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0 Where to locate the online academic petition submission form
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0 Submitting an academic petition online
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This presentation will help Faculty of Health students understand the following:
= What is an academic petition?

= Where to locate the online academic petition submission form

= Guidelines for writing your petition letter

= |nstructions for submitting your academic petition online

= And next steps after submitting an academic petition

The information provided during this presentation is relevant only to Faculty of Health
students. If you are affiliated with another Faculty, please refer to your own Faculty website
for specific information.




What is an Academic Petition?

An academic petition is a written request for the waiver of a Faculty’s
academic regulation or deadline

Undergraduate Academic Calendar:
http://calendars.students.yorku.ca
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What is an Academic Petition?

An academic petition is a written request for the waiver of a Faculty’s academic regulation
or deadline. Before initiating a petition, review the University and Faculty rules and
regulations as stated in the Undergraduate Academic Calendar found online at
calendars.students.yorku.ca. Academic petitions in the Faculty of Health are reviewed by
the Faculty’s Petitions Committee for consideration.



https://calendars.students.yorku.ca
http://calendars.students.yorku.ca
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*on screen: demonstration of where to find petition website*

You may find petition information, required forms and the online petition submission form
on the Faculty of Health website at health.yorku.ca.

Under the heading “Student and Academic Services,” click on “Academic Petitions” and
then click on “Petition Information and Package”. Faculty of Health students must submit
their academic petitions online using the online petition submission form found on this

page.



https://health.yorku.ca
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Types of Petitions and Their Requirements?

Please read the information below regarding the type of petition you plan to submit. It is important to
remember thatincomplete petition packages will not be reviewed by a Petitions Committee. Incomplete
petition packages are sent back to the student for revision and resubmission.

v | ate Withdrawal

A petition for late withdrawal is a request to drop or withdraw from a course after the official deadlines to
do 50 have passed.

Required Documentation
* An Academic Petition Form
= Apetition letter (statement of grounds)

* A Course Performance Summary (one for each course being petitioned)

* |fapplicable: Supporting Documentation (i.e. Attending Physician Statement, Counsellor Statement,
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*on screen: demonstration of where to find petition informational video, online
submission forms, petition type information and documents to download”

Before you begin your petition, you are required to read the detailed information on the
Faculty of Health Petitions website for information on the petitions process. In the example
on the screen, a student petitioning to drop a course from their record will click on the
“Late Withdrawal” tab. There, the student will find a definition of this type of petition, a list
of the required documents for the petition, and any relevant information regarding the
petition type.

On this page, you will also access and download any petition forms required for your
petition. Please note that not all forms are required for every petition; you only need to
submit the forms relevant to the regulation you are requesting as outlined in the types of
petitions and their requirements section.
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Complete Petition Package

health | YORKHR

UNIVERSITE
UNIVERSITY

Depending on the regulation you are petitioning, specific forms may be required in your
petition package. Please note that an incomplete petition package missing any required
document will be cancelled. We will now review the forms that may be required in a
petition request.




Course Performance Summary (CPS)
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- Course Performance Summary




I ' Section II: to be compieted by course instructor

The above named student rs submiting 3 petion for the waiver of a Facully regulation or deadine (¢.g. drop
oo Course Performance Summary e course pas o ceadine ot enemplon Fom e deoine I s 3 reqest ko rade reapprasa) Tha
pettion requires feadback from the course drector to help mform petiton commitee members n ther
considerabon of the petton

Incomplete petition submissions will not be accepted for processing. Complete this form to the best of your abiity and return i 10 the student 25 quickly as possible 50 that it can be
You must ensure all pefifion documents are suomiited at the same fime in cne package. Incomplete petitions wil be submitted 33 part of 3 complete ptitons package. A delay in completing ths document will pegatively impact
cancelled and the documants wil be retumed o the local mailing address curently on your resord within the Student | 0 SR DTy 0 ok 2 iy dyosicn.
Informaton System. E-mai submissions wil not e accepted | Separate submissions of Course Performance Summary forms will not be accepted.

