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the Academic Information and Referral 
Center before credit can be awarded.

Military Credit. Students may earn gen-
eral education and elective credit for active 
military service with an honorable discharge 
by filing a copy of their DD-214 with the 
Registrar’s office.  Student may earn credit 
for education and training courses com-
pleted in the military based on recommenda-
tions by the American Council on Education.  
The student will need to submit a military 
registry transcript to Veterans Enrollment 
Services in the Registrars office.

Contact Veterans Enrollment Services to see 
about obtaining a military registry transcript 
or if you have questions about your military 
evaluation, 707-826-6191.

Credit Limitations
Open University. Students may count no 
more than 24 semester units of Open 
University / Special Session courses toward 
a bachelor’s degree. No more than nine units 
of Open University / Special Session courses 
can apply toward a master’s degree (pro-
vided these courses are on the candidate’s 
approved master’s program). 

Transfer Credit. No more than 70 semester 
units earned at an accredited community 
college may transfer to Humboldt State 
(California Code of Regulations, title 5).

No more than six units earned in intercolle
giate athletics may count toward gradua-
tion requirements. No more than two units 
of intramural courses may count toward 
graduation.

Credit/No Credit
Mandatory Credit/No Credit. Some cours
es are offered only credit/no credit—no 
letter grades. These include activity courses, 
thesis projects, field projects, independent 
study courses, and specialized courses.

Optional Credit/No Credit. In some cours
es, students choose between taking a letter 
grade or credit/no credit. A student choos-
ing the credit/no credit option must do so by 
the 8th week of classes; otherwise she/he 
will receive a letter grade.

Courses used to fulfill major requirements 
may not be taken on an optional credit/no 
credit basis. No more than 24 semester 
units of credit/no credit (mandatory and/or 
optional) taken at Humboldt State will count 
toward a bachelor’s degree. 

Graduate students can choose optional 
CR/NC only for courses not required by 
their approved program. No more than 1/3 

Credit by Examination
External Credit By Exam. Humboldt State 
grants credit for passing scores on external 
examinations such as advanced placement 
tests and some CLEP exams (see the chart 
in the Admissions Information section listed 
under Test Requirements). No more than 30 
semester units of such credit may apply to a 
baccalaureate degree. Advanced placement 
credit is excluded from this limit.

Students presenting scores of 3 or better 
on the advanced placement exams of the 
College Board may receive up to six semes-
ter units of college credit per exam. Students 
presenting scores of 5, 6, and 7 at Higher 
Level will receive six units of credit for the 
International Baccalaureate exam. Refer 
to the section titled “Advanced Placement 
Tests” to see how credit for specific exams 
will apply toward degree requirements.

Challenging A Course At HSU. A student 
must be enrolled in the course to be chal-
lenged via credit by exam. The course must 
be added by the end of the first two weeks 
of the semester. An application for credit 
by examination form must be submitted to 
the Academic Information & Referral (AIR) 
Center, SBS 133. 

Not all courses are available to be chal-
lenged. The instructor of the course and the 
department chair must first approve this ap-
plication. Approval by the department chair 
and the instructor will be based upon con-
sideration of preparation and background, 
the nature of the work to be covered and 
the availability of qualified staff members to 
give the examination. Units earned by exami-
nation will not count toward the residency 
requirement at Humboldt State. Persons 
challenging courses must be enrolled as 
matriculating students. Applications are 
available from the AIR Center.

Credit for Non-collegiate 
Instruction

Humboldt grants undergraduate degree 
credit for successful completion of non-
collegiate instruction—either military or 
civilian—appropriate to the baccalaureate 
degree. Credit must be recommended by 
the Commission on Educational Credit and 
Credentials of the American Council on 
Education.

For civilians, The National Guide to Education
al Credit for Training Programs recommends 
the number of units allowed. Appropriate 
documentation of instruction/course work 
must be submitted to the registrar through 

of master’s degree courses may be taken 
credit/no credit. 

Students may take only one optional CR/NC 
course per semester at Humboldt State.

Evaluating Credit. For an undergraduate 
student, unclassified post-baccalaureate 
student, and second bachelor’s degree stu-
dent credit is equivalent to a passing grade 
(A, B, C, or C-). No credit is equivalent to a 
D+ or lower. For a graduate student who 
is in a master’s degree program, or a cre-
dential-seeking student, credit is equivalent 
to a passing grade (A, B, or B-). No credit is 
equivalent to a C+ or lower.

Disqualification 
(see Academic Standing)

Double Major
Students may earn a bachelor’s degree with 
two majors by completing the requirements 
for both programs. Although both majors ap-
pear on the permanent record, the student 
receives one degree.

