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I. INTRODUCTION 

 
The Board of Governors Associate in Applied Science degree program is a nontraditional, degree 
completion opportunity at the associate degree level specifically devised for adult learners to 
meet occupational goals, employment requirements, establish professional credentials, or 
achieve personal goals.  This degree program provides the opportunity for adult learners to utilize 
credit for prior learning experiences via licenses, certificates, military credit, and other non-
collegiate sources while assuring maximum credit transferability.  
 
Through the Board of Governors Associate in Applied Science degree program, adult students 
can establish deserved credentials, achieve a personal sense of accomplishment, and position 
themselves for advancement into a baccalaureate program.  The Board of Governors Associate 
in Applied Science degree increases educational access and degree opportunities for adults who 
have deferred or interrupted their educational plans.  Such a program provides the base of the 
educational ladder for adults to accomplish the first level of educational advancement as well as 
develop the self-confidence and incentive to move toward the completion of a baccalaureate 
degree.   The Board of Governors Associate in Applied Science degree program is designed to 
articulate with the WV Board of Regents Bachelor of Arts Degree. 

 
 
II. CURRICULUM 
 

The Board of Governors A.A.S. requires 60 credit hours which include a general education core 
of 21 credit hours and 39 credit hours consisting of general electives, an optional capstone 
experience and an optional defined area of emphasis encompassing a broad range of content 
areas.  The structure of the degree assures flexibility in program design to meet the individual 
needs of adult students.  The required general education courses assure the development of 
essential skills and competencies necessary for an associate degree level graduate.  The general 
electives, with the opportunity for a defined area of emphasis, allow students to demonstrate and 
document a defined occupational proficiency.  Students are encouraged to explore various 
options for obtaining credit for prior learning experiences including course articulation, 
standardized exams, challenge exams, credential validation and portfolio credit.  Students who 
choose to earn credit for college-level learning acquired through professional work experience or 
other life experiences must complete the portfolio development course and submit a portfolio. The 
portfolio provides the opportunity for equating documented, college level, experiential learning to 
college credit.  College courses successfully completed at regionally accredited institutions may 
be transferred into the program and applied toward the 60 credit requirement.   
 
The following diagram (Figure 1) depicts the curriculum design demonstrating the incorporation of 
multiple methods for obtaining extra-institutional credit combined with the residency component to 
complete the degree requirements.  A student may apply any or all methods of extra-institutional 
credit toward the completion of the Governors A.A.S. degree.  A total of 48 credit hours can be 
earned through multiple evaluation processes.  The curriculum diagram also denotes the desired 
linkage with the WV RBA program or other baccalaureate degree completion programs.    
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Figure 1 
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Summary:   Program Requirements 
 
 
 
Total Credit hours: 60 
 
 
General Electives: 45 Includes credit hours for optional area of emphasis, portfolio 

course, and capstone course 
 
 
General Education: 15 Communications, Sciences, Social Sciences, Mathematics, 

Computer Literacy and other approved general education 
courses 

 

Communications:    3 

Mathematics/Sciences:   6 

Social Sciences/Humanities:  3 

Computer Literacy:    3 

 
 
Graduation Grade Point Average: 2.0 
 
 
Residency Requirement: 12 credit hours from a regionally accredited higher education 

institution.  A minimum of 3 credits may be required at the host 
institution.  Petition for exception to the residency requirement may 
be made to the Chief Academic Officer of the host institution. 

 
 
Academic Forgiveness:   All F's earned in College courses earned four or more years before 

admission to program are disregarded from the computation of the 
graduation grade point average. The “F” grades will not be deleted 
from the transcript. In order to assist institutions in identifying 
students who utilized the Board of Governors AAS Academic 
Forgiveness Policy, it is recommended a notation be placed on the 
student’s undergraduate transcript noting said policy has been 
applied. Additionally, it is recommended an identifier for the courses 
subject to the forgiveness be defined. 

