Academic and Other Policies

Attendance, Satisfactory Progress,
Academic Probation, Dismissal,
Readmission

Students who are ‘at-risk’ or in academic difficulty are encour-
aged to contact the Counseling, Advising and Support Services
Center at 934-2720. Students can monitor their academic status

by using the STAR Advising Tool. See section about STAR.

Class Attendance and No Show Policies

Instructors may set their own attendance policy and grading
standards. It is the responsibility of students to be aware of their
instructors’ attendance policies and the consequences of non-
attendance. (Policy Haw 7.505)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual/haw7

Class Attendance: Regular and prompt class attendance is
expected of all students. Students are responsible for informing
instructor(s) of anticipated or unavoidable absences and to make

up work missed as a result of absences. (Policy Haw 7.505)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual/haw7

Semester-length classes:

* Face-to-face, HITS, VidCon, Synchronous online, and
Off-site classes: After registering for a class, the student is
expected to attend the first class session. If a student fails
to meet this attendance requirement during the first week
of the semester, they may be dropped by the instructor.

¢ Asynchronous online classes: Students registered in asyn-
chronous online classes must communicate with their
instructor by the end of the second day of the semester,
or within 48 hours of registering for the class if it is added
after the semester has begun.

Part-of-Term (modular) classes are excluded from the No
Show policy.

Last Date of Attendance for Completely Online
Classes

Any of the following activities will be accepted to determine
a student’s last date of attendance in a completely online class.
The date a student:

1. turns in an assignment,

2. takes an exam,

3. participates in tutorial instruction,

4. participates in computer—assisted instruction, or

5. participates in a course-related discussion.

The following activities will not be accepted to determine
a student’s last date of attendance in a completely online class.
The date a student:
1. logs into an online class without any other participation, or
2. participates in advising or counseling on non-course related
subjects. (Policy Haw 5.505)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Student Participation Verification

This policy ensures institutional administrative capability and
compliance with Federal Student aid (FSA) Title IV financial aid
regulations regarding verification of students’ initial attendance
in post-secondary coursework (Policy EP 7.209).
https: /hawaii.edu/policy

Participation verification is the term used to document when
astudent is present at an academically related activity in a course
by the late registration deadline.

Presence includes, but is not limited to:

1. Physically attending a class where there is an opportunity
for direct interaction between the instructor and students;

2. Submitting an academic assignment;

3. Taking an exam, an interactive tutorial, or computer-
assisted instruction;

4. Attending a study group that is assigned by the institution;

5. Participating in an online discussion about academic mat-
ters; and

6. Initiating contact with a faculty member to ask a question

about the academic subject studied in the course.

Under this policy, students who fail to establish attendance
and participation in class by the end of the late registration pe-
riod (“no show”) are dropped from the class. Tuition and fees
charges for the class will be deleted from the student’s account
and, if applicable, the student’s financial aid or veteran’s benefits
will be recalculated accordingly. The class will be erased from
the transcript and no grade will be assigned.

A student is responsible for informing the faculty member if
they will be absent during the late registration period and wishes
to stay enrolled.

A student who is dropped from a course via this policy may
request a reinstatement in the course through the Vice Chancel-
lor for Academic Affairs (VCAA) to add back a dropped course
with instructor permission. Late fees may apply. Students who

are reinstated are responsible for any missed work. (Policy EP

7.209) https: //hawaii.edu/policy
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Satisfactory Academic Progress

Satisfactory academic progress is defined by the College as
maintaining a cuamulative GPA of at least 2.0. Coursework taken
at other institutions, including other UH System campuses, do
not affect a student’s Hawai‘i CC GPA and will not be consid-
ered for the purposes of Hawai‘i CC academic progress. (Note:
Financial aid programs define satisfactory academic progress dif-
ferently. Consult the Financial Aid Office, if necessary.) (Policy
Haw 7.520)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Academic Warning
A student whose cumulative GPA is less than 2.0, at the end

of a semester will be placed on academic warning. (Policy Haw

7.520)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Academic Probation
A student whose cumulative GPA is less than 2.0 following
a semester on academic warning will be placed on academic

probation. (Policy Haw 7.520)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Academic Suspension

A student whose semester and cumulative GPA is less than 2.0
at the end of a semester of academic probation will be suspended
from the College for one (1) semester. (Policy Haw 7.520)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

A student who has been suspended from the College may ap-
peal the academic suspension in writing to the Vice Chancellor
for Student Affairs within ten (10) working days of receiving the
notification of academic suspension, (except after the summer

semester).

