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BACKGROUND / DISCUSSION 

 

Credits Earned from Meeting Pre-Requisites (Section 4.5.1. and 4.5.2.) 

There are two revisions highlighted in the guidelines (see Attachment I).  The first, 

concerns Section 4.5. and concerns credits earned from meeting pre-requisites. Language 

was changed regarding the need for a student to successfully complete upper division 

coursework to complete upper division coursework with a grade of C or higher in order 

for the coursework to be transcribed.  Next, language was added noting that students must 

be enrolled at the institution in which they wish to gain a transcribed course from, prior to 

transcription.  

 

Credits Earned from Completing a Portfolio (Section 4.6.)  

Currently, the Credit by Examination Administration Guidelines serve as the primary 

guidance to campuses for awarding credit when students have demonstrated proficiency in 

a given subject area. These guidelines provide reference to Advanced Placement, 

International Baccalaureate, CLEP, and DANTES examinations that have been reviewed 

by faculty in the system to determine appropriate equivalencies. In some situations, 

institutions draw upon credit by examination to determine whether a student may enroll in 

an upper level course with a prerequisite if they can establish proficiency in the lower level 

course.  

 

These guidelines also give the option of challenge by portfolio, in which students are 

allowed to earn credit based on previous learning not already validated by a grade for a 

college level course.  For the purposes of AAC discussion, a portfolio is considered to be 

https://www.sdbor.edu/administrative-offices/academics/academic-affairs-guidelines/Documents/7_Guidelines/7_4_Guideline.pdf
https://www.sdbor.edu/administrative-offices/academics/aac/Documents/2017-08-AAC/2_D_AAC0817.pdf
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a detailed, written or electronic document prepared by a student to demonstrate college 

level knowledge of concepts and skills learned through life experiences.  

 

At this time, limited guidance at the system level is provided regarding awarding of 

portfolio credit and the process by which a portfolio is developed. Recently, the System 

Assessment Committee and members of the Registrar and Continuing Education Offices 

met and reviewed a number prior learning assessment processes underway in other states. 

Through this meeting, the group had the opportunity to discuss with an expert in the field, 

Alli Bell, and to consider expanding the portfolio option on their campus.  At the 

conclusion of the meeting, a number of documents were made available to the group, and 

were provided to the system office by campus constituents. These include portfolio 

guidelines and links to PLA processes in other states. Ali Bell (Lumina Foundation) 

reviewed the current PLA policy and documents and provided feedback to the BOR Office. 

This feedback was discussed at the most recent System Assessment Committee meeting on 

January 15, 2018.  

 

Next, the group met via WebEx and viewed a demo of a portfolio course underway at 

SDSU. Dr. Mary Emery of the Sociology Department detailed how she conducts a 

sociology portfolio course, in which students earn internship credit for prior experience 

outside the classroom. During discussion Dr. Emery also mentioned that she has 

encountered a number of instances where students have earned almost all of their sociology 

degree, but stopped out of school to work.  For many of these students, they only have their 

internship to complete, and through completion of the portfolio course they can complete 

their degree.  For other students, the sociology course offers students the opportunity to get 

credit for their work or volunteer experience that aligns with their career path in sociology.  

 

It is anticipated that other humanities, arts, and sciences departments will be able to adopt 

similar practices and that the Regental Institutions will be able to offer this option to more 

students. Through a grant from the Lumina foundation, the BOR Office will be able to 

support the development of this course, and provide initial faculty compensation.   

Additionally, it is hoped that a more formalized framework for these courses could allow 

for stronger marketing and communication to the non-traditional student population with 

an intent to drive enrollment in this area.  

 

Currently, the System Academics Office is partnering with SDSU on a proposal for a 

generic PLA course that students would be able to take for EX-P credit in their major. The 

appropriate faculty for the course can be determined at the institutional level, with the shell 

for the course being available in D2L containing specific learning plans that would lead 

the student through the process of reviewing his/her prior learning, transcribing and 

reflecting on what was learned, and then routed to the appropriate faculty to make the 

formal judgement on the credit hours to be awarded in the subject specific class.  

 

IMPACT AND RECOMMENDATION 

Revisions to the Credit by Examination guidelines have been made and are now reflected 

in Section 4.6. Council members should review with functional staff and be prepared to 
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discuss any proposed revisions to the guidelines for consistently managing this process into 

the future. Council members should discuss implementation of prior learning courses 

structured similar to the course presented by Dr. Emery. One concern that arose when the 

System Assessment Committee reviewed the proposed guidelines include the impact on 

faculty workload and how this would be addressed through a stipend or other means.  

