES

References:
Education Code Sections 66025.8 and 66025.9;
Title 5 Sections 58106 and 58108

Insert matrix on Student Enrollment Priorities

NOTE: This procedure is suggested as good practice. Local practice may be
inserted here. The following is an illustrative example.

Enrollment in courses and programs may be limited to students meeting properly
established prerequisites and co-requisites. (See BP and AP 4260 titled Prerequisites
and Co-requisites)

Enrollment may be limited due to the following:
e health and safety considerations;

facility limitations;

faculty workload:;

availability of qualified instructors;

funding limitations;

regional planning;

legal requirements; and

contractual requirements.

The District will provide priority registration for students who enroll in a community
college for the purpose of degree or certificate attainment, transfer to a four-year college
or university, or career advancement.

NOTE: A District may provide students identified in the first two priority classifications
with the same level of registration priority as long as the District ensures that veterans
and former foster youth receive registration priority as required by Education Code
sections 66025.8 and 66025.9.



To the extent the District has the capacity and resources to require orientation,
assessment, and education plans for continuing students, the District may establish
orientation, assessment, and education plans or any combination thereof as a condition
for registration priority.

Students will have the following regqistration priority, in the order of priority listed below:

e Students who have completed orientation, assessment, and developed student
education plans and are eligible as a member of the armed forces or a veteran
pursuant to Education Code Section 66025.8 or as a foster youth or former foster
youth pursuant to Education Code Section 66025.9;

e Students who have completed orientation, assessment, and developed student
education plans and are eligible and receiving services through Disabled Student
Programs and Services or Extended Opportunity Programs and Services;

e Students who are continuing students, not on academic or progress probation for
two consecutive terms as defined in these policies and procedures, and first time
students who have completed orientation, assessment, and developed student
education plans.

These registration priorities do apply to courses offered during summer or intersessions.

Registration priority specified above shall be lost at the first registration opportunity after
a student:
e Is placed on academic or progress probation or any combination thereof as
defined in these BP_and AP 4250 titled Probation for two consecutive terms:; or
e Has earned one hundred (100) or more degree-applicable semester or quarter
equivalent units at the District.

Summary of Key Enrollment Limit Topics

The table below provides an overview of the Title 5 requlations on repetition _and
withdrawals and corresponding enrollment and apportionment limitations. The purpose
of this section is to provide an at-a-glance summary of the key requlatory topics on
enrollment limits addressed in this document. (From the California. Community Colleges
Guidelines for Title 5 Requlations on Repeats and Withdrawals adopted by the Board of
Governors on July 11, 2011 and effective October 12, 2011)

Enrollment Limit for
Apportionment
(58161)

Enrollment Limit
for Student

Regulatory Provision Summary

1. Apportionment Limit on
Enrollment in Non-
repeatable Courses
(55024)(a)(9), (55040),
(58161)

3 enroliments
+1 (petition required
if district policy allows

it)

3 enrollments + 1
(petition required if
district policy allows it)

A student may enroll in the same
credit course a maximum of 3
times. Districts may permit one
additional funded enrollment on an
appeal basis if a student needs to
repeat due to significant lapse of
time or due to extenuating
circumstances relating to verified
cases of accidents, illness, or
other circumstance beyond the
student’s control. Districts can
allow additional enroliments on an




appeal basis without claiming
apportionment. [55024(a)(9),
58161(e)]

2.General Rule on
Repetition where
Satisfactory Grade
Received

1 enrollment

1 enrollment

Student receiving a satisfactory
grade may not repeat a course
(unless another rule allows it).
[55042(b)]

3. Substandard Grade
(55042)

Initial enrollment,
plus 2 repeat
enroliments

3 enroliments+1

A student receiving a substandard
grade has two opportunities to
repeat a course to alleviate the
substandard grade. Districts may
permit an additional enrollment on
a petition basis for extenuating
circumstances (if a student
received an evaluative symbol)
and claim apportionment for that
enrollment. The first two
substandard grades may be
excluded in computing the
student’'s GPA. (55042)

4. Significant Lapse of
Time (55043)

1 enrollment

1 enrollment

District may permit a student who
previously received a satisfactory
grade to repeat a course due to
significant lapse of time.
Significant lapse of time is defined
by district policy. [55043(a)(1)]
Until new regulations are adopted
to establish a timeframe for
significant lapse of time, the
Chancellor's Office recommends
that districts define it as a period
of no less than 36 months since
the last satisfactory grade was
obtained. Prior grade and credit
may be disregarded per district
policy. [55043 (c)]