 
 
Grades and Grading:    Grading will follow the institution's current grading policy. 
 
 
Admission Requirements: Students are eligible for admission to the program one year after 

graduation from high school.  In case of those passing a high school 
equivalency examination, admission must be one year after their 
high school class has graduated. 

 
 
 
 
See Appendix A (page 10) for complete program description and requirements. 



 

 4  

III. ADMISSION REQUIREMENTS 
 

• A student may be considered for admission to the Board of Governors, Associate in Applied 
Science degree program by submitting a college application form to a participating WV 
community college. 

 

• The student participates in an admission interview prior to program matriculation to review 
program requirements and student’s educational goals.  

 

• A student is eligible for admission to the program one year after graduation from high school. 
In the case of those passing a high school equivalency examination, admission must be one 
year after their high school class has graduated. 

 

• Admission and retention requirements will follow the same procedures that govern other 
degree programs at the institution.  

 

• Admission to the Board of Governors, Associate in Applied Science degree program does not 
provide for automatic admission to other programs at West Virginia colleges and universities.   

 

• A student may not be enrolled simultaneously in the Governors Associate in Applied Science 
degree program and another associate level degree program.   

 

• A student with a regionally accredited associate level or baccalaureate degree is excluded 
from admission to the Board of Governors Associate in Applied Science degree program. 

 

• Students may change their major to the AAS Board of Governors degree program in 
accordance with institutional guidelines.  

 
 
IV. FEES 
 

• There is no application or admission fee required for the Board of Governors Associate in 
Applied Science degree program. 
 

• Portfolio Evaluation Fee: $300.00. This fee is charged each time a student requests any 
assessment of work not included in the initial portfolio evaluation.  Credit awarded through 
the portfolio evaluation will be assessed a posting fee of $10 per credit hour.  Credit awarded 
through any standardized award will not be subject to the posting fee.  Portfolio evaluation 
fees are retained by the institution awarding the college equivalent credit. 
 

• Institutions offering the Governors Associate in Applied Science degree program may waive 
the evaluation fee for full-time employees of WV public higher education institutions who have 
been employed by the institution for at least one year. 
 

• Registration and fees for enrollment in courses are assessed according to the established fee 
schedule at each institution. 
 

• The graduation fees of the institution awarding the degree will apply. 
 

 
V. RESIDENCY 
 

• Students must complete a residency requirement of 12 credit hours (passing grades only) 
from regionally accredited higher education institution.  Petition for exception to the residency 
requirement may be made to the Chief Academic Officer of the host institution. 
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• Residency shall be defined as being registered for officially approved coursework which will 
satisfy the degree program graduation requirements. Credit awarded through extra-
institutional credit will not count toward the 12 credit hour residency requirement.   
 

• The institution granting the degree may require the student to complete up to three credit 
hours at the host institution. 

 
 
VI. TRANSFER CREDITS 
 

• All passing grades and awarded credit are accepted from accredited institutions of higher 
learning toward meeting degree requirements. 
 

• Policies of the WV Higher Education Policy Commission regarding transfer of credits between 
institutions apply to students in the Board of Governors Associate in Applied Science degree 
program. 

 

• Credits for the degree, including the general education requirements, may be fulfilled by 
traditional college courses, credit for correspondence courses, extra-institutional credit, 
credit-by-examination, and credits earned as an approved transient student at other 
institutions. 

 

• Credits for work and life experience shall transfer pursuant to the provisions of Section VII of 
these Guidelines. 

 
 
VII. EXTRA-INSTITUTIONAL CREDIT 
 

The host college will validate and award credit for college-level learning that occurs outside of the 
traditional college setting.  College level-learning acquired through nontraditional methods will be 
evaluated and transcripted in accordance with defined institutional practices.  Based on the 
judgment of academic professionals and appropriately credentialed professionals, the College will 
validate college-level learning acquired in a variety of settings such as employer-based training 
programs, vocational training programs, proprietary school programs, professional development 
activities, and personal development and enrichment activities.   
 

