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ADMINISTRATIVE PROCEDURE 652

TRANSFER OF CREDIT INTO HACC CREDIT PROGRAMS

I. PURPOSE
PRIVATE 


This procedure explains the College's standards for transferring academic credit from other educational institutions, from selected and approved College non-credit programs, and for awarding of academic credit for extra-institutional learning.

II. DEFINITIONS
A. Official Transcript - A complete record of a student's educational history at an institution officially authorized by the Record's official at that institution and either sent directly to the Records Office at HACC or given to the student in an officially sealed envelope and delivered unopened to the Records Office at HACC.

B.
Regionally accredited institution - A school that is designated as being accredited by one of the following regional accrediting agencies:


Middle States Association


North Central Association


New England Association


Northwest Association


Southern Association


Western Association

C. Pennsylvania Department of Education approved schools - Private schools licensed to operate in Pennsylvania.

D. Developmental Courses - Courses that contain content not considered to be college level and that do not count toward graduation requirements.  At HACC, this includes courses below 100 level.

E. Equivalent Course - a course from another educational institution that matches the content of a course offered at HACC.  In addition, an equivalent course from another educational institution must equal or exceed the credit hours of the same course offered at HACC.

F. Credit Hour Limit - a 45 credit hour transfer limit from an outside institution.

G. Grade Notation – All transfer courses are designated with a grade of “T.”  Credit by examination transfer credits are given a grade notation of “X.”  Letter grades for transfer coursework and/or credit by examination are not assigned a grade, and, consequently not calculated into a student’s GPA.

III. PROCEDURES
A.
Student procedures

1.
An admitted student with degree, certificate, or diploma status must request an official transcript from any previous educational institution(s) from which courses are to be evaluated for transfer.  These transcripts are sent to the Records Office.

2.
If the student believes a re-evaluation is warranted either because of an error in the original evaluation or because of a change of curriculum, the student may request re-evaluation by the Records Office.

 3.
If a student does not want a specific course transferred, this request must be made to the Records Office.  If the credit has already been added to the transcript, it will be removed.

4. A student may request the Records Office for prior authorization for transfer of a course(s) to be completed at another institution(s).  An Authorization for Transfer of Credit form is completed, signed by the student, authorized by the Records Office, and placed in the student's file.  If the student completes the authorized course(s) with a 2.00 or higher grade point and sends an official transcript(s) to the Records Office, credit will be transferred according to the agreement on the authorization form.

B.
Administrative Procedure

1.
The student's official transcript will be sent to the Records Office where it will be evaluated according to the guidelines of individual divisions.  Credits transferred are processed into the student’s permanent record.

2.
After the transcript is evaluated and transfer credits processed to the student's official record, the student is informed of the results of the transcript evaluation by a letter from the Records Office.

3. In instances in which the evaluator cannot make an evaluation because of insufficient information or lack of expertise, the transcript and accompanying information will be referred to a faculty member in the appropriate discipline for review or the student will be notified in the transfer letter to contact a particular faculty member for course evaluation.  The appropriate faculty member will review the course material and make recommendations to the Records Office as to appropriate transfer of credit.  If warranted, the Records Office will then process the transfer credit onto the student's permanent record.

C.
Guidelines for the Transfer of Credit

1.
To award credit, all transcripts must be official.  If questions arise, the Records Office will verify that the transcript is official by contacting the original institution.

2.
A student must be admitted to HACC with degree, diploma or certification status or with the intent to seek such status, or be currently taking a course(s), or have completed course(s) to have a transcript officially evaluated for transfer of credit.

3.
Generally, credit will only be transferred from educational institutions that are accredited regionally or approved by Pennsylvania Department of Education.  Courses from other types of accredited institutions, such as American Association of Bible Colleges, Association of Theological Schools, Association of Independent Colleges and Schools, Accrediting Commission on Trade and Technical Schools, and National Home Study Council will not usually transfer.  However, the College recognizes valid educational experiences worthy of consideration outside of regionally accredited schools and has procedures to accommodate these based upon specific circumstances and criteria.

4.
Although students may have taken equivalent courses at another institution for all of the program specific courses required in the degree program, six credits in the area of concentration must be taken at HACC.  (Administrative Procedure 781, Associate in Arts and Associate in Science Transfer Degree Requirements)

5.
There is a 45 credit hour transfer limit on credit from outside the institution.  Of those 45 credits, no more than 30 credits may be transferred for any combination of credit by exam, life experience, or non-credit coursework.  Students in a degree or certificate program must complete at least 16 credit hours at HACC, with at least 6 of those credit hours in their area of concentration.
6.
Limited college credit may be transferred from local Career and Technology Centers (CTC) based on established articulation agreements between HACC and the CTC defining transfer requirements and credits.

a.
Students desiring transfer of credit from CTC to HACC under the articulation agreement, must request the school to send official documentation to HACC’s Office of Secondary Partnerships.  That office will authorize the award of credit and submit it to the Records Office for processing.
b.   The Records Office processes the results of the evaluation, and sends the student a letter listing the credits that were transferred.