 

ATTACHMENTS 

Attachment I – Proposed Revisions to AAC Guideline 7.6 – Credit by Examination 

Administration Guidelines 

Attachment II – Prior Learning Assessment Follow-up Information from Ali Bell 

Attachment III – PLA Sociology Course Syllabus 

Attachment IV – Faculty Review of Portfolio 

Attachment V – Challenge by Portfolio Form 
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ACADEMIC AFFAIRS GUIDELINES 

Section 7: Dual Credit, Credit by Exam, and Placement 

Title: Credit by Examination Administration Guidelines 

Number (Current Format) Number (Prior Format) Date Last Revised 

7.4 XII.A 01/201810/2017 

Reference: BOR Policy 2:10 Grades and Use of Grade Point Averages (GPA) 

BOR Policy 2:5 Transfer of Credit 

Related Form(s):  

 

1. Purpose & Background 

1.1. Credit by examination falls within Board of Regents Policy 2:5 Transfer of Credit which specifies 

that “Credit for college level courses granted through nationally recognized examinations such 

as CLEP, AP, DANTES, etc., will be evaluated and accepted for transfer if equivalent to Regental 

courses and the scores are consistent with Regental policies.” Board practice specifies that when 

new examinations are accepted under this policy, or when modifications are made to existing 

examinations, faculty in the respective disciplines are asked to evaluate course materials and 

make an equivalency recommendation. These recommendations are considered by the Academic 

Affairs Council and forwarded to the Board of Regents for approval and subsequent addition to 

the Regental system equivalency matrix for the various examinations. 

2. Approved Equivalency Matrix 

2.1. The Board of Regents has approved a number of system equivalency matrixes for a series of 

examinations that reflect scores that are routinely brought forward by students.  Examinations 

developed by the following companies or organizations are eligible for inclusion in the 

equivalency matrixes. 

2.1.1. Advanced Placement (AP) – College Board1 

2.1.1.1. Program that offers college-level curricula and examinations to high school 

students. High school teachers are required to meet standards set by the College Board 

in order to deliver the coursework. 

                                                 
1 The following language was added to the SDBOR Advanced Placement (AP) Policy Appendix depicting a special 

advising note for students pursuing graduate and professional degrees outside of the Regental system upon graduate.  

“Upon student application all AP credits will be applied to student’s transcripts following the Advanced Placement 

Guidelines for Regental Institutions and BOR Policy 2:5 Transfer of Credit. Although Regental institutions accept AP 

credits there are many professional schools throughout the country that do not accept AP to satisfy the pre-requisite 

requirements for admission to their program. For example, some programs simply state that they do not accept AP 

and other programs specify that courses completed through AP can be used to meet pre-requisites only if the student 

has completed upper division coursework in that content area and/or demonstrates evidence of competency in that 

academic area via scores on professional school admissions exams. Due to these varying degrees of value placed on 

AP courses by professional programs throughout the country, and in order to not unfairly limit students’ options upon 

graduation, it is advised that students be informed of this variation upon admission and initial course registration. 

Additionally, students should seek guidance on this matter from the professional programs to which they intend to 

apply as well as seek the counsel of their campus’ Health Professions Advisor.” 
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2.1.1.2. AP Tests are scored on a 1 to 5 scale indicating that students scoring a 3 or 

higher are “qualified” with multiple choice components of the exam scored by computer, 

while the free response and essay portions are scored by trained Readers assigned by 

College Board.    

2.1.2. College Level Examination Program (CLEP) – College Board 

2.1.2.1. Standardized exams that assess college-level knowledge in designated subject 

areas with the intent of awarding credit to students meeting minimum qualifying scores.   

2.1.2.2. Exams are primarily multiple-choice and scored on a scale of 20 to 80 and credit 

awards dependent upon course equivalencies established at the institutional and system 

level.  

2.1.3. Defense Activity for Non-Traditional Education Support (DANTES) 

2.1.3.1. Testing service designed originally to provide service members and veterans 

pursue educational goals through assessments designed to measure skills acquired 

through military service or training.  The service has grown to provide testing 

opportunities for non-military testers.  

2.1.4. International Baccalaureate (IB) 

2.1.4.1. Curriculum opportunities with assessment options designed to measure student 

proficiency in a series of middle year, diploma, and career-related programs. 

2.1.4.2. Only diploma and career related program coursework/assessments are 

evaluated for inclusion in the Board of Regents equivalency matrixes.  

