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B r y a n  C o l l e g e  o f f e r s  n o n - t r a d i t i o n a l
u n d e r g r a d u a t e  l e a r n e r s  a n  o p p o r t u n i t y  t o
e a r n  e l e c t i v e  c r e d i t  f o r  q u a l i f y i n g  c o l l e g e -
l e v e l  l e a r n i n g  e x p e r i e n c e s  t h r o u g h
c o m p l e t i n g  t h e  P o r t f o l i o  D e v e l o p m e n t
W o r k s h o p ,  t h e n  s u b m i t t i n g  a  P o r t f o l i o
p e t i t i o n i n g  f o r  C r e d i t  f o r  P r i o r  L e a r n i n g
( C P L ) .  T h e  p u r p o s e  o f  t h i s  h a n d b o o k  i s  t o
p r o v i d e  a  f o u n d a t i o n  f o r  u n d e r s t a n d i n g  C P L ,
d e v e l o p i n g  t h e  P o r t f o l i o ,  a n d  c o m p l e t i n g  t h e
a s s e s s m e n t  p r o c e s s .  T h e  C P L  p r o g r a m  a t
B r y a n  C o l l e g e  i s  a l i g n e d  w i t h  t h e  t e n
s t a n d a r d s  e s t a b l i s h e d  b y  C o u n c i l  f o r  A d u l t  &
E x p e r i e n t i a l  L e a r n i n g  f o r  t h e  P r i o r  L e a r n i n g
A s s e s s m e n t  ( P L A )  p r o c e s s  a n d  r e v i s e d  f o r
c l a r i f i c a t i o n  d u r i n g  2 0 1 7 .  

Parameters
U n d e r g r a d u a t e  s t u d e n t s  s e e k i n g  a  b a c h e l o r ’ s  d e g r e e  t h r o u g h
t h e  B r y a n  C o l l e g e  O n l i n e  p r o g r a m s  a r e  e l i g i b l e  t o  s e e k  e l e c t i v e
c r e d i t s  t h r o u g h  t h e  C P L  p r o g r a m .  Y o u  m a y  n o t  e a r n  c r e d i t  f o r
a n y  g e n e r a l  e d u c a t i o n  o r  c o r e  p r o g r a m  c o u r s e s  t h r o u g h  C P L ,
i n c l u d i n g  t h o s e  f o r  s p e c i a l i z a t i o n  o p t i o n s .  A  t o t a l  o f  2 4  h o u r s
m a y  b e  e a r n e d  t h r o u g h  t h e  P o r t f o l i o ;  h o w e v e r ,  a  m a x i m u m  o f  3 1
h o u r s  m a y  b e  e a r n e d  t h r o u g h  a  c o m b i n a t i o n  o f  P r i o r  L e a r n i n g
A s s e s s m e n t  i n c l u d i n g  t h e  C P L  P o r t f o l i o ,  M i l i t a r y  T r a i n i n g ,  a n d
C r e d i t  b y  E x a m i n a t i o n .  C r e d i t  f o r  P r i o r  L e a r n i n g  i s  o n l y
a w a r d e d  f o r  c o l l e g e - l e v e l  l e a r n i n g ,  n o t  f o r  e x p e r i e n c e .

Y o u  m u s t  b e  e n r o l l e d  i n  o r  h a v e  s u c c e s s f u l l y  c o m p l e t e d  t h e  G S
1 1 0  P o r t f o l i o  D e v e l o p m e n t  W o r k s h o p  b e f o r e  a t t e m p t i n g  t o
s u b m i t  a  p o r t f o l i o .  Y o u  a r e  h i g h l y  e n c o u r a g e d  t o  w a i t  u n t i l  y o u
a r e  m o s t l y  c o m p l e t e  w i t h  y o u r  d e g r e e  p r o g r a m ,  p r i o r  t o
e n r o l l i n g  i n  t h e  c o u r s e  a n d  b e g i n n i n g  t h e  C P L  p r o c e s s .  T h i s  i s
b e c a u s e  C P L  h o u r s  a r e  n o t  e l i g i b l e  t o  b e  t r a n s f e r r e d  t o  o t h e r
i n s t i t u t i o n s  s h o u l d  y o u  w i s h  t o  f i n i s h  y o u r  p r o g r a m  e l s e w h e r e .

Purpose
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Degree Conferral
Month

Portfolio Due Date
(1st Submission)

Revised Portfolio
Due Date

May March 1st March 15th

August July 1st July 15th

December October 1st October 15th

Parameters Continued
Y o u  o n l y  h a v e  o n e  c a l e n d a r  y e a r  f r o m t h e  t i me  y o u  c o mp l e t e  t h e
G S  1 1 0  w o r k s h o p  t o  s u b mi t  a n d  c o mp l e t e  t h e  a s s e s s me n t
p r o c e s s .  
Y o u  mu s t  m a i n t a i n  c o n t i n u o u s  e n r o l l m e n t  t o  s u b m i t  a  p o r t f o l i o
o n c e  y o u ’ v e  c o m p l e t e d  t h e  w o r k s h o p  o r  f o r f e i t  t h e  o p p o r t u n i t y .  
D u e  d a t e s  b a s e d  o n  y o u r  a n t i c i p a t e d  d e g r e e  c o n f e r r a l  d a t e  a r e  a s
f o l l o w s :  
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Remember, you have 1 year from completion of the
workshop to submit so if you completed the course early in
your academic journey, you must submit at whatever date

is closest to 1 year from when the workshop ended.
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College-Level Learning

