SACRED HEART UNIVERSITY
TRANSFER REQUEST PERMISSION FORM


PLEASE REVIEW THE POLICY AND PROCEDURE INFORMATION ON THE REVERSE SIDE OF THIS FORM.
PRINT OUT A COPY OF YOUR TRANSCRIPT FROM WEB ADVISOR AND SUBMIT IT WITH THE FORM.

Name:__________________________________________  ID Number:____________________________

Permanent Address (City and State only) _______________________________________________________
Major:_________________________________
SHU Credits Completed:______     Credits In Progress:______     Credits previously transferred to SHU:______     
Reason (include reason for requesting an exception if the course is offered at SHU during the same term):__
________________________________________________________________________________________
 ________________________________________________________________________________________
Term/Year Requested:      Summer ________________           Winter _________________

University/College Name_____________________________________________________________
Course No.	Credits		Course Title					SHU Equivalent
____________	_______	     ______________________________________________________	_________________
____________	_______	     ______________________________________________________	_________________
____________	_______	     ______________________________________________________	_________________
____________	_______	     ______________________________________________________	_________________
NOTE:  Four lines are given above to accommodate courses with separate labs.
Advisor’s signature verifies course(s) required in the course sequence at this time for the degree. 
Advisor’s Signature:___________________________________	  Date:________________________
Department Chair’s signature required for each department listed above.  Signature verifies the accuracy 
of equivalent(s) listed above.

Department:_______   Chair’s Signature:__________________________________   Date:_________
					   
Department:_______   Chair’s Signature:__________________________________   Date:_________
		   
Final approval is required from the Dean of the College in which the student is majoring:
   Approved:___       Denied:___    Dean’s Signature:______________________________   Date:____________
Reason for denial (if applicable):________________________________________________________
__________________________________________________________________________________

**DEAN’S OFFICE SHOULD RETURN COMPLETED FORM TO THE REGISTRAR’S OFFICE, WHETHER APPROVED OR DENIED.  REGISTRAR’S OFFICE WILL PROVIDE APPROVAL FORM TO THE STUDENT FOR ANY APPROVED COURSES.
Rev. 1/24/2012


POLICY FOR TAKING COURSES AT OTHER REGIONALLY ACCREDITED INSTITUTIONS:
All matriculated students are expected to fulfill course requirements for their degree at Sacred Heart University. Under special circumstances, a student may appeal to take a course at another regionally accredited institution during the winter or summer sessions only.   The following guidelines will be used to determine approval for taking courses at other institutions:
· The courses are required in the course sequence at this time for the degree as indicated by the student’s academic advisor.

· The other institution’s courses must be equivalent to the required Sacred Heart University courses in the major, as determined by the department chairperson.

· The last 30 credits required for graduation should be taken at Sacred Heart University.

· The last 60 credits toward the degree should be taken at a four-year institution.

· A maximum of 2 courses (6-8 credits) for a winter inter-session and summer session may be taken at another institution during a 1 year period.  (For example, one course in the winter and one course in the summer is permissible.  One course in the winter and two courses in the summer is not permissible.) 

· Final approval must be given by the student’s academic advisor, the department chair of the discipline of the course, and the Dean of the College in which the student is majoring.  Credit will not be awarded without prior final approval by the Dean.

· It is the student’s responsibility to have an official transcript sent to the Registrar’s Office to receive credit for the course.  Only grades of C or better may be transferred into Sacred Heart University.  The grade will not appear on the Sacred Heart University transcript and does not factor into the term or cumulative GPA.
(This policy is found in the Academic Standards, Policies and Procedures section of the Undergraduate catalog.)

PROCEDURE:
1. Complete this form and attach a copy of your unofficial transcript (print from Web Advisor).
2. Obtain your Advisor’s approval.
3. Once your Advisor approves, obtain approval of equivalent courses from the Department Chair(s) of the course(s) you wish to take at the other school.
4. Final approval from the Dean of the College in which you are majoring is required.  The Dean’s office will inform you of their decision and forward the form to the Registrar’s Office.
5. If your request is approved the Registrar’s Office will verify that the college or university is regionally accredited.  You will be informed of any discrepancies through your SHU e-mail account.
6. You may pick up an approval form in the Registrar’s Office (these are required by some schools).
7. Be sure to ask the other school to send an official transcript to the Registrar’s Office once you complete your course(s).


