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1. Introduction 
1.1 Applying for credit as a Griffith University Head Start high school program student 
Griffith may award credit for studies completed within a Head Start (formerly GUESTS) program. This credit can be 
applied to a range of undergraduate degrees, however you must have achieved a passing grade in your Head Start 
courses studied. 
 
The amount of credit awarded will be determined both on the courses you have studied through Head Start and the 
Griffith undergraduate degree you have been admitted to. Obtaining credit will allow you to reduce your University 
workload and fees in trimester. 
 
This User Guide focuses on applying for credit based on study completed in the Head Start program only, therefore 
includes only the sections of the Online Credit Application related to this study. If you have other prior study you 
wish to have assessed, or for guidance on completing the rest of the application, please refer to the Applying for 
credit – Step-by-step user guide available from the Credit transfer webpage under Self-help resources 
www.griffith.edu.au/credit. 
 

 
Figure 1 Credit transfer webpage 

 
1.2 Credit Precedent Database 
Check the Credit Precedent Database (CPD) to discover what credit you might be eligible for. You can access the 
CPD via the Credit transfer webpage (refer Figure 2). 
 

 
Figure 2 Credit Precedent Database 

Courses developed specifically for the Head Start program (Griffith STEM at School) are listed in the High school 
students (Head Start) section. Refer to the Another program at Griffith section for all other courses. 
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1.3 When to lodge your credit application (Important Dates) 
Applications for credit may be lodged at any time. However, an application for credit will not be accepted for a 
course you are enrolled in if the census date has already passed. It is far better to have your credit determined prior 
to the commencement of trimester as it may impact on which courses you enrol in. 
 
Date Action 

31 January Final day for credit applications to be lodged to guarantee a decision prior to Trimester 1. 

31 May Final day for credit applications to be lodged to guarantee a decision prior to Trimester 2. 

30 September Final day for credit applications to be lodged to guarantee a decision prior to Trimester 3. 
 
1.4 Accessing the online credit application 
You can access the online credit application through myGriffith, or navigate directly to the Credit transfer 
webpage. 
 
Log into myGriffith and choose My program > Credit for prior learning (refer Figure 3). 
 

 
Figure 3 Choose Credit for prior learning from My program 

 
The Credit transfer webpage will be displayed 
 
Select the Apply for credit now button (refer Figure 4). 
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Figure 4 Select Apply for credit now 

 
The Before you start window will open (refer Figure 5). 
 

 
Figure 5 Before you start window 

Click Next to continue. 
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2. Completing the online credit application 
2.1 Personal details 
2.1.1 Personal information 
The personal details which you have previously provided in our Student System will automatically display. 
 

 
Figure 6 Personal information 

Any changes? 
• If this information is correct, choose Yes.  
• If the information is incorrect, choose No. 

- A text box will display advising that documentary evidence of your current name and date of birth 
needs to be presented to a Student Connect Centre (refer Figure 11). 

 

 
Figure 7 Update personal information 

Click Next to save and continue. 
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Note 

The information you enter on each page will automatically save when you choose Next. 
Alternatively, you can choose Save to manually save your information. 
 
A green pop-up bubble will advise that the information has been successfully saved. 
 

 
 

 

 
Note 

When you update your contact details in myGriffith, they will not change for any credit application you 
have already started. If any details are missing from any compulsory fields, you will need to 
commence a new online credit application 
 
If staff need to contact you, they will use the details in myGriffith. 

 
2.1.2 Phone Numbers 
The telephone numbers which you have previously provided will automatically display. 
 

 
Figure 8 Phone numbers 

Any changes? 
• If this information is correct, choose Yes.  
• If the information is incorrect, choose No. 

- A text box will display advising that documentary evidence of your current name and date of birth 
needs to be presented to a Student Connect Centre (refer Figure 11). 

 
Click Next to save and continue. 
 
  

mailto:credit@griffith.edu.au


Applying for credit – Head Start Step-by-step user guide 

Further Support  Page 8 
Email: credit@griffith.edu.au  Last modified: 10/12/2025 
Technical issues: Contact IT Support - Telephone (07) 3735 5555 

2.1.3 Current address 
The address which you have previously provided will automatically display. 
 

 
Figure 9 Current addresses 

Any changes? 
• If this information is correct, choose Yes.  
• If the information is incorrect, choose No. 