2.1.5. Project Lead the Way 

2.1.5.1. A national program supported by the South Dakota Department of Education 

that provides high school equivalent coursework in the areas of science and engineering.   

2.1.5.2. Tracks in the area of engineering and biomedical sciences have been established 

in South Dakota to align with approved school district engineering curriculum.  

2.2. Students seeking to earn credit for an examination that does not have an established course 

equivalency matrix may do so on a course-by-course basis at the institutional level through the 

academic petition process. 

3. Examination Review Process 

3.1. An examination review process can be facilitated resulting from the creation of a new exam, 

modifications to an existing exam, or a request from campus personnel/students to review an 

exam that has not yet been added to the equivalency matrix. 

3.2. Once a request is advanced to the Board of Regents central office, campus personnel from each 

Regental institution are asked to advance examination materials to the appropriate faculty in the 

discipline most closely aligned to the exam.   

3.3. Faculty representatives are asked to assess the materials and determine the alignment of the 

examination with an equivalent course in the Regental system.   

3.4. Recommendations from faculty representatives are forwarded to the Academic Affairs Council 

for consideration and approval. 

3.4.1. Affirmative support from the majority of faculty representatives will warrant inclusion 

on the equivalency matrix. 
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3.4.2. Assenting recommendations from the majority of faculty representatives will warrant 

inclusion of a “no credit” designation on the equivalency matrix. 

3.4.3. Score assignments will align with recommendations set forth by the American Council 

on Education (ACE).  

3.5. Recommendations from AAC will be advanced to the Board of Regents for consideration and 

become active upon approval.   

4. Transcription & Accepting of Credit 

4.1. Grade Assignment 

4.1.1. Students earning the necessary score approved by the Board of Regents recognized on 

the equivalency matrix will be awarded credit. All course credit earned through credit by 

examination will be assigned an “EX” grade.  

4.1.2. “EX” grades may not be used in the calculation of a student Cumulative GPA calculation 

in accordance with BOR Policy 2:10 Use of Grades & Grade Point Averages.  

4.1.3. Students taking an examination that awards credit for multiple courses who has already 

earned credit for one of the courses in the recognize matrix, will only be granted the 

“EX” credit for the additional course(s). 

4.1.4. Credit earned through validation methods other than nationally recognized exams may 

not exceed 30 credits for students seeking a bachelor’s degree, or 15 credit hours for 

those seeking an associate’s degree.  

4.2. Score Acceptance Timeline 

4.2.1. Valid test scores must be received within five years from the date of testing to earn credit 

for one of the recognized credit by examination services.   

4.3. Transfer for Credit by Examination Coursework  

4.3.1. If a valid test score was transcripted at an accredited postsecondary institution within this 

five-year timeframe, then approved credit by examination scores may be transferred 

among institutions without requiring additional testing or course completion by students.  

4.3.2. Coursework earned through credit by examination by one Regental institution will 

transfer automatically to all Regental institutions.   

4.3.3. An institution granting “challenge exam credit” or “credit through prior learning 

assessment” will accept the grade and course equivalency assigned by the awarding 

institution.  

4.3.4. Students may transfer in coursework from an institution outside the Regental system that 

has been awarded through the institution’s credit by examination policy.  Institutional 

policies for assigning course credit must align with the scores approved by the South 

Dakota Board of Regents.  This applies only to nationally normed examinations, and 

credit by exam or challenge examinations developed at the institutional level must be 

evaluated on a one-to-one basis upon transfer. 

4.4. Repeat Courses 

4.4.1. Credit by validation can be used to repeat a prior course if the student had earned an 

unsatisfactory grade in the initial attempt.    
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4.4.2. Meeting the qualifying score for the credit by validation examination is used to establish 

proficiency for the course, and the “EX” grade will still be applied with the earned grade 

from the initial attempt still calculated in the student’s cumulative grade point average.  

4.5. Credit Earned from Meeting Prerequisites 

4.5.1. Following the successful completion of upper division coursework with a grade of C or 

higher, students may request to have coursework transcripted for courses that serve as 

prerequisite. 

4.5.2. Students shall be enrolled at the institution they wish to gain transcripted courses from, 

prior to transcription.  