5. Extenuating
Circumstances (55045)

1 enrollment

1 enrollment

District may permit a student to
petition to repeat a course due to
an extenuating circumstance.
Extenuating circumstances are
verified cases of accidents, illness,
or other circumstance beyond the
student’s control. District policy
may allow a previous grade and
credit to be disregarded in
computing the student’s GPA.
[55045 (b)]

6. Special Course
Repetition (56029)

No limit if conditions
of 56029 met

No limit if conditions of
56029 met

District may permit a student with
a disability to repeat a Special
Course any number of times if it is
determined that such repetition is
required for that person as a
disability-related accommodation.
District policy may allow previous
grade and credit to be disregarded
in computing the student's GPA.
[55040(c)(7)]

7. Extraordinary
Conditions Withdrawal
(55024(a)(10))

No limit if authorized
by the district and
extraordinary
conditions met

No limit if authorized by
the district and
extraordinary conditions
met

District policy may provide for a
student to withdraw without a “W”
notation if it is due to fire, flood or
other extraordinary condition and
the withdrawal is authorized by the




district (55024, 58509), or if a
district is unable to keep the
college open for at least 175 days
due to fire, flood, epidemic,
emergency created by war, or
other major safety hazard. (58146)

8. Legally Mandated No limit if condition of | No limit if condition of May be repeated for credit any
Training (55041(b)) 55041(b) met 55041(b) met number of times, “if necessary to
meet legally mandated training
requirements as a condition of
paid or volunteered employment.”

[55041(b)]
9. Military Withdrawal No limit No limit A student who is on active or
(MW) (55024(d)(1)) reserve duty in the U.S. military

service who receives orders
compelling withdrawal, may do so.
Upon verification of orders, the
MW may be assigned even if the
time period established by the
district for withdrawal has passed.
[55024(d)(1)]

For purposes of this section a unit is earned when a student receives a grade of A, B, C,
D or P as defined in BP_and AP 4230 titled Grading and Academic Record Symbols.
This 100-unit limit does not include units for non-degree applicable English as a Second
Language or basic skills courses as defined by the Chief Student Services Officer.
Students enrolled in_high unit majors or programs as designated by the Chief Student
Services Officer.

Beginingin-the Spring2013-termtThe District shall notify students who are placed on
academic or progress probation, of the potential for loss of enrollment priority. The
District shall notify the student that a second consecutive term on academic or progress
probation will result in the loss of priority reqistration as long as the student remains on
probation. Beginning-in-the-Spring 2013-termtThe District shall notify students or who
have earned 75 percent or more of the unit limit, that enrollment priority will be lost
when the student reaches the unit limit.

Appeal of Loss of Enrollment Priority

Students may appeal the loss of enrollment priority when the loss is due to extenuating
circumstances. Extenuating circumstances are verified cases of accidents, illnesses or
other circumstances beyond the control of the student, or when a student with a
disability applied for, but did not receive a reasonable accommodation in _a timely
manner. The Chief Student Services Officer or his/her designee will determine the
appeal in his/her sole discretion.

NOTE: The District may allow students who have demonstrated significant academic
improvement to _appeal the loss of priority enrollment status. Significant_academic
improvement is defined as achieving no less than the minimum grade point average and
progress standard established in AP 4250 titled Probation.




These enrollment priorities will be effective in the Fall 2014 term. The District will
ensure that these procedures are reflected in course catalogs and that all students have
appropriate and timely notice of the requirements of this procedure.

Additional local enrollment priorities have been established across the District and are
reflected in the schedule of classes.

NOTE: The red ink signifies language that is suggested as good practice by the Policy and Procedure
Service and its legal counsel. The language in green ink was added during the administrative review on
June 4, 2013. This revised document reflects the recommended revisions from legal Update 23 (issued
on November 11, 2013).

Date Approved:

(This is a new procedure recommended by the
Policy and Procedure Service and its legal
counsel)



Legal Citations for AP 5055

Education Code Section 66025.8

66025.8. The California State University and each community college
district shall, and the University of California is requested to,
with respect to each campus in their respective jurisdictions that
administers a priority enrollment system, grant priority in that
system for registration for enrollment to any member or former member
of the Armed Forces of the United States for any academic term
attended at one of these institutions within two years of leaving
active duty. As used in this section, "member or former member of the
Armed Forces of the United States" includes, but is not necessarily
limited to, any student who is called to active military duty
compelling that student to take an academic leave of absence.

66025.9. (@) The California State University and each community
college district shall, and the University of California is requested
to, with respect to each campus in their respective jurisdictions
that administers a priority enrollment system, grant priority in that
system for registration for enrollment to a foster youth or former
foster youth.