• Processes for evaluation will include:  

✓ Performance on Standardized Tests (CLEP, DANTES, etc) 

✓ Evaluation of Non-collegiate Sponsored Instruction (ACE, PONSI) 

✓ Assessment of Credit for Military Training 

✓ Demonstration of College-level Learning through Portfolio Review 

✓ Institutional Based Challenge Examinations 

✓ Validation of Learning acquired in unaccredited institutions 

✓ Special Assessment of licensure, certification and formal training programs 

 
 

Implementation Guidelines: 
 

• The College will award academic credit for learning acquired through work or life experience 
that is equivalent to courses or program outcomes which meet requirements for the degree. 
 

• College credit will be awarded in accordance with established guidelines for national 
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standardized credit validation programs and processes.   
 

• For Special Assessments, college credit will be awarded for college-level learning that is 
comparable to a selected course’s published scope and outcomes if awarded on a course 
equivalency basis.  Block credit will be awarded in accordance with the assessment of 
college level learning as determined by the evaluation team consisting of academic 
professionals, faculty and professionals in relevant professions.  The evaluation team 
operates under supervision of the chief academic officer.   

 

• Credit awarded may not duplicate credits previously earned by the student. 
 

• College credit will be awarded only for learning experiences that have occurred after high 
school. (College credits awarded through participation in Tech Prep, Edge, Early Entrance or 
other college/high school articulation agreements are not subject to this criteria.) 
 

• Credit awarded through extra-institutional review processes will be transcripted after program 
matriculation and the payment of required fees.   
 

• Credit granted will be recorded on the student’s transcript in the term in which the credit is 
awarded provided payment criteria are met.  

 

• Extra-institutional credit will be appropriately annotated on the transcript as experiential 
credit.  Such credit will not be computed in the grade point average.  Credit hours will apply 
toward program graduation requirements. 
 

• Credit awarded through extra-institutional credit will not count toward 12 credit hour residency 
requirements.   
 

• Faculty, academic professionals and well-credentialed professionals, under the supervision of 
the chief academic officer will determine credit awards for extra-institutional credit requests. 

• An appeal process will be provided for students who wish to appeal the evaluator’s decision 
regarding credit awarded.  A student will be limited to one appeal for each original credit 
submission. 
 

• The Program Director requests the assistance of faculty members of sponsoring or other 
institutions and other content experts as needed in order to assess a student's work and life 
experience.  System-wide cooperation in such assessments is essential where faculty 
competence is not available at the sponsoring institution. 
 

• After a thorough review, including conversations with and/or written reports from a person 
qualified to assess the student's achievements, the faculty member or members recommend 
to the Program Director the hours and level of credit to be given for the work and life 
experience. 
 

• If either the Program Director or the student challenges the amount of credit awarded, the 
matter may be referred to a committee of the faculty. 
 

• The actual awarding of college equivalent credit is made by the chief academic officer of the 
institution or chief academic officer’s designated representative. 

 

• Standardized awards for special assessments of training credentials may be established by 
participating institutions.  See Appendix B (page 12) for Portfolio Guidelines. 

 

• Credits earned through an assessment of a student’s work and life experience after 
admission into a Governors AAS program shall be transferable to a Regents BA program or 
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Board of Governors AAS program at any institution; provided, however, that credit transfer 
into a Regents BA program shall be limited to lower division credit. 

 

• Credits earned through an assessment of a student’s work and life experience after 
admission into a Regents BA program shall be accepted for transfer into a Governors AAS 
program. 

 
 College Courses: 
 

• Admission to courses is subject to availability of class space and/or enrollment limitations on 
the same basis as any other student. 
 

• Established course prerequisites as defined in the college catalog will prevail.   
 

• Grading policy and standards of the host institution will prevail.   
 