7.
Credit may be awarded for training completed in the military or in industry that has been evaluated by the American Council on Education and assigned a recommended credit value when the training is directly relevant to the student’s Program of Study.  Military personnel who complete basic Training after June 1991 may receive transfer credit to meet the Wellness requirement at HACC.  Students who completed basic Training before that date may receive Physical Education elective credit.  A maximum of 3 credits can be transferred upon submission of appropriate documentation.
8.
Credits from other institutions, including non-accredited ones, may be transferred upon recommendation of HACC faculty and the Division Administrator in which the course is offered.

9.
Transfer of Course Credit

a.
Courses are transferred with a grade notation of T.  Letter grades or GPA are not transferable.

b.
Students who attended schools which are not regionally accredited, but which are Pennsylvania Department of Education-approved, may have their courses evaluated for transfer, but only after they have completed 12 credits at  HACC of 100 level or above courses with a C grade or higher.  Three credits of the 12 must be taken in a discipline directly related to the student's curriculum.  

c.
Evaluation of credit is based on the student's curriculum.  Generally, only courses are transferred that meet requirements for the student's designated curriculum.

d.
Generally credit in a discipline not offered at HACC is not transferable.

e.
Students with a bachelor's degree from a regionally accredited school automatically receive credit for English 101, 102 and Speech 101.  If possible, Core A, B, and C courses are also transferred.  Other credits are transferred based on the student's curriculum at HACC.

f.
Developmental classes do not transfer unless they are specifically required by the HACC curriculum.

g.
Credit is awarded only for course work in which the student receives credit with a grade of A, B, or C with the following three exceptions:

(1) In the case of physical education credit, grades of P or S will transfer where P or S grades are considered equivalent to A, B, and C.  

(2) A student may transfer one P grade (in addition to a PE) if the student’s cumulative GPA is 2.0 or higher at the transfer institution, and the P graded course is not in the student’s area of concentration and degree credit was given for the P graded course.  

(3) For institutions which use other types of grading systems, courses may be evaluated for transfer if their grade designations are clearly stated as being equivalent to grades of A, B and C, and if degree credit is given for these courses.

h.
A course must be of equal or greater credits to its HACC equivalent or credits are treated as subject electives only unless specifically authorized by the division.

i.
Quarter hours convert to 2/3 of semester hour credit.

j.
A student cannot receive credit for the same course twice.  If a course is taken at HACC and the student receives a passing grade (A, B, C), the equivalent course cannot be transferred in from another accredited institution.  

k. Generally there are no time limits for transfer of courses for students who are currently enrolled except where the College's own courses have time restrictions.  Some programs have special restrictions (i.e., Allied Health programs restrict transfer of required science courses to those completed within 7 years).  Students who are no longer currently enrolled have a maximum of 5 years from the time of last completed course at HACC to transfer courses.  

l.
A maximum of 3 credits of Physical Education can be transferred, except in programs that have specific PE requirements that total more than three credits.

m.
Correspondence courses can transfer for credit only if they are offered by a regionally accredited institution and only if the courses count toward degree requirements at the originating institution.

n.
Transcripts from foreign educational institutions must be sent by the student to one of the following credential evaluation services:  Center for Applied Research, Evaluation and Education; Educational Credential Evaluators; Education Evaluators International; Educational International; Foreign Academic Credentials Services; Foundation for International Services; International Consultants of Delaware; International Education Research Foundation; Josef Silny & Associates, International Education Consultants; World Education Services.  These services provide assistance in the interpretation of specific foreign educational credits in terms of the approximate comparable level of educational achievement in the United States.  The material provided by these services is evaluated for possible transfer of credit to HACC.

10.  Credit for Certifications and Licenses


Transfer credit may be awarded for certain licenses and certifications.  These may include the following:  certain computer certifications; Fire Academy certification; Police Academy certification; PA Real Estate license; EMT/Paramedic certification; Division approved health care certifications; CPS certificate.


Information on certificates and licenses that are eligible for transfer credit is available in the office of the transcript evaluator in the Records Office.
11. Credits for Life Experience

In some instances students may request evaluation for knowledge or skills gained outside the normal educational structure.  In those instances AP 721, Credit for Life Experience, should be followed.  The division in some cases may recommend the credit by exam option. 

12. Credit for HACC Non-Credit Course Work


Credit may be awarded for certain approved HACC non-credit courses in accordance with AP 719, Awarding College Credit for HACC Non-Credit Course.
13. Non-Collegiate Credit

a.
Credit for non-collegiate organization course work may be awarded based upon College credit recommendation from the National Program on Non-collegiate Sponsored Instruction (PONSI), which is also recognized and accepted by the American Council on Education.

b.
Courses offered by business organizations in the Harrisburg area may be evaluated by HACC faculty and recommended to the Dean of the appropriate division for credit transfer.
14. Credit by Examination 

Credit may be granted through College faculty, similar to a comprehensive final   examination, and is available for many of the courses offered by the College.  In these instances, AP 665, Credit by Examination, should be followed.
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