
How to Obtain Approval for 
Study Abroad Courses

A brief overview of the process: 
Each Study Abroad Program listed on the Scranton site https://studyabroad.scranton.edu has a link to the host university. Students view 
the classes offered at the host university which are published on the host university’s website. 

To obtain approval for a study abroad course: 

• Students meet their Academic Advisor and propose the host university courses that might work best for their needs.  If the course 
has been previously approved for credit at Scranton, it will appear on the previously approved list here. 

• Students ask the relevant Department Chairs to determine the Scranton equivalency for new study abroad courses. 

• When the course approval form is completed with the Academic Advisor and relevant Department Chair signatures, then students 
ask the CAS Dean’s office to determine if a new course is eligible for Gen Ed or Free Elective credits. 

Read the following instructions for the full details of how to obtain approval 
and complete the Course Approval Form. 

https://studyabroad.scranton.edu/
https://studyabroad.scranton.edu/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=F2D4180E-26B9-58D3-F587F6525CDC4055&Link_ID=7446DF7C-5056-BA1F-74C5D9668A4F5397


STUDENTS: 
Print the form HERE.  The student fills in these grey areas before meeting with their Academic 
Advisor. 

Complete the top grey area to include:  
Student Name:
Royal ID:  
Major: 
University Abroad/Study Abroad Program Name:
Semester/Term Abroad: (e.g. Summer 2025) 

If applicable, also record: 
Minor: 
Concentration: 

If application, put a checkmark next to
Honors:
SJLA:
Business Leadership:

In the “International University Name” box, write the FULL name of 
your planned study abroad university. 
(e.g.  Loyola University of Florence)

Sign and date the bottom of the form. 
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https://studyabroad.scranton.edu/_customtags/ct_FileRetrieve.cfm?File_ID=020075717B743F7B7603027D0074751C7E78010A1A7A0173701C09007A01730202000500707B02727570


STUDENTS:
Students speak with their advisor and determine if the class offered at the International University might count towards a Major/Minor/Cognate, 
Gen Ed or Free Elective, or a Language course.   Choose at least one back-up class just in case a first-choice is not available.  Check the 
International University’s site carefully to find the course description and ensure the International University is offering the course in the planned 
term abroad. 

2) The student writes the proposed International University course number/name/credits. 
2a) Courses that are likely to count as a major, minor, or cognate 
courses should be written in the “Major/Minor/Cognate” Section.  
Example, for a Psychology major, write the PSYC course in this section. 

2b) If it’s a Free Elective or you hope the elective will count for Gen Ed 
credit, write the International University course number, name, and 
credits in the “General Education/Free Elective Courses” section.  

2c) If it’s a Language course, write the International University course 
number, name, and credits in  the “Language Courses” section.  E.g.
 

2a

2b
2c

THEO 204 Religious Ethics and the Ecological Crisis 3

PSYC 365 Social Psychology 3

ITAL10 1 Elementary Italian 4

ITAL101           Elementary Italian                                       4

PSYC 365        Social Psychology                                     3

THEO 278     Women and Religion                                        3

THEO 204 Religious Ethics and the Ecological Crisis  3

HIST  300  Gender and Politics in Contemporary Italy  3 

THEO 278 Women and Religion 3

HIST 300 Gender and Politics in Contemporary Italy 3

PSYC 212        Cross-cultural Psychology                    3

PSYC 212 Cross-cultural Psychology 3



ITAL101           Elementary Italian                                       4

PSYC 365        Social Psychology                                     3

THEO 278     Women and Religion                                        3

THEO 204 Religious Ethics and the Ecological Crisis  3

HIST  300  Gender and Politics in Contemporary Italy  3

PSYC 212        Cross-cultural  Psychology                   3

ACADEMIC ADVISORS:
The advisor's role is to review and approve where the student proposes to apply the study abroad courses to their University of 
Scranton record. The advisor will work with the student to review the proposed courses on the left side of the form.  
Note that some overseas programs will measure credit in different units, e.g. ECTS in Europe. Record the credit numbers assigned 
by the host university.  Email kara.bishop@scranton.edu if you have questions about host university credit numbers or courseload. 

3) The Advisor signs and dates the bottom of the form confirming the student’s proposed course plan.   
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mailto:kara.bishop@scranton.edu


PSYC 365        Social Psychology                                     3

THEO 278     Women and Religion                                        3

THEO 204 Religious Ethics and the Ecological Crisis   3

PSYC 212        Cross-cultural Psychology                        3

ACADEMIC ADVISORS:

4

4) If a course that a student plans to take appears on the Pre-Approved Courses Equivalent List HERE, then the Advisor 

writes in the details of the Pre-Approved Course Equivalent at Scranton in the white columns on the right side of the form. 

The Advisor also initials and write “Pre-approved” in the Reviewer box.   

T/RS 218    Women in Christianity                  3                P,D   A.I.  Pre-approved

HIS 297 Gender & Politics in Cont. Italy    3                CH          A.I. Pre-approvedHIST  300  Gender & Politics in Contemporary Italy     3

ITAL 101           Elementary Italian                                            4

Note: In the rare case that ALL the 

student’s courses appear on the 

Pre-Approved list and the Advisor 

has completed the boxes for each of 

these on the right side and signed 

the bottom of the form, then the 

form is complete. No further 

signatures are needed.  The student 

should bring the completed form to 

the Office of Global Education. 

https://studyabroad.scranton.edu/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=F2D4180E-26B9-58D3-F587F6525CDC4055&Link_ID=7446DF7C-5056-BA1F-74C5D9668A4F5397


If an International University course is NOT active on the Pre-Approved Course Equivalent list published here, then the 
Advisor leaves the boxes on the right side of the form blank.  

