
How to use the Substitution and Waiver Form 

 
The Substitution and Waiver Form is used to communicate to the Office of the Registrar what will be substituted or waived 
for an individual student’s program requirement.  Once signed and received, the Office of the Registrar will input the data 
in to the BANNER system to allow the substitution or waiver to be shown on the student’s CAPP compliance. 
 
In order to fill out this form, the advisor must know the following information: 

� Student’s name and 800# 
� Major, Concentration, and Minor 
� Requirement information found on the CAPP compliance 

o CAPP Area Title, CAPP Group Title, Course Requirement, and Credit Hours 
� Substitution / Waiver Information (What the advisor wants to use to substitute or waive) 

o Subject, Course number, Course title, if completed at SIUE or a transfer course*, and Term (course was 
taken in or term requirement is being waived in). 

 
*Official transcript must be on file in the Office of the Registrar to use a transfer course for a substitution. 
 

 
 



 
Substitutions 
Example 1 – In this example, the advisor wants to substitute a course for a specific requirement.   
An advisor wants to request that CHEM 451A be used to meet the student’s BIOL 332 requirement.  Referencing the 
CAPP compliance, the advisor will begin to fill out the Substitution and Waiver Form (the key areas on the compliance is 
highlighted with a red box).   

 

 



Using this information, fill out the Substitution and Waiver form (the information filled in is in red): 
 

 



Waivers 

Example 2 – In this example, the advisor wants to waive a course for a specific requirement.   
An advisor wants to request that waive the student’s BIOL 332 requirement.  Referencing the CAPP compliance, the 
advisor will begin to fill out the Substitution and Waiver Form (the key areas on the compliance is highlighted with a red 
box).   

 
Using this information, fill out the Substitution and Waiver form (the information filled in is in red): 
 

 
 
This is intended to show what information is needed and how to fill out the substitution and waiver form.  There are many 
more ways or reasons why an advisor may need to do a substitution or waiver for a student’s requirement.  These are 
only an example of two.  


