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RECOMMENDED ACTION 
  

Assign responsibility for developing common form (and guidelines) for AAC review.   

ACADEMIC AFFAIRS COUNCIL 
 
 

AGENDA ITEM: 6.O  
 

DATE: November 10, 2011 
 

****************************************************************************** 
 
SUBJECT:  Forms/Guidelines for Assessment of Prior Learning 
 

Dr. Wittmayer reported that at a recent University Center – Sioux Falls meeting, Sharon 
Sopko asked if there was interest in developing a standardized template that could be used to 
drive the campus processes to determine if credit could be awarded for prior learning/work 
experience.  It was noted that all the institutions offer prior learning/prior work opportunities but 
the information requested and the required format for that information is different at each 
institution. 

 
While this request did focus on the Sioux Falls center, this probably is of interest to the 

other centers, too, since they commonly serve students seeking degrees from multiple 
institutions.   
 

To facilitate the process, each campus was asked to forward copies of any 
forms/guidelines used.  These are attached. 

 
Members of the Council should be prepared to decide if a single form could be 

developed.  If so, the Council will be asked to agree upon a plan to develop this form. 
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Credit for prior learning is currently handled in two ways on our campus: 
 

1. Students provide an ACE transcript and we follow the ACE guidelines to award credit.  
The three areas we typically see in this category are military experiences/training, teacher 
education preparation, and Walt Disney experiences. 

 
2. Students take an exam to show proficiency and receive credit based on a passing score. 

 
There have been a few occasions where internship credit was given for prior work experience.  If 
a student wants credit for a particular course, however, our current practice is to require them to 
show proficiency on an exam in order to receive credit.  We don’t have paperwork that the 
student completes to apply for credit.  Students work individually with me and I get the 
department chairs and deans involved as needed.  If credit for an internship is given, the student 
does have to write a paper about their experience and have their place of employment document 
their hours and provide an evaluation of the student’s performance.  
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3 
 

Credit For Prior Learning/Work Experience 
Requests for credit via prior learning/work experience must directly correspond to academic 
coursework offered by Dakota State University. The experiential learning must be fully 
described and documented by the student in writing to indicate the direct correspondence or 
equivalence to specific university course(s). Requests should be evaluated by external 
supervisors, if appropriate, and by University officials in light of the student’s educational 
objectives. 
 

1) Students prepare a cover memo to the Vice President of Academic Affairs, stating the 
course(s) for which he/she would like to receive prior learning credit. 
 
In addition to the memo, the student’s application for prior learning should include: 

a) Transcript for the course(s) (either an original or a copy) that includes the course 
prefix, number, title and date of enrollment; 

b) Course syllabus; 
c) Name of instructor; 
d) Any course projects that seem appropriate; 
e) Statement/memo from the student’s DSU advisor, indicating the student and the 

advisor have discussed the student’s application and the advisor agrees that prior 
learning credit is appropriate for this student in this major; and  

f) $25 per transcript processing fee 
 
In cases where the prior learning application is based on experiential learning, rather than 
completed coursework, the student is expected to put together a portfolio that 
demonstrates this experience. This document should include: 

a) Statements from work supervisors (or the company’s human resources director) 
indicating job requirements and skills needed for the position held, 

b) Examples of work projects, 
c) Written statement from student that explains why/how the artifacts demonstrate 

the appropriate level of learning 
d) $25 per course processing fee 

 
2) Student memo plus documentation is submitted to the Vice President for Academic 

Affairs; 
 

3) A faculty committee is appointed to review the application and reports its 
recommendation to the college dean, who forwards the recommendation to the Vice 
President for Academic Affairs; 
 

4) Enrollment Services, the student, and advisor are notified by the Vice President for 
Academic Affairs of the committee’s recommendation. 
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Credit For Prior Learning/Work Experience by Portfolio 
Requests for credit via prior learning/work experience must directly correspond to academic 
coursework offered by Northern State University. The experiential learning must be fully 
described and documented by the student in writing to indicate the direct correspondence or 
equivalence to specific university course(s). Requests should be evaluated by external 
supervisors, if appropriate, and by University officials in light of the student’s educational 
objectives. For coursework from non-accredited institutions: 
 
Students prepare a cover memo to the appropriate Dean (of the area the courses falls in), stating 
the course(s) for which he/she would like to receive prior learning credit. In addition to the 
memo, the student’s application for prior learning should include: 
 

Transcript for the course(s) that includes the course prefix, number, title and 
date of enrollment; 
 
Course syllabus; 
 
Name & credentials of instructor; 
 
Any course projects that seem appropriate; 
 