_ ’ ) " Confidertiaity notes:
Student responsibilities: i s your respens/bilty to have this form completed by the course directorinstructor

in which special consideration is being reuested. If the course directorfinstructor is not available. a . g““’ have the nght o see all materials pertaming to their pettion, inchuding Course Perdormance

departmental representative such as a Chair or Undergraduate Program Director may complete the o Whis studsnts are encouraged 1o discuss the creumstances with ther course dreciors, they have the.
form. Additional copies of this form are avallable online at http:/iwww.registrar.yorku. it i right y and are not obliged to the grounds of a petition with thei instructors.
1. Amendance: tothe best of your knowledge, did the student atiend classes regularly?
Be avare thet making false claims. submitting false information or altering oficial documents or records, so as OYes DONo 0O Donotknow
fo mislead an instructor, academic unit o commiftee, are considered breaches of acadzmic hunes!y. The 2. Cowse information: complete the table below. Information and daies are mandatory where requesied
Senate Policy on Academic Honesty is published in full in the Undergraduate Calendar end is alsc Thes imformation s essental for the Petibon Commities 1o confim the tme andior sequence of events
avaiatle on the Universty Secretariatviebsite (nttp:/isecretariat:policies.info.yorku.cal). GUicBMdia e Sty el
i Type of graded Sweighting | Grade Avvigrrens Date grade was | Puta checkmark in
E: ompoeent of med radlabie 10 viudent | thes L
Section ;to be completed by student. S -l B piary | "y | rasamt
S T (mandryi
Student Information (please print)
Stiert Namber L NamefFaiy Name Gen Nemets)
Teeshene Emal Home Faely
Keep your information up-to~Jatel ke sure we have yourcurentconéact normatio by checking the My Student Records
secionof e My Online Senices st at htp:iwin registraryorku calmyoniineservices
Seson [ Tem | Fauity Sutit Course Kumter Sacion I T
Course T Course Diecorrstulors ane ﬂ e T ‘

*on screen: going through CPS form*

A Course Performance Summary is required when petitioning to drop a course (or a late
withdrawal) and also when petitioning for a deferred standing or an extension of deferred
standing. If you are submitting such a petition, please ensure that a Course Performance
Summary is included for each course being petitioned.

This is a 2-page document; you are responsible for completing section 1 with your
information and the course information. Once you complete section 1, you must take the
form to the Department that offers the course and request that Section 2 is completed; for
example, if you are petitioning a Psychology course, you must bring the form to the
Psychology Department. The Department will complete Section 2 of the form; the
Department may take a couple of weeks to do so.

Please note it is the student’s responsibility to pick up the Course Performance Summary
from the Department. You may locate the Departmental contact information by using the
York Atlas Directory.




Petition to Enrol Late Form (PEL)
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Petition to Enrol Late Form




YORK Registrar's Office

tion to Enrol Late Form

i i not be. Tor processing.
fou must ensure all pefiion dotuments are submitted at the same time in one package. Incomplste petitions wil be
Canceled and the dotuments wll be retumed fo he el maling adchess currerly o yout record it the Student
Information System. E-meail submissions will not be Bccepted.

Attention Academic Units: this form s to be used only as part of a complete academic petition submission If the
department and the course instructor wish 1o give special permission to a student to enrol in a course after the sessional
date “last day to enrol with permission of the instructor’, but before the end of November for F and ¥ Term courses or the
nd of February for YV Term courses, you must use ihe Request to Enrol Late Form availsble from the Registrars
Office. After these deadiines, of i the student does not have-the approval of the deperiment andlor insiruetor, ihe student
must submit & complete petiions package, including this Petition to Enrol Late Form.

Student Information (please print)
Lastamaamy ame

Gven hamets)
Homa Facuty

Swsent Nuber

Teisghonz Email

Keep your information up-to-tate! Maks sure we have your current contact information by visiting the My Student
Records section of My Or

Trwhich you wish o enrol oK Gne and Srier year)
OFail 20, I Winter20 O Summer 20

Coursefs) requested for late enrolment

Tem Faculty Sutject Secton | Tutlsb | Catalogue Mumber

Tr Eeendance Srce () [ e Dt e

Deparment corfmalion of Svalabity of S5a0e I Gourse

Sy, use back of = = J

Approval of petition: By submitting this petition, you are signifying that you request enrolment in the course(s)

anwe If your petition e approved, you wil automatically be enrolled in your course(s). You can chesk your enrolment
Current

Foeir ¥ou have ot yet pa fees or this frm 15 yOUr rsspansiity o submt uamemmynur poinate).

immediately. Pleass visit the Gurrent Students Wab sits{sfs.

through your bank. ou are liable for all fses. You will not be dmupeﬂ rom the SoUrSe(s) f payment s nt retaben

‘ Suderts S Ga Gy
Frecion Aoy Fasonat. autrory ot The e w—
iy 3
Uk or crs o s Tt oy 1 o0 Ut Fease cotac e Hneger,
Vork Unersy, 700 Heele Stes, Tororko ONL NGJ 173, 416 572 675
Use Only = ; Baie
Registrars Ofice Use Only gt oste
Pation o o Lite, Octoter 2016 YO R K
UNIVERSITE
UNIVERSITY

*on screen: going through PEL form*

A petition to enrol late form is only required if you are requesting to enrol into a course
past the deadline. This form requires the signatures of the course instructor, the
department that offers the course and your own.

