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1. [bookmark: h.gjdgxs][bookmark: h.e6pvzdt01j2z][bookmark: _Toc407968603]Educational Goals
Use the guidance from the book and the following questions to help you start writing your educational goals. You can write several pages or a short synopsis, but the clearer and more specific, the better.
Goals, Motivation, and Time Frame
What are your goals? What are the reasons (professional and personal) you are pursuing your goals?  What is a realistic time frame for completing your education? What are your thoughts and feelings about not having finished your education? Where do you see your career headed in the next 5 to 10 years? 

Action Plan
What is your plan to receive the maximum benefit from your education? What changes in your lifestyle are you able to make in order to find time for classwork? What are several action steps you can take now that will help you manage your time effectively? Who will support you in pursuing your goals? Financially? Emotionally? Academically? Are there any skills you need to be better prepared for the challenges ahead, and if so, how will you brush up on those skills?

Connection of Prior Learning to Goals
This is the most important section of this part. How will the prior learning credit you are requesting will fit into their future educational and career goals?
2. [bookmark: _Toc407968604]Extended Resume
[bookmark: h.z6obmnve2l8j][bookmark: h.rwmuorp9owci][bookmark: h.s6ouote0igwo][bookmark: _Toc407968605]Please upload or create an extended resume in LinkedIn (using LinkedIn is preferred) with all relevant experience in detail. Lists all jobs held, including volunteer. Note duties, skills and expertise used in performing job tasks. When possible relate to educational outcomes and language similar to that used in the outcomes for the courses you want reviewed and use verbs from Bloom's taxonomy that reflect your level of learning. 

See example at www.linkedin.com/in/andrewsears. You can download your LinkedIn profile as a resume by selecting View Profile As, then Save to PDF. After you download, upload here.

3. Learning and Experience Autobiography
The autobiography is a complete picture of the learner – who you are, what you have done, what you know, and what you want to accomplish. To demonstrate why you have selected the course in this portfolio, prepare an autobiographical essay based on your life experiences using your resume as a guide. Relate the relevant experiences to the course in a general explanation. (Specifics will be detailed in the Significant Learning Worksheet). The autobiography introduces you to the evaluator and helps him/her understand the context of your learning for the particular course you are requesting. This should include your educational and career goals. More importantly, it is intended to help you reflect on how experiences from different times in your life may have come together for a common goal.
To summarize, the essay should be two-four pages and summarize the significant learning experiences in your life; define your personal, educational, and career goals; and describe how your experiences will validate your knowledge of the course content and meet the course outcomes being petitioned for credit. 

4. [bookmark: h.3at778azwvbc][bookmark: h.ix30wj73ab37][bookmark: h.ppsagwtbe1o3][bookmark: _Toc407968606]Learning Narrative for (Course Name)
[bookmark: h.3znysh7](copy and complete all parts of this section for each course)
a. [bookmark: h.bkf4l5k85qt9][bookmark: _Toc407968607]Courses from Regionally Accredited Universities
i. [bookmark: h.fvwtaporaqe6][bookmark: _Toc407968608]Link to Syllabus

ii. [bookmark: h.1cr5qh67z1mj][bookmark: _Toc407968609]Course Outcomes/Objectives
Course outcomes are what you should know and can do after a course is completed.
· 

b. [bookmark: h.pa28j99t7weh][bookmark: _Toc407968610]Learning Narrative (3 to 8 pages per course)
Following the instructions in Chapter 10, write an educational narrative. Note, this is the most important section of the entire portfolio, so please put significant effort into it. You should consider using the following methods:
· Strategy 1 (page 134). Write a Detailed Description. Tie your narrative back to how you have demonstrated the learning outcomes in the course listed above. 
· Strategy 2. Use Kolb’s model (Chapter 7) to describe incidents of learning (examples on page 136)
· Strategy 3. Describe steps to learning (page 137)
· Strategy 4. Integrate Knowledge of Concepts. Tie your narrative back to concepts from the course. You can look online for an outline of the chapters and concepts from the books used in the course. 
· Strategy 5. Write Competency Statements that accurately reflect your level of expertise (page 140)
· Strategy 6. Demonstrate Problem Solving Abilities (page 141).
· Strategy 7. Describe Level of Learning (page 142)

Note that a key goal is that this exercise will be a learning process in itself as you reflect on how your experience relates to key concepts learning outcomes in accredited courses. It is critical that you clearly focus on the learning objectives (what you know and can do) rather than the experience.

