Academic Variance Process










1. Academic Variances should be submitted as early as possible in a student’s program.  Should new situations arise that require requests later on in the program, the deadlines for Academic Variances are outlined in the Degree Clearance Procedure in the below table:

	Graduates and Deadlines
	Spring and Summer Program Completion (May - Sept)
	Autumn Program Completion   (Dec)
	Winter Program Completion (Mar)

	Academic Variance: Last day for School to submit approved form to University Records
	October 1
	March 1
	July 1

	Graduation Petition: Last day for Student to submit Graduation Petition to School
	November 1
	April 1
	August 1

	Graduation Petition: Last day for School to submit to University Records
	December 1
	May 1
	September 1


2. Academic advisor meets with student at the beginning of the program (or even before matriculation) to hold a discussion that may include, but is not limited to, the following points:

A. Analyze previous coursework and how it works into LLU program

B. Identify courses for which an Academic Variance may need to be submitted

C. Verification of initial Degree Compliance Report (DCR) to make sure it correctly reflects the student’s program


Please Note: All advising should be done in reference to the Administrative Handbook policies found 
online at http://www.llu.edu/pages/handbook/administrativehandbook/
3. If necessary, the student fills out an Academic Variance form (currently in PDF and available online on http://myllu.llu.edu on the Students tab under “Student Forms”)
Please Note: There are two types of Academic Variances:

1. General Education (GE) Academic Variance: used for undergraduate GE courses only and is determined according to the Administrative Handbook

· If the GE Academic Variance request is outside of policy as listed in the Administrative Handbook it may be reviewed by the GE Committee
2. Academic Variance: used for core courses (for both graduate and undergraduate students)

4. Student prints out the completed form, signs, and submits it to School Academic Dean’s office 
5. Academic Dean’s office: 

A. Verifies transferability of course by ensuring course level is correct, including checking the back of each transcript to understand the legend  (i.e. transferring graduate course to fulfill graduate LLU requirement)

a. Verifies institution transferring in courses is appropriate (i.e. regionally accredited)

b. Verifies request meets academic standards (Reference Academic Section C-9 in Administrative Handbook for University standards [i.e. a B grade or better transfers for graduate programs and a C grade or better transfers for undergraduate programs] and University Catalog for School specific standards)

B. Checks DCR to make sure that the Academic Variance request is clear as to how the DCR is to be updated – For example:

a. Make sure the form is complete with Request Type noted (i.e. waive, substitute, etc.)
b. Make sure LLU course is identified for waivers and substitutions

c. If a transfer course is not meeting a specific LLU course requirement, check to see if it is meeting a general elective or an area of concentration; if so, make sure the request reflects this action

C. Obtains signatures and comments in “For Office Use Only” section

a. Faculty teaching course similar to request

b. Department recommendations

D. Once the Academic Variance has been verified as a clear and appropriate request, send the original form to University Records via campus mail or deliver during office hours

6. University Records office:

A. Makes sure all signatures are present and appropriate

· If not appropriate, return form via campus mail with comments to Academic Dean’s office for changes and/or sends a clarification email with phone call
B. Verifies request meets academic standards as listed in Administrative Handbook (Academic Section C-9)

· If standards are not met, University Records will contact School Academic Office either via email/phone or by sending the form with a memo in campus mail

C. If all information on the Academic Variance request is appropriate, looks to see what type of request is listed and if it is clear as to how the DCR is to be updated

· If request is not clear, University Records will contact School Academic Office either via email/phone or by sending the form with a memo in campus mail

7. Once the Academic Variance has been verified as a clear and appropriate request, University Records will process the form by:

A. Updating DCR
B. Pushing updated DCR to web (this action happens at the end of each quarter when grades are rolled)

University Records intends to process requests within the same term the request is submitted so the advisor and student can see an updated DCR at the end of the term when grades are rolled, except in the following situations:


If received by University Records less than two weeks before the end of the term the Academic Variance request will be processed in the following term


If issues arise and are not able to be rectified prior to two weeks before the end of the term the Academic Variance request will be processed in the following term
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