10



Deferred Standing Agreement Form (DSA)
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- Deferred Standing Agreement Form
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YORK gegistrar's oftice
o Final Exam/Assignment Deferred Standing Agreement

[Clicheck this box if you are registered with Counselling & Disability Services

STUDENT DEADLINE
It Is Senate policy that “normally, requests for deferred standing musi be communicated within one week following a missed
examination or the last day 1o submit course work”. The period during which the University Is officially closed for December holidays and
statutory holidays 15 not counted i the determination of deadiine days.

Student Information (please print)

Student Numbes ast N famly Namme Gtven Names)

Telephone: mall Home raculy

Keep your information up-1o-datet Make sure York 1as your cunent contadt Infoemation. Vit personal Iniormation on 1he My Student Records.
section \71 the Current Students Web site al 4!§I{VB‘!-WIM.(E/MIHIIMM!\(&/

Course Information

Tem [ Faky J = ‘ Coure e | Section I T ‘

Ave you requesting a deleried exam? No[TI Yes 1) 1f yes, provide original date,/ime of exam

WO v

1yes, please st outstanding asslanment(s)

Wikat are the reasons for your deferral request? (lease note, your professor may ask you for documientation In supportof you request, e.g.
Altending Physiclan's Statement avallable af reqistrar, yorku.ca/exams,/deterred,/index htmitab-3)

[ 1 have approved the request for a deferred final exam 10 be written by the following date
[+ have appeoved the request for b deadiine of
1 understand that a final grade must be submitied by the deadlines listed on the back of this farm:

Caurse Direcior's Name signature e (),
(o desigrote)
I vwiLt NOT appe quest for the student must Iy pe thelr home Faculty.

“anly In the event that the

director I it f before the defemed '] students approach the
department Chalr, the undergraduate program director (UPD) or the relevant associate dean 10 act o the course director’s behalf on this
| matier. EXCEPTION: At 0sgonde, the assistant dean (Student Services) completes and signs this section

student: 1 understand that It s my respy ¥ 1o complete the work by th the grade on fle will be

assigned.

Stode’s Skgne Date (/)

sl o/ Assignment Delerved standing Agreement, Dctober 2018 Instructions Over & l O R K '
UNIVERSITE
UNIVERSITY

*on screen: going through DSA form*

If you have missed your final exam or the deadline to submit your final assignment, have
grounds and documentation to explain your absence, and your course director has already
denied your request to write a deferred final exam or submit a final assignment, you may
formally petition for a deferred standing in the course.

This type of petition requires the deferred standing agreement form with the Course
Director’s decision & signature, along with the course performance summary.

Bring the form to the Course Director or the Department that offers the course for
completion. This form requires the signature of the instructor, or the Undergraduate
Program Director or Chair, if the instructor is unavailable. The form must indicate that he or
she has denied your request for deferred standing, and as a result you are required to
petition to your home Faculty.

12
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Supporting Evidence Forms
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Now, we will review the York University-specific forms that may be included in your petition
to support your request. These forms are not required for the petition, but are highly
recommended if applicable to your circumstances.

13



Attending Physician Statement (APS)
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Attending Physician Statement
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YORK Registrar's Office

Attending Physician’s Statement

Section |: to be completed by student.

| Student Information (please print)
Last Name,/Tamily Nme Glven Name(s)

Studenl Hamber Tmall Telephone

Keep your information up-o-date! Make sure we have your curent coniact Information. Visi My Persenal info on ffve My Student Records
sectlon of the urrent Students Web sie al

Academic Work Affected

Counsel)

Wik, £, 255 3 b(s), e

the suihosity of 19451
i awd/n Inansal pediions o York Unversy.

Pursant 195, 29 o1
m

y academic

Yosk

Student’s Signature: wate (dd/mm/yy)

Section II: to be completed by attending physician.

he student
10 release the Infommation requested beiow,

Datets) cxamined

Pythologicalor sy el affect o s atfedted thes
abillty 0 perlorn e spell acadernic work noled above

aflcted he studenl's acadermlc work..