Portfolio
T h e  e v a l u a t i o n  o f  k n o w l e d g e
a c q u i s i t i o n .  F o r  t h e  p u r p o s e s  o f
C P L ,  t h e  a s s e s s m e n t  p r o c e s s  i s  a n
o b j e c t i v e ,  a n o n y m o u s  e v a l u a t i o n
c o m p l e t e d  b y  a  c r e d e n t i a l e d  f a c u l t y
m e m b e r  t o  d e t e r m i n e  i f  t h e
d o c u m e n t a t i o n  p r e s e n t e d  i n  t h e
P o r t f o l i o  d e m o n s t r a t e s  a d e q u a t e
c o m p e t e n c y  o f  t h e  l e a r n i n g
o b j e c t i v e s  f o r  t h e  c o l l e g e  c o u r s e
y o u  a r e  r e q u e s t i n g  c r e d i t  f o r .  

C o l l e g e - l e v e l  l e a r n i n g  i n d i c a t e s  y o u
h a v e  a c q u i r e d  k n o w l e d g e  o f  a
h i g h e r - a c a d e m i c  l e v e l  b e y o n d  t h e
s e c o n d a r y  ( h i g h - s c h o o l )  l e v e l ,
u n d e r s t a n d  t h e  a b s t r a c t  c o n c e p t s
o r  t h e o r i e s  b e h i n d  s p e c i f i c
p r i n c i p l e s ,  a n d  a r e  a b l e  t o  o r  h a v e
s u c c e s s f u l l y  a p p l i e d  t h e s e  i n  a
v a r i e t y  o f  o p p o r t u n i t i e s .  

T h e  C P L  P o r t f o l i o  i s  a  c o l l e c t i o n  o f
d o c u m e n t s  u s e d  t o  p e t i t i o n  f o r
c o l l e g e  c r e d i t  f o r  a  s p e c i f i c  c o u r s e ( s )
f o r  w h i c h  y o u  h a v e  d e m o n s t r a t e d
c o m p e t e n c y  o f .  T h i s  d o c u m e n t
i n c l u d e s  a  P o r t f o l i o  P r o p o s a l  f o r m ,
u n o f f i c i a l  t r a n s c r i p t s ,  u p d a t e d
g r a d u a t i o n  p l a n ,  r e s u m e ,  l e a r n i n g
t a b l e ,  a n d  o n e  o r  a  c o m b i n a t i o n  o f
i t e m s  s p e c i f i c  t o  t h e  c r e d i t  r e q u e s t .
T h e  c r e d i t  r e q u e s t  i t e m s  a r e  e i t h e r  a
T e c h n i c a l  &  P r o f e s s i o n a l  w o r k s h e e t
w i t h  a c c o m p a n y i n g  L e a r n i n g
N a r r a t i v e  a n d  s u p p o r t i n g
d o c u m e n t a t i o n  s u c h  a s  a  c e r t i f i c a t e
o r  a  K o l b  E s s a y .
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w o r k  a n d  l i f e  e x p e r i e n c e s  
c o m m u n i t y  &  v o l u n t e e r  e x t e n s i o n
c o u r s e s
c i v i c
c o m m u n i t y  &  v o l u n t e e r  w o r k
p a r t i c i p a t i o n  i n  i n f o r m a l  c o u r s e s
i n - s e r v i c e  t r a i n i n g  s p o n s o r e d  b y
a s s o c i a t i o n s ,  b u s i n e s s e s ,
g o v e r n m e n t  &  i n d u s t r y .  

P r i o r  L e a r n i n g  i s  l e a r n i n g  t h a t  h a s
b e e n  a c q u i r e d  t h r o u g h  n o n -
t r a d i t i o n a l  m e a n s  s u c h  a s
e x p e r i e n c e d - b a s e d  l e a r n i n g ,  c a r e e r
t r a i n i n g ,  s e l f - s t u d y ,  a p p l i c a t i o n ,  o r
m o r e .  E x a m p l e s  m a y  i n c l u d e  l e a r n i n g
a c q u i r e d  f r o m :  

