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1. Introduction 
1.1 What credit can be granted? 
Upon being accepted into Griffith University, you may apply for credit for prior learning, which may reduce the time 
it will take to complete your degree. 
 
The University may grant credit for: 
 

• Prior study: This includes formal learning undertaken through an accredited education provider that leads to 
an official accredited qualification. Such providers include: 

- Australian universities 
- vocational education and training (VET) providers, e.g., TAFE or private colleges 
- recognised overseas institutions 
- recognised professional bodies, employers and other authorities. 

 
• Prior experience: This includes non-formal and informal learning: 

- Non-formal learning takes place through structured programs that don’t lead to an officially recognised 
qualification. This might include workplace training, volunteering or community-based courses. 

- Informal learning is unstructured, unorganised experience you gain through activities at work or with 
family, or via hobbies or personal interests. 

 
This User Guide focuses on applying for credit based on Prior experience, therefore includes only the sections of 
the Online Credit Application related to Prior experience. If you also have 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 Preparing your application and How do I apply? 
Guides on how to prepare your application and apply for credit are available via the Credit transfer webpage (refer 
Figures 2 and 3). 
 

 
Figure 2 Preparing your application 
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Figure 3 How do I apply? 

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 4). 
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Figure 4 Choose Credit for prior learning from My program 

 
The Credit transfer webpage will be displayed 
 
Select the Apply for credit now button (refer Figure 5). 
 

 
Figure 5 Select Apply for credit now 

 
 

 
Note 

You can also use any of the application links in Preparing your application or How do I apply? 

 
The Before you start window will open (refer Figure 6). Carefully read the information. 
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Figure 6 Before you start window 

Click Next to continue. 
 
If you have already commenced an application, you will see a Return to existing applications button. Click this to 
view your other applications (refer Figure 7). 
 

 
Figure 7 Existing applications 

 
Click Continue, or Remove if no longer needed. 
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2. Completing the online credit application 
 

 
Note 

If you also have 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. 

 
2.1 Prior learning – Prior experience 
You can request credit for prior experience gained through work, social, family, hobby or leisure activities.  
 
You will need to demonstrate how you have achieved the published course (specified) and/or program 
(unspecified/elective) learning outcomes by mapping your experience against the Course Aims, Learning 
Outcomes, and Learning Activities and/or Program Learning Outcomes. 
 

 
Figure 8 Prior experience 

If you are not wishing to be considered for credit based on prior experience, choose No, and click Next to continue 
 
If you do have experience to be assessed, choose Yes and provide a brief summary (100 words or less) of your 
experience (refer Figure 9). This section is for you to provide an overview of your background, not specific skills. 
 

 
Figure 9 Adding Prior experience 
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Depending on your experience, select “Other Experience” or “Work Experience” from the drop-down list. 
• Other Experience: related to non-paid work you have undertaken (e.g. volunteering, hobby activities) 
• Work Experience: related to paid work you have undertaken. 

 
The Add Prior Experience window will open, allowing you to enter the Years of experience you have undertaken 
and provide details of how your experience achieves the published course and/or program learning outcomes. 
 
You can apply for credit for a specific course (specified credit) or an unspecified elective (unspecified credit): 

• Specified credit is granted for one or more specific courses in a program (degree), exempting students 
from completing those courses, and awarding the appropriate credit points in their place. Specified credit 
may be granted by where the applicant has met the learning outcomes, attained the knowledge and/or 
developed the skills related to a specific course. 

• Unspecified credit is granted in the form of credit points which take the place of elective courses or other 
optional components in a program. Unspecified credit may be granted where prior learning is judged to be 
relevant to the learning outcomes of a program as a whole. 

 
Untick the checkbox to apply for an unspecified elective (refer Figure 10).  
 

 
Figure 10 Specified/Unspecified credit 

Click Add Experience. 
 
2.1.1 Prior experience – Specified credit 
Enter the Griffith University course for which you are requesting credit (refer Figure 11). 
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Figure 11 Add Prior Experience - Specified credit 

 
Hint 

As you enter the course name or course code, course which match will display. Select the required course 
(refer Figure 12). 

 
Figure 12 Matching course details display as you enter the course code/title 

 
A link to the Course Profile will be displayed (refer Figure 13). 
 

 
Figure 13 A link to the course profile displays 
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Select the link and navigate to the Learning outcomes tab (refer Figure 14). 
 

 
Figure 14 Navigate to the Learning outcomes 

Select the current Term (trimester) and Campus you will be studying in to display the relevant Course details. 
Copy the Learning outcomes from the Course Profile 
 

 
Hint 

If the current trimester or year is not available, select to the most recently available option. 

 
Paste the first Learning outcome into the Description of learning outcome for course text box. Describe how you 
have achieved the Learning Outcome in the Describe how you have achieved this text box (refer Figure 15). 
 

