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ACAD 38: 
Credit Transfer Procedures Manual 
Effective Date: Friday, April 17, 2026 

 

The manual operationalizes the policy and supports consistent administrative 

processes, transparency, and alignment with Indigenous educational values and 

institutional quality assurance standards. 

1.0 Purpose 

This manual provides operational procedures for the administration and 

evaluation of transfer credit requests at Shingwauk Kinoomaage Gamig (SKG). 

The procedures support: 

• Consistent application of the Credit Transfer Policy 

• Transparent and equitable decision-making 

• Efficient learner mobility across institutions 

• Recognition of Indigenous knowledge and land-based learning 

• Alignment with SKG’s academic quality assurance framework 

These procedures guide the work of: 

• Registrar / Academic Office 

• Program Coordinators 

• Faculty reviewers 

• Elders and Knowledge Keepers where appropriate 

 

2.0 Roles and Responsibilities 

2.1 Registrar / Academic Office 

The Academic Office is responsible for: 

• Receiving and processing transfer credit requests 

• Verifying official transcripts 

• Collecting course outlines and documentation 

• Coordinating course equivalency reviews 

• Recording approved transfer credits 

• Communicating decisions to students 
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2.2 Program Coordinators or Faculty 

Program Coordinators or designated faculty reviewers are responsible for: 

• Reviewing course equivalencies 

• Assessing alignment with program learning outcomes 

• Determining credit equivalency 

• Recommending approval or denial 

 

2.3 Elders and Knowledge Keepers 

Where a course includes Indigenous knowledge or land-based learning 

components, Elders or Knowledge Keepers may be invited to: 

• Participate in review panels 

• Provide guidance on cultural equivalency 

• Support recognition of Indigenous knowledge systems 

 

2.4 Academic Leadership 

The Vice President Academic (or designate) may review complex cases, 

including: 

• International transcripts 

• Indigenous knowledge-based learning equivalency 

• Appeals or exceptions to policy 

 

3.0 Types of Credit Transfer 
SKG recognizes several types of transfer credit: 

3.1 Direct Course Equivalency 

A course completed at another institution is equivalent to an SKG course. 

Example: 

External Course SKG Equivalent 

Introduction to Sociology SOC 101 Introduction to Sociology 
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3.2 Unassigned Credit 
Where the course meets academic standards but does not match a specific SKG 

course. 

Example: 

PSYCH 2XX – Psychology Elective 

 

3.3 Block Transfer 
A group of credits recognized through formal articulation agreements. 

Example: 

College Diploma → Year 3 entry into degree program. 

 

3.4 Indigenous Knowledge-Based Learning Recognition 

Credits may be recognized for programs grounded in Indigenous knowledge 

systems including: 

• Land-based learning programs 

• Language immersion programs 

• Cultural knowledge courses 

• Community-led educational programs 

These cases may involve Elder or Knowledge Keeper review. 

 

4.0 Student Application Process 

Students requesting transfer credit must submit: 

1. Transfer Credit Request Form 

2. Official transcripts 

3. Course outlines or syllabi 
4. Additional documentation if requested 

Documentation may include: 

• Reading lists 

• Assessment descriptions 

• Contact hours 

• Instructor credentials 
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Applications should normally be submitted: 

• During admission, or 

• Within the first term of enrollment. 

 

5.0 Administrative Intake Process 

Upon receiving a request, the Academic Office will: 

Step 1 – Verify Documents 

Confirm transcripts are official and complete. 

Step 2 – Confirm Eligibility 

Verify: 

• Institution accreditation 

• Minimum grade requirements 

• Credit value 

Step 3 – Gather Course Materials 

Collect course outlines and syllabi. 

Step 4 – Forward for Academic Review 

Send materials to the relevant program area. 

 

6.0 Academic Review Process 

Faculty or program coordinators will evaluate: 

6.1 Learning Outcomes 

Comparison between course outcomes. 

6.2 Course Content 
Topics, readings, and academic focus. 

6.3 Academic Level 
Introductory, intermediate, or advanced level. 

6.4 Credit Weighting 

Number of instructional hours and credit value. 

6.5 Assessment Methods 

Assignments, exams, or experiential components. 
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7.0 Indigenous Knowledge Review Process 

Where courses involve Indigenous knowledge systems: 

1. The Academic Office may convene a Knowledge Review Panel. 
2. The panel may include: 

o Elders 

o Knowledge Keepers 

o Indigenous scholars 

o Program faculty. 

The panel will consider: 

• Cultural teachings 

• Land-based pedagogy 

• Community authority over knowledge 

• Knowledge transmission methods. 

 

8.0 Decision Categories 

Faculty reviewers will recommend one of the following: 

Decision Description 

Full Credit Equivalent SKG course credit granted 

Partial Credit Elective credit granted 

Additional Documentation Required Further materials needed 

Denied Course does not meet equivalency 

The Academic Office records the final decision. 

 

 

 

 

 

 

9.0 Timeline 
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Standard timelines: 

Stage Timeline 

Application Intake 5 business days 

Faculty Review 10–15 business days 

Decision Notification Within 4–6 weeks 

Complex reviews may take longer. 

 

10.0 Recording Transfer Credit 
Approved transfer credits will be recorded as: 

TR – Transfer Credit 
Transfer credits: 

• Count toward program completion 

• Do not normally count toward GPA. 

 

11.0 Transfer Credit Limits 

Maximum allowable transfer credits: 

Credential 
Maximum 
Transfer 

Certificate 50% 

Diploma 50% 

Degree 60% 

Students must complete a minimum residency requirement at SKG. 

 

12.0 Appeals Process 

Students who wish to appeal a transfer credit decision must: 

1. Submit a written appeal within 15 business days 

2. Provide additional documentation if available. 

 

Appeals will be reviewed by: 
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• Academic leadership 

• Program faculty 

• Additional reviewers if necessary 

The appeal decision will normally be issued within 20 business days. 

 

13.0 Articulation Agreements 

Where SKG has formal transfer agreements, the Academic Office will: 

• Maintain a transfer equivalency database 

• Ensure advisors are aware of pathways 

• Monitor articulation agreements 

These agreements may include: 

• College-to-degree pathways 

• Indigenous institute transfer pathways 

o Land-based learning module transfer recognition 

 

14.0 Data Tracking and Reporting 

The Academic Office will maintain records of: 

• Transfer credit applications 

• Approval rates 

• Institutional partners 

• Student mobility outcomes 

This information supports: 

• Program quality assurance 

• Accreditation requirements 

• Institutional planning. 

 

15.0 Review and Continuous Improvement 
Transfer credit procedures will be reviewed regularly to ensure: 

• Alignment with institutional policies 

• Recognition of Indigenous knowledge systems 

• Support for learner mobility 
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• Compliance with provincial standards 

 

16.0 Supporting Tools and Templates 

The following documents support implementation: 

• Transfer Credit Request Form 

• Course Equivalency Review Template 

• Indigenous Knowledge Equivalency Review Template 

• Articulation Agreement Template 

• Transfer Credit Tracking Database 

 