Y o u  w i l l  e n r o l l  i n  a  2 - c r e d i t  h o u r  e l e c t i v e  w i t h  t h e  a b o v e  t i t l e .  D u r i n g  t h i s
c o u r s e ,  y o u  w i l l  e x p l o r e  y o u r  l e a r n i n g  s t y l e s ,  i d e n t i f y  a r e a s  o f  p o t e n t i a l
c r e d i t - w o r t h y  l e a r n i n g  e x p e r i e n c e s ,  d e v e l o p  a n  u n d e r s t a n d i n g  o f
c o m p e t e n c i e s  a s  w e l l  a s  l e a r n i n g  o u t c o m e s ,  a n d  b e g i n  d e v e l o p i n g  t h e
r e q u i r e d  e l e m e n t s  f o r  y o u r  F i n a l  C P L  P o r t f o l i o .  T h i s  c o u r s e  i s  8  w e e k s  i n
l e n g t h  a n d  r e q u i r e s  a p p r o x i m a t e l y  1 0 - 1 2  h o u r s  p e r  w e e k  w h i c h  i n c l u d e s
r e a d i n g  a s s i g n m e n t s  a n d  s u p p l e m e n t a l  m a t e r i a l s ,  d i s c u s s i o n  f o r u m s ,
l e c t u r e  v i d e o s ,  w r i t t e n  a s s i g n m e n t s ,  a n d  q u i z z e s .  T h e  D i r e c t o r  o f  P r i o r
L e a r n i n g  f a c i l i t a t e s  t h i s  c o u r s e  a n d  w i l l  w o r k  w i t h  y o u  o n  a n  i n d i v i d u a l
b a s i s  a f t e r  t h e  c o u r s e  i s  c o m p l e t e d  t o  f i n i s h  t h e  p o r t f o l i o  d e v e l o p m e n t  a n d
f a c i l i t a t e s  t h e  a s s e s s m e n t  p r o c e s s .  T h e  c o u r s e  g r a d e  i s  p a s s / f a i l ;  h o w e v e r ,
y o u  a r e  r e q u i r e d  t o  e a r n  a  m i n i m u m  o f  7 0 0  p o i n t s  i n  t h e  w o r k s h o p  a l o n g
w i t h  s u b m i t  t h e  s a m p l e  p o r t f o l i o  t o  e a r n  a  “ p a s s ”  g r a d e .  T h i s  c o u r s e  d o e s
n o t  c o n t r i b u t e  t o  y o u r  c u m u l a t i v e  G P A  c a l c u l a t i o n .  
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W h y  i s  P r i o r  L e a r n i n g  I m p o r t a n t ?

T h e  C P L  p o r t f o l i o  d e v e l o p m e n t  a n d  a s s e s s m e n t  p r o c e s s  r e c o g n i z e s  t h e
v a l u e  o f  p r i o r  o r  e x p e r i e n t i a l  n o n - t r a d i t i o n a l  l e a r n i n g  a n d  t r a n s l a t e s
t h a t  l e a r n i n g  i n t o  a c a d e m i c  c r e d i t .  A s  a  n o n - t r a d i t i o n a l  l e a r n e r ,  m u c h
o f  y o u r  p e r s o n a l  a n d  p r o f e s s i o n a l  d e v e l o p m e n t  o c c u r s  o u t s i d e  t h e
t r a d i t i o n a l  a c a d e m i c  c l a s s r o o m .  T h r o u g h  t h e  d e v e l o p m e n t  o f  y o u r  C P L
p o r t f o l i o ,  y o u  h a v e  a n  o p p o r t u n i t y  t o  e a r n  c o l l e g e  c r e d i t  i n  a r e a s  o f
l e a r n i n g  t h a t  m a y  n o t  b e  o f f e r e d  a s  c o u r s e s  t h r o u g h  t h e  i n s t i t u t i o n .  

Frequently
Asked 

Questions

S h o r t e n  t h e  t i m e  n e e d e d  t o  e a r n  a  c e r t i f i c a t e  o r  d e g r e e .
I d e n t i f y  w h a t  a  p e r s o n  k n o w s  a n d  c a n  d o .
B e  a  p a r t  o f  a  c o u r s e  i n  l i f e ,  w o r k ,  o r  d e g r e e  p l a n n i n g .
P r o v i d e  a n  o p p o r t u n i t y  f o r  s e l f - a s s e s s m e n t  i n  p e r s o n a l ,  a s  w e l l  a s
c a r e e r  d e v e l o p m e n t .
P r o v i d e  a  b a s i s  f o r  f u t u r e  p l a n n i n g .
P r o v i d e  a  d o c u m e n t  f r o m  w h i c h  s u b j e c t  m a t t e r  e v a l u a t o r s  o r
s p e c i a l i s t s  c a n  d e t e r m i n e  a c a d e m i c  c r e d i t .

W h a t  a r e  t h e  b e n e f i t s  o f  d e v e l o p i n g  a  C P L  p o r t f o l i o ?

I n  E x p e r i e n c e  C o u n t s ,  D r .  H a r r i e t  C a b e l l  g i v e s  s i x  r e a s o n s  f o r
d e v e l o p i n g  a  C P L  p o r t f o l i o  a s  i t  m a y :

P r i o r  l e a r n i n g  c r e d i t  a l s o  r e p r e s e n t s  s u b s t a n t i a l  c o s t  s a v i n g s  c o m p a r e d
t o  c o u r s e  c r e d i t  e a r n e d  t h r o u g h  t a k i n g  c l a s s e s .  P o r t f o l i o  a s s e s s m e n t
f e e s  a r e  a p p r o x i m a t e l y  a  t h i r d  o f  t h e  c o s t  o f  t u i t i o n  p e r  c r e d i t  h o u r —
p l e a s e  r e f e r  t o  t h e  c u r r e n t  a c a d e m i c  c a t a l o g  o r  v e r i f y  w i t h  F i n a n c i a l
S e r v i c e s  t h e  c u r r e n t  a s s e s s m e n t  f e e .  P l e a s e  n o t e  f e e s  a r e  a s s e s s e d
r e g a r d l e s s  o f  t h e  c r e d i t  e a r n e d .

