
 

 

CREDIT BY EXAM 
PROCEDURES 
The purpose of the Credit by Exam is to allow matriculated students with sufficient academic 
background to receive credit without taking the course. There is an assumption with this that the 
student has learned in a variety of ways the material that would be learned in a traditional classroom 
setting. 
 
A student seeking to take a Credit by Exam must offer justification that they have mastered the 
content that is to be tested. Explain why they believe that they have mastered the content involved. 
Examples of the justification should also be listed. Attach a separate sheet(s) for justification. 
 
Please note the Credit by Examination must be completed within the “Drop with a Refund” period 
of the course if the student is registered in the class. Student course registration will be adjusted 
after completion of the exam. Students must complete the exam within the first two weeks of their 
graduating or final semester. Also, note that Credit by Exams will not be transferable to other 
colleges. A student who has previously received a failing grade in a course (or less than “C” for 
transfer) may not request credit by exam in that course. 
 
Credit by Exam Process—for Matriculated Students ONLY! 
 

1. The student meets with their Advisor/Department Chair, who will verify that the student is 
matriculated. 
 

2. Their Advisor/Department Chair will work with them to coordinate a professor to 
administer the exam. If the student will be taking the exam in their final/graduating 
semester, the student must obtain a signature of approval from the Vice President of 
Academic Affairs. 

 
3. The Advisor/Department Chair will email the information to Academic Affairs who will send 

the form electronically to the student and all parties involved.  
 

4. The student must pay for the exam ($25.00/per credit) prior to being allowed to take the 
exam. 

 
5. The student completes the exam (after all previous steps have been completed). 

 
6. The Professor who administers the exam completes Part VI; including the grade received 

(check either pass or no pass). 
 

7. The Professor submits the answer sheet, exam and form to the Vice President of Academic 
Affairs for processing. 

  