For information on pursuing two degrees, 
please see “Second Bachelor’s Degree.” 

Drop/Add 
(see Schedule Adjustments)

Educational Leave 
(see Leave of Absence)

Enrollment Limitations
Undergraduate students are limited to 19 
units per semester. Any student anticipating 
the need to enroll for more than 19 units 
should seek approval from his/her academic 
advisor. Due to their academic standing, 
some students are limited to enrolling in no 
more than 12 units. Advisors cannot change 
units for these students. These students 
should contact the Academic Information & 
Referral (AIR) Center, SBS 133, for informa-
tion on their unit limit.

Educational Leave
(Leave of Absence)

A student may request a leave of absence 
or educational leave from the university to 
pursue other educationally related activ
ities or to clarify his/her educational goals. 
Undergraduate students must submit to 
the Academic Information and Referral (AIR) 
Center (SBS 133) a request to go on leave. 
Graduate students should contact Research 
and Graduate Studies for information. 
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A student must attend at least one term 
prior to requesting a leave of absence. A 
leave of absence maintains continuing stu-
dent status. This allows a student to main-
tain catalog rights and eligibility to enroll for 
the term immediately after the expiration of 
the leave without reapplying to the university. 
While on leave, a student is not considered 
enrolled and is not eligible for Open University 
or any  other services from the university. 
The student will be apprised of registration 
information and deadlines for the term she/
he is to return to Humboldt State.  

Students may request a leave of absence 
for one or two terms, but the leave may 
be extended under special circumstances. 
For more information or to obtain an educa
tional leave request, contact the Academic 
Information and Referral (AIR) Center 
(SBS 133), or go online at www.humboldt.
edu/~reg.

Full-time Status
A normal course load is 15 units for under-
graduates to ensure timely progress towards 
the bachelor’s degree. Undergraduates tak-
ing twelve or more semester units, graduate 
students taking nine or more semester 
units, or post-baccalaureate students taking 
twelve or more semester units are enrolled 
full-time for student verification purposes.

Grades on the Web
You may view your student records on the 
Web, including holds, term grades, ad-
dresses, and account information. Grades 
for spring semester will be available in late 
May. Grades for fall semester 2007 will be 
available in late December 2007. Grades 
are not sent by mail or email.

Grading Symbols
A — Outstanding achievement

B — Very good, commendable achievement

C — Satisfactory achievement

D — Minimum performance

F — Failure without credit 

AU — Audit grade does not earn academic 
or degree credit. This grade refers to the 
student’s status as an auditor. See “Auditing 
a Course” under Academic Regulations in 
this catalog for further details.

CR, Credit — satisfactory achievement of 
course requirements. Does not affect GPA 
calculation.

I, Incomplete — indicates that a portion of re-
quired course work has not been completed 

and evaluated in the prescribed time period 
due to unforeseen, but fully justified, reasons 
and that there is still a possibility of earning 
credit. It is the responsibility of the student to 
bring pertinent information to the attention 
of the instructor and to determine from the 
instructor the remaining course require-
ments which must be satisfied to remove 
the Incomplete. The instructor of the course 
will complete an Authorized Incomplete 
form. The date by which the course is to be 
completed will be stated; however, no more 
than one year from the time the class ended 
will be allowed to complete the requirements 
(except due to special circumstances as 
approved by instructor and submission of a 
Petition of the Student). Either the instructor 
will change the Incomplete to an appropriate 
grade or it will administratively be changed to 
either a letter grade of F (Failure) and will be 
included in the student’s grade point average 
or to a grade of NC (No Credit) depending 
on the grade mode of the course.

NC, No Credit — indicates unsatisfactory 
achievement of course requirements. This 
grade is not used in grade point calculation, 
however, some universities and many gradu-
ate and professional schools interpret an 
NC grade as F.

R symbol following a grade indicates units 
do not count toward the degree due to 
course duplication or maximum allowable 
units exceeded.

RD, Report Delayed is assigned by the 
Registrar and indicates that due to circum-
stances beyond the control of the student, 
a grade has not been reported to the Office 
of the Registrar.

RP, Report in Progress — used in conjunc-
tion with thesis project and other courses 
where work assigned extends beyond one 
academic term. The RP indicates that work 
is in progress but that assignment of a final 
grade must await completion of additional 
work. RP is not included in the student’s 
grade point average. Work is to be com-
pleted in one year except for master’s thesis 
courses. Master’s thesis courses with an 
RP grade must be completed within seven 
years from the end of the term in which it 
was assigned. If a graduate student does 
not complete the course work within seven 
years, the RP grade will be administratively 
changed to a grade of F (Failure) and will be 
included in the student’s grade point average 
or to a grade of NC (No Credit) depending 
on the grade mode of the course.