This essay (or narrative) is a detailed explanation of your activities and the resulting competencies achieved (what you know and can do).
1. Use the course objectives (above) to guide your discussion of your accomplishments.
2. The intent is that your resume and autobiography are the high level outline, but this section will be where you provide several pages of detail.
3. For a course that includes a substantial amount of theory, demonstrate that you have the appropriate balance of theory and application.
4. The narrative will incorporate terminology appropriate to the course and examples of
applications of the concepts as demonstrated through your accomplishments.
5. In addition to demonstrating what you know and can do, the intent of this section is to serve as an opportunity to reflect and learn from your experience.
6. You should get a sample textbook either online or from a library for the courses you are writing so you can list how you know key terms and concepts.
Consider the narrative as an open-book take-home test. Make sure it is clear, concise, and free of errors in sentence structure, grammar, and spelling. It needs to demonstrate college-level writing and critical thinking. The narrative may be three-ten pages in length, depending on the course.

Be sure to include the following elements from the Rubric shown below (10% for each element)
1. Validity: Documentation and description of experiences as a valid basis for PLA. Portfolio content succinctly narrates and describes the significance of the candidate’s relevant learning experiences and supplies relevant documentation as evidence in order to establish the candidate as qualified to write on the subject. 
2. Evidence (overall)	Candidate provides evidence of learning from experience.
3. Learning Outcome Accuracy: Evidence properly formatted and aligned with specific learning outcomes. Candidate provides adequate and appropriate evidence of each learning outcome for the targeted course per the course syllabus. Student has constructed an electronic portfolio accurately formatted, and with complete information for each section and learning objective.
4. Reflection:  Evidence aligned with personal experience. Has demonstrated the ability to reflect on experiences. From the candidate’s description of personal examples, it is clear that the learning arose from the candidate’s direct experience and/or experience represents the candidate’s understanding of the topic.
5. Theory: Evidence aligned with academic theory / learning objectives. Appropriate amount and use of academic theory is integrated within the submission, so that the candidate’s learning is grounded in the academic frameworks of the topic.
6. Breadth / Depth of Submission. There is an appropriate depth and breadth of discussion related to requested credits (upper vs. lower division, and amount).
7. Narratives. Narratives clearly introduce the prior learning experience and its relevance to the targeted course. Narratives effectively summarize the main points and critical details, and state outcomes achieved through the experience. 
8. Application	Uses examples of how the learning has been applied in other settings.
9. Documentation. Documentation provided is effective evidence of experience; documentation is effectively referred to within submission, and its significance and relevance is clear. In-text and end-of-text citations of all sourced materials are correct, complete, and verifiable.
10. Sentence Structure, Mechanics, and Overall Presentation. PLA submission is well-organized, uses appropriate format aligned with objectives and outcomes, and progresses in logical, convincing order. Each sentence is structured effectively. Virtually free of punctuation, spelling, capitalization errors; appropriate format and presentation for assignment. Effective use of vocabulary, and correct and effective grammatical form(s). PLA submission is professionally presented, complete, and clear.

c. [bookmark: h.hf7sjmq4sjwn][bookmark: _Toc407968611]Bibliography 
The bibliography indicates reading done on the portfolio subject. You should have at least 3-10 references, probably including the course’s textbook. Cite sources when you make reference to theorists, laws, statistical data, and any information that does not come from your own mind in the portfolio. References must be cited in American Psychological Association (APA) style. Also include links to Books Used in Course (on Amazon). You can Google “APA Citation Tools” for tools on formatting references.

d. [bookmark: h.l575xrub5sfp][bookmark: _Toc407968612]Documentation 
Each of your experiences and competencies will require verification (evidence). This evidence can take several forms:
Completion of training programs, workshops, seminars, etc., may be verified through
certificates; personnel records, specifically performance reviews showing competencies; job descriptions; transcripts; samples of work; testimonials; certificates of attendance; and/or evidence of knowledge or letters of verification listing proven competencies from instructors or employers. Each piece of documentation for a workshop or training program must be accompanied by a description page of content for each workshop, training program, or seminar and must show how the evidence relates to the course learning outcomes. Employment history and job responsibilities may be documented on copies of performance appraisals, company job descriptions, and examples of projects or reports (verified as your work), or a supervisor's letter of verification.
Evidence of volunteer work may include awards, newspaper articles, or letters of
recommendation. If your portfolio is a request for credit for a performance or activity-based course, you will need to submit evidence such as: 
· Paper, publications PowerPoint Presentation, budgets, reports, grant proposals, websites you developed for a course or for work
· Certificates of completion for training
· Job descriptions
· Supervisors letter of verification, 
· A videotape of your speech, theatre work, or music recital
· Licenses
· Honors or award
· Samples of your painting, drawing, photography, or ceramics for a studio art course
· Samples of presentations or reports you have generated and verified as your work to
· document competency in spreadsheets or other software
Letters are a common form of verification and can be very effective if the writer understands the purpose of the letter. When you request an individual to write a letter of verification, provide the person with the course description you are presenting in your portfolio. Explain you are requesting equivalent college credit for experiential learning and provide a copy of what might be included in a verification letter.  We suggest including in your letter something similar to the following language:
“Based on my experience with (student name), I would attest that his/her learning is at a level comparable to students completing a college course with the following outcomes:
· list outcomes