Statement/memo from the student’s NSU advisor, indicating the student and the 
advisor have discussed the student’s application and the advisor agrees that 
prior learning credit is appropriate for this student in this major; 
 
and 
 
Institutional Exam Fee (per course evaluated) 

 
In cases where the prior learning application is based on work experience (experiential learning), 
rather than completed coursework, the documentation should include: 
 

Statements from work supervisors (or the company’s human resources director) 
indicating job requirements and skills needed for the position held, 
 
Examples of work projects, 
 
Other appropriate proof of work experience 
 
Institutional Exam Fee (per course evaluated) 

 
Student obtains application from the Registrar’s office, pays fee at the Finance Office, then 
returns with documentation to the Registrar’s Office. 
 



Northern State University 
 

5 
 

Registrar’s Office forwards application and documentation to the Dean of the appropriate school; 
A faculty committee is appointed to review the application and reports its recommendation to the 
college dean, who forwards the recommendation to the Vice President for Academic Affairs. 
 
The completed form is returned to the Registrar, who notifies the student of the result and 
records the credit if approved. 
 
If the student fails to establish credit, the portfolio cannot be resubmitted nor can the application 
fee be refunded. 
 
 



South Dakota School of Mines 

6 
 

 
 



South Dakota State University 

South Dakota State University 
Portfolio for Course Credit 

Academic Evaluation and Assessment 
 
A portfolio is one of six methods of demonstrating Prior Leaning.  A portfolio is a detailed, 
written document prepared by a student to demonstrate knowledge and skills.  Portfolios may be 
used to document competencies learned through non-transferable courses at Technical Institutes 
if grades of C or better were earned.  Portfolios may also be used to verify skills learned through 
recent work experiences.  A portfolio may contain both prior coursework and employment 
experiences relevant to the course being challenged. 
 
The following policies pertain to students who wish to document life experience, work 
accomplishments, non-credit educational experiences or other appropriate backgrounds to 
qualify for academic credits at SDSU. 
 
1. The subject area to be challenged by portfolio should correspond to an existing SDSU 

course. 

2. If a student has completed or is currently enrolled in a higher level course in the same subject 
area, credit may not be earned for a portfolio for a lower-level course. 

3. Portfolio should follow guidelines provided by the academic department which houses the 
course to be challenged. 

4. Portfolio is to be submitted at least 30 days in advance of the credit award to allow for 
evaluation and processing.  45 days are needed during the summer 

5. A maximum of 6 credits may be awarded for a single portfolio 

6. Portfolio is to be accompanied by a credit-by-portfolio registration form that petitions the 
academic unit for credit for a specific course along with the per portfolio fee. 

7. Up to 32 credits for a bachelor’s degree and 16 credits for an associate’s degree may be 
earned via Prior Learning to apply to the undergraduate degree. 

8. Portfolio evaluation will be graded as pass or fail and will not be included in calculation of 
semester or cumulative GPA.   

9. Amount and quality of learning demonstrated by portfolio are to be equivalent to learning 
expected in the course for which credit will be given as validated by two faculty reviewers 
using rubric specifying quality indicators. 

10. Only satisfactorily completed experiences may count toward a portfolio.  A grade may not be 
raised by the portfolio process.  Only courses completed with A, B, or C grades may be 
considered in the portfolio. 
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South Dakota State University 

11. If a portfolio is judged to be insufficient to meet criteria, the student shall be informed in 
writing of the deficiencies and shall have an opportunity to resubmit a revised portfolio 
within the next 60 days.  The student may resubmit a revised or whole new portfolio only 
once for re-evaluation.  A whole new portfolio should only be submitted to correct major 
quality deficiencies in the original portfolio. 

12. Students must attain a rating of Proficiency or Mastery by two faculty reviewers in the 
discipline in order to obtain credit for the portfolio. 

13. If credit is to be awarded, the academic department head forwards the completed Challenge 
by Portfolio registration form to the Records Office where the credits will be officially 
recorded on the student’s electronic record.  The designation on the academic record shall be 
EX-P to signify credit by examination of portfolio. 
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South Dakota State University 

Guidelines for South Dakota Portfolios 
 
The student shall develop a portfolio to demonstrate competencies in a subject area.  The 
portfolio must represent sufficient knowledge of a majority of the course objectives and address 
student outcomes for the challenged course.  The portfolio shall consist of the following 
components at a minimum.  Other items may be added to expand the portfolio if they are directly 
pertinent to the competencies to be demonstrated. 
 