4.5.2.4.5.3. Coursework may only be transcripted for those students who demonstrated 

proficiency prior to the upper level course enrolment by: 

4.5.2.1. Meeting the scores approved by the Board of Regents on a nationally normed 

examination depicted in Section 2 of these guidelines; or 

4.5.2.2. Meeting the required scores on established placement examinations approved 

by the Board of Regents; or 

4.5.2.3. Passing a department challenge examination developed by faculty at the 

student’s home institution; or 

4.5.2.4. Completing a portfolio review or formal evaluation by department faculty. 

4.5.4. Students will be assessed the Challenge by Exam – Course fee as outlined in the Board 

of Regents Tuition and Fee schedule when transcripting prerequisite coursework.  

4.6. Credits Earned from Completing a Portfolio 

4.6.1. The subject area to be challenged by portfolio should correspond to an existing 

Regental course.  

4.6.2. 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 prerequisite 

course.  

4.6.3. Portfolio should follow guidelines provided by the academic department in which 

the course to be challenged is in.  

4.6.4. Submitted at least 30 days in advance of the credit award to allow for evaluation 

and processing. 45 days are needed during summer. 

4.6.5. 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-

course fee.  

4.6.6. Up to 25% of a degree may be earned by Prior Learning to apply to the 

undergraduate degree.  

4.6.7. A maximum of six credits may be awarded for a single portfolio.  

4.6.8. Credits awarded via portfolio course will be graded as a pass or fail.  

4.6.9. Amount and quality of learning demonstrated by the portfolio are to be equivalent 

to learning expected in the course for which credit will be given. A rating of 
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Proficiency or Mastery by two faculty reviewers using rubric specifying quality 

indicators is required.  

4.6.10. If a portfolio is judged to be insufficient to meet criteria, the student will be 

informed in writing and will 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.  

4.6.11. 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.   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SOURCE:   

AAC May 2015; AAC February 2016; May 2017 (Clerical); AAC October 2017; AAC January 2018.  
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Prior Learning Assessment Follow-up Information from Ali Bell 

 

I am excited by all the state-level activity around PLA, adults, and ensuring that people with some 

college, no degree are being afforded opportunities to return to college. There are many states that 

are going through the same process you are. In addition to the states I highlighted in the 

presentation, Alabama, Indiana, Minnesota, New Jersey (see the following paragraph for more on 

New Jersey) and Washington are all states you might look to. Indiana, in particular, has recently 

passed legislation that would allow for financial aid to be used for PLA, which is exciting. I am 

happy to make connections for you and pull more information. 

 

In addition, and I believe I have mentioned this before, I work with a group of institutions on the 

Completion College Consortium (our website is currently being updated, but the first version is 

available at www.completioncolleges.org). The ultimate goal of this Consortium is to ensure that 

more adults with some college but no degree, nationwide, are being served better. This can be done 

through partnerships in which these colleges help to move adult learners down their education 

paths (partnerships can be designed many different ways and can range from the colleges acting 

as PLA servicers and transcript aggregators to arrangements where near-completers who would 

have to repeat a lot of course work complete programs at one of the Colleges). The Consortium is 

also serving as a technical assistance partner. One of our colleges is Thomas Edison State 

University in New Jersey, and NJ PLAN is a good example of statewide PLA and transfer. The 

Consortium (I would be your main POC) would be excited to partner with SD to continue to 

provide technical assistance such as this and continue to be a resource in your conversations. 

 

On the topic of employer engagement, I wanted to be sure I spoke to TN and was able to provide 

more context, and will continue to do so, but here is what I know of that outreach: 

 TN’s Career Centers were used to help spread the word about PLA;  

 Three summits were held to further engage employers’ help in promoting PLA, these 

summits also provided information on how employers could support employees through 

assistance programs and other innovative practices, 

 Information was provided to human resource directors through toolkits. 

So, really, the employer engagement was largely around providing information and using as a 

recruitment tool. 

 

If you’re interested, here is a study CAEL did on employer views on PLA: 

http://www.cbenetwork.org/sites/457/uploaded/files/PLA_Employer_Research.pdf 

 

A number of community colleges (one example is Chattanooga State Community College) have a 

pretty good track record for creating and maintaining  partnerships with employers. Also, employer 

partnerships are important, especially if you’re looking to leverage WIOA funds. JFF recently 

produced this: https://www.accs.cc/default/assets/File/DPE_AED/Resources/WIOA/A-Resource-

Guide-to-Employer-Engagement-011315.pdf 
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Our Consortium institutions would be able to speak to employer partnerships as well. Finally, in 

CBE, there is a lot of employer engagement around the setting of competencies.  
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PLA Sociology Course Syllabus 

 

Sociology and Rural Studies 
491: Credit for Prior Learning Portfolio course 

Spring 2018 
One credit 

 
 
INSTRUCTOR AND OFFICE HOURS 
Mary Emery 
South Dakota State University – Sociology & Rural Studies 
Hansen Hall 04 
Brookings, SD 57007 
Mary.emery@sdstate.edu 
605 688 4889, FAX 605 688 6354, skype: maryemery4, cell 402 304 1531 
Office hours are by appointment. Questions can be e-mailed at any time. 
 
