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Application for Transfer of Credits from Studies Taken Outside PolyU after Admission

(for Research Postgraduate Students)
Please read the notes in the overleaf before completing this form. The information given in this form will only be used for processing this application.
1. Student’s Particulars
	Name:
	
	Student no.:
	
	Department/School:
	

	Mode of Study:
	□ Full-time    □ Part-time
	Programme:
	□ MPhil       □ PhD      □ Collaborative PhD      □ Dual PhD


2. Details of subject(s) taken for credit transfer
	To be completed by the student
	To be completed by the D/SRC

	Subject code & title
	Credit(s) obtained
	Grade

obtained
	Month/year

obtained
	Name of institution from which credit(s) was/were obtained
	Equivalent subject code & title

in PolyU (see Note 5)


	Grade assigned (see Note 6)



	
	
	
	
	
	or put “Rejected” if not supported

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


By signing this form, I confirm that

	· the above credits were earned at the postgraduate level and have not been used to contribute to an award; 

· I must complete at least three credits with a letter grade (as an MPhil student)/ at least six credits with a letter grade (as a PhD student) to allow for a meaningful calculation of the qualifying GPA (see Note 4 & 6);

· I have attached a copy of the transcript of study received from the host institution, the subject description form(s) and other relevant document(s) in support of this application; and I will have to produce original copies for verification, when required.
	Signature:
	

	
	Date:
	

	
	
	


3. Decision of Chief Supervisor and Department/School
	a. Chief Supervisor

	□ 
	I support the above application for credit transfer.

	□
	I do not support the above application for credit transfer with the following reason:

	
	


	Signature:
	
	Name:
	
	Date:
	


	b. (i) D/SRC Chair 

	□ 
	I endorse the above application for credit transfer and recommend the equivalent subject(s) and grade(s) as detailed in Section 2.

	□
	I reject the above application for credit transfer with the following reason:

	
	


	Signature:
	
	Name:
	
	Date:
	


	b. (ii) Subject Lecturer (see Note 5) 

	□ 
	I endorse the above application for credit transfer and recommend the equivalent subject(s) and grade(s) as detailed in Section 2.

	□
	I reject the above application for credit transfer with the following reason:

	
	


	Signature:
	
	Name:
	
	Date:
	


	c. Head of Department (HoD)/Dean of School (DoS) 
  (Note: If the HoD/DoS is the Chief Supervisor, this part should be completed by the Faculty Dean/SB Chair.)


	□ 
	I approve the above application for credit transfer as well as the equivalent subject(s) and grade(s) as detailed in Section 2.

	□
	I reject the above application for credit transfer with the following reason:

	
	


	Signature:
	
	Name:
	
	Date:
	


Notes

1. A student is allowed to take subjects outside PolyU during his/her studies at PolyU to gain credits if he/she obtains his/her Chief Supervisor’s prior approval. 
2. Only credits gained from subjects at the postgraduate level with a passing mark/grade that have not been used to contribute to an award are acceptable for transfer.

3. The application for credit transfer, including those taken by Dual PhD students at the partner institution after admission, should be submitted with justifications either at the time of initial subject registration or during the add/drop period for endorsement by the D/SRC and approval by the Head of Department (HoD)/Dean of School (DoS).
4. There is no limit on the number of credits taken outside PolyU after admission to be approved for transfer. Before applying for or approving the credit transfer, a student, the Chief Supervisor and the Department/School should consider that an MPhil student must complete at least three credits with a letter grade and a PhD student must complete at least six credits with a letter grade to allow for a meaningful calculation of the qualifying GPA.
5. The D/SRC should normally recommend the equivalent subject to claim the credits, either a compulsory/elective RPg subject offered by the host Department/School or a 3-credit elective subject designated for credit transfer namely “Transferred Credits for Research Postgraduate Subject” (subject code: AR6003A or AR6003B). If the recommended equivalent RPg subject is not offered by the host Department/School, endorsement from the subject lecturer of the subject concerned will also be required.

6. The D/SRC (and the subject lecturer where applicable) shall consider assigning an appropriate grade or rejecting the credit transfer with due consideration to the academic equivalence of the subjects concerned and the comparability of the grading systems adopted by the University and the other institutions for the approval of the HoD/DoS. The guidelines on the grade assignment are shown in the table below:
	Credit transfer of subjects taken outside PolyU after admission
	Equivalent subjects in PolyU for claiming the credits
	Grade assignment by the D/SRC
	Grading Table

Grade

Grade Point

Short Description

A+

4.3

Excellent

A

4.0

A-

3.7

B+

3.3

Good

B

3.0

B-

2.7

C+

2.3

Satisfactory

C

2.0

C-

1.7

D+

1.3

Pass

D

1.0

F

0.0

Failure



	assessed with a mark/score/grade


	assessed with a letter grade
	assign a letter grade in accordance with the grading table
	

	
	assessed with a pass/fail grade (such as Seminars)
	assign a “Pass (P)” grade
	

	assessed with a pass/fail grade
	assessed with a letter grade or a pass/fail grade (such as Seminars)
	assign a “Pass (P)” grade 
	


7. Upon completion of Section 1 to 3, the D/SRC should inform the student of the application result and update the record as follows:
For students admitted in the 2017/18 cohort and before (i.e., admitted on 30 June 2018 or before)

The D/SRC should pass the completed form to the Graduate School to update the record in the Research Student Portal within 14 working days. 

For students admitted from the 2018/19 cohort onwards (i.e., admitted on 1 September 2018 or after)

The D/SRC should update the record in the Student Record System. 

(Please “(” the appropriate boxes)