Components required in the Portfolio: 

• Relationship of this course to the major and career goals 
• Competencies to be demonstrated 
• Transcript and other related work experience above and beyond course work 
• Field books or notes, samples of work, papers, drawings, maps or other 

documents that capture the essence of the competencies 
• A letter of reference from a supervisor or instructor who observed competencies 
• Narrative describing experiences and self-reflection on their impact on learning 

and career development 
• Written, oral and/or demonstration assessments of competencies may be required 

by the department 

Department Expectations for Course Portfolio: 
 
 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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RUBRIC FOR EVALUATING SOUTH DAKOTA PORTFOLIOS 
 
Department approved course objectives provided separately for each individual course that is challenged. 

 

AREA MASTERY PROFICIENCY UNCLEAR 
further evidence needed INADEQUATE 

Organization 

Portfolio is well 
organized, indexed and 
documented, 
addressing each 
criteria with ample 
appropriate evidence 
and examples. 

Portfolio clearly 
addresses each criteria, 
providing appropriate 
evidence and 
examples. 

Portfolio addresses 
some criteria, 
providing evidence and 
examples, but evidence 
and examples are 
presented such that it is 
unclear whether all the 
criteria have been 
addressed. 

Portfolio fails to 
address criteria or is 
missing evidence of 
meeting the majority of 
criteria. 

Content 

Portfolio indicates 
comprehensive 
understanding of 
course content. 

Portfolio indicates 
understanding of 
course content. 

Portfolio indicates 
unclear understanding 
or gap in knowledge of 
some course content. 

Portfolio indicates 
misunderstanding or 
lack of knowledge of 
course content. 

Technical 
Expertise 

 
(See specific course 
objectives to assess 
competency) 

Portfolio indicates 
technical mastery of 
subject material as 
demonstrated by 
original work that is 
accurate, detailed, and 
exceeds standards set 
by the approved 
departmental course 
objectives. 

Portfolio indicates 
adequate technical 
knowledge of subject 
material as 
demonstrated by 
original work that is 
accurate, detailed, and 
meets standards set by 
the approved 
departmental course 
objectives. 

Portfolio indicates 
incomplete technical 
knowledge of subject 
material as set by the 
approved departmental 
course objectives. 

Portfolio indicates lack 
of technical knowledge 
or incorrect technical 
knowledge of subject 
material as set by the 
approved departmental 
course objectives. 

Demonstrated 
Ability to Apply 
Knowledge 

 
(See specific course 
objectives to assess 
competency) 

Portfolio indicates 
ability to apply 
technical knowledge 
and skills to solve 
problems with 
originality and critical 
thinking. 

Portfolio indicates 
ability to apply 
technical knowledge 
and skills to solve 
problems with critical 
thinking. 

Portfolio does not 
clearly indicate the 
ability to apply 
technical knowledge 
and skills for all course 
objectives. 

Portfolio indicates lack 
of understanding, 
incorrect 
understanding, or 
inability to apply 
knowledge and skills 
to solve problems. 

Accurate  
Self-Reflection 

Accurately assesses 
competencies and 
acknowledges areas of 
weakness in meeting 
course objectives and 
has a realistic plan to 
strengthen knowledge 
in subject area. 

Accurately assesses 
competency and 
acknowledges areas of 
weakness in meeting 
course objectives. 

Does not adequately 
assess proficiency 
based on course 
objectives. 

Fails to identify 
weaknesses or 
limitations in 
knowledge, skill or 
application. 

 



South Dakota State University 

South Dakota State University 
CHALLENGE BY PORTFOLIO 

A student currently enrolled in the University, or who has previously been enrolled in good standing and 
has studied a subject independently, or who has college level work elsewhere for which he/she is unable 
to get a transcript acceptable to this institution may challenge a course for credit by submitting a portfolio 
of that work.   
 
NOTE:  A grade given at or transferred to this University may not be replaced by Challenge by Portfolio. 
Name  ___________________________________________________  ID ____________________  
 (last) (first) (middle) 
Department _________________________________________  Advisor ______________________  
Course __________________  Course Name ___________________________  Credit _________  
College __________________  Major ______________________  Cumulative GPA ____________  
 
Student’s justification for submitting portfolio based on previous experience or courses.   
Please list  ______________________________________________________________________  
 __________________________________________________________________________________  
 __________________________________________________________________________________  
 
 

The student must consult the Director of Academic Evaluation and Assessment prior to the completion of this form. 
 
Approved:  AEA Director Signature ___________________________  Date __________________  
 
 
The student must consult the head of the department in which credit will be awarded to conduct a preliminary 
evaluation to determine if this process is warranted. 
 