COURSE DESCRIPTION AND PREREQUISITES 
The purpose of this 1-credit hour distance education course is to provide students with the 
guidance necessary to create their portfolio to identify prior learning, document that learning, 
and reflect upon that learning. 
 
LEARNING OUTCOMES 
The specific learning outcomes for this course are: 

1. Student will apply critical thinking skills to the discussion and to the learning experiences 
by identifying specific learning outcomes. 

2. Student will demonstrate a basic understanding of how sociological knowledge and skills 
can be applied. 

3. Student will demonstrate the ability to apply theory to practice. 
4. Student will engage in reflexive practice in creating the portfolio. 

 
MEETING TIMES 
The Summer 17 course begins on May 30, 2017, and will officially end on August 4.  This 
seminar will be offered primarily asynchronously, meaning that people can access the activities 
and submit their assignments whenever it is most convenient for them within the time period 
allocated for that module.  
 
PERFORMANCE MEASURES AND GRADING 
 
Students will be graded in three areas: participation in the discussion, session assignments, and 
a final completed portfolio. 
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Assignment Date Due Points 

Class participation:  4 questions @ 5 each ongoing 20 

Privacy pledge January 18 1 

Focused Autobiography  2/2 20 

Analytical Essay  3/2 25 

 Evidence of Experiential Learning  4/2 30 

Paid application for credit by prior learning assessment Before 
finalizing 
portfolio 

4 

Final portfolio submitted 4/30  

Total                  100 
 
The portfolio must be submitted within one year of the paid application. The portfolio 
assessment may result in: 1) an award of credit, 2) a request for minor revisions or additional 
documentation, 3) or a denial of credit. Your portfolio will be assessed within four weeks of 
submission. 
 
The grading scale is as follows: 
100%-90% =A 
89%-80% = B 
79%-70% = C 
69%-60% =D 
Below 60% = fail 
 
Class participation:   
Each student is expected to participate in the discussion by posting a response to each question 
and at least one reply to fellow students. In addition to making the postings, students will be 
grades on insightfulness of questions and comments and completeness of posts. 
 
Resources: 
ACE guide: http://www.acenet.edu/news-room/Pages/Adult-Learners-Guide-to-PLA.aspx 
 
Paid application for credit by prior learning assessment:  
Please post a copy of your form in the appropriate dropbox. This form is also the first page of 
your final portfolio submission. 
 
Focused Autobiography: 
In this section of the portfolio, you provide the context in which you achieved prior learning 
such as: experiences in the military, schooling, workforce training, volunteer work, or project-
based learning at work or otherwise. In this essay, you situate your learning in regard to career 
and life goals.  Remember, this is a focused autobiography, so we don't need to know your 
whole life history, but we do want to know more about you and the experiences that are 
relevant to this request for prior learning credit. 
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Analytical Essay (essay that explicitly connects experience to theoretical and practical 
knowledge, specifically addressing each course outcome)  
a. Narrative describing experiences and self-reflection on their impact on learning and career 
development 
b. Assessments of competencies/student learning outcomes: How do you know that you 
learned what you learned? 
 
In this essay, reflect on what you learned and how you learned it. Remember that we award 
credit for college-level learning not the experience itself. 
 
In order to clearly show the learning that resulted from your experience, your essay needs to 
explicitly demonstrate the process by which you moved from experience to 
learning.  Educational theorist David Kolb provides a good working definition of the process we 
want you to show in your essay.  He writes that “learning is the process whereby knowledge is 
created through the transformation of experience” (1984, p.38) and his four-stage cyclical 
model is useful for organizing your essay effectively to show your learning process. 
List all your learning outcomes. 
 
For each Learning Outcome develop your narrative for that learning outcome by describing, in 
writing, these four stages in the learning process (the bolded terms are Kolb’s (1984, p 30): 
A.  Your concrete experience (what you did) related to this outcome.  What did you do?  What 
action did you take? 
B.  Your reflective observation about your experiences (what you observed or discovered).    

 Depending on the learning outcome in question, this may be the section in which you 
explicitly state the learning outcome (“I learned that [complete the sentence with the 
statement of the relevant learning outcome and underline the sentence]. 

