
 

Best Practice #4 – Knowing the Core Evaluation and Substitution Processes.  

1) Core Evaluation – Key word “evaluation.” 

a. Core evaluations are completed for transfer courses only. UTEP’s core curriculum is state- 

mandated; therefore, the courses that UTEP requires must be chosen from the lists on the 

degree evaluation. In order for students to get credit for transfer courses, they must fill 

out the core evaluation form which can be obtained at the Dean’s office, and attach either 

a syllabus or catalog description of the course they want evaluated for credit. The 

completed form is then turned in to the Dean’s Office. The Dean’s signature does not 

signify final approval. Her signature is merely a recommendation that the course be 

accepted or not accepted. After the form is signed by the Dean, it is then sent over to 

Admissions for final evaluation by a transcript evaluator. The course must meet certain 

criteria in order to receive final acceptance. Some of the criteria for final approval are 

based on, but not limited to: whether or not there is an articulation agreement between 

UTEP and the institution where the credit is coming from, whether or not the institution is 

also in Texas, and whether or not the course is listed as a core requirement at the 

institution where the credit is coming from.  

b. Under no circumstances can UTEP courses be reviewed, accepted or approved for 

core credit – only those listed on the degree evaluation. 

c. Under no circumstances will the College of Liberal Arts review, accept or approve core 

evaluations for courses falling under the jurisdiction of other colleges (for example, math, 

science or university courses). 



2) Course Substitutions – There are various reasons for a substitution. Always remember that 

while some substitutions are really obvious, in case of an audit, the auditors will want 

documentation of the approval. 

a. Step One – Make sure you check to see which catalog the student is following. 

Remember, catalogs expire every 7 years; if students are being advised on the wrong 

catalog, this may be why they need a substitution.  

b. Step Two – If courses are being added to new catalogs that will be approved for use with 

students who are on older catalogs, a blanket substitution email can be sent to me; when a 

student requires the course to be used, I can print the email at any time and add it to the 

student’s file in case we get audited. 

c. Step Three – If a particular course needed for graduation by someone about to graduate is 

not being offered and a suitable substitution is granted, an email can be sent 

to lolvera@utep.edu, dcereceres@utep.edu or sacheenr@utep.edu and we will move the 

course into place and print and file the email in case we get audited. 

d. Step Four – If the transfer courses are the courses that students need substitutions for, then 

a substitution form, which can be obtained at the Dean’s Office, must be filled out and a 

syllabus or description attached and submitted to the Dean’s Office for approval because 

there are necessary criteria in order to approve the substitution. Some of the criteria 

include but are not limited to the following: does the credit come from an institution on 

the semester system or quarter system; has the student exceeded the number of credits we 

can accept from an outside institution (community college hours), and will accepting this 

course go against any catalog rules. 

3) Requirement change – Any time a department stops requiring a course on newer catalog terms 

and wishes to extend that to students on older catalogs, a blanket email may also be used. 

Example: Psychology students no longer need to take Calculus 2 (Math 2312). Since it is a 

requirement for students on older catalogs, it still shows up on the degree evaluation. The 

blanket email covers our position if auditors happen to look at a file of a recent graduate who 

is missing the requirement.  

 

Note: Please keep in mind that each catalog comes with its own academic regulations and any course that 

students or departments would like to count that is outside of what is being required on a student’s degree 

plan needs a substitution approval either in writing via email, a blanket email for course additions or 

subtractions, or a form for transfer credits. Proper documentation is required for auditing purposes.  
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