My assessment is intended to be a level of depth of learning, not a recommendation of credit.”

Extraneous or inappropriate documentation may indicate to the evaluator that you lack
understanding of how your experiences relate to your learning.
Note: When submitting your portfolio, it is important that documentation be specific to the course description and learning outcomes used in your portfolio.

Note: Parts of this portfolio plan were adapted from: http://www.polk.edu/wp-content/uploads/PLA-Portfolio-Guidelines.pdf and from
Council for Adult and Experiential Learning (2006). Assessing Learning: Standards, Principles, and Procedures (2 edition.). Dubuque, Iowa: Kendall Hunt Publishing.


Course Grading Rubric
	         ITEM  
	                                 Target
	 ✓
	Item Score    

	SOURCES OF LEARNING (EXPERIENCES)                                                        

	1. Validity:
Documentation and description of experiences as a valid basis for PLA.
	Portfolio content succinctly narrates and describes the significance of the candidate’s relevant learning experiences and supplies relevant documentation as evidence in order to establish the candidate as qualified to write on the subject. Completed in PLA course
	
	

	EVIDENCE OF LEARNING  (COMPETENCIES)

	2. Evidence (overall)
	Candidate provides evidence of learning from experience.
	
	

	3. Learning Outcome Accuracy: Evidence properly formatted and aligned with specific learning outcomes
	Candidate provides adequate and appropriate evidence of each learning outcome for the targeted course per the course syllabus. Student has constructed an electronic portfolio accurately formatted, and with complete information for each section and learning objective.
	
	

	4. Reflection: Evidence aligned with personal experience
	Has demonstrated the ability to reflect on experiences. From the candidate’s description of personal examples, it is clear that the learning arose from the candidate’s direct experience and/or experience represents the candidate’s understanding of the topic.
	
	

	5. Theory: Evidence aligned with academic theory / learning objectives
	Appropriate amount and use of academic theory is integrated within the submission, so that the candidate’s learning is grounded in the academic frameworks of the topic.
	
	

	QUALITY OF PRESENTATION OF SUBMISSION

	6. Breadth / Depth of Submission
	There is an appropriate depth and breadth of discussion related to requested credits (upper vs. lower division, and amount).
	
	

	7. Narratives
	Narratives clearly introduce the prior learning experience and its relevance to the targeted course.  Narratives effectively summarize the main points and critical details, and state outcomes achieved through the experience. 
	
	

	8. Application
	Uses examples of how the learning has been applied in other settings.
	
	

	9. Documentation
	Documentation provided is effective evidence of experience; documentation is effectively referred to within submission, and its significance and relevance is clear. In-text and end-of-text citations of all sourced materials are correct, complete, and verifiable.
	
	

	10.Sentence Structure, Mechanics, and Overall Presentation

	PLA submission is well-organized, uses appropriate format aligned with objectives and outcomes, and progresses in logical, convincing order.
Each sentence is structured effectively. Virtually free of punctuation, spelling, capitalization errors; appropriate format and presentation for assignment.
Effective use of vocabulary, and correct and effective grammatical form(s). PLA submission is professionally presented, complete, and clear.
	
	

	TOTAL POINTS
	
	
	

	

	Course Objective
  (abbreviated)
	      Comments relative to ratings above.
	Obj.
Incl.
 ✓
	    Obj.  
Met/ Not

	BREAK-DOWN OF EVALUATION OF COURSE LEARNING OBJECTIVES

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	(add as needed)
	
	
	

	Points:
0 = item/content not evidenced or missing
1 = item/content insufficiently evidenced
3 = item/content minimally evidenced
5 = item/content inconsistently evidenced
7 = item/content satisfactorily evidenced
10 = item/content fully evidenced
	Total points possible: 100 
Minimum to pass: 70

	Recommendation
Credits
	____Recommended for __ Credits
____Recommendation for revision
____Not adequate for credit
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