C.  The abstract conceptualization you derived from your experience and reflection:  how you 
developed a concept or theory that is consistent with a relevant theoretical framework (how 
what you learned is supported by college-level theory and research).  

 Explicitly state the learning outcome (“I learned that [complete the sentence with the 
statement of the relevant learning outcome and underline the sentence].  

 Any sources that you use in this section (or any section) to provide evidence of college-
level theory and research need to be accurately cited using current ASA documentation 
formats http://www.asanet.org/sites/default/files/quick_tips_for_asa_style.pdf . 

D.  Your active experimentation that applied, tested, and modified your concept/theory (how 
did you apply what you learned in new situations, or how did this shape your behavior?) 

 You’ll notice that at this stage, you might have a new concrete experience, and you 
might begin at stage 1 again as you discover new or refine existing concepts.  Thus, this 
model is one that recognizes that learning is continuous. 

The last page(s) of your Analytical Essay will be your References page.  You may have multiple 
A – D sections for each Learning Outcome, but you will only have one References page at the 
very end of the Analytical Essay. 
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Evidence of Experiential Learning:  
 
In this section, you provide evidence that documents the experiences you’ve included in your 
Focused Autobiography and Analytical Essay as ones that helped you achieve the learning 
related to the targeted course.  Evidence may include, but is not limited to, the following: 

 Certificates of completion for training courses, workshops, etc. 
 Performance evaluations 
 Technical or professional writing written by you 
 Programs from performances 
 Job Description 
 Explanation of your rank or classification in a job 
 Products designed or produced by you 
 Work projects 
 Membership in professional organizations 
 Membership requirements for certain organizations 
 Licenses/diplomas 
 Third-party verification of your work (co-workers, news clippings) 
 Military records 
 Annotated bibliography of books read 
 Travel documents/mementos 
 Notes taken in class 

Note:  Include as much evidence as you can to support your claims, but limit your evidence to 
that which is directly related to this claim. 
 
For this assignment, also include your Appendices 
            A.         Transcript 
            B.         Transfer Equivalencies (if any) 
            C.         Degree Audit 
 
 
Additional resources may be added to sections throughout the semester. 
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South Dakota State University: Portfolio for Course Credit  
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 or may 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 subject area to be challenged by portfolio should correspond to an existing SDSU course.  

 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.  

 Portfolio should follow guidelines provided by the academic department in which the course to 
be challenged is in.  

 Submitted at least 30 days in advance of the credit award to allow for evaluation and 
processing. 45 days are needed during the summer.  

 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-course fee.  

 Up to 32 credits may be earned by Prior Learning to apply to the undergraduate degree.  

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

 Will be graded as pass or fail and will not be included in calculation of GPA.  

 Amount and quality of learning demonstrated by portfolio are to be equivalent to learning 
expected in the course for which credit will be given. A rating of Proficiency or Mastery by two 
faculty reviewers using rubric specifying quality indicators is required.  

 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.  

 If a portfolio is judged to be insufficient to meet criteria, the student will be informed in writing 
and will 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.  

 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.  

 
GUIDELINES FOR SOUTH DAKOTA PORTFOLIOS  
The student will 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 will 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  
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 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:  
Sociology and Rural Studies Statement on Prior Learning 
The Department of Sociology and Rural Studies recognizes that not all learning occurs in the 
classroom and strongly supports out-of-class, service, and applied learning opportunities and 
internships. Some of our non-traditional returning students bring with them similar experiential 
learning experiences, based on the learning opportunities they took advantage of in their 
workplaces, communities, and civic life.  These students may apply for up to 12 SOC 294 
internship credits which can be applied as elective credits toward graduation by: 
 

1. Setting up an initial consultation to determine if the skills, training, and knowledge you 
acquired can be used for prior learning credit. [request consultation] 

2. Those students for whom credit for prior learning appears to be a viable option must 
then: 

a. Sign up for SOC 492 Topics: Portfolio Development and complete the portfolio 
process. 

i. The instructor and one additional faculty will assess the portfolio and 
recommend the number of credits for which the student may apply. 

ii. Upon completion of the course and instructors’ assessment of the 
portfolio, the student can contact the Testing center to fill out the 
application for credit for prior learning and pay the $90 (2016) fee. 

3. Students receiving 12 credits for SOC 294 are not eligible to take additional internship 
credits toward their degree.  