Y o u r  f i n a l  C P L  p o r t f o l i o  c a n  b e c o m e  a  t o o l  t h a t  y o u  f i n d  u s e f u l  i n
n a v i g a t i n g  f u t u r e  c a r e e r ,  p e r s o n a l ,  a n d  e d u c a t i o n a l  t r a n s i t i o n s .



M a k e  s u r e  a l l  y o u r  c o l l e g e  t r a n s c r i p t s  h a v e  b e e n  s u b m i t t e d  t o  B r y a n
C o l l e g e .  I n c l u d e  c r e d i t s  f r o m  a n y  t i m e  p e r i o d  a n d  f r o m  a n y  s c h o o l
( e v e n  i f  t h a t  s c h o o l  i s  n o  l o n g e r  o p e n ) .
T a l k  w i t h  y o u r  a d v i s o r  a b o u t  m i l i t a r y  t r a i n i n g  t h a t  w a s  a c c e p t e d
t o w a r d  y o u r  d e g r e e .  Y o u  m u s t  h a v e  a n  A A R T S  o r  S M A R T S  t r a n s c r i p t
s e n t  d i r e c t l y  t o  t h e  R e g i s t r a r  o r  p r e s e n t  a  c o p y  o f  y o u r  D D 2 1 4  o r
D D 2 9 5 .  A l l  m i l i t a r y  t r a n s c r i p t s  s h o u l d  b e  s u b m i t t e d  d u r i n g  t h e
a d m i s s i o n s  p r o c e s s .
I f  y o u  h a v e  t a k e n  e x a m i n a t i o n s  f o r  c o l l e g e  c r e d i t ,  s u b m i t  o f f i c i a l
c o p i e s  o f  y o u r  s c o r e s  t o  t h e  R e g i s t r a r ’ s  O f f i c e .  
I f  y o u  a r e  p l a n n i n g  t o  t a k e  e x a m i n a t i o n s ,  r e v i e w  t h e  C o l l e g e  C a t a l o g
t o  m a k e  s u r e  y o u  k n o w  w h a t  t e s t i n g  i s  a c c e p t e d  a n d  s u b m i t  a
P e t i t i o n  f o r  O f f - C a m p u s  c r e d i t  t o  v e r i f y  y o u r  e l i g i b i l i t y  w i t h  y o u r
a d v i s o r  p r i o r  t o  t a k i n g  t h e s e  e x a m s .

H o w  d o  I  s t a r t  o n  m y  C P L  p o r t f o l i o ?

F i r s t ,  y o u  m u s t  b e  e n r o l l e d  a s  a  b a c h e l o r ’ s  l e v e l  s t u d e n t  i n  B r y a n  C o l l e g e
O n l i n e .  O n c e  e n r o l l e d ,  y o u r  a c a d e m i c  a d v i s o r  w i l l  r e v i e w  y o u r  o f f i c i a l
c o l l e g e  t r a n s c r i p t s  a n d  d e t e r m i n e  t h e  r e m a i n i n g  c o u r s e  h o u r  n e e d s .  Y o u
w i l l  b e  i n f o r m e d  o f  t h e  r e q u i r e m e n t s  a l r e a d y  m e t  a n d  w h a t
r e q u i r e m e n t s  a r e  n e e d e d  t o  c o m p l e t e  y o u r  d e g r e e .   

N e x t ,  y o u  m u s t  e n r o l l  i n  G S  1 1 0 ,  t h e  P o r t f o l i o  W o r k s h o p  o n l i n e  i n  w h i c h
t h e  e n t i r e  C P L  p o r t f o l i o  d e v e l o p m e n t  p r o c e s s  i s  d i s c u s s e d  i n  d e p t h .  
 T h r o u g h  t h i s  w o r k s h o p ,  y o u  c a n  d e t e r m i n e  w h a t  c r e d i t  m a y  b e  e a r n e d
t h r o u g h  e x p e r i e n t i a l  l e a r n i n g ,  a n d  h o w  y o u r  C P L  p o r t f o l i o  s h o u l d  b e
a s s e m b l e d .

B e f o r e  b e g i n n i n g  t h e  C P L  p o r t f o l i o  p r o c e s s ,  y o u  m u s t :

T h e s e  e s s e n t i a l  f i r s t  s t e p s  e n s u r e  t h a t  p r o g r a m  r e q u i r e m e n t s  a r e  m e t ,
t h e r e  i s  n o  d u p l i c a t i o n  o f  c r e d i t ,  a n d  t h a t  a l l  a p p r o p r i a t e  e x p e r i e n t i a l
l e a r n i n g  o p t i o n s  h a v e  b e e n  c o n s i d e r e d .   

H o w  m u c h  t i m e  d o e s  i t  t a k e ?

M o s t  s t u d e n t s  u n d e r e s t i m a t e  t h e  t i m e  i t  w i l l  t a k e  t h e m  t o  d e v e l o p  a  C P L
p o r t f o l i o .  T h e  a m o u n t  o f  t i m e  n e e d e d  t o  c o m p l e t e  y o u r  p o r t f o l i o
d e p e n d s  o n  h o w  w e l l  y o u  w r i t e ,  h o w  m a n y  c r e d i t s  y o u  r e q u e s t ,  a n d  h o w
d i f f i c u l t  i t  i s  f o r  y o u  t o  o b t a i n  t h e  n e e d e d  d o c u m e n t a t i o n .

