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ACADEMIC FORGIVENESS 

Academic forgiveness is the opportunity to start over with a new cumulative grade point average.  It is 

designed specifically to help otherwise excellent students overcome previous poor semesters. Academic 

forgiveness allows a student to be “forgiven” for one or more previous underperforming semesters.  

These grades would no longer apply to the student’s cumulative GPA. 

A student can apply for academic forgiveness when: 

 At least two full semesters have passed since the last semester to be forgiven; and 

 The student has completed at least twelve (12) credits at LCOOCC with a GPA of 2.0 or higher – 

with no failing grades since the last semester to be forgiven.  In addition, the student must 

complete at least 2/3 of their credits attempted since the last semester to be forgiven. 

If you are granted academic forgiveness, LCOOCC will: 

 Apply toward graduation those courses in which you earned a D or better; 

 Apply toward your prerequisites and general degree requirements those courses in which you 

earned a D or better; and 

 Determine your cumulative grade point average from the courses you have taken, excepting 

those specially forgiven. 

A student cannot apply for Academic Forgiveness in a semester in which s/he is also applying for 

graduation. The college maintains the official record of credits attempted at LCOOCC. All original grades 

remain on the transcript, but all forgiven grades are specially denoted. Academic forgiveness can only be 

guaranteed to apply for LCOOCC purposes; transfer baccalaureate/graduate programs and other 

colleges/universities may choose to disregard a declaration of academic forgiveness in determining your 

eligibility for admission purposes. 

You may exercise this option only once in your academic career at LCOOCC.  All students requesting 

Academic Forgiveness must meet with the Financial Aid Director before applying. If you are receiving GI 

Bill benefits, consult your Veterans’ Administration representative before electing this option.  If you 

take it, you may have to repay the VA for past benefits you have received. 

Academic Forgiveness Process 

 A Meeting Verification Form must be signed by the Financial Aid Director.  

 To apply for Academic Forgiveness, you must get a copy of your transcript from the 

Registrar 

 Write a one/two-page letter. Your letter should state for which semester(s) you are 

requesting academic forgiveness and how you have overcome whatever difficulties that 

led you to previous poor performance.  

 You must meet with your advisor whose signature is required before submission of your 

letter. Submit your letter and transcript to a member of the Academic Forgiveness 

Committee (the Academic Dean, the Director of Student Services and Enrollment 

Management and the Registrar), who will ultimately decide whether or not to grant 

your request.  
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ADD, DROP, AND WITHDRAWAL  

This policy defines timeframes for students to make changes to their class schedule. 

Part 1:  Definition of terms 

Add: Register for a course. 

Drop:  Remove a course and related charges from a student’s schedule. 

Withdraw:  Remove a class and receive a grade of “W” on the transcript. 

Calendar day:  Every day including weekends and holidays. 

Academic calendar day:  College business day.  Does not count 

weekends/holidays. 

Part 2:  Add/Drop/Withdrawal 

Add/Drop 

Students may add and/or drop a class through the tenth (10th) academic 

calendar day of the term.  Students will not be obligated for tuition and certain 

fees for courses dropped within the above-specified time frame.  Students who 

drop a course(s) will not have the course(s) appear on their transcript. 

Withdraw 

Students may withdraw from courses after the 10th academic calendar day 

through the “last day to withdraw” as specified on the College’s academic 

calendar.  A grade of “W” will appear on the transcript and repayment of 

financial aid may be required. 

Part 3: General 

1. Students who are assigned a grade of “F” due to non-attendance or who are 

assigned a grade of “F” due to academic misconduct (see Student Code of 

Conduct policy) forfeit their right to withdraw from their courses. 

2. Students who withdraw from ALL courses on the same day may receive a 

refund in accord with the College’s Refund Policy. 

3. A withdrawal does negatively impact Satisfactory Progress requirements (see 

Satisfactory Academic Progress policy). 