 
VIII. AREA OF EMPHASIS 

 

• A student is eligible for an Area of Emphasis designation if the student has met at least one 
of the following conditions as part of the program: 

 
✓ Completion of a minimum of 15 credit hours, graded coursework, in an occupational 

concentration with a minimum grade of AC@ in each course, in program areas of 

study appropriate for associate level degrees. 
 

✓ Completion of a minimum of 15 credit hours obtained through extra-institutional credit 
in an occupational concentration appropriate for associate level degrees. 

 
✓ Completion of a minimum of 15 credit hours obtained through a combination of 

graded coursework, in an occupational concentration with a minimum grade of AC@ 

in each course and extra-institutional credit in program areas of study appropriate for 
associate level degrees. 

 
 

• The Program Director is responsible for validating the completion of a defined area of 
concentration and recommending the area of emphasis designation. 
 

• The final approval of the area of emphasis designation will be made by the chief academic 
officer of the institution or his/her designee. 

 
 

IX. GRADUATION REQUIREMENTS 
 

• There is no prescribed timetable for completion of the requirements for the Governors 
Associate in Applied Science degree program. 

 

• After receiving academic forgiveness, a student is immediately eligible for graduation upon 
successfully meeting program requirements outlined in Appendix A of these guidelines. 
 

• The Board of Governors Associate in Applied Science diploma is awarded by the sponsoring 
institution at the host institution’s commencement exercises. 
 

• Graduation fees of the institution awarding the degree will apply. 
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X. ACADEMIC RECORDS 
 

• Each institution must maintain a complete, permanent academic record identifying adult 
degree completion student’s major and area of emphasis, if identified.   

 

• Extra-institutional credits which have been approved for work and life experience appears on 
the academic record and will be annotated as experiential credit.   
 

• Transfer credits awarded by regionally accredited institutions will be transcripted according to 
the host institution’s practices.   
 

• Portfolios will be retained for one year from the date portfolio credit is awarded. 
 

 
XI. PROGRAM DIRECTOR RESPONSIBILITIES 

 
The Adult Degree Completion Program Director coordinates services and processes essential for 
effective implementation of the program.  The director assists students exploring extra-
institutional credit options to attain career and educational goals. Working with the academic 
departments, the director provides direct student support through advisement and evaluation in 
addition to coordinating articulation agreements, college level equivalency examinations, teaching 
a career and life planning/portfolio course and coordinating the evaluation of prior learning 
portfolios.  The director is also responsible for conducting graduation certification and 
recommending students to the chief academic officer for graduation.  The director will develop a 
program level assessment plan conducting assessment activities to monitor program 
effectiveness and to provide recommendations for quality improvement initiatives.  The director’s 
responsibilities are defined to provide maximum student support and facilitation of educational 
access.  
 
Board of Governors AAS Adult Degree Completion Program Director: 

 

• Conducts admission advising and evaluation services assisting student with matriculation 
decisions 

• Coordinates completion of admission documents and processes 

• Provides academic advising 

• Conducts career and life planning/portfolio development course 

• Facilitates transcript evaluation providing student an official evaluation of program 
standing 

• Provides access to information regarding flexible scheduling and alternative class formats 

• Advises students of the various prior learning assessment options available and assists 
students with selection of appropriate nontraditional credit options  

• Conducts initial evaluation of portfolio materials to assure adherence to required 
guidelines prior to submission to faculty for review 

• Coordinates all processes among student, faculty, the Office of Student Records and 
Registration and the Business Office  

• Provides assistance to the chief academic officer in the selection of qualified individuals 
to evaluate portfolios 

• Works with academic departments to determine appropriate credit awards 
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• Evaluates student records for graduation certification 

• Conducts program level assessment to assure academic quality and integrity and 
provides program recommendations for program modification based on collected data.   