(b) For purposes of this section, 'foster youth'" means a person
who is currently in foster care, and "former foster youth"™ means a
person who is an emancipated foster youth and who is up to 24 years
of age.

(c) This section shall remain in effect only until January 1,
2017, and as of that date is repealed, unless a later enacted
statute, that is enacted before January 1, 2017, deletes or extends
that date.

Cal. Admin. Code tit. 5, § 58106

Barclays Official California Code of Regulations Currentness
Title 5. Education

Division 6. California Community Colleges

Chapter 9. Fiscal Support

Subchapter 2. Limitations on State Aid

" Article 1. Open Courses

=8 58106. Limitations on Enrollment.

In order to be claimed for purposes of state apportionment, all courses shall be open to enrollment by
any student who has been admitted to the college, provided that enroliment in specific courses or
programs may be limited as follows:

(a) Enrollment may be limited to students meeting prerequisites and corequisites established pursuant
to section 55003,

(b) Enroliment may be limited due to health and safety considerations, facility limitations, faculty
workload, the availability of qualified instructors, funding limitations, the constraints of regional
planning or legal requirements imposed by statutes, regulations, or contracts. The governing board



shall adopt policies identifying any such limitations and requiring fair and equitable procedures for
determining who may enroll in affected courses or programs. Such procedures shall be consistent with
one or more of the following approaches:

(1) limiting enrollment to a “first-come, first-served” basis or using other nonevaluative selection
techniques to determine who may enroll; or

(2) limiting enrollment using a registration procedure authorized by section 58108; or

(3) in the case of intercollegiate competition, honors courses, or public performance courses,
allocating available seats to those students judged most qualified; or

(4) limiting enrollment in one or more sections of a course to a cohort of students enrolled in one or
more other courses, provided however, that a reasonable percentage of all sections of the course do
not have such restrictions; or

(5) limiting enrollment using any selection procedure expressly authorized by statute; or

(6) with respect to students on probation or subject to dismissal, the governing board may, consistent
with the provisions of sections 55031 and 55032, limit enrollment to a total number of units or to
selected courses, or require students to follow a prescribed educational plan.

(c) A student may challenge an enrollment limitation established pursuant to subdivision (b) on any of
the following grounds:

(1) the enrollment limitation is either unlawfully discriminatory or is being applied in an unlawfully
discriminatory manner;

(2) the district is not following its policy on enroliment limitations;

(3) the basis upon which the district has established an enrollment limitation does not in fact exist; or

(4) any other criteria established by the district.

(d) The student shall bear the burden of showing that grounds exists for the challenge. Challenges
shall be handled in a timely manner, and if the challenge is upheld, the district shall waive the
enrollment limitation with respect to that student.

(e) In the case of a challenge under subdivision (c)(1), the district shall, upon completion of the
challenge procedure, advise the student that he or she may file a formal complaint of unlawful
discrimination pursuant to subchapter 5 (commencing with section 59300) of chapter 10. Completion



of the challenge procedure shall be deemed to be an effort at informal resolution of the complaint
under section 59327.

Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Section 70901,
Education Code.

HISTORY

1. Repealer and new section filed 10-5-93; operative 11-4-93. Submitted to OAL for printing only
pursuant to Education Code section 70901.5(b)(Register 93, No. 42). For prior history, see Register
92, No. 15.

2. Amendment of subsections (a), (b)(2)-(3), (b)(5), (c) and (e) filed 3-15-2006; operative 4-14-
2006. Submitted to OAL for printing only pursuant to Education Code section 70901.5 (Register 2006,
No. 17).

3. Amendment of subsection (a), new subsection (a)(5), subsection renumbering and amendment of
newly designated subsection (a)(6) filed 5-16-2008; operative 6-15-2008. Submitted to OAL for
printing only pursuant to Education Code section 70901.5 (Register 2008, No. 21).

5 CCR § 58108

Cal. Admin. Code tit. 5, § 58108

Barclays Official California Code of Regulations Currentness
Title 5. Education

Division 6. California Community Colleges

Chapter 9. Fiscal Support

Subchapter 2. Limitations on State Aid

“E Article 1. Open Courses

=g 58108. Registration and Enrollment Procedures.

(a) Districts shall adopt policies and procedures for registration and standards for enrollment in any
course that are consistent with these and other sections of title 5 and uniformly administered by
appropriately authorized employees of the district.

(b) It is the intent of the Board of Governors of the California Community Colleges to provide priority
registration for students who enroll in a community college for the purpose of degree or certificate
attainment, transfer to a four-year college or university, or career advancement.