[ ity to ke
Couese duing this allected period?
Ove [=[*)

g et S, by 20, e 1012 SZ O R |<

*on screen: going through APS form*

If your petition is based on medical grounds, ask your physician to complete an Attending
Physician’s Statement, that should be included as part of your petition package for support.




Counsellor Statement
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Counsellor Statement




YORK  Registrar's Office

Counselling & Development Counsellor Statement

a registered client at the York University Counseliing & Development Centre before your counsellor can
is form

incomplete pefitions vill be
v record vithin the Student

authorty of The 1965, 1t s related directy to and needd 1o sugparn
At | paten)
and ana
iy req ty ademic andior
financial petions.
Iunderstand that York Urniversiy will maintsin 3nd st dentili
d
Student Number Lst NamaiFamily Name ‘Given Namais)
Siwdent's condifon comments 1
Telephons Emal Homa Fasuty
Keep your information up-to-date! Make sure we have your E by visiting the My ector
of iy Oniine Sevicss.
Stdent's Signature Date (adimmiyy)

Section II: to be completed by counsellor.

1. Date you received this form

2. Consultation date(s)

3. Summary of nature of counselling issues:

GCounsaling & Development Counseltr Statement Qccter 2014, Page 1 012 Continued Over # S-/ O R I< '

*on screen: going through Counsellor Statement form*

If your petition mentions that you were receiving support from a counsellor, ask your
counsellor to complete a Counsellor Statement to support your request. This form helps
your counsellor summarize any issues that relate to your petition.

17



Guidelines for Writing a Petition Letter
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Guidelines for Writing a Petition Letter
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Guidelines for Writing Your Petition Letter

Include the following:

O The regulation being petitioned

O Courses involved

O Waiver of the 30-day to one-year deadline

O Extenuating circumstances - include key dates relevant to the
course(s)

QO Selectivity
O Acknowledge responsibility for your performance

O Outline the steps you have taken or will take to improve your
circumstances

health YORK
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Every petition must include a petition letter. The petition letter must speak to the
following:

The regulation being petitioned.

Be clear on the regulation you are asking the committee to consider. For example, are you
asking the committee to remove a course from your transcript? Are you asking the
committee to let you continue in an honours program? Are you requesting to waive a
required to withdraw or debarment penalty and continue your studies without
interruption?

Courses involved

If you are petitioning any regulations related to a course (for example, to remove a course
from the transcript or to defer your final exam or assignment), make sure you list the
course you would like the Petitions Committee to consider. Please be sure to include the
session, term and section of each course being considered.

Waiver of the 30-day/one-year deadline

Late Withdrawal petitions can be submitted anytime after the drop deadline has passed
and up to thirty days after the last day of class. Such petitions may be considered for a
period of up to one year if they are based on special circumstances. If you are submitting a
petition beyond the stated deadline, you need to address the reason for the delay in
submitting your petition in your letter.




Extenuating circumstances (including key dates relevant to the courses)

Your reasons for petitioning need to be clear and concise. Relevant information which relates
to your hardship needs to be presented. It is in your best interest to provide a timeline,
highlighting the sequence of relevant events.

Selectivity

If you are requesting to drop some, but not all of the courses taken within the same
academic session or term, explain why you did well in some courses and not others within
the same academic session.

Acknowledge responsibility for your performance
Explain why you did not drop or withdraw from the course prior to the deadline

Outline the steps you have taken or will take to improve your circumstances or academic
performance

What have you done to rectify your circumstances? How have your circumstances improved?
If you are requesting to waive a required to withdraw/debarment penalty and continue in
your studies without interruption or continue in an honours program, a concrete academic
plan needs to be presented.

19



Additional Tips

0 Use paragraphs to separate each thought
0 Maximum 1500 words

U Provide third party evidence

O All supporting evidence should be in English
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Additional writing tips include:

* Use paragraphs to separate each thought

* Petition letters should be no more that 1500 words in length

* Itisinyour best interest to provide third party evidence supporting circumstances
outlined in your petition letter

* All supporting evidence should be in English

20
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Submitting Your Academic Petition
Online
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Submitting your Academic Petition Online.
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Faculty of Health Academic Petition

NEW - Petition /Appeal Letter

In this

petitioni

A Guide to Submitting Your
Academic Petition

Note:
1. Letters can be a maximum of 1500 words.