• Prepares reports of program activities including inquiries, enrollment, student tracking 
and summation of petitioned and approved credit 

• Implements and upholds all prior learning assessment policies established by the WV 
Council for Community and Technical College Education, Higher Education Policy 
Commission and the Board of Governors 

 

XII. SYSTEM-WIDE COORDINATION  

 
The Community and Technical College Advisory Committee (CTCAC) will serve as the system-
wide coordinating body for the Board of Governors Associate in Applied Science Degree 
program.  The Committee will review guidelines and practices for overall program operation to 
assure academic quality, consistency in practices and program access.  The Committee is 
chaired by the Chancellor of the WV Council for Community and Technical College Education.  
Adult Degree Completion Program Directors will provide program information and reports serving 
as the basis for program evaluation and modification.    
 
The Committee has the responsibility for periodically reviewing policies and procedures related to 
admissions, assessment fees, transfer credits, transcripts, assessment of work and life 
experience, promotional activities, and other matters important to the vitality and quality of the 
program.   
 
The Committee may recommend standardized awards for professional training programs and 
credentials. These credentials are used as guides when awarding credit for work or life 
experience in these areas.  Each standardized award shall be reviewed at least every five years 
by the Committee. 
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APPENDIX A 
 

 
BOARD of GOVERNORS ASSOCIATE IN APPLIED SCIENCE DEGREE 

ADULT DEGREE COMPLETION PROGRAM 
 
 
60 Semester Hours 
 
The Board of Governors A.A.S. Adult Degree Completion Program is an alternative degree program 
designed for adult students seeking a degree completion opportunity.  The degree is flexible in its design 
and responsive to adult students’ diverse needs and interests.  Adult students with a broad range of life 
and educational experiences may combine a core of academic courses with credits earned through prior 
learning experiences to structure a unique associate degree program.  The Board of Governors A.A.S. is 
designed to graduate students who are prepared to become active, socially responsible members in their 
communities and places of employment.   
 
The Board of Governors A.A.S. program requires 60 credit hours which include a general education core 
of 15 credit hours and 45 credit hours consisting of general electives, an optional capstone experience 
and an optional defined area of emphasis encompassing a broad range of content areas while providing 
for optimum flexibility.  The required general education courses assure the development of essential skills 
and competencies necessary for an associate degree level graduate.  Students are encouraged to 
explore various options for obtaining credit for prior learning experiences including course articulation, 
standardized exams, challenge exams, credential validation and portfolio credit.  
 
Students who choose to earn credit for college-level learning acquired through professional work 
experience or other life experiences must complete the portfolio development course and submit a 
portfolio. The portfolio provides the opportunity for equating documented, college level, experiential 
learning to college credit.  College courses successfully completed at regionally accredited institutions 
may be transferred into the program and applied toward the 60 credit requirement.   
 
Students interested in the Board of Governors A.A.S. program must meet with the program director to 
discuss admission into the program. 
 
Graduation Requirements: 

• At least 60 credit hours must be completed in courses numbered 100 or higher 

• A minimum cumulative grade point average of 2.0 

• Twelve credits completed at regionally accredited institutions.  At least 3 of the 12 credits hours 
must be completed at the institution awarding the degree, if required by the home institution. 

 
Program Outcomes: 
 
Upon completion of the Board of Governors A.A.S. degree, graduates will be able to: 

• Apply effective written and oral communication skills  

• Work collaboratively in groups 

• Think critically and solve problems 

• Demonstrate practical application of quantitative and scientific reasoning skills 

• Demonstrate analysis and evaluation of skill competencies derived from multiple sources 
including work, volunteer activities, hobbies, etc. 