(c) Registration priority, in the order of priority listed below, shall be provided to students:

(1) who have completed orientation, assessment, and developed student education plans and are
eligible as a member of the armed forces or a veteran pursuant to Education Code section 66025.8 or
as a foster youth or former foster youth pursuant to Education Code section 66025.9;



(2) who have completed orientation, assessment, and developed student education plans and are
eligible and receiving services through Disabled Student Programs and Services or Extended
Opportunity Programs and Services;

(3) who are continuing students not on academic or progress probation for two consecutive terms as
defined in section 55031 and first time students who have completed orientation, assessment, and
developed student education plans.

(d) Districts are not required to apply the registration priorities identified in subdivisions (c)(2) and
(c)(3) of this section for courses offered during summer or intersessions.

(e) A district may provide students identified in subdivision (c)(1) or (c)(2) of this section with the
same level of registration priority as long as a district ensures students identified in (c)(1) receive
registration priority as required by Education Code sections 66025.8 and 66025.9.

(f) To the extent districts have the capacity and resources to require orientation, assessment, and
education plans for continuing students, districts may establish orientation, assessment and education
plans or any combination thereof as a condition for registration priority.

(9) Within the state registration priorities identified in subdivision (c) of this section, districts may
establish the relative order of priority for additional subcategories of students within each of the three
levels. Similarly situated students in the groups specified in subdivisions (c)(1) and (c)(2),
respectively, shall be granted equal priority.

(h) Districts may establish additional registration priorities for students with priority lower than
student groups covered by subdivision (c) of this section.

(i) Registration priority specified in subdivision (c) of this section shall be lost at the first registration
opportunity after a student:

(1) is placed on academic or progress probation or any combination thereof as defined in section
55031 for two consecutive terms; or

(2) has earned one hundred (100) or more degree-applicable semester or quarter equivalent units at
the district.

(A) For purposes of this section a unit is earned when a student receives a grade of A, B, C, D or P as
defined in section 55023.

(B) The 100-unit limit does not include units for non-degree applicable English as a Second Language
or basic skills courses as defined in section 55000(j) or special classes as defined in section 55000.

(C) Districts may set the unit limit lower than 100 units and may consider units from other higher
education institutions.

(D) Districts may adopt policies to exempt from the 100-unit limit categories of students, including but
not limited to, those enrolled in high unit majors or programs.



(E) Districts may exempt from the 100-unit limit units earned through credit by examination,
advanced placement, International Baccalaureate, or other similar programs.

(j) Beginning in the spring 2013 term, districts shall notify students who are placed on academic or
progress probation, or who have earned 75 percent or more of the unit limit, of the potential for loss
of enrollment priority. The district shall notify the student that a second consecutive term on academic
or progress probation will result in the loss of priority registration until the student is no longer on
probation or that enrollment priority will be lost when the student reaches the unit limit.

(k) Except as otherwise provided by state law, no student shall be required to confer or consult with or
be required to receive permission to enroll in any class from any person other than those employed by
the college in the district.

(I) Students will not be required to participate in any preregistration activity not uniformly required;
nor shall the college or district allow anyone to place or enforce nonacademic requisites that are not
expressly authorized in this chapter or in state law as barriers to enrollment in or the successful
completion of a class.

(m) With respect to accessibility to off-campus sites and facilities, no student is to be required to
make any special effort not required of all students to register in any class or course section. Once
enrolled in the class, all students must have equal access to the site.

(n) Each community college district shall establish written procedures by which a student may appeal
the loss of priority enrollment status due to extenuating circumstances, or where a student with a
disability applied for, but did not receive reasonable accommodation in a timely manner. Extenuating
circumstances are verified cases of accidents, illnesses or other circumstances beyond the control of
the student. Districts may allow students who have demonstrated significant academic improvement
to appeal the loss of priority enrollment status. Significant academic improvement is defined as
achieving no less than the minimum grade point average and progress standard established in section
55031 for the term or terms.

(o) Districts shall ensure that the requirements of this section are adopted in local board policies and
fully operational for registration for fall 2014 courses. Districts shall ensure that all policies and course
catalogs reflect the requirements of this section and that appropriate and timely notice is provided to
students.

Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections
70901 and 84500, Education Code.

HISTORY
1. Amendment of Note filed 5-15-93; operative 6-4-93 (Register 93, No. 25).

2. Amendment filed 12-27-2012; operative 1-26-2013. Submitted to OAL for printing only pursuant
to Education Code section 70901.5 (Register 2013, No. 1).