4. Federal financial aid is calculated based on the number of credits for which a 

student is registered on the end of the 10th academic calendar day.   If a 

student withdraws from a class (es) after the 10th day, his/her financial aid may 

be adjusted and repayment may be required.  Repayment will not be required 

if the student substitutes a different class with the same number of credits and 

has obtained the permission of his/her advisor to late add.  Students will not be 

charge tuition for course dropped within the first 10 academic calendar days.   

5. Students must formally drop/add by completing the necessary forms to avoid 

being charged or impacting financial aid. 
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6. Students must formally withdraw from courses to avoid being assigned a grade 

of “F.” 

ADMINISTRATIVE WITHDRAWAL 

Students who register for classes but who are incapable of attending may be withdrawn from all 

classes by the institution. Though the “AW” appear on the transcript, it will not affect the 

student’s overall grade point average.  It does, however, affect completion rate for the purposes 

for determining academic standing (see the Satisfactory Academic Progress policy for more 

information 

An administrative withdrawal exists to allow a student who is incapable of withdrawing to 

withdraw from courses without penalty. As an example, a student who is hospitalized and 

incapable of either attending classes or filling out the necessary paperwork in person to drop 

those classes may be administratively withdrawn. An administrative withdrawal is not intended 

to remove the onus for personal responsibility from students: if you need to withdraw from 

classes, you must do so yourself. The administrative withdrawal will be used sparingly and only 

with due process and documented concerns. Administrative withdrawals will be processed by 

the Academic Dean upon receipt of documentation addressing the student’s circumstances.  

ATTENDANCE 

Students not attending regularly will be referred to their advisor and financial aid officer.  If a 

student wishes to be excused from a class, it is the student's responsibility to clear the absence 

with the instructor. At that time, the student must arrange for make-up assignments.  Non-

attendance may carry financial aid ramifications. 

AUDITING COURSES 

Students may elect to audit courses if desired. There will be a reduced rate of one-half the 

normal tuition, with no credit or grade given for the course.  Should a student audit an art 

course, laboratory course or other participatory class he/she is responsible for purchasing the 

required books and supplies for the course.  Students may not change from audit to credit 

status after the last day to add/drop classes. 

CHILDREN IN THE CLASSROOM 

In order to provide the best possible college learning environment, children are not allowed in 

College classrooms due to the following reasons: 

 children can distract parents, other students, and instructors 

 children can be exposed to adult illnesses, or vice versa 

 some class subject matter or environments may not be suited for children (e.g. a chemistry 

lab due to safety concerns) 

A student may bring a child to class in case of an emergency (for example: Head Start closes early, or 

a child care provider cancelled at the last minute); however, repeated ‘emergencies’ will not be 

allowed. Under all circumstances, parents are responsible for the behavior of their children. Parents 

must have the approval of any and all instructors of the classes before bringing a child or children 

into class, and must remove children if the instructor asks. 
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1. In all cases, parents must complete the Children in the Classroom form that is available at 

the front desk that indicates which class children are in and the time(s); and, 

2. provides for the instructors’ signature of approval  

3. These forms are to be turned in to the Academic Dean by the parent before the child is 

taken to class. 

CREDITS 

A semester credit represents one hour of class per week for the duration of an academic 

semester. Classes such as laboratory sessions require two hours of class to earn one semester 

credit.  

CREDIT TRANSFER 

Currently, the Lac Courte Oreilles Ojibwa Community College maintains credit transfer 

agreements with many colleges and universities in the area.  Credits earned through distance 

learning courses will be awarded by the institution from which the course originates.  The 

originating site will also handle registration and transcripts.  Only courses with a grade of "C" or 

better may transfer.  

CREDIT BY EXAMINATION 

Students may be granted credit for a course by demonstrating mastery of the material required 

within a course to the instructor and Academic Dean.  Students will receive a grade of "P,” 

(Passing), which will not be reflected in the GPA.  Academic divisions and departments will 

designate those courses eligible for credits by examination. Students must have the permission 

of the academic advisor who will facilitate arrangements with the appropriate academic 

division.  Students must pay a $70 examination fee.   One-year certificate students may take no 

more than 3 credits through examination and no more than 6 credits by associate degree 

candidates. Applications for credit by examination must be made by the end of the add/drop 

period each semester. 

