HPM Course Exemption/Substitution Application

Use this form to request exemption from, or substitution for, an HPM required course:
1. Discuss the possibility of a course exemption/substitution with your academic adviser.
2. If your adviser concurs, complete this form.  Email the completed form and supporting materials to the Student Services Manager (SSM).   Note: Missing information may delay approval of your request.
3. If this is a request for exemption, the SSM will check your transcripts and confirm that you took the course (including the date and the grade), as well as details of previous coursework.  The SSM will forward the form and supporting materials to the course instructor.

4. The course instructor will review the materials, indicate approval or disapproval, sign the form, and return the form to the SSM If approved, the form will be forwarded to your degree program director; if the instructor has not approved the exemption or substitution, the required HPM course will have to be taken.

5. If the instructor has approved exemption or substitution, the program director will review the materials, indicate approval or disapproval, and return the form to the SSM.

6. Upon receipt of the completed form, the SSM will communicate the decision to the student.

	A.  Information about the Student Requesting an Exemption

	HPM course for which exemption is requested:
	

	Student’s Name:
	

	
Student’s PID:
	

	
Student’s Email Address:
	

	
Student’s Telephone Number(s):
	

	

	

	       Student’s Degree Program:
	


	B.  Information about Previous Course(s) 

	Complete this section about coursework that you regard as equivalent to the required HPM course.

	Course(s) acronym & number:
	

	Course(s) name:
	

	Institution, school, and department where course was taken/will be taken:
	

	Year and semester when course was taken/will be taken:
	

	Grade in course, if already taken:
	

	Course web page (if publicly accessible – please verify the URL):
	

	Course instructor name and email address:
	

	Number of weeks:
	

	Number of lecture hours/week:
	

	Number of recitation/discussion hours/week:
	

	Please attach the syllabus for the course(s) on which you are basing this request. Provide the following information, only if not included on syllabus:

	Course materials (briefly describe, including authors, title, and edition of any published textbook):
	

	Assessment methods (list graded work, such as quizzes, exams, homework, presentations, papers):
	

	Course topics:
	


	C.  Information about Relevant Work Experience

	If course competencies were or are being met through work experience, please describe your relevant experience, including the name and email address of your supervisor:

(If completing this section, please attach your resume or CV.)

	


For Office Use Only

Student Services Manager
 FORMCHECKBOX 
  If course exemption, student has taken the course listed above.

This information is already on the form; you just need to confirm that it was documented on a transcript.
HPM Course Instructor 
Approved
 FORMCHECKBOX 

Disapproved
 FORMCHECKBOX 

Signature: _______________________________________________   Date: ______________

Please paste in scanned signature and return form to the SSM.  
If course instructor has approved request: HPM Degree Program Director
Approved
 FORMCHECKBOX 

Disapproved
 FORMCHECKBOX 

Signature: _______________________________________________   Date: ______________

Please paste in scanned signature and return form to the SSM.  
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