Frequently Asked 
Questions
Continued



N o t i f i e s  t h e  s t u d e n t  
P r o v i d e s  t h e  f e e d b a c k  f r o m  t h e  e v a l u a t o r s
S u b m i t s  n o t i c e  f o r  t h e  a s s e s s m e n t  f e e s  t o  b e  c h a r g e d  
S u b m i t s  a p p r o p r i a t e  d o c u m e n t a t i o n  f o r  t h e  c r e d i t s  t o  b e  p o s t e d  t o
y o u r  t r a n s c r i p t .  

W h a t  i s  t h e  a s s e s s m e n t  p r o c e s s ?

O n c e  y o u  h a v e  d e v e l o p e d  y o u r  f i n a l  C P L  P o r t f o l i o ,  y o u  w i l l  s u b m i t  i t
e l e c t r o n i c a l l y  t o  t h e  D i r e c t o r  o f  P r i o r  L e a r n i n g .  T h i s  i n d i v i d u a l  w i l l
r e v i e w  y o u r  P o r t f o l i o  t o  r e c o m m e n d  r e v i s i o n s  p r i o r  t o  f o r w a r d i n g  i t  t o
e v a l u a t i o n .  T h i s  i n i t i a l  u n o f f i c i a l  e v a l u a t i o n  m a y  t a k e  u p  t o  1  w e e k .  O n c e
t h e  D i r e c t o r  n o t i f i e s  y o u  o f  n e c e s s a r y  r e v i s i o n s ,  y o u  w i l l  t h e n  h a v e  2
w e e k s  t o  c o m p l e t e  t h e s e  a n d  r e s u b m i t .  T h e  u n o f f i c i a l  e v a l u a t i o n  i s
r e p e a t e d  u n t i l  t h e  p o r t f o l i o  i s  d e e m e d  r e a d y  f o r  e v a l u a t i o n .  

O n c e  t h e  P o r t f o l i o  i s  f o r w a r d  f o r  t h e  o f f i c i a l  e v a l u a t i o n ,  t h e  a n o n y m o u s
f a c u l t y  e v a l u a t o r s  w i l l  h a v e  u p  t o  2  w e e k s  t o  r e v i e w ,  p r o v i d e  f e e d b a c k ,
a n d  d e c i d e  o n  t h e  P o r t f o l i o .  

I f  t h e  P o r t f o l i o  i s  a p p r o v e d ,  t h e  D i r e c t o r :

I f  t h e  p o r t f o l i o  i s  r e j e c t e d ,  y o u  h a v e  o n e  o p p o r t u n i t y  t o  r e v i s e  a n d  r e t u r n
f o r  a  s e c o n d  e v a l u a t i o n  a t  n o  a d d i t i o n a l  c o s t .  

S h o u l d  t h e  p o r t f o l i o  b e  a p p r o v e d  a t  t h e  s e c o n d  r e v i e w ,  t h e
a f o r e m e n t i o n e d  p r o c e s s  i s  f o l l o w e d ,  h o w e v e r ,  i f  i t  i s  n o t ,  t h e  D i r e c t o r
s u b m i t s  t h e  a p p r o p r i a t e  p a p e r w o r k  f o r  t h e  a s s e s s m e n t  f e e s  a n d  p r o v i d e s
t h e  n e c e s s a r y  f e e d b a c k  e x p l a i n i n g  t h e  r e s u l t s .  

T h e  e v a l u a t o r s  u t i l i z e  a n  e l e c t r o n i c  r u b r i c  t o  e v a l u a t e  t h e  p o r t f o l i o  a s
s e e n  b e l o w :

Frequently Asked
Questions
Continued



C a n  y o u  w r i t e  a b o u t  y o u r
l e a r n i n g  e x p e r i e n c e s  i n  a  w a y
t h a t  d e m o n s t r a t e s  t h e
c o n c e p t s ,  s k i l l s ,  a n d
c o m p e t e n c i e s  y o u  h a v e
a c q u i r e d ?

Y E S       N O     

C r e d i t  i s  g i v e n  f o r  l e a r n i n g
y o u  a c q u i r e d  t h r o u g h  y o u r
p r i o r  e x p e r i e n c e s ,  w i t h
e m p h a s i s  o n  t h e  c o n c e p t s ,
s k i l l s ,  a n d  k n o w l e d g e  t h a t
r e f l e c t  c o l l e g e - l e v e l  c r e d i t .

C a n  w o r k ,  t r a i n i n g ,  a n d  l i f e
e x p e r i e n c e  b e  v e r i f i e d  b y
o t h e r s ?  

Y E S        N O     
 

D o c u m e n t a t i o n  m a y  b e
n e e d e d  t o  v e r i f y  t h e
c o m p l e t i o n  o f  a s  w e l l  a s
e x p l a i n  t h e  l e v e l  o f
i n v o l v e m e n t  a n d  l e a r n i n g .
U s u a l l y  t h e  m o r e  d i s t a n t  t h e
e x p e r i e n c e ,  t h e  m o r e  d i f f i c u l t
i t  i s  t o  d o c u m e n t .  

A r e  i n d i v i d u a l  w o r k
e x p e r i e n c e s  a t  l e a s t  1 0  m o n t h s
i n  d u r a t i o n ?  