Approved:  Department Head Signature  _______________________  Date  __________________  
 
 
Advisor’s Signature  _______________________________________  Date __________________  
 
Acceptable toward a degree in the College of _______________________________________________ 
 
Dean’s Signature  _________________________________________  Date __________________  
 
 

A fee of $__________ per course must be paid at the Academic Evaluation and Assessment Office 
(Foundation Bldg) prior to portfolio submission.  If this is not done, the credit will not be honored. 
Total Paid ______________  Date _________________  AEA Office Signature ___________________  
 
 
Reviewer – attach a copy of the justification and complete the line below indicating the grade as Pass or Fail. 
 
Date Portfolio Reviewed _____________________________________  Grade _________________  
 
Reviewer’s Signature _________________________________________________________________  
 
If credit is acceptable by this portfolio evaluation, the permanent record of the student will show:  Prior Learning, 
Course Name, for (n) credits with an EX (satisfactory) grade.  The results will not be figured into the calculation of 
either the semester or the cumulative grade point average.  No entry will be made on the record if the portfolio is not 
approved.  This form and justification attached is kept on file in the Records Office (AD 208).    
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University of South Dakota 

Attached are proposed guidelines for USD’s Credit for Prior Learning Program.  
This was really a draft and it was not implemented, but it captures our thoughts on 
our intended management of the portfolio process.   
 

Process for University Credit for Prior Learning 
The University of South Dakota 

The Division of Continuing and Distance Education 
January, 2009 

 
The following process is in keeping with best practices in the assessment of learning for 
university credit as prescribed by the Council for Adult and Experiential Learning (CAEL). 
 

1.  The student arranges a meeting with the USD Dean of Continuing Education to discuss 
the student’s intent and plan for earning University Credit Prior Learning.  Prior to the 
meeting, the student should submit a resume and an outline of university-level learning 
acquired through prior experience. 
 

2. The CE Dean reviews the student’s resume and previous experience and conducts an 
interview with the student.  If the student is approved to submit a portfolio, the CE Dean 
writes a formal letter to the student describing the experiential areas which have been 
approved for portfolio consideration and the corresponding course number(s) and title(s).  
Each student is required to purchase the book, Earn College Credit for What You Know, 
published by CAEL.  The text assists students in the preparation of a portfolio for college 
credit based on best practices. 
 
The guidelines below apply to the awarding of prior learning credit at The University of 
South Dakota. 
 
a.  Earning credit through portfolio is possible for non-transferable courses from 

Technical Institutes or other prior coursework that did not transfer to USD and 
employment and life experiences relevant to the USD undergraduate course being 
challenged.  Similar to USD’s CLEP policy, credit earned through portfolio cannot be 
applied to coursework previously taken at USD or transferred to USD. 
 

b. Portfolio credit is not available at the graduate level.  
 

A maximum of 32 undergraduate credit hours towards a BA/BS degree and 16 
undergraduate credits towards an AA/AS degree is allowed.  Generally, one portfolio 
is submitted for each 3 to 4 credit hour class. 
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c. Portfolio evaluations are graded as satisfactory/unsatisfactory and will not be 
included in calculation of semester or cumulative GPA.  The designation on the 
academic record shall be EX-P to signify credit by examination of portfolio.  The 
credit earned is not transferrable to other SD BOR Universities and may not be 
transferrable to other colleges and universities in general. 
 

d. A grade may not be raised by portfolio process. 
 
e. A course may not be repeated by portfolio process. 
 

3.  Once the student receives the formal approval letter from the CE Dean, he/she may begin 
preparing the portfolio per the CAEL guidelines. 
 

4. Completed portfolios are to be submitted to the CE Dean along with a payment of the 
portfolio fee.  The fee $85.00 per credit hour and may increase yearly as determined 
through the fee setting process. 
 

5. The CE Dean hires, for a stipend, two qualified faculty reviewers for each portfolio.  The 
stipends are equivalent to Independent Study compensation per CE guidelines. 
 

6. The faculty reviewers independently assess the portfolio, provide their analysis and 
comment, and a grade of Satisfactory or Unsatisfactory to the CE Dean. 
 

7. The CE Dean consults with the respective College or School Dean to make a final 
decision. 
 

8. The CE Dean informs the student in writing if the portfolio was judged to be satisfactory.  
If deemed unsatisfactory, a second portfolio on this subject is permitted with an 
additional fee.  Payment for portfolio review is applicable each time a portfolio is 
submitted to CE for review.  A student may only attempt two portfolios per content area. 
 

9. If the portfolio is satisfactory, the CE Dean provides the CE registration officer 
information for transcription.  Again, the designation of the academic credit shall be EX-
P to signify credit by examination. 
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