Trent University Internal Transfer Credit Evaluation Guideline 
1. Purpose
This internal guideline outlines the procedure for coordinating and completing the evaluation of course syllabi for transfer applicants to Trent University. The guideline ensures that transfer applicants to Trent receive a timely and reasonable transfer credit assessment.
2. Scope
This guideline applies to staff within Admissions and the Articulation & Transfer Pathways Office who coordinate the assessment of transfer credits, and the academic departments that evaluate course syllabi and determine equivalencies.
3. Definitions
· Assigned Credit: An exact Trent course (when there is 80%+ overlap in course content between the external course and the Trent course) (i.e. BIOL 1020H).
· Unassigned Departmental Credit: No exact match to a Trent course, however, the course aligns with the academic department and the student should be able to use this course towards departmental degree requirements (i.e. BIOL YR1 0.5).
· Unassigned General Credit: No exact match to a Trent course, however, the course deserves credit at the university level (i.e. SCIE YR1 0.5).
4. Eligibility
· To be eligible for a transfer credit evaluation, applicants must meet the eligibility criteria within the external (student-facing) Transfer Credit Policy: https://www.trentu.ca/futurestudents/transfer-credit-policy 
· Admissions pre-assesses for these criteria prior to sending course syllabi to academic departments
5. Transfer Credit Evaluation
5.1. Format of Course Syllabi
· Applicants to submit full course syllabi in a PDF or Word documents format
· Include weekly break down of course content
· Grading scale with assignments 
· If possible, contact information for department offering the course
5.2. Process of sharing syllabi for review 
· Admissions Office to:
· Share the course syllabi and an internal “master equivalency” spreadsheet on SharePoint for review 
· departments can choose to keep the running list of completed equivalency if this is helpful in evaluating future courses
· ensure that the credit hours per course is clear
· ensure that any labs/hands on experience is listed in the spreadsheet
· ensure that the applicant’s program is clear 
· add links to other department spreadsheets so that evaluators can see full picture of courses an applicant has completed
· ensure that date columns are provided
· date syllabi shared with department
· deadline for assessment
· ensure notes are left as necessary to note
· Unless otherwise requested, the Articulation and Transfer Pathways Office will share course syllabi for assessment through e-mail to provide context about the larger project
5.3. Access to SharePoint 
· Academic departments to provide a list of faculty/staff within department that require access 
· List to be revised as faculty/staff change and at minimum, every August
· Reach out to transfercredits@trentu.ca if any changes need to be made 
5.4. Process of sharing evaluation
· Academic departments to complete the master spreadsheet with assessments
· If the syllabi should be shared with a different department, this is to be noted in the spreadsheet as well as any necessary notes
· The equivalency may be:
· An assigned credit
· A departmental unassigned credit
· An unassigned credit
· No credit
· Assessments will be active for 5-years (will automatically be set to expire after 5-years)
· Individual course assessments provided to the Articulation and Transfer Pathways Office will also be added to the transfer credit database with an expiry date of 5-years
5.5. Timeframe for evaluation
· Evaluations to be returned to Admissions within 2-weeks

6. Transfer Credit Database Record Keeping
· Equivalencies will be entered into Trent’s Transfer Credit Database and will benefit future Trent applicants for a 5-year period
· After 5-years, the equivalency will automatically expire
· After this, the next applicant who applied for a transfer credit this this course will be required to submit the course syllabi
7. Contact Information
For questions or additional information regarding this guideline, please contact:
· Eliza Nicholson, Director, Recruitment & Admissions
· 705-748-1011 x7748
· elizanicholson@trentu.ca 
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