 
Y E S       N O    

 
I n  g e n e r a l ,  w o r k  e x p e r i e n c e s  o f
l e s s  t h a n  1 0  m o n t h s  w i l l  n o t
r e c e i v e  c r e d i t  u n l e s s  t h e
e v a l u a t o r s  c a n  l o g i c a l l y
c o m b i n e  t h e m  w i t h  o t h e r  w o r k
a n d / o r  t r a i n i n g  e x p e r i e n c e s .
T h i s  i s  b a s e d  s o l e l y  o n  n o n -
t r a d i t i o n a l  l e a r n i n g
e x p e r i e n c e s  a n d  d o e s  n o t
a p p l y  t o  a p p r o p r i a t e
i n t e r n s h i p  e x p e r i e n c e s  t h a t
t r a d i t i o n a l  s t u d e n t s  m a y  e l e c t
t o  c o m p l e t e  o u t s i d e  o f  d e g r e e
r e q u i r e m e n t s .

 
C h e c k  e a c h  d o c u m e n t a t i o n
t y p e  t h e  f o l l o w i n g  f o r  t r a i n i n g
e x p e r i e n c e s .

_ _ C o n t e n t  o f  t h e  t r a i n i n g     
_ _ P r o o f  o f  c o m p l e t i o n      
_ _ M e t h o d  o f  e v a l u a t i o n  o f
l e a r n i n g  ( i f  n e e d e d )
 
 

S h o u l d  I  d e v e l o p  a
C P L  P o r t f o l i o ?

Below is a l ist  of  questions that wil l  help you determine if  the
Credit for Prior Learning Portfol io is  the right option for you.  As
you are exploring the advantages and challenges associated
with developing a CPL portfol io,  discuss al l  your options with
your advisor as well  as the Director for Prior Learning. Each
question is fol lowed by information that may be helpful as you
carefully consider the portfol io process.  



D o  k e y  l i f e  e x p e r i e n c e s
e x t e n d  a c r o s s  s e v e r a l  y e a r s ?  

Y E S       N O     

F o r  l i f e  e x p e r i e n c e s ,  o n e - t i m e
e v e n t s  o f  s h o r t  d u r a t i o n  d o
n o t  e q u a t e  t o  c o l l e g e  c r e d i t
t h a t  w o u l d  t y p i c a l l y  b e
e a r n e d  t h r o u g h  a n  a c a d e m i c
p r o g r a m .

H a v e  l e a r n i n g  e x p e r i e n c e s
b e e n  c o l l e g e - l e v e l ?    

 
Y E S        N O     

 
I n  g e n e r a l ,  e x p e r i e n c e s  t h a t
w a r r a n t  c o l l e g e  c r e d i t  r e f l e c t
r e l a t i v e l y  c o m p l e x  a c t i v i t i e s
a n d  s u b s t a n t i a l  a n a l y t i c a l
s k i l l s  a n d  j u d g m e n t s .  

I s  t h e  l e a r n i n g  d i f f e r e n t  f r o m
l e a r n i n g  a c q u i r e d  i n  t h e
c l a s s e s  o n  y o u r  c o l l e g e
t r a n s c r i p t ?

 
Y E S       N O    

 
P r i o r  L e a r n i n g  c r e d i t s  m u s t
n o t  d u p l i c a t e  l e a r n i n g  a l r e a d y
a c q u i r e d  f r o m  c o l l e g e  c l a s s e s .

 

 
 

Licenses
Certif icates
Newspaper or magazine
articles
Descriptions of Training
Courses
Commendations
Event Programs
Supervisor Letters

Direct (Product of your work)

Q u e s t i o n n a i r e
C o n t i n u e d

Even if you answered no on
some of these items, it does
not indicate that CPL will  be
impossible. It may be that you
haven't considered some
experiences that can be used
for credit!  Discuss with the
Director of Prior Learning
before making any final
decisions!

G E N E R A L  P O R T F O L I O  C O N T E N T
After determining you would
benefit  from the CPL program,
begin collecting any
documentation that would
support your learning experiences.
This documentation wil l  be the
evidence that you present for
each section of your CPL portfol io.
Direct documentation (examples
on the right) offers the strongest
support of the learning you
describe in your CPL portfol io.  
 However,  there are some indirect
options (a few are l isted below on
the right) i f  you cannot obtain
direct documentation.   Review
your documentation with the
Director of Prior Learning.

Personnel policies
Drawings
Short stories
Computer programs
Brochures
Music compositions
Case Studies
Research reports
Demonstration (video)
Models
Diagrams
Maps
Personal Journals 
Testimony

Indirect (About your work)



C R E D I T  T H R O U G H  T E C H N I C A L
A N D  P R O F E S S I O N A L  T R A I N I N G

Technical  and Profess ional  Tra ining Worksheet

Learning Narrat ive

Support ing Documentat ion

T&P

LN

Docs

Copies of certif icates of completion for training programs
Original l icenses or diplomas
Seminar completion awards 
Examples of projects or presentations
Letters of verif ication.   