W, Withdrawal — an authorized drop of the 
class within the allowed deadline. The symbol 

W indicates the student was permitted to 
drop the course after the fourth week of in-
struction with the approval of the instructor 
and department chair. It carries no connota-
tion of quality of student performance and is 
not used in calculating grade-point average. 
Note: If a student withdraws completely 
from Humboldt, an instructor has the right 
to override a W with an F or NC, depending 
on the grade mode of the course.

WU, Withdrawal Unauthorized — indicates 
that an enrolled student did not withdraw 
from the course and also failed to complete 
course requirements. It is used when, in 
the opinion of the instructor, completed 
assignments and/or course activities were 
insufficient to make normal evaluation of 
the academic performance possible. For 
purposes of grade point average this symbol 
is equivalent to an F and is included in grade 
point average.

# symbol following a grade indicates a reme-
dial course. Remedial courses do not earn 
academic or degree credit.

Academic Regulations

Grade-Point System
	 	 Grade	 Included

	 Grade	 Points	 in GPA

	 A ............................4.0......................... Yes
	 A- ...........................3.7......................... Yes
	 B+ .........................3.3......................... Yes
	 B ............................3.0......................... Yes
	 B- ...........................2.7......................... Yes
	 C+ .........................2.3......................... Yes
	 C ............................2.0......................... Yes
	 C- ...........................1.7......................... Yes
	 D+ ........................1.3......................... Yes
	 D ...........................1.0......................... Yes
	 F ............................0.0......................... Yes
	 AU .........................0.0 .........................No
	 CR .........................0.0 .........................No
	 I ..............................0.0 ......................   No*	
	 NC ........................0.0 .........................No
	 R.............................0.0..........................No
	 RD ........................0.0 .........................No
	 RP .........................0.0 ......................No**
	 W ..........................0.0 .........................No
	 WU ......................0.0 ........................ Yes

*Incomplete changed to F if not completed 
within one year.

** Report in Progress in master’s theses 
courses changed to “F/NC” if not completed 
within seven years.
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Graduate Credit
No grade below C counts as a passing grade 
when meeting requirements for the master’s 
degree. In fact, some programs require stu-
dents to repeat work for which they receive 
a grade below B. Check with the graduate 
coordinator for more information.

Graduate Credit  
for Undergraduates

Undergraduate students may earn gradu-
ate credit by petition under the following 
circumstances: 

only courses taken in the final semester 
of the senior year are applicable;

no more than six units remain to com
plete requirements for the bachelor’s 
degree; 

cumulative GPA is 2.5 or higher; 

applicable courses are upper division 
or graduate level and, if being used for 
graduate credit, are not also being used 
for undergraduate credit;

application for graduation (degree check) 
is on file with the Registrar;

no more than nine units taken as an 
undergraduate may be applied to the 
master’s degree;

students must complete the “Petition for 
Graduate Credit” (To be Earned in Final 
Semester of Senior Year) form available 
in the Office for Research & Graduate 
Studies, Siemens Hall 129.

Graduation, Applying for 
The university does not automatically grant 
academic degrees upon completion of de-
gree requirements. Students must apply for 
graduation, which initiates a degree check. 
Students pursuing a bachelor’s degree may 
apply for graduation any time after they have 
reached junior standing (60 units), and it is 
strongly recommended they apply AT LEAST 
two semesters prior to their expected term 
of graduation. Early application ensures that 
students receive their degree checks in time 
for adequate planning and advising for the 
final semester(s) of enrollment. It is recom-
mended that students pursuing master’s 
degrees apply for graduation at the time 
they advance to candidacy. Please refer to 
the Calendar of Activities and Deadlines for 
application for graduation deadlines.

Bachelor’s degree Appl icat ions For 
Graduation are available at the Academic 
Information & Referral (AIR) Center, SBS 
133, and online at www.humboldt.edu/~reg/. 















The Application For Graduation for master’s 
students is available from the Office of 
Research and Graduate Studies, SH 129. 

Students pursuing a bachelor’s degree must 
accompany their Application For Graduation 
with a major contract approved by their ma-
jor advisor and department chair (unless an 
approved major contract has already been 
sent to the Office of the Registrar). Students 
should make arrangements with their major 
advisor to obtain this contract. 

Once the major contract is approved and 
the Application For Graduation form is filled 
out, students need to pay the $30 gradua-
tion fee at Student Financial Services, SBS 
285, and return the receipted Application 
For Graduation and the major contract to 
the AIR Center. 