• Demonstrate understanding of principles of good citizenship 
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• Develop long range vocational or transfer goals 

• Demonstrate basic computer literacy and use of computerized communication technology 

• Examine issues from a global perspective 

• Demonstrate mastery of interdisciplinary competencies as defined in educational plan  

 
 
 

Program Requirements Credit Hours 

General Education: Social Sciences/Humanities 6 

General Education: Communication 6 

General Education: Math/Science 6 

Portfolio Development 

(Required for students submitting a portfolio for assessment of credit for prior learning) 

(1 - 3) 

Computer Literacy 3 

Defined Concentration (Optional) (15) 

General Electives 23 – 39 

Capstone Experience (Optional) ( 1 – 3) 

Total Program Credits 60 

 
 
 
The Board of Governors Associate in Applied Science Degree is designed to articulate with the West 
Virginia Regents Bachelor of Arts Degree Program.   
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APPENDIX B 
 
 

PORTFOLIO REVIEW: 
AWARDING COLLEGE CREDIT FOR EXPERIENTIAL LEARNING 

 
 
The WV Council for Community and Technical College Education recognizes that learning does take 
place in various settings.  Many non-traditional students have developed competencies through work or 
other life experiences which closely parallel those developed through traditional college courses.  
Community and technical colleges will award academic credit through a portfolio evaluation process for 
learning in non-traditional settings that is determined to be equivalent to college-level learning.  Credit 
may be awarded in accordance with the course evaluation model or through block credit award.  
 
The WV Council for Community and Technical College Education embraces the philosophy of life-long 
learning and educational access for adult learners.  Awarding credit for experiential learning creates the 
opportunity to recognize learning by adult learners that has occurred outside the traditional classroom 
setting.  This grants entry to college as well as the opportunity for continued learning without repetition of 
previously developed competencies.  A comprehensive prior learning assessment process assures 
academic integrity and quality while facilitating access for adult learners.   
 
Criteria: 
 
1. To be eligible for academic credit, a student’s prior experiential learning must meet the following 

criteria: 

a. The learning shall have a discipline or knowledge base comparable to that in a 
community college.  

b. The learning shall have general applicability outside of the specific situation in which it 
was acquired. 

c. The learning shall be equivalent to college-level learning. 

d. The student must be able to demonstrate an understanding of the relationship between 
acquired learning, related disciplines and their own goals.  

e. The learning experience must be verifiable.  

f. College credit will be awarded for the college level learning that is demonstrated by the 
student and not solely for the stated experience. 

g. College credit will be awarded for learning that demonstrates an appropriate balance 
between theory and practical application.   

h. College credit will be awarded only for learning experiences that have occurred after high 
school.  (This does not apply to college credits awarded through Edge, Tech Prep, Early 
Entrance or other college articulation agreements with WV high schools.) 

 
2. The College will award academic credit for learning acquired through work or life experiences that 

are equivalent to courses or program outcomes which meet requirements for the adult degree 
completion program. 

 
3. Students may petition for credit for individual courses (100 and 200 level) which are listed in the 

current college catalogs of WV state colleges and universities as well as institutions outside of the 
state of West Virginia.  Students may also petition for block credit as advised by the Adult Degree 
Completion Program Director. 
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4. No limit is applied to the number of credit hours that may be awarded through the portfolio review 

process.  However, students should be advised as to the number of credits needed to meet 
graduation requirements as well as the maximum number of community college credits 
acceptable by WV baccalaureate institutions.  

 
5. College credit will be awarded for college-level learning that is comparable to a selected course’s 

published scope and outcomes if awarded on a course equivalency basis.  Block credit will be 
awarded in accordance with the assessment of college level learning as determined by the 
evaluation team consisting of academic professionals, faculty and professionals in relevant 
professions.  The evaluation team operates under supervision of the chief academic officer. 

 
6. Credit awarded through the portfolio review may not duplicate credits previously earned by the 

student. 
 

7. Credit awarded through the portfolio review process will be transcripted after program 
matriculation and payment of required fees. 

 
8. Credit awarded via portfolio review will be appropriately annotated on the transcript as 

experiential credit. 
 