4. Types of prior learning experiences for which the portfolio process in Sociology is 
appropriate include: 

a. Military training 
b. Law enforcement training 
c. Continuing education/professional development classes 
d. Certifications 
e. Competency certification 
f. Documented on-the-job training 
g. Community service 
h. Public office 
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i. Other 
5. The Portfolio process includes three steps: 

a. Documenting your personal and career history trajectory and demonstrating the 
importance of prior learning to past successes and future goals. 

b. Identification of prior learning competencies including: what was learned, how it 
was learned, how students used what they learned, and reflection on the 
learning process. (This process is very similar to what students do in an actual 
internship). 

c. Compilation of evidence to support the application. 
 
 
COURSE SCHEDULE  
 
Module 1: January 8:  Course introduction and definitions 
 
Readings:  

 
Discussion questions: 

 Please introduce yourself and tell us a bit about why are you are interested in the credit 
for prior learning portfolio. 

 Class etiquette: We will be working together on helping each other develop a quality 
portfolio project. Our efforts will be most successful if we demonstrate respectfulness 
for each other's experiences and be helpful in our suggestions. In thinking about respect 
and helpfulness, please share a suggestion for how we can best work together.  

 
Assignment: 

 Begin paid application 

 Respond to discussion questions (review criteria for grading discussion posts.) 

 Sign agreement to keep information shared in class private 
 

 
Module 2: January 15: Focused autobiography  
 
Discussion questions: 

 What experiences and opportunities created the opportunity for you to seek credit for prior 
learning experience? 

 What questions or concerns do you have about this section? 
 
Assignment:  

 Submit focused autobiography 

 Respond to discussion questions 
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Module 3: February 5: Analytical Essay 
 
Discussion questions: 

 Please share with us your self-reflection on the impact of these experiences on learning 
and career development. 

 
Assignment:  

 Respond to discussion questions (review criteria for grading discussion posts.) 

 Submit analytical essay 
 
 
Module 4: March 5: Evidence of experiential learning 
 
Discussion questions: 

 What are some of the challenges you are facing with documentation; what types of 
evidence have been most useful to you? 

Assignments: 

 Submit evidence 

 Respond to discussion questions (review criteria for grading discussion posts). 
 
 
Module 5 – April 5: Reflection 
 
Discussion question: 

 Please share a bit about what has been useful to you and what have been a challenge for you in 
this process. 

 What advice would you give future students seeking credit for prior learning? 
 

 
Assignments: 

 Respond to discussion questions (review criteria for grading discussion posts.) 

 Submit application form and payment 

 Submit final complete portfolio 
 

 
Student Academic Integrity and Appeals: The University has a clear expectation for academic 
integrity and does not tolerate academic dishonesty. University Policy 2:4 sets forth the 
definitions of academic dishonesty, which includes but is not limited to, cheating, plagiarism, 
fabrication, facilitating academic dishonesty, misrepresentation, and other forms of dishonesty 
relating to academics. The policy and its procedures also set forth how charges of academic 
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dishonesty are handled at the University. Academic Dishonesty is strictly proscribed and if 
found may result in student discipline up to and including dismissal from the University.  
 
AMERICANS WITH DISABILITIES ACT 
Any student who may require an accommodation under the provisions of the Americans with 
Disabilities Act should contact the course instructor in this matter as soon as possible and no 
later than the end of the first week of classes. 
 
Attendance policy:  Online attendance will be determined by students submitting assignments 
and responding to the discussions according the dates set. 
  
Absence due to personal reasons:  Any exceptions to the faculty member’s written attendance 
policy due to verified medical reasons, death of a family members or significant other, or 
verified extenuating circumstances judged acceptable by the instructor or the Office of 
Academic Affairs, will be honored. If a student has an accident, falls ill, or suffers some other 
emergency over which he/she has no control, the student needs to gather whatever 
documentation is available (e.g., copies of repair or towing bills, accident reports or statements 
from health care provider) to show the instructor. Such exceptions must be communicated and 
negotiated between the student and faculty member prior to the absence whenever possible. 
Absences for vacations or breaks, personal interviews do not constitute a valid reason for 
absence. Absence due to approved university-sponsored/recognized trips:  Faculty and 
administration will honor officially approved absences where individuals are absent in the 
interest of officially representing the University. Appropriate sanctioned activities include: 

 Collegiate club sports and competitions; 

 Conferences and workshops recognized by the University not related to academics; 

 Commitments on behalf of the University (Students’ Association, Band,  

 Choir, etc.);  

 Intercollegiate athletics (refer to page 5 of this document for StudentAthlete Class Attendance 
Policy); and  

 Professional activities recognized by the University related to academics  

 (professional conference attendance, etc.) 

