How Do I File a Petition to
Repeat a Class?
There are a number of reasons why you may need to submit a petition to repeat a class. Among the most common reasons for filing a Petition
to Repeat is to take a third attempt at a class after previously earning either two substandard grades, two “W”’s, or a combination of the two.
This is known as “Alleviation of Substandard Academic Work”. In this case, the third attempt will be your final attempt at the class. Should this
be the case for you, you can only submit a Petition to Repeat after receiving your grade, not while the second attempt of the class is in
progress. Other reasons for filing can be found at www.dvc.edu/petition-to-repeat. For more information, contact Carissa Urbalejo at
curbalejo@dvc.edu.

1. Head to www.dvc.edu/petition-to-repeat,
and log in with your InSite username and
password. Read the instructions at the top of
the page carefully.

2. Your name, email address and Student ID
number should already be entered. Check to
see they are correct.

3. Enter the course abbreviation and number.
You can check the catalog or schedule if you
are unsure what it may be. Semester
abbreviations are “SU” for Summer, “FA” for
Fall, and “SP” for Spring.

4. List the previous attempts you have taken of
the class. If you are unsure, log in to InSite
and check your unofficial transcript. Be sure
to use the semester abbreviations as
mentioned above.
5. Read the description for “Alleviation of
Substandard Academic Work”. Check the box
if this applies to you.
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6. If you have another reason for
submitting a Petition to Repeat,
carefully read through the other
options listed. The other options all
require supporting documentation.
Make sure to include links to this
documentation in the comment box at
the bottom of the page.
7. Submit the form. You will receive a
response in your InSite email. Log in to
InSite and click the “Email” tile for
access. If approved, print out the entire
email.
8. Registration for approved classes can
only be done in person. To do this,
complete a Schedule Request Form.
These can be found online, or at
Admissions and Records. If the class has
already begun, your instructor will
need to electronically provide you with
Authorization For Late Add.
9. Submit the completed Schedule
Request form alongside the printout of
your approval email to Admissions and
Records.
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