Once the Application For Graduation is 
received, a degree check is prepared and 
sent to both student and advisor. The degree 
check summarizes how degree require-
ments have been satisfied and lists remain-
ing requirements. Students are encouraged 
to come to the AIR Center if they have any 
questions about their degree check or, if they 
wish, to receive an update on their progress 
towards their degree objective.

Once the student has applied for graduation 
his/her name is included as a candidate for 
graduation on lists for faculty approval, diplo-
ma ordering, and commencement booklet 
publication for the expected term of gradu-
ation. Details regarding the May commence-
ment ceremony are available on the web at 
http://www.humboldt.edu/~grad/.

Once an undergraduate student has applied 
for graduation, he/she is not eligible to 
register for the term following the expected 
graduation date without first re-applying 
to the university as a post-baccalaureate 
student or deferring the expected date of 
graduation.

After semester grades are processed, de-
gree checks are reviewed for all candidates 
for graduation for that term. If all degree 
requirements are satisfied, the degree is 
posted to the student’s academic record 
and a diploma is sent shortly thereafter. 
If any requirements remain unsatisfied, a 
letter outlining the deficiency is sent to the 
student. Should the student need to post-
pone graduation after the expected date of 
graduation has passed, a $25 re-applica-
tion fee is required. To change a graduation 
date, download the printable Degree Check 
Update Request. 

Graduation with Honors
Humboldt State University awards honors 
to undergraduate students at the time of 
graduation, based on the following criteria:

completion of 30 units in letter-graded 
course work in residence at Humboldt 
State

a minimum GPA of 3.50 on all work taken 
at Humboldt State

an overall minimum GPA of 3.50 on all 
work attempted

The overall grade-point average (including 
both transfer and Humboldt State course 
work) determines which honors the student 
receives at graduation: 

Summa Cum Laude  3.85 to 4.00	
Magna Cum Laude  3.70 to 3.84		
Cum Laude  3.50 to 3.69

Honors for second-baccalaureate degree 
candidates. When computing grade-point 
averages for honors purposes, all under-
graduate units from HSU and transfer col-
leges will be considered, plus the HSU post 
baccalaureate units.  

Note: Master’s degree candidates are 
not awarded honors. See Graduation with 
Distinction.

Graduation with Distinction
Master’s candidates nominated for the 
Patricia O. McConkey Award for the 
Outstanding Thesis/Project will graduate 
with distinction. Students who participate 
in commencement, but who have not com-
pleted their culminating experience require-
ment may be nominated for the award the 
following semester.

Half-Semester or Less Courses
To allow for flexibility in scheduling, depart-
ments may offer courses at various times 
during the semester on a 10-week, 7-week, 
5-week and weekend workshop format. For 
purposes of adding and dropping, courses 
must be ADDED and/or DROPPED by the 
deadlines listed in the Calendar for Activities 
and Deadlines found in the Class Schedule 
& Registration Guide.

HSU Identification
HSU-ID Number. To assist in protecting 
students from identity theft, Humboldt State 
University has generated an identification 
number (HSU-ID) for each student. The HSU-
ID can be used only for obtaining services 
from the university. If it is lost, it cannot 
be used to establish credit or to identify a 








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student for business purposes outside the 
university. Therefore, it does not create the 
potential for identity theft inherent in using 
social security numbers (SSNs).

Social Security Number. Humboldt State 
uses the social security number to identify 
the student for purposes of financial aid eli-
gibility and disbursement and the repayment 
of financial aid and other debts payable to 
the institution. The Internal Revenue Service 
requires the university to file information 
returns that include the student’s social se-
curity number and other information such as 
the amount paid for qualified tuition, related 
expenses, and interest on educational loans. 
This information is used to help determine 
whether a student, or a person claiming a 
student as a dependent, may take credit or 
deduction to reduce federal income taxes. 
Many efforts are made to protect the pri-
vacy of this number.

ID Card. Students must have a picture taken 
in order to obtain a student identification 
card. An ID Card is needed to use the library, 
Student Health Center, and various campus 
services, as well as to pick up financial aid 
checks, and obtain student discounts for 
campus events. ID pictures are taken in the 
library, Monday through Friday, 11:00 A.M. 
to 1:00 P.M. and Monday through Thursday, 
6:00 P.M. to 9:00 P.M. New students should 
contact the campus ID office in the library 
regarding specific dates and times pictures 
will be taken. The cost of the ID card is in-
cluded in the registration fee the first term 
of enrollment at Humboldt State. There is a 
$5.00 replacement fee, payable at Student 
Financial Services, SBS 285, if the ID is lost 
or stolen. The receipt must be presented 
to the library prior to having a new picture 
taken.