Readmission After Suspension
A student who did not appeal or whose appeal was not granted,
may apply for readmission one (1) semester after the date of

academic suspension. (Policy Haw 7.520)

https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Academic Dismissal

A student whose semester and cumulative GPA is less than
2.0 at the end of a semester of re-entry after suspension will be
dismissed from the College for one (1) year. (Policy Haw 7.520)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

A student who has been dismissed from the College may
appeal the academic dismissal in writing to the Vice Chancellor
for Student Affairs within ten (10) working days of receiving
the notification of academic dismissal (except after the summer

semester).

Readmission After Dismissal

A student who did not appeal or whose appeal was not
granted, may apply for readmission one (1) year after the date
of academic dismissal. (Policy Haw 7.520)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Other Provisions

Upon finding that a student is experiencing physical or mental
conditions detrimental to the student and/or Hawai‘i CC, the
Vice Chancellor for Student Affairs will, on professional advice,
recommend proper action to the Vice Chancellor for Academic
Affairs (VCAA) and/or the Chancellor. The VCAA and/or the
Chancellor may then request that the student be withdrawn
officially, without prejudice or academic penalty. (Policy Haw

7.520)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Academic Renewal Policy

Students may apply for Academic Renewal for one semester
or one summer session of their academic career at Hawai‘i CC.
The student’s Hawai‘i CC GPA will be recalculated to exclude
all grades and credits from the renewal semester. However,
this information will appear on the transcript with an Academic
Renewal notation. Once applied, Academic Renewal is irrevo-
cable. Academic Renewal may not be applied to courses that have
already been used to meet requirements for a previously earned
degree or certificate. Academic Renewal at Hawai‘i CC does
not guarantee that other institutions will approve such action.

Academic Renewal does not change the Financial Aid Satis-
factory Academic Progress calculation. Please consult with the
Financial Aid Office as appropriate. Students receiving assistance
from other agencies, such as the Veterans Administration, are
responsible for determining if there will be consequences for
utilizing Academic Renewal.

Students who are interested in Academic Renewal must meet
the following conditions:

* Meet with a counselor or academic advisor to complete

the Academic Renewal Request Form.

* Submit the completed Academic Renewal Request Form
to the Vice Chancellor for Academic Affairs for approval.

* Have a declared major and must be secking a degree or
certificate.

* Ensure that all non-academic holds are cleared prior to
submitting the Academic Renewal Request Form.

* If a student has been placed on Academic Dismissal, the
student may request Academic Renewal one year after the
date of dismissal.

¢ Complete the Academic Renewal process prior to submit-
ting an application for graduation. (Policy Haw 7.521)

https: //hawaii. hawaii.edu/ovcadmin/admin-manual /haw?7
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Grades

Students receive one grade in each course taken. This grade
combines the results of course work, tests, and final examina-
tions. Grades are indicated by letters, to ecach of which is assigned
a certain value in grade points per semester hour of credit, as
shown in the table below (Policy Haw 5.301):

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Grade Points
Per Semester Hour

Grade Significance of Credit
A Excellent 4
B Good 3
C Fair 2
D Poor 1
F Failure 0

CE Credit by Institutional Exam -

CR Credit -

I Incomplete -

L Audit -

N Work in Progress -

(Selected Courses Only)

NC No-Credit -

NCE No-Credit by Instit. Exam -

NP Not Passed -
(Non-credit Courses Only)

P Passed -
(Non-credit Courses Only)

PBA Portfolio-Based Assessment -
RD Record of Grade Delay - Not

Submitted -

W Withdrawn -

Grade Points are given for all courses in which grades are
reported. They are computed as follows:

For each semester hour of'a course, 4 grade points are granted
if the gradeis“A,” 3 if“B,” 2 if “C,”and 1 if“D.” (Policy Haw 5.301)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Grade-Point Averages (GPA) arc determined by dividing
the total number of grade points by the total number of credits
for which a student has received letter grades (excluding I,
CR, NC, W, or N). The semester GPA is calculated using any
one semester’s credits and grade points. The cumulative GPA is
calculated using all credits attempted and grade points carned
at Hawai‘i CC. (Policy Haw 5.301)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Incomplete Grade (I): A grade of “I” may be given for a
course in which a student has failed to complete a small but
important part of a semester’s work, if the instructor believes
that the failure was caused by conditions beyond the student’s
control and not by carelessness and procrastination. Each student

who receives an “I” should consult with the instructor prior to
the end of the semester to determine what work must be done
to remove the “I”.