9. Credit granted will be recorded on the student’s transcript in the term in which the credit is 
awarded and payment of required fees.  Such credit will not be computed in the grade point 
average.  Credit hours will apply toward graduation requirements for the Board of Governors 
Associate in Applied Science Degree. 

 
10. Credit awarded through portfolio review will not count toward program residency requirements.   

 
11. Faculty, academic professionals and well-credentialed professionals, under the supervision of the 

chief academic officer will evaluate portfolios for academic credit. 
 
12. The portfolio will be retained by the College for five years. 

 
13. Fees assessed for credits will not exceed a fee of $300.00 per portfolio evaluation.  This fee is 

charged each time a student requests any assessment of work not included in the initial portfolio 
evaluation.  In addition to the base fee, any credit awarded through portfolio evaluation will be 
assessed a posting fee of $10 per credit hour.  Credit awarded through any standardized award 
will not be subject to the posting fee.  Portfolio evaluation fees are retained the institution 
awarding the college equivalent credit.   

 
14. An appeal process will be provided for students who wish to appeal the evaluator’s decision 

regarding credit awarded.  A student will be limited to one appeal for the original portfolio 
submission. 

 
 
Portfolio Requirements and Procedures: 
 
1. The student interested in receiving credit through the portfolio review process must schedule an 

interview with the Adult Degree Completion Program Director to determine appropriateness of the 
portfolio process and to obtain appropriate materials.   

 
2. The student is required to enroll in the portfolio development course if petitioning for credit 

through the portfolio review process. 
 
3. The student will contact the appropriate instructional office to obtain course information if using 

the course equivalency process for evaluation.   
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4. The student will complete the required portfolio materials.  Portfolios are to be submitted to the 

Adult Degree Completion Program Director for review prior to distribution to the evaluation team.  
The portfolio will include: 

 
a. Table of Contents 

b. Goal Statement 

c. Resume 

d. Chronological Table 

e. Transcripts/Military Documents 

f. Professional Training 

g. Learning essays 

i. The learning essay will detail the learning experience and the 
learning/competencies that resulted from the experience. 

ii. The essay should describe not only the specific skills and competencies that the 
student has learned and the relevant theoretical constructs but how this 
knowledge relates to present educational goals. 

h. Documentation 

i. Documentation can include some or all of the following: annotated bibliography, 
letters of verification, news clippings, certificates, awards, samples of work, etc. 

5. The Adult Degree Completion Program Director will review the portfolio to assure 
inclusion of required materials.  If incomplete, the portfolio will be returned to the student 
with notation for additional material.  The Adult Degree Completion Program Director will 
not evaluate the portfolio content for the award of credit. 

 
6. The Adult Degree Completion Program Director will forward the portfolio to the chief 

academic officer who will identify the appropriate review team for the credit evaluation of 
the portfolio.  If the evaluation team requests additional information, the portfolio will be 
returned to the Adult Degree Completion Program Director who will notify the student. 

 
7. If the evaluation team requires additional information, the student will have 30 days in 

which to provide the additional information.  Additional information may include but not be 
limited to: additional documentation, an interview, performance evaluation or 
examination.   

 
8. The portfolio evaluation with the recommended credit award will be returned to Adult 

Degree Completion Program Director who will coordinate the transcription with the 
Records Office.   

 
9. If a petition is denied, the student may request a meeting with the evaluation team chair.  

The student may also request a second evaluation.  The request for a second evaluation 
must be submitted in writing to Adult Degree Completion Program Director within 10 
working days of the date on the notification letter sent to the student.  The Adult Degree 
Completion Program Director will forward the request and documentation to the chief 
academic officer.  A final decision will be made in consultation with the evaluation team 
and the chief academic officer.  No portfolio may be submitted more than two times for 
consideration including the original submission.  If submitting a portfolio for a second 
evaluation, the student may elect to submit additional information to strengthen the 
petition. 
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10. Credit will be transcripted upon payment of all appropriate fees for the portfolio 
evaluation.  