COURSE CANCELLATIONS 

The Lac Courte Oreilles Ojibwa Community College reserves the right to cancel any scheduled 

courses in which the enrollment is insufficient to permit them to continue on an educationally 

sound and economically efficient basis. 

FINAL GRADES 

Instructors submit final grades at the end of each semester. Grades will be mailed to students 

upon request.   Transcripts will not be issued until all financial obligations to the college have 

been met.  

GRADE APPEALS 

Grounds for Appeal 

At LCOOCC, instructors are expected to assess students regularly and consistently using criteria 

provided in a course syllabus to students at the beginning of the semester. All final grades must 

be based on established grading criteria, not on personal conduct or opinions unrelated to the 

academic standards. If the instructor is no longer employed at LCOOCC, the student would 

appeal to the Academic Dean, who in collaboration with the Department Chair, will review 
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grade sheets and course syllabus against the student’s documentation of an error.  A student 

may seek to appeal a final course grade based on one or both of the following factors:   

 An error was made in the grade computation. 

 The grade was based on factors other than those stated in the course syllabus.  

The student bears the burden of proof in establishing existence of the above factors.  

 

 

 

Process for Appealing 

The grade appeal process at LCOOCC consists of both informal and formal procedures.  If the 

situation cannot be resolved informally, the student has the right to bring an advocate to any 

formal appeal proceedings. An advocate must be a faculty member, advisor, counselor, or other 

employee of LCOOCC. 

1. The student must meet with the instructor to attempt to resolve the disputed grade 

informally. The student should present a rationale and documentation for changing the 

grade.  If the instructor is not available (e.g. the instructor is no longer employed by 

LCOOCC), the student should skip to step 2 and approach the Academic Dean. The 

informal request for a change of grade must be done within four weeks from the 

beginning of the following semester. 

Definition: “following semester” means the immediate college semester after the course/grade 

in question.  It does not necessarily mean the student’s following semester; a student may not 

appeal a grade more than one semester old, regardless of enrollment status. 

2. If the academic dispute cannot be resolved between the student and instructor, the 

student must meet with the Academic Dean and instructor. The Academic Dean will 

facilitate a meeting within two weeks and attempt to informally resolve the disputed 

grade. 

3. If both attempts at an informal resolution fail and the student wishes to continue the 

appeal, the student must submit a written request and documentation of error for 

review of the contested grade.  The written request must be submitted to the Academic 

Dean within two weeks of the previous meeting with the Academic Dean and the 

instructor. 

4. Within two weeks of receiving the written request, the Academic Dean will appoint an 

Ad-Hoc Grade Appeal Committee comprised of two non-involved faculty members and 

the Director of Student Services (or their designee). The Ad-Hoc committee will select a 

chair person and review the written appeal and documentation from both the student 

and the instructor. The Ad-Hoc committee may determine: 

a. The appeal should be dropped, or 
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b. The appeal should be formally reviewed by the Ad-Hoc committee and set a 

date within two weeks to complete the review. The student and instructor will 

be invited to present their documentation to the committee. The student may 

bring an advocate to the hearing.  

5. The Ad-Hoc committee will provide a written finding and a recommendation, which will 

be submitted, to the Academic Dean within one week of formal review. The Academic 

Dean will review the findings and recommendation. If there is no cause to request a 

grade change, the matter is closed. If there is a recommendation for a change, the 

Academic Dean will review findings and make a final determination on the appeal and 

submit a change of grade form if warranted.  

6. The Vice President of Academic Affairs and Institutional Effectiveness will convey the 

findings and actions of the Ad-Hoc committee to the student, instructor, and 

department chair. Once a decision has been reached, there can be no further appeals 

upon the same matter.  

Grade Appeals Timeline 

DEFINITION: ≤X Weeks means before or during Week X of the semester. 

≤4 Weeks (from start of following semester) 

The student must approach the instructor and attempt to resolve the issue informally. 