If this work is completed by the deadline specified in the
Hawai‘i CC Academic Calendar, the instructor will report a
change of the incomplete grade, taking the completed work
into consideration.

If the work is not completed by the deadline, the “I” grade
will become a grade as determined by the instructor. The time
limit for incomplete removal prevails whether or not the student
maintains continuous enrollment. (Policy Haw 5.303)
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Once the “I” deadline has passed, additional course work can
not be submitted.

Work in Progress Grade (N): The “N” grade is only used in
ESL courses and in entry-level math and English skills courses.
The “N” grade indicates that the student has worked conscien-
tiously but is not yet prepared to succeed at the next level. “N”
grades do not affect the GPA and may be repeated as specified
in the College Repeat Policy.

Students are cautioned that courses in which an “N” grade is
awarded might not be counted towards “satisfactory academic
progress” under certain federally supported financial aid pro-
grams. Students are advised to check with the Financial Aid
Office. (Policy Haw 5.302)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Withdrawal Grade (W): A grade of “W” will be assigned
for a course in which a student has withdrawn after the “With-
draw Without a W” deadline has passed. Refer to the Hawai‘i
CC Academic Calendar at the front of this catalog for published
deadlines. The “W” grade will appear on the student’s transcript.
Courses with a “W” grade are not calculated into the GPA.

Credit/No-Credit (CR/NC): The Credit/No-Credit
option is maintained to encourage students to broaden their
education by taking courses outside of major requirements
without affecting their grade point average.

Course credit is awarded for courses completed at Hawai‘i
CC with certain restrictions:

1.No grade points are given for courses taken under this
grading option.

2. Students may take a maximum of two (2) courses per se-
mester on a “Credit/No-Credit” basis provided that they
are not on academic probation. A maximum of 12 credits
from courses taken with the CR/NC option can be applied
toward satisfying the requirements for graduation.

3. Students majoring in a vocational /technical program are
not permitted to take a major required course for CR/NC,
except when the only grading option offered is CR/NC.

4. Liberal Arts (AA Degree) majors may utilize the CR/NC
option to satisty area and elective requirements.

5. To qualify for credit, the work of the student must be at least
at the “C” grade level. Credit for Prior Learning Assessment
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may be recorded as CE (Credit by Institutional Exam), CR
(Transfer Credit), or PBA (Portfolio-Based Assessment).

6.The CR/NC option must be exercised by the date des-
ignated for this purpose in the Hawai‘i CC Academic
Calendar.

Please note that some colleges, graduate schools, professional-
awarding agencies and employers may not allow this option
and/or may recalculate the carned credit as a “C” grade and the
earned “NC” grade as an “F” grade. If in doubt, it is best to take
a course for a regular letter grade, not for Credit/No Credit.
(Policy Haw 5.503)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Change of Grade: A student who believes an error has been
made in the assignment of a grade must initiate contact with the
faculty member involved or, if the faculty member is unavailable,
the Department Chairperson, Division Chairperson, Deans, or
Vice Chancellor for Academic Affairs, by the last instructional
day of the next regular semester. Incomplete grades cannot be
changed after the deadline has passed, unless there has been an
instructor error. Grades cannot be changed once classes in the

following semester have ended.

Independent Studies/Directed Studies

Students may carn academic credits through Independent/
Directed Studies in any of the areas in which credit courses are
offered or to pursue other individual academic interests not
included in credit courses. Forms are available online at
www. hawaii. hawaii.edu/admissions/faculty-forms

The form must be completed prior to registration. Indepen-
dent/Directed Studies require:

1) sponsorship of the appropriate instructor;

2) a description of the work to be undertaken; and

3) approval of the appropriate division chairperson.

A description of the work to be undertaken must contain: an
outline of the study topic, specification of the work to be done,
the type and frequency of faculty-student contact, the amount
of credit to be given, and a statement of the evaluative criteria

to be used by the faculty member.

For Independent/Directed Studies:

1. A student may register for not more than six (6) semester
hours of Independent/Directed Studies per semester with
not more than six (6) semester hours granted for any single
course.

