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STEP 1: 

The student obtains the Course Repetition 
Request form from the Peralta Admissions 

and Records website.  See link below 

STEP 2: 

The student completes the “Student 
Information” section of the form, including 
the course information, selects one of the 

options listed for repeating the course, and 
signs the form 

STEP 5: 

The Dean of 
Enrollment 
reviews the 

Course 
Repetition 

Request form, 
supporting 

documentation, 
renders a 

decision, and 
signs the form 

 

STEP 8: 

The Admission & Records Office informs the student of the enrollment outcome.  If added to the 
waitlist, Admissions & Records provides next step instructions (8A and 8B) to completing the 

enrollment process, and files the form  

. 

STEP 7: 

The Admission & 
Records Office 

reviews the 
request and 

proceeds based 
on the Dean of 
Enrollment’s 

decision 

The Course Repetition Requests form is available on the Peralta Admissions and Records website: 
**https://web.peralta.edu/admissions/files/2020/04/Course-Repetition-rev-2020-need.pdf 
 
**Students must adhere to the Academic Calendar enrollment dates 
**The student reviews their class schedule to verify enrollment by logging in to their Student Campus Solutions page 
**Authorization received is valid only for the term in which the Course Repetition Request was received      Updated Spring 2021 – LC/SDL/MRC 

 

STEP 7A: 

If approved, the Admissions & Records Office will enroll the 
student. If the class is at capacity, the student will be placed 

on the waitlist if space permits 

STEP 7B: 

If denied, the Admissions & Records Office will NOT enroll 
the student. Process ends 

STEP 10: 

The Admissions & Records Specialist 
notifies the student once the transcript 

notations have been completed and 
forwards the Course Repetition 

Request form to the District Admissions 
& Records Office for archiving 

STEP 9: 

The Admissions & Records Specialist 
reviews the student’s academic record 
once grades for the term have posted 

and makes all necessary transcript 
updates at the end of the term 

 

STEP 3: 

The student submits the signed Course 
Repetition Request form, supporting 

documentation that aligns with the reason 
chosen and submits to the Staff Assistant 

to the Dean of Enrollment 

STEP 6: 

The Staff Assistant to the Dean of Enrollment keeps a copy for archiving, notifies the student, and forwards the signed form to 
the Admissions and Records Office for processing 

STEP 4: 

The Staff Assistant to the Dean of 
Enrollment gathers the signed form, 

supporting documentation and forwards to 
the Dean of Enrollment for review and 

signature 

**All course information must be included 
on the form prior to submitting to the Staff 

Assistant to the Dean of Enrollment 

 

STEP 8A: 

The student contacts 
the instructor to 

request a permission 
number 

STEP 8B: 

The instructor provides the student with a permission number if they are 
accepted into the course. 

**Enrollment from the waitlist is instructor driven. Not all students from 
the waitlist receive a permission number and will not be enrolled 

 

 

STEP 8C: 

The student provides the 
permission number to 

Admissions and Records 
Office to complete their 

enrollment. Once enrolled, 
the student is notified 

**Point of Reference (B): 

Students who have completed a course with a grade of A, B, C, or P, within 
the Peralta District, may repeat a course with authorization from the Dean 

of Enrollment, for one of the reasons specified in Title 5, sections 
55040(b)(3), 55040(b)(5), 55040(b)(8), 55040(b)(9), 55043, and 55045.  

** Point of Reference (A):  

The black arrow denotes seamless enrollment 
process.  The blue arrows add steps to the 

completion of the form 

 