Major/Advisor Change
An undergraduate may change a major, advi-
sor, or premajor by filing appropriate forms 
with the Academic Information & Referral 
(AIR) Center, SBS 133. The required signa-
tures must be obtained from the department 
before the forms are filed. Some depart-
ments may have additional requirements. 
Forms for changing a major, or declaring a 
second or double major, are available online 
at www.humboldt.edu/~reg/forms/ or 
from the AIR Center. Graduate students 
should contact the Office of Research and 
Graduate Studies, SH 129 for information 
about changing their major.

Minor, Declaring
To declare a minor, fill out a Declaration of 
Minor form obtained from the Academic 
Information and Referral (AIR) Center 
(SBS 133), or online at www.humboldt.
edu/~reg/forms/.

Noncollegiate Instruction 
(see Credit for Noncollegiate Instruction)

Presidential Scholar
An undergraduate student who completes 
at least 12 graded (A-F) units with a mini-
mum term grade point average of 3.85 is 
designated a Presidential Scholar. This des-
ignation appears on the student’s academic 
transcript.

Probation 
(see Academic Standing)

Registration
Students register for classes online. Students 
register from any computer with Internet ac-
cess, at home or on campus.

Continuing students normally register in 
November for the spring semester and in 
April for the fall semester. Students’ academ
ic advisors have registration materials. New 
students, transfer students, or students 
returning after an absence have the op-
portunity to register before the beginning 
of the term. Students should refer to their 
admission letter and the schedule of classes 
for more specific registration information.

Registration Holds
A hold is placed on a student’s registration 
and schedule adjustment for a financial 
obligation greater than $99 and less than 
720 days old owed to the university or for 
other administrative reasons. Students are 
responsible for resolving any holds placed 
on their registration.

Registration, Late 
Students may register late (up to the end of 
the first week of the semester) with a late 
fee charged. The schedule of classes has 
specific information.

Remediation
Basic skills in English and mathematics are 
crucial to academic success at Humboldt, 
but many students are admitted to the uni-
versity with a need for further development 
in these areas, as measured by scores on 
the English Placement Test and the Entry 
Level Mathematics exam. 

All new students whose ELM or EPT scores 
indicate a need for remediation must enroll 
in appropriate remedial classes their first 
term. Some students may need more than 
one term to complete remedial course work. 
All remedial course work must be completed 
within one year after entering a California 
State University campus, or a student may 
not be able to continue his/her enrollment. 
Satisfactory completion of remedial course 
work requires a grade of C- or higher. New 
freshmen entering fall semester 2007 who 
have not completed their remedial course 
work prior to the beginning of classes in 
fall 2008 may not be able to continue their 
enrollment at HSU.

Remedial Courses
Courses numbered 001-099 are remedial 
courses. These courses are designed to 
assist students in developing basic skills 
that are essential to successful university 
achievement. Units and grades earned will 
not count in the student’s grade point aver-
age nor towards meeting graduation re-
quirements. The # symbol following a grade 
indicates a remedial course on a student’s 
HSU transcript.

Repeating Courses
With the exception of repeatable courses, 
undergraduate students may only attempt to 
repeat a course for a third or subsequent at-
tempt by adding the courses with instructor, 
department chair and college dean approval. 
With respect to registration for the course, 
grades of w are not considered an attempt. 
All attempts appear on the permanent re-
cord, but only the most recent attempt will 
count toward the Humboldt State cumula-
tive grade point average and units earned 
toward the degree. Exceptions occur in 
cases where an academic program on 
campus specifically designates that a course 
is repeatable so that the automatic repeat 
process does not take place. For instance, 
JMC 327 is set up by the department to 
be repeatable 4 times. This means that 5 
attempts of this course will count toward 
the student’s grade point average.

Students should submit a petition to the 
Academic Information & Referral (AIR) 
Center, SBS 133, if special circumstances 
are involved. Repeating a Humboldt State 
course that was previously taken at another 
college may require permission from the 
university department offering an equiva-
lent course (if the equivalency has not been 
established by an articulation agreement). 
Additionally, the department chair must sign 
a Student Petition, if applicable, which is avail-

Academic Regulations
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able from the AIR Center. In order to override 
the Humboldt State automatic repeat policy, 
the student needs approval of the depart-
ment chair on a Student Petition.