Academic Advisors review the International University course description and suggest to the student what the equivalent 
department might be at Scranton. The student will need to ask the relevant Departmental Chairperson at Scranton to 
review the course and determine the equivalency. (E.g. if the study abroad course is a history course or has a history 
prefix, the equivalent prefix at the University would be HIST, if the course abroad is an art history course, the equivalent 
prefix at the University would be ARTH, etc). The Advisor should identify the relevant Chair at Scranton for each class. 

Advise the student to contact each relevant Chair separately with an email like the one below to ask them to review the 
course.  Please remind the student that if the Chair determines that there is no directly equivalent University of Scranton 
course, then the CAS Dean’s Office will determine whether the course qualifies for a General Ed attribute. 

ACADEMIC ADVISORS:

Subject: Study Abroad equivalency – UNIVERSITY NAME – COURSE NUMBER/NAME

Dear _________

I am hoping to study abroad at Program Name in Term & Year.   I am interested in taking their class: Course Number/Name

Would you be able to review the course and determine the equivalent course at Scranton? 

Include a link to the Course Description (and attach a PDF of the syllabus if available). 

I am hoping that it might be able to count towards my ______________(relevant area – e.g. major/minor/concentration). 

I can bring print-outs and my course approval form to your office for your review and signature. Please let me know when would be 

a good time to see you. 

Thank you. 

Sample student email to a Chair

https://studyabroad.scranton.edu/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=F2D4180E-26B9-58D3-F587F6525CDC4055&Link_ID=7446DF7C-5056-BA1F-74C5D9668A4F5397
https://www.scranton.edu/academics/provost/PDFs/Chair%20Lists/2024-2025-departmental-chairpersons-2024-2025.pdf


PSYC 365        Social Psychology                                      3

THEO 278     Women and Religion                                        3

THEO 204 Religious Ethics and the Ecological Crisis   3

PSYC 212        Cross-cultural Psychology                      3
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T/RS 218    Women in Christianity                 3             P,D   A.I.  Pre-approved

HIST 297 Gender & Politics in Cont. Italy   3              CH           A.I. Pre-approved

ITAL 101   Beginning   Italian                            3                CF, D        Chair initials

HIST  300  Gender and Politics in Contemporary Italy  3

ITAL 101           Elementary Italian                                           3

DEPARTMENTAL CHAIRPERSON:

The  relevant Department Chair reviews the international university course description and syllabus (if needed) to determine the course equivalency at 
Scranton. If it is directly equivalent to a Scranton course, the Chair writes the course number/title/credit/attribute details of the direct equivalent Scranton 
course and initials in the Chair column. 

If the international university course does not have a direct equivalent at Scranton, then the Chair can assign the equivalent course number as 197, 297, 
397, or 497 depending on the level of the course.  The course retains the original title – i.e. the name will be the same name as the international 
university course. Email kara.bishop@scranton.edu if there are questions about how foreign credits equate into Scranton credit hours. 

The Chair writes their initials in the ‘Chair’ column. If the course is going to be applied to the Student’s major, minor, or concentration, then the Chair also 
provides a signature on the Chair line at the bottom of the form.  The Chair returns the form to the student.  

If the course is applicable to the student’s 

major/minor/concentration, the Chair also 

provides a signature on the Chair line at the 

bottom of the form. 

If the course is a language course, it must be 

approved the chair of the World Languages 

Dept. The World Languages Chair must 

provide a signature on the appropriate line on 

the bottom of the form.

PSYC 220       Social Psychology                      3                     S                    Chair initials

PSYC 297     Cross-cultural Psychology       3            Maj. Elective         Chair initials 5

If the Chair determines that there is no direct 

equivalent University of Scranton course, 

then it will be given a designated study 

abroad course number ending in 97.  It will 

later be the CAS Dean’s Office that will 

determine whether the *97 course qualifies 

for a General Ed attribute. 

T/RS 197  Rel. Ethics and the Eco. Crisis                                          Chair initials

mailto:kara.bishop@scranton.edu


Students seeking a course to be approved as a General Education or Free elective course, must  ALSO 
take the printed copy of the course description and syllabus AND the completed course approval 
form (with the student's, advisor's and chair's signature already on it) to the CAS Associate Dean's Office 
in St Thomas Hall (2nd floor).  

The CAS Associate Dean in consultation with the GE Coordinator will determine if a course will count for a 
General Education attribute (e.g. CH, CA, S, P, etc.) - or whether the course will count as only a Free 
Elective. This office will also determine the number of credits to be received for the study abroad course.  

The CAS Associate Dean's office will provide a signature on the appropriate line on the bottom of the form 
and will return the completed form to the Office of Global Education. 

The course approval form will then be marked off as completed on the student’s Scranton study abroad 
application. The Office of Global Education will scan the completed form and send it to the student by email 
for their records.

STUDENTS:  After all relevant chairs have provided signatures, then the final step of the process is to take 

the course approval form to the CAS Dean’s Office for review of Gen Ed and Free Electives.   
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