Course Transfer Procedure for Exchange Students
§ I. Course transfer procedure prior to studying at a partner institution
1. An exchange student remains registered at KIMEP. The same scholarship and tuition waiver requirements apply when studying abroad.

2. The exchange student must pre-pay for nine credits at KIMEP prior to departure, regardless of how many courses s/he takes at a partner institution. Thus, the exchange student must transfer a minimum of nine credits back to KIMEP towards her/his KIMEP degree. In case the number of credits transferred is less than the nine pre-paid credits, the payment for the remaining pre-paid credits is not refundable. There is no refund for failed courses. In case the exchange student wishes to transfer back more than nine credits, s/he must pay for the additional credits. The maximum number of credits the exchange student may transfer in a semester is eighteen.
3. In case the credit system at the partner institution abroad is similar to that at KIMEP, the number of credits transferred for a course is the same as at KIMEP for an equivalent course.
4. Each course at KIMEP is also assigned an ECTS credit points, in accordance with its learning outcomes and associated learning activities. In case the credit system at the partner institution abroad is the ECTS, the number of credits per course to be transferred to KIMEP must be equivalent to the ECTS credit points assigned at KIMEP for an equivalent course. In case of a substantial difference in ECTS credit points, a decision will be made by the academic unit. The recommended number of KIMEP credits versus ECTS credits for transfer purposes is given in the following table:
	ECTS credits
	KIMEP credits

	4-7.5   
	3

	10
	6


5. The exchange student should consult academic advisors and/or instructors who teach similar courses at KIMEP to determine which courses to select at the partner institution and which courses at KIMEP are considered equivalent.
6. The following documents should be submitted by the exchange student to the International Student Advisor prior to departure:
a) A Course Approval Form (completed for each selected course            separately). 

b) Descriptions and syllabi for the courses at the partner institution.
c) Description of the credit system of the partner institution. 
7. The International Student Advisor will inform the student as to whether or not the courses s/he selected have been approved.
8. In case syllabi for the courses at the partner institution are unavailable at the time of approval the courses can be approved conditionally and their transfer arranged upon return to KIMEP. However, in this case there is no guarantee that the courses taken will be transferrable to desired courses at KIMEP. Therefore, it is strongly recommended that the exchange student obtains approval for courses while still abroad, sending the required documents to the International Student Advisor by email.
9. If the partner institution operates on a different academic calendar (e. g. semester starts in October/March):

a) The exchange student may enroll in classes at KIMEP while waiting to hear if s/he has been accepted on the exchange program. If the student is later accepted and decides to participate s/he must cancel the registration for the classes started at KIMEP by submitting a list of courses for cancellation to the International Student Advisor.
b) The exchange student cannot receive a grade of ‘incomplete’ for the classes cancelled at KIMEP.

c) Full tuition for the classes cancelled at KIMEP will be refunded and applied to the fees due for the exchange program. Any additional refund will be handled according to the exchange program refund policy.

§ II. Add/drop period at a partner institution
1. As at KIMEP, most partner institutions have an ‘add/drop period.’ The exchange student may find out that the schedule for the courses has been changed, the academic load is too heavy, or the content of certain courses is not what was expected, etc. In this case, the exchange student may cancel the registration or withdraw from courses, as well as add new courses.
2. Any refund for the classes cancelled will be handled according to the exchange program refund policy.
3. During the add/drop period at the partner institution the exchange student must obtain approval for the new courses by sending the required documents to the International Student Advisor by email. 

4. The International Student Advisor will inform the exchange student as to whether or not the courses s/he selected have been approved.

§ III. Course transfer procedure after studying at a partner institution
1. The International Student Advisor will receive the exchange student’s original transcript from the partner institution and submit it along with the Course Approval Forms to the Registrar. Only courses passed at the partner institution and for which approval and payment were received will be eligible for transfer.

2. An unofficial (emailed or faxed) transcript is valid only if the exchange student has to waive a prerequisite for the course s/he plans to take at KIMEP in the semester following the semester at the partner institution.

3. Any appeal related to the course transfer and payment should be addressed to the Academic Council.