The grades of I, NC, RP, RD and W are 
not considered as attempts for grade 
point average computation. Contact the 
Academic Information & Referral (AIR) 
Center, SBS 133, regarding courses taken 
prior to fall semester 1996. Please note: 
Some universities calculate all attempts of 
every course and ignore the undergraduate 
grade point average provided by Humboldt 
State for post-baccalaureate programs 
(e.g. graduate level programs, law school, 
medical schools).

Students who are pursuing a second 
bachelor’s degree or who are unclassified 
post-baccalaureate students are eligible 
to use the undergraduate repeat policy. 
Students should submit a petition to the 
Academic Information & Referral (AIR) 
Center, SBS 133.

Graduate students may repeat courses; 
however, all grades will appear on the 
permanent record and count in the grade 
point average. The units earned toward the 
degree count only once.

Note:  A student may not take a course at 
Humboldt State, repeat it at another college, 
and then use the repeat policy to remove 
the Humboldt State course from the grade 
point average.

Schedule Adjustments
Students may view an updated list of open, 
cancelled, and closed classes at http://
www.humboldt.edu/~oaa/classes.shtml or 
by going to Humboldt’s homepage at www.
humboldt.edu and selecting Class Schedule 
under Quick Links. Schedule adjustments 
may be made by using web registration.

Adding Courses. During the first four 
weeks of classes, all adds can be done by 
the student via web registration. Instructor 
approval is NOT required for students to 
enroll in open classes during the first week 
of instruction, except for those that require 
special approval. Instructor approval is re-
quired (with a Magic Number) for students to 
enroll in any class beginning the second week 
of instruction. During the third and fourth 
weeks of instruction, a $2.00 Late Add fee 
is assessed for each course added.

Courses cannot be added after the fourth 
week of classes (see Calendar of Activities 
and Deadlines for deadline dates). After the 
fourth week, approval to add courses will be 
granted only with verification that the course 

is necessary for the student to graduate at 
the end of the current semester. Instructor, 
department chair, and college dean signa-
tures are required.

When adding courses with lecture, lab 
and/or activity/discussion links, all 
courses/sections must be added in web 
registration.

Dropping Courses. During the first four 
weeks of instruction, students may drop a 
class from their schedule via web registra-
tion without obtaining instructor approval 
and no notation for the drop will be recorded 
on the student’s academic record. During 
the third and fourth weeks of class, a 
$2.00 late drop fee is assessed for each 
course dropped. After the first four weeks 
of classes, instructor, department chair ap-
proval, and serious and compelling reason is 
required on the schedule adjustment form 
available from the Academic Information 
& Referral (AIR) Center, SBS 133. The 
student must submit the completed form 
in person to the AIR Center. A “W” grade 
is recorded on the academic record and a 
$10.00 fee will be charged per course. The 
final drop deadline is the end of the twelfth 
week of classes (see Calendar of Activities 
and Deadlines in this Class Schedule & 
Registration Guide for deadline dates).

As a matter of university policy, the instruc-
tor in the course may not drop on behalf 
of the student. Even if the course appears 
on the student’s schedule as the result of 
an error, it is still the responsibility of the 
student to drop the course. Instructors 
will not officially drop a student from the 
class roster because the student failed to 
attend the first week of classes, nor will the 
student be automatically dropped by non-
attendance. See Attendance section of the 
Class Schedule & Registration Guide.

When dropping a course that requires a 
lab or activity, both the lecture and the 
lab/activity must be dropped at the same 
time.

NOTE: When you drop all of your classes 
using web registration, the information is re-
layed to the Office of the Registrar. You will be 
withdrawn from the university. The date on 
which the drop process is completed is the 
effective date used for official records in the 
Registrar’s Office, Financial Aid, and Student 
Financial Services. Many students, however, 
must also complete various exit procedures 
with offices on campus. We strongly encour-
age students who are considering withdraw-
ing, to visit the AIR Center for a full discussion 
of the withdrawal procedure. Following the 
complete withdrawal procedure ensures 

that outstanding issues are dealt with in 
advance of leaving the university.

Add/Drop forms are available at the AIR 
Center, SBS 133.

Second Bachelor’s Degree
All undergraduate units and post baccalaure-
ate units are counted in computing overall 
units and grade point average.  Candidates 
should apply for graduation early in order 
to receive a complete evaluation of their 
progress toward the second degree. 

When the first degree is from another 
institution: To earn a second bachelor's de-
gree at Humboldt, a student must complete 
at least 30 semester units in residence at 
HSU beyond the requirements of the first 
degree. Of these units, 9 must be in general 
education, 24 must be upper division, and at 
least 12 of the upper division units must be 
included in the major. Student must have an 
overall 2.00 grade point average at HSU.