- A text box will display advising that documentary evidence of your current name and date of birth 
needs to be presented to a Student Connect Centre (refer Figure 11). 

 
Click Next to save and continue. 
 
2.2 Award program 
The programs in which you are enrolled will be listed. If multiple programs are displayed, select the degree for 
which you are applying for credit. Do not select your Head Start program. 
 

 
Figure 10 Award program 

Click Next to save and continue. 
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2.3 Prior learning  
2.3.1 Prior study 
Choose University / Other Study from the drop-down list (refer Figure 11) 
 

 
Figure 11 Select University / Other study from drop-down list 

 

 
Note 

If you also have other prior study you wish to have assessed, or for guidance on completing the rest of the 
application, please refer to the Applying for credit – Step-by-step user guide available from the Credit 
transfer webpage www.griffith.edu.au/credit. 

 
2.3.2 Add Prior Study – University / Other study 
Enter the details as below for your Head Start program (refer Figure 12). 
 
Institution location:  Australia 
Institution: Griffith University 
Academic level: Other 
Name of the award program: either:  

• Head Start – At School (also known as Griffith STEM at school) 
• Head Start – On-campus/Online 

Award program code: either: 
• for Head Start – At School – 9933 
• for Head Start – On-campus/Online – 9912 

Award duration: < 1 year 
Year Commenced: the year you commenced your Head Start program 
Completed: tick “Yes” 
Completion Year: the year you completed your Head Start program 
 

 
Figure 12 Enter Head Start program details 
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If your prior study is unrelated to your Griffith University degree, select the option to be assessed for maximum 
flexible module electives (refer Figure 13). You will not be required to enter any further details about this study. 
 

 
Figure 13 Unrelated study - select to have maximum electives assessed 

If your prior study is related, or you are seeking credit towards a specific course listed in your Griffith program 
structure, select Add course (refer Figure 14). 
 

 
Figure 14 For related study select Add Course 

Enter the name, code and completion year of each prior course completed. If you are not sure, your Griffith transcript 
will have this information (refer Figure 15). 
 

 
Figure 15 Enter the Head Start course details 

 

 
Note 

If you completed a multi-part Head Start – At School course, such as Griffith Chem, you only need to enter 
the final part of the course. This will have the grade achieved on your Griffith transcript. 

 
If you have completed two Head Start courses, click Add Course to enter the second course details. 
 
Select Accept to save this information. 
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A summary of the University / Other Study saved will be displayed in the Prior study section (refer Figure 16). 
 

 
Figure 16 Summary of Prior Study details saved 

Check the information saved in your summary is correct, then click Next to save and continue. 
 
2.4 Request for credit 
This is where you identify what Griffith courses you are seeking credit for. The system will guide you based on the 
type of prior learning: 
 

• Unrelated University/Other study: You are not required to map your prior study to Griffith courses. The 
application defaults to “Unspecified – assess my maximum credit”.  

• Related University/Other study: You must map your past courses to specific Griffith courses in your degree 
 
Click Add Griffith course (refer Figure 17). 
 

 
Figure 17 Click Add Griffith course 
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Enter the course code of the course for which you are requesting for credit and select the course from the 
suggestions (refer Figure 18).  
 

 
Figure 18 Enter the course code and select the course 

 
Hint 

Remember to refer to the Credit Precedent Database.  
Head Start – At School courses are listed in the High school students (Head Start) section.  
Head Start – On-campus/Online, if the same course is offered in your program structure, apply for this 
course, otherwise refer to the Another program at Griffith section to see if course equivalents exist. 

 
Click Accept. 
 
A summary of the requested credit is displayed (refer Figure 19). 
 

 
Figure 19 Summary of Equivalent courses 

Click Next to save and continue. 
 
2.5 Supporting documentation 
Supporting documentation is not required for prior study undertaken at Griffith University. You can ignore this 
requirement. 
 
Click Next to save and continue. 
  