For the non-traditional student,  learning has often taken place
through workshops,  seminars,  institutes,  continuing education
programs, and unaccredited college courses for which no
academic credit has previously been granted. This learning is
verif ied through off icial  documentation of training in a particular
area of learning.  Supporting documentation may include:

Through completion of a technical  training worksheet,  a written
self-assessment cal led a Learning Narrative,  and supporting
documentation,  credit may be earned through this method.

Remember to evaluate whether this constitutes college-level
learning—many organizations require annual training that is
basic in nature and does not require any higher-level thinking to
complete.  It ’s  also important to note that prior-learning
especial ly college-level learning, is  not about “seat-time” but
rather the practical  application of ski l ls ,  concepts,  etc.  after the
seminar,  conference,  etc.  have taken place.  

This document outl ines the training that took place
and where it  was held.  It  specif ies the learning
objectives met.  One worksheet wil l  be completed for
course requested through this method of CPL. 

You wil l  complete one Learning Narrative for each
experience you are presenting for evaluation for
credit .   For example,  i f  you worked in manufacturing
for 20 years,  but in several  posit ions,  you wil l  write
one narrative explaining your progression and
learning throughout the time period.   Be sure to
include background for each area of learning for
which you are requesting credit .

Having the proper documentation for your learning
experience is crucial  to earning credit .  It  is
important to remember that proper documentation
is off icial  and clearly indicates the specif ic training
completed. 



C R E D I T  T H R O U G H
K O L B  L I F E

L E A R N I N G  E S S A Y S

A Kolb Life Learning Essay allows a student to present prior learning which has taken place
outside of the traditional classroom setting or other structured learning environment and
where no academic credit was offered. The experiential learning must be presented in a way
that shows adequate conceptual knowledge and life application of the subject. In these
essays, you are expected to demonstrate to the CPL portfolio evaluators (subject matter
experts) that you have mastered certain content and/or skills related to the topic that is
equivalent to what would be learned in a formal college classroom environment.

In the evaluation of these essays, subject matter experts consider the level of technical skill
and factual knowledge the paper demonstrates. In addition, the evaluator looks for an ability
to understand, summarize, analyze, and synthesize those skills or knowledge. The essay
should show evidence that the student can draw conclusions about basic principles and
apply them in new situations. The value of credit awarded will vary and is contingent upon
the depth and breadth of a student’s knowledge, understanding, and ability to articulate
relevant learning outcomes. 

Your Kolb Essay should be written in the first person and should build upon phrases such as “I
have learned” or “I have discovered.” Examples and illustrations should be used to support the
principles and further identify the learning outcomes. The quality of writing within these
essays is expected to be college-level: vocabulary, organization, grammar, and mechanics are
important components of acceptable essays. Each essay will be patterned after David Kolb’s
model of experiential learning: a diagram of the model is included for your review.



K O L B ' S  M O D E L  O F
E X P E R I E N T I A L

L E A R N I N G

Our assessors have found that essays that prove college-level
learning equivalent to a 3-semester hour course typically
exceed 10 pages.

Yo u  s e t  g o a l s
An a l y z e d  p a t t e r n s
Ac t i v e l y  e x p e r i me n t e d  

Ho w t o  F o l l o w K o l b ’ s  Mo d e l

I n  a n a l y z i n g  y o u r  mo v e  f r o m a  n o v i c e  t o  a n  e x p e r t  i n  y o u r  f i e l d ,  y o u
wi l l  f i n d  i t  t o  b e  a  d e v e l o p me n t a l  p r o c e s s .  P e r h a p s  t h r o u g h  a  wo r k
o r  l i f e  e x p e r i e n c e ,  y o u  l e a r n e d  s o me t h i n g  s e r e n d i p i t o u s l y .  Y o u
t h o u g h t  a b o u t  wh a t  y o u  l e a r n e d  f r o m t h a t  e x p e r i e n c e  a n d  d e c i d e d
y o u  wa n t e d  t o  k n o w mo r e .  Y o u r  i n t e n t  wa s  t o  i mp r o v e  o r  t o  g a i n  a
l e v e l  o f  e x p e r t i s e .  Y o u r  l e a r n i n g  b e c a me  mo r e  p u r p o s e f u l :  

A n  i mp o r t a n t  c o mp o n e n t  o f  t h e  C P L  p o r t f o l i o  d e v e l o p me n t  i s  y o u r
i d e n t i f i c a t i o n  a n d  d o c u me n t a t i o n  o f  t h i s  d e v e l o p me n t a l  l e a r n i n g
p r o c e s s .  T h e  e s s a y  s h o u l d  f o l l o w t h e  f o r ma t  p r e s e n t e d  i n  t h e
f o l l o wi n g  p a g e s .  Y o u  mu s t  i n c l u d e  a l l  s e c t i o n  h e a d i n g s  p r o v i d e d .

Concrete
Experiences

Reflective
Observations

Abstract
Concepts

Active
Experimentation



What did you do? 
For how long did you participate? 
Who else was involved in the activity? 
What were your goals and objectives? 
What techniques,  methods,  or procedures did you use?

What worked or didn’t  work? 
Did you notice any patterns in your learning? 
What was important,  s ignif icant,  different,  or unique? 
What relationships have you noticed? 
What can you say in retrospect?

What are the theories,  rules,  principles,  or insights resulting
from your reflection? 
Can you explain why these theories,  rules,  principles,  or laws
occur or transpire,  or why certain rules or principles may not
always work?