2. Independent/Directed Studies may be used as electives.

3.Independent/Directed Studies may not be used to meet
area/ program requirements unless prior permission is
given by the advisor and the Vice Chancellor for Academic
Affairs. (Policy Haw 5.602)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Repeating Courses

Students can repeat courses once without restrictions except
when permission to repeat selected courses is determined by
program-specific requirements; students are advised to check
with their programs regarding specific requirements. For any
subsequent repeats, students must register during late reg-
istration on a space-available basis with instructor approval.
All grades remain a part of the student’s permanent academic
record.

Repeating courses for additional credit: Select courses
arc designated as repeatable for credit and are identified in the
catalog. These courses may be used only once as a general edu-
cation requirement for the Liberal Arts (AA), Associate of Sci-
ence (AS), and Associate of Applied Science (AAS) degrees and
certificates. When repeated, the courses will count as general
electives. However, programs may allow exceptions for specific
courses. Only courses taken at Hawai‘i Community College will
count towards the GPA. (Policy Haw 5.304)
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5
Cross-listed courses may be repeated for credit under one
alpha only.

Repeating courses for a higher grade: When students are
repeating a course for a higher grade, credit is allowed once and
the GPA is calculated using the highest of the grades. However,
if students carn a grade of “C” or higher in a Writing Intensive
(WI) course and repeat the course without the WI designation,
the grade for the WI course will be used to calculate the GPA. If
the WI course is not completed with a“C” or higher, and students
repeat the course without the WI designation, the higher grade
will be used to calculate the GPA. (Policy Haw 5.304)
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5
Transfer courses do not apply.

Repeating courses for a higher Writing Intensive
(WI) grade: Students who repeat the same WI course for a
higher WI grade will receive the higher W1 grade. (Policy Haw
5.304)
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Repeating courses for multiple Writing Intensive
(WI) program requirements: Permission to repeat selected
WI courses to meet multiple WI program requirements are
determined by programs. Students are advised to check with
their programs regarding specific requirements. (Policy Haw

5.304)
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Courses Fulfilling Two Different Area
Requirements

In a few instances, a single course has been approved as satisfy-
ing more than one General Education requirement. However,
students completing such a course may only receive credit
toward one General Education requirement. They may select
which requirement is satisfied and will be expected to fulfill the

other requirement(s) with other courses. (Policy Haw 5.607)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5
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Cross-listed Courses

A cross-listed course is one that has the same course title,
description and number, but listed under two alphas. To qualify
as a cross-list, the course content is made up of approximately
50% of material from each discipline. A cross-listed course will
only count once toward graduation. (Policy Haw 5.305)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Final Examinations

Final examinations normally are required in all courses. All
such examinations are to be conducted during the final exami-
nation period specified in the Hawai‘i CC Academic Calendar
and Schedule of Classes or, in the case of modular classes only,
on the last day of class. The academic discipline may determine
to establish a student’s course grade based on the semester’s
work and may elect not to give final examinations. Students are
advised to consult with their instructor and check their course
syllabus.

No comprehensive examinations are allowed in the two weeks

preceding the final examination period. (Policy Haw 5.504)
https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Course Evaluation System (CES) - Student
Evaluation of Instructors

Students are given the opportunity to evaluate their courses
and instructors ecach semester using CES, the online UH-
administered Course Evaluation System survey. Timelines and
announcements are prescribed by the UH Information Technol-
ogy Services (ITS). Evaluations are conducted near the end of
each term and CES evaluation surveys will be sent to all students
for all courses. The new CES will be readable via phone and
tablets making it casier to administer in class.

It is mandatory for probationary and non-probationary
instructors and all lecturers to use course evaluations as the
instrument to gather student evaluations. Tenured instructors
are encouraged to participate. Instructors and lecturers must
not be present during student use of the evaluation surveys.

The survey system will close after the last day of instruction
and results will be available to instructors and lecturers once

final grades are recorded at cach campus.

Prior Learning Assessment

Students may carn college credit towards certificates or de-
grees based on prior learning. The College will assess learning
that has been acquired outside a traditional academic environ-
ment. There are different forms of assessments and credit for
prior learning will be awarded to students who demonstrate
knowledge, skills, and performance at the college level. (Policy
UHCCP 5.302)
https: //uhcc hawaii.edu/ovpee/resources/policies-and-procedures.php

There may be a fee associated with assessments of prior

knowledge.