Candidates must fulfill the requirements 
of the second major and must satisfy the 
GWPE, US institutions, and DCG require-
ments. 

When the first degree is from Humboldt: 
Candidates must complete 150 semester 
units (the 120 required for the first degree 
plus 30 resident units for the second). The 
student need not fulfill general education, 
institutions, diversity and common ground, 
or graduation writing proficiency exam 
requirements a second time. (A student 
may need to complete diversity/common 
ground requirements if the student did not 
complete appropriate courses with the first 
degree.) Students may earn two bachelor’s 
degrees at the same time, but must com-
plete requirements for a second degree as 
listed above.

Note: If a student graduates with one degree 
but still needs additional course work for 
the second degree, that student will need 
to re-apply to the university as a post bac-
calaureate student.

Honors for second-baccalaureate degree 
candidates. When computing grade-point 
averages for honors purposes, all under-
graduate units from HSU and transfer col-
leges will be considered, plus the HSU post 
baccalaureate units.  
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Second Master’s Degree
Preparation equivalent to an undergraduate 
major in the student’s field is prerequisite 
to earning a second master’s degree. The 
program for the second degree requires a 
minimum of 30 semester units, 24 of which 
must be beyond the requirements for the 
first master’s degree and 21 of which must 
be completed in residence. In addition, the 
student must meet the requirements set by 
his/her graduate committee.

Transferring to  
Another Institution

For specific requirements, students should 
consult with the institution to which they 
plan to transfer. Humboldt State is accred
ited by the Western Association of Schools 
and Colleges and by the State Board of 
Education. This ensures that institutions 
accredited by the same (or similar) boards 
will accept student credits.

Transcripts
A student may request a copy of his/her 
academic record or transcript by filing a 
transcript request form (form can be printed 
from the Enrollment Services Web site www.
humboldt.edu/~reg) with the Office of the 
Registrar. Transcripts also may be ordered 
by mail at the following address:

AIR Center 
Transcript Section 

Humboldt State University 
1 Harpst Street 

Arcata CA 95521-8299

Transcript requests may also be faxed to 
(707) 826-6194.

To avoid delays in processing, include:
student’s current full name and all other 
prior names used

social security number

date of birth

beginning/ending dates of attendance

whether the current term’s grades are 
to be included (when a transcript is or-
dered near the end of a term)

full address of the agency, college, or 
individuals to whom transcripts are to 
be sent (complete mailing addresses 
are required)

student’s signature and date (authorizing 
release of records to the designee) 

the correct fee payment

credit card billing information and au
thorization for all requests sent via fax



















The current fee is $4 for the first copy, $2 
for each additional copy prepared at the 
same time (to a total of ten copies), and 
$1 per copy over ten. Students may print 
unofficial copies of their Humboldt State 
transcripts from the Web at www. humboldt.
edu (Records & Registration link).

Because of the volume of transcript re-
quests, a delay of up to four weeks may 
occur after grades have been posted to the 
academic record. Requests are processed 
on a first-come, first-served basis.

The Office of the Registrar will accept re
quests to expedite service, such as prepar
ing and mailing transcripts within 48 hours 
or preparing special certifications of gradu-
ation status prior to issuing a diploma. The 
fee is $10 for expedited service. Requests 
to transmit documents via fax also require 
a $5 service charge. Requests for special 
handling will be accepted only if work volume 
permits. To request expedited service or spe
cial handling, call (707) 826-4101.

Withdrawal from HSU
Students who find it necessary to cancel 
their registration or to withdraw from all 
classes after enrolling for any academic 
term are required to follow the university’s 
official withdrawal procedures. Failure to fol-
low formal university procedures may result 
in an obligation to pay fees as well as the 
assignment of failing grades in all courses 
and the need to apply for readmission be-
fore being permitted to enroll in another 
academic term.

Any student who is anticipating the need 
to withdraw from Humboldt State is en-
couraged to discuss this with his/her aca-
demic advisor or with staff at the Academic 
Information & Referral (AIR) Center, SBS 
133, 707-826-4101.

To start the withdrawal process, a student 
should go to the AIR Center. A student who 
formally withdraws prior to the end of the 
fourth week of instruction will have only an 
appropriate date of withdrawal (no course 
work) appear on the academic record for 
that term. A student who formally withdraws 
after the first four weeks of the semester will 
have an appropriate date of withdrawal ap-
pear on the academic record and all course 
work will appear with a grade of “W” (with-
drawal). A student is not allowed to withdraw 
during the last three weeks of instruction or 
later except in cases, such as accident or se-
rious illness, where the cause of withdrawal 
is due to circumstances clearly beyond the 
student’s control AND the assignment of 
an incomplete grade is not practicable.  