Facutyof est

iy o esn 2. Letters uploaded as a separate document will not be considered.
Ofic of Staden nd Acadoric Servicos
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Supporting Documentation

REMINDER: For more information on supporting documentation, please review the
Faculty of Health Petition website: https://health.info.yorku.ca/current-student-
information/petitions/

The academic petition process is confidential. However, students who have privacy
concerns and would like to exclude certain details from their supporting evidence may
pursue the following options:

1) Redact private and personal information from personal supporting evidence, This may
affect the result of the petition, depending on the information that is excluded from the

evidence. It is not recommended to redact your name on personal supporting evidence.

OSAS may follow-up to verify the information that has been redacted.

2) Instead of firsthand personal records (i.e. hospital records, police reports, etc.),
students may provide a letter of support from a recognized third party (i.e. Attending
Physician, Counsellor, Lawyer etc.) that is familiar to the situation and can attest to the
timeframe of the extenuating circumstances and the effects of the extenuating
circumstances on the student’s academic progress.

Forms can be downloaded by selecting the name of the form below:

* Gt Fotomance unmary fom health

* Deferred Standing Areement Form

YO
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*on screen: reviewing online petition submission form*

Beginning in March 2020, students in the Faculty of Health are required to submit their
academic petitions via the online submission system found on the Faculty of Health
Petitions Website.

To submit an academic petition, click on “Submit Academic Petition to the Faculty of
Health”

Upon opening the petition submission form, you will see the Instructions page.

Please be sure to carefully read through the instructions clicking “Continue” to proceed
to the personal information page.

On the personal information page you will need to provide all required personal and
program information. Enter your student number, your email address, your telephone
number, your current degree type and your major and indicate if you are completing a
double major or a minor. Indicate whether you have applied to graduate. And indicate
whether your request is a petition or an appeal; an appeal is only for students who have
previously submitted a petition and would like to appeal the decision made by the
Committee.

Once you have completed the personal information page, click “Continue” to proceed to



the petition details page.

Before completing the petition details page, ensure that you have read through the “Petition
types and their requirements” section on the Faculty of Health Petitions website. Ensure that
you have collected all the necessary documentation for the type of petition you are
submitting.

Please note that you will be able to select more than one petition in this section. For
example, a student may petition to waive a require to withdraw regulation and to drop
courses in the same petition request. When submitting more than one request in the same
petition, you are required to address each request in your letter and ensure that relevant
documentation for each request is submitted in the online form.

The form will require you to indicate specific information that is relevant to the type of
petition you are submitting. For example, for a course drop petition you will first be required
to indicate if the submission is late and if so, you will be required to provide an explanation
for the late submission. You will also be required to indicate the number of courses being
petitioned as well as the course information. Include the academic session, the section of
the course and the term of the course. For example, Summer 2019, Faculty of Science,
subject is Biology 1000 3.0, section M.

Once you have completed the petition details page, click “Continue” to proceed to the
petition letter page.

On this page you will be required to input your petition letter into the space provided on the
form. You may copy and paste your letter into the form or type your letter directly into the
space provided. The letter should explain the exceptional circumstances that have required
you to petition. The provided space will allow a maximum of 1500 words for the letter.

Once you have completed the petition letter page, click “Continue” to proceed to the
supporting documentation page.

On this page you will be required to upload the following:

1) First all the required forms relevant to the type of petition you are submitting. The system
will automatically generate sections to submit the specific required documents for your
request.

2) And second any additional supporting documents to support your grounds.

Please note that you are able to upload separate documents at the same time by clicking
“Control” and then selecting any relevant documents that should be included in the petition.

Once you have uploaded all necessary documents, you may click continue to proceed to the
terms and conditions page.

22



Before submitting the petition, ensure that you have read through the terms and conditions
and have provided the necessary documents for your petition. Once submitted, all
submissions are considered final.

Please remember that petitions may take up to 10 weeks to process from the point of
submission. Petition decisions will be sent via email to the email you have on record with
York University. Visit the Current Students website to verify that your contact information is
correct . To ensure that you receive your decision letter, we recommend you use your York
University email account.

After submitting your petition, a summary receipt of the petition, including the documents
you included will be sent to the email you provided on the form. Be sure to check your email
to ensure that the receipt was received.

22



Questions?

» Review the Faculty of Health website

< hhpet@yorku.ca
» Allow 1-2 business days for a response
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Finally, for any questions related to an academic petition, please review the Faculty of
Health website. You may also email hhpet@yorku.ca. Please allow 1 to 2 business days for
a response.

23
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