Advanced Placement Examination Program (AP)
Credit for comparable Hawai‘i CC courses, as well as ad-
vanced standing, may be granted to students who complete
Advanced Placement Tests offered by the College Entrance
Examination Board. Advanced placement credit decisions are
made by the faculty of the appropriate Hawai‘i CC academic
discipline. The English Department allows students who score
a4 or 5 on the AP English Language and Composition test to be
given 3 credits for Eng 100. Students should consult individual
Division/Department Chairs for advanced placement policies.

(Policy Haw 5.603)
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

College Level Examination Program (CLEP)

The College Level Examination Program enables students
to carn college credit by examination in areas approved by
the disciplines. Students may take CLEP tests to demonstrate
college level competency no matter when, where, or how this
knowledge has been acquired: through formal study, private
reading, employment experiences, non-credit courses, military/
industrial/business training, or advanced work in regular high
school courses. This program gives individuals the opportunity
to validate and receive credit for college-level knowledge they
already possess.

Criteria for credit equivalency for CLEP general and subject
examinations are determined by the appropriate academic dis-
cipline or campus subject matter expert. (Policy Haw 5.606)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Credit for Previous Non-English Language Study
Students who have learned non-English languages outside of
the University of Hawai‘i may earn credit for their language in
one of three ways:
1. by satisfactory completion (a grade of “C” or better) of
a more advanced course in the language sequence (e.g.,
completion of Japanese 201 also gives credit for Japanese
101-102);
2. through credit by institutional examination, if the language
is taught at the College; or

3. through the Advanced Placement Examination Program.

For more detailed information on options 1 and 2 above,
students should consult with the Vice Chancellor for Academic
Affairs.

Speakers of a non-English language may receive credit for

language courses in their own language. (Policy Haw 5.604)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Credit for Education Received in Military Service
Upon submission of official service documents and cer-
tificates, the Admissions and Records Office will consider and
evaluate all educational experiences undertaken during military
service in accordance with the credit recommendations of the

Commission on Accreditation of Service Experiences and the
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Guide to Evaluation of Educational Experiences in Armed
Forces. The Admissions and Records Office will transmit its
evaluation and recommendations to the relevant discipline for
action as to the amount and kind of credits, if any, which are to
be accepted. College courses satisfactorily completed through
the Defense Activity for Nontraditional Educational Sup-
port (DANTES) may be accepted for advanced standing upon
the recommendation of the Admissions and Records Office and
approval by appropriate faculty members. (Policy Haw 5.605)

https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Credit by Institutional Examination (CBIE)

Institutional exams are examinations created by University

of Hawai‘i Community Colleges (UHCC) faculty that allow
students to challenge a specific course for college credit.

Credit by Institutional Exam (CBIE) is available in a limited

number of courses determined by the faculty members and the
Division/Department Chair of the discipline involved. Students
should contact the appropriate Division/Department Chair for
information about approved courses, procedures, and regulation
for CBIE. The CBIE process requires approval from the Divi-
sion/Department Chair and the Vice Chancellor for Academic
Affairs, and identification of the Faculty member who will be
conducting the exam.

To be eligible to earn credit by examination, the applicant

must:

* be accepted and enrolled at Hawai‘i CC,

* have no financial aid obligations (including pending ones),

* not be currently enrolled in the course,

¢ submit an application within the first six (6) weeks of the
semester, or within the first two (2) weeks of a special
session or summer class,

* pay the assessment fee for each exam (50% of the tuition
of the course) to the Hawai‘i CC Business Office before
taking the exam,

* pass the exam with a “C” grade or higher to receive CBIE

credit.

Faculty members conducting the exam will have full au-
tonomy on how they design and deliver the CBIE. The exam
shall be as comprehensive as the usual “final examination” and
serves as the scholastic equivalent of the course.

Upon successful completion of the examination, institutional
credit will be recorded “CE” on the transcript. If the student
does not pass, credit will not be earned and “NCE” will be re-
corded on the transcript. Report results are final. No refunds
of assessments fees will be given.