Requests for excused absences must be submitted one week prior to the trip or event. Students 
must present the completed approved trip absence card to the faculty member prior to the trip 
or event to have an official excused absence. Faculty members are not required to honor 
incomplete or late cards.  
Students with official excused absences:  Students with excused absences will be given 
appropriate make up work or instructor-determined equivalent opportunities for obtaining 
grades as students who were in attendance. Students with official excused absences are not to 
be penalized in course progress or evaluation. However, should excused absences be excessive, 
the faculty member may recommend withdrawal from the course(s) or a grade of incomplete 
to the student.  
 
Mediation on absence:  Arrangements should be negotiated with faculty members. If this is not 
possible, the students should go first to the department head, and if necessary, next to the 
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dean. The student may contact the Office of Academic Affairs if conflict cannot be resolved at 
these levels.  
 
NON-DISCRIMINATION STATEMENT 
South Dakota State University does not discriminate on the basis of race, color, age, religion, 
national origin, sexual orientation, gender identity, sex, marital status, disability or status as a 
U.S. veteran.  
 
Freedom in learning. Under Board of Regents and University policy student academic 
performance may be evaluated solely on an academic basis, not on opinions or conduct in 
matters unrelated to academic standards. Students should be free to take reasoned exception 
to the data or views offered in any course of study and to reserve judgment about matters of 
opinion, but they are responsible for learning the content of any course of study for which they 
are enrolled. Student who believe that an academic evaluation reflects prejudiced or capricious 
consideration of student opinions or conduct unrelated to academic standards should first 
contact the instructor of the course to initiate a review of the evaluation. If the student remains 
unsatisfied, the student may contact the department head and/ or dean of the college which 
offers the class to initiate a review of the evaluation. 
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Faculty Review of Portfolio 

 

Institutional Challenge by Portfolio 

Faculty Review 

Student:________________________________________________________  

ID:__________________ 

Please complete the portfolio review and this form.   

Approved/Paid Application for Challenge by Portfolio Included  

  Yes   No 
 

1. Course Syllabus with Learning Outcomes for Target Course Included 

 
  Yes   No 

 
2. Title Page Included 

 
  Yes   No 

Utilize the Rubric for Evaluating South Dakota Portfolios to complete the review of the 

following elements.  
3. Focused Autobiography (chronological narrative of relevant learning from education, work, and 

life experiences) 

 Mastery   Proficiency   Unclear   Inadequate 

 
4. Analytical Essay (essay that explicitly connects experience to theoretical and practical 

knowledge, specifically addressing each course outcome) 

 
 Mastery   Proficiency   Unclear   Inadequate 

 
5. Evidence of Experiential Learning 

 Mastery   Proficiency   Unclear   Inadequate 

 
6. Student Learning Outcomes in the Course Syllabus (please evaluate all SLO’s noted in the 

portfolio based upon the following rankings).   

 
a. SLO #1 

 Mastery   Proficiency   Unclear   Inadequate 
 

b. SLO #2 

 Mastery   Proficiency   Unclear   Inadequate 
c. SLO #3 

 
 Mastery   Proficiency   Unclear   Inadequate 
 

d. SLO #4 
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 Mastery   Proficiency   Unclear   Inadequate 
e. SLO #5 

 Mastery   Proficiency   Unclear   Inadequate 

Please attach separate page to include additional SLOs.   

 

Comments: 

 

 

 

 

 

 

 

All elements of the portfolio should be at the Mastery and/or Proficiency level to receive 

academic credit.  If an area is lacking or the portfolio is judged to be insufficient 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.  If the student does not demonstrate mastery/proficiency, 

please email the student documentation of deficiencies to be improved.   

 

 

    Pass   Fail 

 

 

 

Signature:       Date: 
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Challenge by Portfolio Form 

 

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 Testing Center (TC) Manager prior to the completion of this form. 
 

Approved:  TC Manager Signature _________________________________  Date _____________________  
 

 
The TC manager shall 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 Testing Center prior to portfolio submission.  If this is not 

done, the credit will not be honored. 

Total Paid ________________  Date ___________________  TC Office Signature ________________________  
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Reviewer – following the faculty review complete the information below indicating the grade as Pass or Fail. 

 

Date Portfolio Reviewed ___________________________________________  Grade ____________________  
 

Reviewer’s Signature __________________________________________________________________________  

 

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 at the Testing Center..  
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