Any appeal initiated after the four-week period is invalid. 

≤6 Weeks 

The student must set up a meeting with the instructor and the Academic Dean. 

≤8 Weeks 

If not resolved by meeting with the Vice President of Academic Affairs and Institutional 

Effectiveness, the student must submit a written request and all documentation to the 

Academic Dean for a formal appeal. If a student fails to meet this deadline, there can be 

no formal appeal. 

≤10 Weeks 

The Vice President of Academic Affairs and Institutional Effectiveness will form an Ad-

Hoc Grade Appeal Committee 

≤12 Weeks 

The Ad-Hoc Grade Appeal Committee will determine the validity of the appeal. If valid, 

the Ad- Hoc Committee will meet and hear the appeal. At this point, it is appropriate for 

the student to bring an advocate, if desired. 

≤13 Weeks 

The Ad-Hoc Grade Appeal Committee will submit their recommendation to the Vice 

President of Academic Affairs and Institutional Effectiveness for review and/or approval. 
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GRADE CHART 

Letter Grades Interpretation Grade Points 

A EXCELLENT 4 

B GOOD 3 

C AVERAGE 2 

D 
INFERIOR BUT 

PASSING 
1 

F FAILING 0 

W WITHDREW  

I INCOMPLETE  

AU AUDIT  

P PASS  

 

GRADUATION REQUIREMENTS 

Students who have completed all requirements with a GPA of 2.00 or better of their respective 

program must apply with the Registrar for graduation.  A credit audit will be completed one 

semester before the planned graduation date, and notification sent to the Registrar. Students 

who have outstanding accounts with the Business Office, incomplete student record files in the 

Registrar's Office, students with a grade of Incomplete or non-returned library materials will not 

receive a diploma until all matters are resolved to the satisfaction of the Registrar.   Diplomas 

will be mailed to students after the graduation ceremony. 

RESIDENCY CREDIT REQUIREMENT 

A student must satisfactorily complete a minimum of 15 credits at LCOOCC to meet residency 

requirements for purposes of graduation.  

INCOMPLETES 

The grade "Incomplete" is assigned only to students who are doing satisfactory work but for 

compelling reasons, such as a loss in the family, cannot complete the course as scheduled. This 

grade will not be given to those who fail to complete coursework due to unexcused absences or 

other circumstances within the student’s control.  Students wishing to apply for an incomplete 

must obtain a form from the Registrar's Office. The policy for Student "Incomplete" is as follows: 

1. Students must formally request an incomplete from the instructor within thirty (30) 

days from the end of the semester. 

2. Instructors reporting grades of "Incomplete" are required to submit an 

instructor/student contract outlining the reason for unfinished work, a statement 

stating the portion of work that has been completed and in addition a statement as to 
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the nature of the incomplete portion of work.  The Incomplete grade contract form 

should include a final grade to be assigned in the event that a student does not 

complete all the requirements of the course by the proposed deadline. 

3. In evaluating student performance, "Incomplete" shall have exactly the same status as a 

“Withdrawal.”  It does not affect GPA, but does affect completion rate for the purposed 

of determining satisfactory academic progress. 

4. Grades of "I" assigned to courses will be retained on the student's records in the 

Registrar's Office and, when these grades are resolved, separate entries will be made on 

the records.  Such entries are to be recorded in the semester that the grade is resolved.  

In the event that the terms of the contract are not met, the “I” grade will be changed to 

an “F” grade after 6 weeks into the following semester. 

INDEPENDENT STUDY 

Individuals who are in the last semester of an associate degree or one-year certificate may be 

eligible to take independent study.  In addition to earning credit through formal courses, 

students may request permission to obtain credit through an independent study contract with 

an Instructor. Students must plan specific activities and goals with the help of the instructor and 

approval of the Academic Dean. Independent study should be utilized sparingly as students 

assume the majority of the responsibility for completing requirements for the course.  

Independent study courses should correspond to the standard semester time frame for 

purposes of financial aid, grading, and other such records. 