Resources available to those interested in taking a CIBE exam
include a list of Student Learning Outcomes (SLOs) for the
course, and recommended textbook(s) to use as a study guide.
Students interested in CBIE should contact the Prior Learning
Assessment (PLA) Coordinator at pathways@hawaii.edu to
request a PLA form for CBIE. (Policy Haw 5.601)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Portfolio Based Assessment (PBA)

College credit awarded by the assessment of a student’s
learning through an evaluation of a portfolio demonstrating a
student’s documented learning, certifications, licensures, work
samples, awards, honors, job descriptions, job accomplishments,
evidence of self-directed study or work. This type of assessment
may also incorporate performance and skills evaluations, and
faculty interviews of students. (Policy UHCCP 5.302)

https: //uhcc.hawaii.edu/ovpee/resources/ policies-and-procedures.php

Academic Waivers and Substitutions

Any student may petition the Vice Chancellor for Academic
Affairs for a waiver or a substitution of any academic policy or
regulation. The petition should include clear and convincing

justification for the action requested.

Classification of Students

Full-time Students:
A student carrying twelve (12) or more credit hours in a

semester. A third party sponsor may have a different definition
of full-time status used in determining their benefits (e.g. VA,

financial aid, international).

Part-time Students:
A student carrying eleven (11) or fewer credit hours in a

semester.

Classified Students: Classified students are candidates for:

¢ Certificate of Competence

* Certificate of Achievement

* Associate in Arts

* Associate in Science

¢ Associate in Applied Science, or

* Associate in Technical Studies Degree

Students are further identified by credits achieved:
Freshmen 0-29.99 semester hours completed;
Sophomores 30 or more semester hours completed.
Unclassified Students: All students who are not candidates
for a certificate or a degree are “unclassified students.” Unclas-
sified students do not qualify for financial aid or campus student

employment.
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Change of Major

Graduation Information

Students who wish to change their major should consult with
their counselor before completing a Change of Major Form. A

change of major may impact:

* financial aid
¢ graduation date
* veteran’s benefits, and/or

. graduation requirements.
Veterans must notify the Registrar prior to changing their
major. This form is available on the ARO website at

www.hawaii.hawaii.edu/admissions

Time Limits on Credits Earned

At Hawai‘i CC, certificate and associate degree students shall
have as much time as necessary to complete their curriculum
requirements. However, any credits they earned more than
ten years before graduation in courses which have materially
changed in content or standards may not be applied toward the
certificate or associate degree. Acceptability will be determined
by the Vice Chancellor for Academic Affairs and the appropriate
division chairperson.

Please note that the Satisfactory Academic Progress Policy for
financial aid has a maximum time frame for financial aid eligibil-
ity while a student completes degree/ certificate requirements.
(Policy Haw 5.650)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

Termination of Program

In the case that an academic program has been terminated,
commitments to students already officially enrolled in such
programs shall be met and limited for up to two years for associ-
ate degrees at community college programs. No new program
admissions shall take place. (BOR Policy RP 5.201)

Graduation Requirements

A student must satisfy the graduation requirements of the
catalog year they sclect, provided the catalog year selected is
not prior to their initial enrollment, and the program require-
ments have not changed so significantly that it would not be
possible to complete the requirements as listed. A student may
not select a catalog year of which they were not enrolled. (Policy
Haw 5.702)

https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

The College will verify that students have successfully met
program requirements for an academic credential in one of the
following ways (Policy Haw 5.703):
https: //hawaii.hawaii.edu/ovcadmin/admin-manual /haw5

1. The student is currently enrolled and meets program re-

quirements for an academic certificate or degree (pending
successful completion of courses).

2.The student is currently attending another UH campus

and has completed all the final program requirements for
a certificate or degree at Hawai‘i Community College

(Reverse Transfer).

Upon successful completion of requirements the student
is notified by the Hawai‘i CC Admissions and Records Office
(ARO), and an academic credential is noted on the student’s
official transcript, unless the student notifies the Hawai‘i CC
ARO not to notate the completed credential. Notation of the
academic credential is complete at no cost to the student.

Students who do not want the credential noted on their
transcript (opt out) must complete a Request to Opt Out of
Notation of Credential Form. The completed form must be
submitted to the Admissions and Records Office in Hilo or to
the Palamanui Student Services Office in West Hawai‘i by the
published deadline. To opt out, students must do the following:

1. Contact a Hawai‘i CC program Counselor/Advisor to
discuss the request.

2. Get additional approval from the Financial Aid Office, if
receiving financial aid.

3. Getapproval from the on-campus Veterans Administration
(VA) School Certifying Official (SCO) if receiving VA
benefits.

4. Get approval from the International Student Counselor if

enrolled as an international student.