Note: Griffith Chem precedents 
to be confirmed for 2026 
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2.6 Declaration 
2.6.1 Other information 
Enter any additional information which may support your credit application. 
 

 
Figure 20 Enter any additional information 

Click Next to save and continue. 
 
2.6.2 Review your application 
Review your application to ensure all sections are completed. 

 
Figure 21 Review your application 

Click any section with                         to return to this section and complete the missing details.  
 

 

 
Note 

With the exception of Supporting documentation all sections must be complete       to be able to submit your 
application. Supporting documentation is not required for prior study undertaken at Griffith University. 
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Hint 

You can also download a PDF preview of the completed application, with all responses provided. 
It is recommended that you review your responses and make any required changes to the application before 
submitting. 

 
When you are confident that the application is complete, click Next to continue. 
 
2.6.3 Declaration 
Carefully read the Declaration statements, then select the checkbox I have read and accept the statements above 
to be true and correct. 
 

 
Figure 22 Declaration 

Click Submit application. 
 
The Your application has been submitted confirmation window will display (refer Figure 23). 
 

 
Figure 23 Application submitted confirmation window 

A confirmation email will also be sent to your Griffith Student email address. 
  

mailto:credit@griffith.edu.au


Applying for credit – Head Start Step-by-step user guide 

Further Support  Page 15 
Email: credit@griffith.edu.au  Last modified: 10/12/2025 
Technical issues: Contact IT Support - Telephone (07) 3735 5555 

3. Tracking your application 
Once you have submitted a credit application, you can track the progress and submit additional documents online 
via the Track my credit application page. 
 
3.1 Navigating to track your application 
3.1.1 From the Application submitted confirmation window 
When you submit your application, the Your application has been submitted confirmation window will display. 
Click Track this application (refer Figure 24). 
 

 
Figure 24 Click Track this application 

 
3.1.2 From the Application confirmation email 
Click Track my credit for prior learning application in the email (refer Figure 25). 
 

 
Figure 25 Confirmation email - click Track my credit for prior learning application 
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3.1.3 From the Griffith University website 
You can access existing credit applications the same way you started a new application: through myGriffith or the 
Credit transfer webpage (refer to Figures 26 and 27). 
 
Log into myGriffith and choose My program > Credit for prior learning (refer Figure 26). 
 

 
Figure 26 Choose Credit for prior learning from My program 

 
The Credit transfer webpage will be displayed 
 
Select the Apply for credit now button (refer Figure 27). 
 

 
Figure 27 Select Apply for credit now 

 
The Before you start window will open. Click Return to existing applications (refer Figure 28). 
 

 
Figure 28 Click Return to existing applications 
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3.2 Track my credit application 
Click the Submitted applications section to expand. Your application will be listed (refer Figure 29). 
 

 
Figure 29 Submitted applications are listed 

Click Track & Update 
 
You can view the status and the outcome of your application (refer Figure 30). Details of any Further Information 
requests will also display here. You can upload additional documentation, or download the Attachment coversheet 
if hardcopy documentation needs to be submitted at a Student Connect Centre. 
 

 
Figure 30 Track my credit application 
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3.2.1 Understanding your application status 

Status Outcome Description What you need to do 
Submitted Not assessed Application submitted but 

assessment not yet commenced 
No action required 

Outstanding 
requirements 

Not assessed Application submitted without all 
required documentation 

Upload all required documentation 

Further information 
requested 

Not assessed Additional documentation still 
required 

Upload all required documentation 

Submitted Not assessed Additional documentation has 
been uploaded 

No action required 

Sent for assessment Not assessed Application assessment has 
commenced 

No action required 

Awaiting original or 
certified hard copy 

Not assessed Assessment has commenced, but 
original documentation must be 
sighted to finalise 

Original or certified academic 
transcripts must be presented to a 
Student Connect Centre. 

Transcript yet to be 
updated 

Approved Credit has been approved, Griffith 
transcript will be updated once 
whole application is finalised. 

No action required 

Complete – 
Transcript updated 

Approved Credit has been approved and 
application finalised. 

No action required 

Complete Not Approved Credit request is unsuccessful No action required 
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