Independent study will be approved only in cases of extreme need.  No independent study will 

be valid unless approved by the Academic Dean, and no incomplete will be considered by the 

Academic Dean without the student and faculty signatures on the form.  No more than six (6) 

credits, per degree or certificate, may be taken through independent study and independent 

study will be granted only for courses that are a part of the regular semester schedule.  

MID-TERM GRADES 

At the end of the eighth week, the instructors submit mid-term grades.  The Registrar's Office 

will make them available to students within two weeks from faculty submission. 

No Show Policy 

If a student is absent from all of their scheduled classes within the first two weeks of the 

fall/spring semester or the first week of the summer session shall be considered a “no 

show” and be dropped from all of their courses.  When this happens there will be 100% 

tuition and fees refund issued.   

Students may return books up to 30 days from the start of classes if the books have not 

been written in or if the books are still enclosed in the shrink-wrap in which they were 

shipped. Books will be refunded if returned by the 30 days but students will be charged 

10% restocking fee and have to pay for shipping to return books.  

PRESIDENT’S AND DEAN’S LISTs 

President’s and Dean’s List honors will be awarded to full-time students who complete a 

minimum of 12 credits with the following semester grade point averages: 
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 President’s List GPA of 4.0 

 Dean’s List GPA of 3.5-3.99 

REFUND POLICY 

Students who withdraw from LCOOCC may be eligible to receive a credit to their student 

account for tuition and fees charged for the semester.  Tuition and fees are refunded as follows: 

 50% 2 weeks after the add/drop of the semester 

 100% until the last day to add/drop for the semester 

REGISTRATION 

Registration is held during the first 10 academic calendar days of the semester, although 

students are encouraged to register as early as possible. Potential students will be assisted 

throughout the process in meeting admissions requirements, registering for courses, and 

applying for financial aid.  Students seeking to take more than 18 credits in a semester must 

obtain approval from his/her advisor. 

Students admitted to LCOOCC must meet the academic requirements of the catalog they are 

originally admitted under.  A student may at any time choose to follow the requirements under 

a newer catalog by talking with their advisor or the Registrar’s office. 

If, however, a student does not attend for four consecutive semesters, upon readmission the 

student must meet the requirements of the newest available catalog. Because program or 

course requirements may have changed since the student last attended LCOOCC, students 

should talk with their advisor or the Registrar’s office about what has changed, and how it 

affects the course they should take. If denied admission or readmission to LCOOCC, a written 

appeal must be received within 15 working days of the date of notification from the Admissions 

Committee.  

REPEATING A COURSE 

Students may repeat courses for which they received a grade of “D” or “F.” The first grade will 

be replaced with an “R” for repeat. Only the highest grade is included in the student’s Grade 

Point Average. No courses may be repeated more than twice except without special permission 

of the Academic Dean. Financial aid may be applied to only the first repeat of a course.  

Subsequent repeats will not be eligible for financial aid.   

RESIDENCY CREDIT REQUIREMENT 

A student must satisfactorily complete fifteen semester credits from Lac Courte Oreilles Ojibwa 

Community College to meet residency requirements for purposes of graduation. These credits 

may be taken from the Lac Courte Oreilles campus or outreach sites. 

TRANSCRIPT EXPLANATION 

LENGTH OF TERM 

Quarter = 10 weeks (Fall 1986 – Spring 1988)  

Semester = Fifteen weeks 
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GRADING SYSTEM 

Symbol Interpretation Grade Points 

A Excellent 4.00 

B Good 3.00 

C Satisfactory 2.00 

D Below Average 1.00 

F Failing 0.00 

W Withdrawal none 

AW Administrative Withdrawal none 

I Incomplete none 

WIP Work In Progress none 

AU Audit none 

* Academic Forgiveness none 

R Repeated Course  

G.P.A. CALCULATION  

Multiply the number of credits for each course by the numerical grade value listed above. Divide 

this total by the total number of credits to determine the GPA. If repeated (R), only the course 

with the highest grade is computed. 