How have you tested your learning? 
Is your knowledge relevant or signif icant to other situations? 
How have you applied it  in other situations? 
What knowledge would be useful in a new setting? 
What results could you imply and why?

Title Page
Include the equivalent course name, number,  and course
description for each essay.

Concrete Experiences 
Identify and describe the learning experience in paragraph form:
the environment,  your role,  and your actions.   Answering
questions similar to these might help in developing your
explanation of the concrete experience:

Reflective Observation
Reflect on your learning experience in paragraph form. Answering
questions similar to these might help in developing your
reflection of this experience:

Abstract Concepts
This section should contain an explanation,  in your own words,  of
key concepts you have learned, and which are included in the
course description of the course to which you are equating your
learning. Most of your essay should be contained in this section
and uti l izing appropriate academic references is helpful in
demonstrating your competency in the discipl ine.  Identify the
knowledge you gained and its uses.  Answering questions similar
to these might help in developing your explanation of what you
learned:

Active Experimentation
Analyze possible applications.  This should contain the second
highest amount of content for the essay.  Answering questions
similar to these might help in developing your explanation of the
implications of your learning:



C u r r e n t  s k i l l s  a n d  k n o w l e d g e .
A p p l i c a b i l i t y  o f  s k i l l s  a n d  k n o w l e d g e  t o  c i r c u m s t a n c e s  o u t s i d e  t h e
s p e c i f i c  j o b  o r  c o n t e x t  i n  w h i c h  i t  w a s  l e a r n e d .
L e a r n i n g  t h a t  i n c l u d e s  m a j o r  p r i n c i p l e s  a p p l y i n g  t o  a  g i v e n  f i e l d .
F a m i l i a r i t y  w i t h  c u r r e n t  t r e n d s  a n d  a s s e r t i o n s .
K n o w l e d g e  t h a t  c a n  b e  m e a s u r e d  a n d  e v a l u a t e d .
O v e r a l l  w r i t i n g  s k i l l s .

D e m o n s t r a t e d  l e a r n i n g  i s  n o t  c o l l e g e - l e v e l .
I n a d e q u a t e  e v i d e n c e  o f  l e a r n i n g .
P o o r l y  w r i t t e n  n a r r a t i v e :  

b r e v i t y
g r a m m a r
v o c a b u l a r y

S o u r c e s  o f  k n o w l e d g e  a r e  u n c l e a r .
L a c k  o f  b r e a d t h  o f  k n o w l e d g e .
I n a p p r o p r i a t e  m a t c h  o f  k n o w l e d g e  w i t h  t h e  s u b j e c t  a r e a .
A u t h e n t i c i t y  o f  d i r e c t  o r  i n d i r e c t  e v i d e n c e  i s  q u e s t i o n e d .

W h e n  e v a l u a t i n g  a  C P L  p o r t f o l i o ,  t h e  s u b j e c t  m a t t e r  e x p e r t  w i l l
a s s e s s :

A c a d e m i c  c r e d i t  i s  e a r n e d  f o r  c l e a r l y  i d e n t i f i e d  c o l l e g e - l e v e l  l e a r n i n g
t h a t  m e e t s  t h e  a b o v e  a n d  i s  m a t c h e d  t o  a n  a p p r o p r i a t e  c o u r s e .

P o o r  w r i t i n g  w i l l  r e s u l t  i n  a  n e g a t i v e  a s s e s s m e n t  o f  y o u r  C P L
p o r t f o l i o .  Y o u  m u s t  d e m o n s t r a t e  c o l l e g e - l e v e l  w r i t i n g  s k i l l s  f o r
c o l l e g e - l e v e l  c r e d i t .   P r o o f r e a d ,  r e v i s e ,  a n d  e d i t .  C r i t i q u e  y o u r  w r i t i n g
f o r  o r g a n i z a t i o n ,  c l a r i t y ,  c o m p l e t e n e s s ,  a n d  t e c h n i c a l  a c c u r a c y .   

A c a d e m i c  c r e d i t  m a y  b e  denied  f o r  t h e  f o l l o w i n g  r e a s o n s :

P O R T F O L I O
E V A L U A T I O N

C R I T E R I A



Title Page
Table of contents (include page numbers, pattern after this listing)
Section I: Introduction (this is a section title, not a written introduction)

 Proposal
Copy of advisor transcripts (available in MyBryan under Course History)
Updated Copy of your Graduation Plan
Resume 
Learning Table

Section II: Technical and Professional Training
Learning Narratives for Technical and Professional Training*
Technical and Professional Training Worksheet *
Documentation*

Section III:  Kolb Life Learning Essays 
Essay including title page and reference page**

You will submit your final CPL portfolio to the Director of Prior Learning in one .doc or
.pdf file.  Each section should be clearly indicated with a bold heading.  All pages
should be numbered.  All original writing should be double-spaced, in 12-point font,
and following the current edition of the APA style guide.  Your CPL portfolio should
contain the following:

An example portfolio is available to students during the GS110 Portfolio Development
Workshop course. 

*Repeat Learning Narrative, Technical and Professional Training Worksheet, and
documentation as needed for each topic of training. 

**If utilizing more than one essay, you will need to include title pages and reference pages for
each.

F I N A L  C P L  P O R T F O L I O  C O N T E N T S