 
Figure 15 Explain how you have met each Learning outcome 
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Hint 

Treat the Learning outcomes like a selection criteria for a job application. Describe how you have achieved 
the course outcomes by mapping your experience against the Learning outcomes, and provide specific 
examples that demonstrate how you met the learning outcomes. Supporting documentation must be 
provided to support your statement. 

 
Click Add Experience to add a new row for each Learning outcome. 
 
When each Learning outcome has been addressed, click Accept. 
 
The prior experience entered will be summarised (refer Figure 16). 
 

 
Figure 16 The Work Experience is summarised 

To apply for additional courses, click the drop-down menu beside Add details of prior experience and select the 
new prior experience. 
 
Click Next to save and continue. 
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2.1.2 Prior experience – Unspecified credit 
To request consideration for unspecified elective credit for prior experience, clear the checkbox adjacent to Yes 
(refer Figure 17). 
 

 
Figure 17 Clear the checkbox to apply for unspecified elective credit 

Click Add Experience, the window will expand (refer Figure 18). 
 

 
Figure 18 Applying for unspecified credit 

Select the appropriate elective type for your program from the drop-down list. 
 

 
Hint 

Refer to your program structure to know which elective type you want to apply for. For most degrees, you will 
select Free-choice elective. 
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Select the required year level that applies to the elective from the drop-down list.  
 

 

 
Note 

To confirm the year level you want to apply for, ensure you know how many electives you have in your 
program. You can also check the Study plan in your Program information page to see where the 
electives sit in your structure. If you are unsure, select any option; our Student Administration team will 
adjust the application if required upon submission. 

 
A link to the Program information page is provided, select the link (refer Figure 19). 
 

 
Figure 19 A link to the Program information page is provided 

Choose the Requirements tab and select the relevant year and term for when you commenced your program (refer 
Figure 20). 
 

 
Figure 20 Select "Requirements" and select the relevant year and term 
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Click Program learning outcomes to expand, then Program Learning Outcomes for this award (refer Figure 21). 
 

 
Figure 21 Program Learning Outcomes 

The Program Learning Outcomes will open as a PDF. Copy the Learning outcomes (refer Figure 22). 
 

 
Figure 22 Copy the Program Learning Outcomes 

 
Paste the Learning outcomes into the Description of learning outcome for award program text box (refer Figure 23). 
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Figure 23 Paste the Learning Outcomes into the text box 

Describe how you have achieved the program learning outcomes in the Describe how you achieved this text box. 
 

 
Hint 

Treat the Learning outcomes like a selection criteria for a job application. Describe how you have achieved 
the course outcomes by mapping your experience against the Learning outcomes, and provide specific 
examples that demonstrate how you met the learning outcomes. Supporting documentation must be 
provided to support your statement. 

 
 
Click Accept. 
 
The prior experience details entered will be summarised in the Prior experience window. 
 
Click Next to save and continue. 
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2.2 Supporting documentation 
You must provide sufficient supporting documentation to support your claims. For applications based on Prior 
experience, the below supporting documentation is required: 
 

• your CV and detailed position descriptions 
• Employer or organisational references (see exemplar available from the Preparing your application 

webpage) 
 
Additional evidence may include, but is not limited to, performance reviews, certifications, or samples of your 
professional work (e.g., creative portfolio, publications, websites you've designed). 
 
Do not provide confidential or commercial in confidence materials. 
 

 
Figure 24 Supporting documentation 

 

 
Note 

The University reserves the right to withdraw credit where an error has been made in assessing an 
application or where the documentation provided by the applicant is incomplete, misleading, false or 
invalid. 

 
Click the listed document headings to expand and display further information, then click Upload (refer Figure 25). 
 

 
Figure 25 Click heading to expand, then Upload 
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The Upload attachment window will be displayed (refer Figure 26). 
 

 
Figure 26 Upload attachment window 

Click Choose file and navigate to where you have saved the required file to select. Uploading should commence 
automatically once the file is selected. The upload attachment window will show the percentage complete as the file 
uploads. 
 
When the document has finished uploading, the Upload attachment window will close. A green tick indicates that 
the document has been successfully uploaded. You can view or remove the document once it is uploaded. 
 
Supporting Documentation icon descriptions: 
 

Icon Description 

 Attachment successfully uploaded. 

 Attachment required. Not yet uploaded. 

 Attachment was unable to be uploaded. 

 
Continue uploading all required documents. Once all documents are uploaded, click Next to save and continue. 
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2.3 Declaration 
2.3.1 Other information 
Enter any additional information which may support your credit application. 
 

 
Figure 27 Enter any additional information 

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

 
Figure 28 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 can be provided after submission, however please be aware 
assessment of your application cannot commence until this is received. 
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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. 
 
2.3.3 Declaration 
Carefully read the Declaration statements, then select the checkbox I have read and accept the statements above 
to be true and correct. 
 

 
Figure 29 Declaration 

Click Submit application. 
 
The Your application has been submitted confirmation window will display (refer Figure 30). 
 

 
Figure 30 Application submitted confirmation window 

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

 

 
Note 

If you also have 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. 
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