The student may be offered the opportunity to participate
in the commencement ceremony and/or receive a diploma or
certificate identifying the academic credential. If applicable, the
student will pay a fee as established by the college and abide by
college deadlines. (Policy UHCCP 5.205)
https: //uhcc.hawaii.edu/ovpee/resources/ policies-and-procedures.php

A student who wishes to order a diploma or certificate iden-
tifying the academic credential(s) may do so by submitting the
Diploma/ Certificate Order Form by the published deadline. The
student may choose to have their diploma/ certificate printed
in English and/or Hawaiian. Each document costs $25.00.
Payment is made at the time of order and is non-refundable. If
the student does not meet the requirements for the semester,
the payment may be transferred to a future semester to order
the same degree. If there is an increase in the cost, the student
will be charged the difference. Only the student’s legal name,
as it is in student information system, will be printed on the

diploma/ certificate. A student may reorder a diploma/ certifi-
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cate for $25.00 per reordered document. A statement will be
included indicating that it has been reordered. All diplomas/
certificates will have the signatures of the administrators in of-
fice at the time the order is made.

Graduation ceremonies are conducted in both East and
West Hawai‘i following the Spring semester. Graduates from
the previous Summer session and Fall semester are invited to
participate in the ceremonies. Students should be aware that
course grades are finalized after the graduation ceremonies.
Therefore, participation in the ceremonies does not guarantee
a student has officially completed their program requirements.

Upon completion of all program of record requirements and
the degree conferral, the student’s program of record will be
updated to non-degree, unclassified (ND-UNCL). The student
must submit a Change of Major Form, if they would like to

pursue a new program.

Academic Honors

Student academic achievement shall be recognized each
semester via the Dean’s List, and at the time of graduation via
Graduation with Honors.

Dean’s List: Students who complete 12 or more credits for
a letter grade and who achieve a GPA of at least 3.5 for that
semester will have their names included on the Dean’s List.
Names of students on the Dean’s List will be compiled and
posted at the end of each semester.

Graduation With Honors: The designation of Honors
at Hawai‘i Community College is determined at the time of
graduation and is based upon the cumulative GPA for credit
carned while at this college. The Honors designation shall be

determined in the following manner:

Honors GPA of 3.50 to 3.69
High Honors GPA of 3.70 to 3.84
Highest Honors GPA of 3.85 to 4.00

Only students who earned at least 30 credits at Hawai‘i CC, of
which at least 27 credits were taken for letter grade, are eligible
for graduation with Honors. (Policy Haw 7.510)

https: /hawaii.hawaii.edu/ovcadmin/admin-manual /haw7

Hawai‘i CC Transcripts

A student may obtain an official transcript of his/her Hawai ‘i
CC academic record. Financial Obligations at any UH campus

must be cleared before a transcript request can be processed.

Order online via the National Student Clearinghouse:
Transcripts may be ordered online via the National Student
Clearinghouse. Fees for using the National Student Clearing-
house vary based on delivery options. Details are listed at

www.hawaii. hawaii.edu/admissions/ transcript-request

Order directly from Hawai‘i CC: Transcripts may be
ordered by completing a Request for Transcript form available at
the Admissions and Records Office (ARO) on Manono Campus
in Hilo, or at the Palamanui Student Services Office. Payment
can be made in person at the Business Office by cash, check,
money order, or debit card.

Request Forms may also be mailed to the Admissions and
Records Office with an accompanying payment by check or

money order. Do not send cash. Forms are available at

www. hawaii.hawaii.edu/admissions/transcript-request

The following fees apply to transcripts ordered directly from
Hawai‘i CC:

* 85 is charged for standard processing of up to 7 busi-
ness days after payment is made. Indicate on the form if
transcripts should be mailed using the U.S. Postal Service
(please allow additional time for mail delivery), or if tran-
scripts will be picked-up at the Admissions and Records
Office (a valid photo ID is required at the time of pick-up).

* $15 is charged for processing within 2 business days after
payment is made and the request form is received by ARO.

* No fee is charged if transcript is to be sent to another UH
System Admissions Office. However, rush fees will apply
to requests requiring processing within 2 business days.

All transcripts released to students are stamped “ISSUED
TO STUDENT? These transcripts are official documents as
they bear the Hawai‘i Community College seal and Registrar’s
signature. The stamp “ISSUED TO STUDENT” makes it clear
to a third party that the student once possessed the transcript.

For more information, contact the ARO Office at (808)
934-2710, or the Palamanui Student Services Office at (808)
969-8816.
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