Students must notify all course instructors 
of withdrawal.  An instructor has the right to 
override a “W” grade with a grade of “F” or 
“NC.”  For information regarding deadlines 
for partial refund upon withdrawal consult 
the Calendar of Activities and Deadlines and 
Student Financial Services.

A student who does not plan to return to 
Humboldt State the next semester must 
request a leave of absence or REAPPLY 
to the university upon return. For more 
information please contact the AIR Center, 
707-826-4101.

Financial Aid. Students who receive financial 
aid funds must consult with the Financial 
Aid Office prior to withdrawing from the 
university. If a student withdraws from the 
university, or ceases attendance, a portion of 
student financial assistance received may be 
considered unearned and must be returned 
to the program. Financial aid recipients will 
be billed for any unearned financial aid and 
resulting unpaid university charges.

Housing. Students who have paid for hous-
ing on campus should contact the Office 
of Housing and Dining Services, 707-826-
3451 or by email housing@humboldt.edu 
concerning refunds. 

NOTE: Students must keep their HSU 
Preferred Email Address correct. Humboldt 
State University will contact students via 
the preferred email address with important 
information.

Retroactive Withdrawal. Requests for 
withdrawal from course(s) after the twelfth 
week of instruction (retroactive withdrawal) 
are seldom granted. Students are expected 
to formally withdraw from classes or the 
university prior to the end of the twelfth week 
of instruction if work, personal, or health 
reasons interfere with class attendance or 
ability to complete work or exams.

Withdrawal from classes or the university 
after the twelfth week of instruction will 
be considered only for accident or serious  
physical or mental illness, or serious per-
sonal or family problems where the cause 
of withdrawal is due to circumstances 
clearly beyond the student’s control and 
the assignment of an incomplete grade 
is not practicable. In addition, extenuating 
circumstances must be shown to have pre-
vented withdrawal in a more timely fashion. 
Students may not request a late withdrawal 
for poor academic performance. Lack of 
awareness of the withdrawal procedures is 
not an extenuating circumstance.

Requests for retroactive withdrawals must 
be made in writing. For more information 
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contact the Academic Information and 
Referral (AIR) Center, SBS 133, 707-826-
4101.

Withdrawal Procedures for Students 
Mobilized for Active Duty. HSU students 
who are in the military reserves or the 
National Guard of the United States who 
are called to active duty after the beginning 
of a semester or summer session have two 
options they may consider in determining 
their enrollment status with the university. 
Normal withdrawal procedures should be 
followed whenever possible. However, if stu-
dents are unable to complete the necessary 
paperwork by coming into the Academic 
Information and Referral (AIR) Center, SBS 
133, or writing a letter of withdrawal, the 
university shall accept notification from the 
student or a family member. The Office of the 
Registrar will verify all notifications. 

Students may also contact Veterans 
Enrollment Services, 707-826-6191, with 
questions or for assistance with required 
paperwork. 

OPTION 1 - Students may withdraw from 
all courses: 

A student may choose to do a total with-
drawal from all his/her classes, and under a 
CSU policy, receive a full refund of tuition and 
fees. This option requires that the student 
withdraw from every course and receive 
no grade for any course taken during the 
semester. 

To process this total semester withdrawal, 
undergraduate students must contact the 
Academic Information and Referral (AIR) 
Center, SBS 133, 707-826-4101 or email 
at air@humboldt.edu to complete the neces-
sary paperwork and to start the process 
for refunds; in addition graduate students 
should notify the Office of Research and 
Graduate Studies, Siemens Hall 213, 707-
826-3949. 

A student who does not plan to return to 
HSU the next semester must request a leave 
of absence. This approved leave of absence 
will ensure that the student will retain their 
catalog rights and will allow him/her to regis-
ter for subsequent terms without reapplying 
for admission 

OPTION 2 - Students may take a grade of 
incomplete in courses. 

If a substantial part of the semester has 
been completed by the time the student is 
called for active military duty, the student 
may meet with each instructor to deter-
mine if the assignment of an incomplete 
grade is practicable. The conditions for 

completing course work and receiving a 
final grade should be agreed to between the 
student and the instructor by completing an 
Authorized Incomplete form available from 
any academic department. If the assignment 
of an incomplete grade is not practicable, 
then students should be offered the option 
of withdrawing from the course. 

A student who does not plan to return HSU 
the next semester must request a leave of 
absence. This approved leave of absence will 
ensure that these students will retain their 
catalog rights and will allow them to register 
for subsequent terms without reapplying for 
admission. 
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