 
 

11. Portfolio Review: Additional Submissions 

• Learning can be granted academic credit only once. Learning which has already 
been granted credit through any means cannot earn new credits through the 
portfolio review process.   

• Experiential learning which has not been previously assessed for credit, or which 
has taken place since a student last requested portfolio review, may be included in 
a new portfolio submission.  In the case of a new submission, students will not be 
expected to repeat the portfolio development course. 

• Requests for permission to submit a second portfolio must be approved by the 
Adult Degree Completion Program Director.  
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PETITION FOR ACADEMIC CREDIT THROUGH PORTFOLIO REVIEW 
INDIVIDUAL COURSE EVALUATION FORM 

 
 
 
Student Name:   ________________________________________________________________________ 
 
 
Student ID Number: ___________________________________________________________________________ 
 
 
Address:  ____________________________________________________________________________________ 
 

 
____________________________________________________________________________________ 

    Telephone:  
 
Telephone:  (Day)   __________________________________  (Evening) ________________________________ 
 
 
E-mail:  ____________________________________________________________________________________ 
 
 
Course Being Petitioned (Provide College Name, Course Title and number as listed in the catalog) 

 ______________________________________________________________________________________________ 

 
Number of pages in learning essay including documentation:  ____________________________________ 
 
 
In space below, provide a brief summary of the experience and learning outcomes relevant to this petition. 
 
______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

  

The information provided to ___________________________________________________________________ 

(institution) in the portfolio honestly and accurately represents my learning and experience.  I understand that 

falsification of information or other violations of the Student Code of Conduct are grounds for possible dismissal from 

the College and revocation of credits granted or degree awarded. 

 
 
 
 
______________________________________________________________________________________________ 

Student Name         Date
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PORTFOLIO EVALUATION FORM 
INDIVIDUAL COURSE EVALUATION FORM 

 
 
 
Student Name:  __________________________________________________________________________ 
 
 
Student ID Number: __________________________________________________________________________ 
 
 
Course Title and Number:   _____________________________________________________________________ 

 
 

Recommendation (check only one):  □  Credit Recommended 

      □  Credit Not Recommended 

      □ Return for Additional Information 

  
  
 

Assessment of 

Learning Essay and Documentation 

1 

Poor 

2 3 

Average 

4 5 

Excellent 

1. Accomplishment of learning outcomes addressed in course description      

2.   Application of theory and practice appropriate to the subject      

3.  Demonstration of college-level learning      

4.   Demonstration of learning experience      

5.  Documentation of learning experience      

6.   Explanation of how learning was acquired      

7.   Organization of portfolio contents      

 
 
Evaluation Summary 
 
Provide justification for the credit recommendation.  Include details verifying accomplishment of relevant 
outcomes.  If the portfolio is being returned for additional information, provide specific guidelines as to the 
information required.  Use additional paper if necessary. 
 
 
_____________________________________________________________________________________ 
 
Evaluation Team Chair Signature Date 

 
 
_____________________________________________________________________________________ 

Adult Degree Completion Program Director Signature                                      Date 
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PETITION FOR ACADEMIC CREDIT THROUGH PORTFOLIO REVIEW 
BLOCK CREDIT REQUEST EVALUATION FORM 

 
 
 
Student Name:    _________________________________________________________________ 
 
 
Student ID Number: ____________________________________________________________________ 
 
 
Address:  ____________________________________________________________________________ 
 

 
____________________________________________________________________________ 

    Telephone:  
 
Telephone:  (Day) _____________________________  (Evening)  _______________________________ 
 
 
E-mail:  _____________________________________________________________________________ 
 
 
Subject Areas Being Petitioned   (Ex:  Business, Computer Technology, HVAC, Psychology, Sociology, English) 

The Evaluation Team will make final determination of appropriate credit categories. 
 
____________________________________________________________________________________ 
 
 
Number of pages in learning essay including documentation: ____________________________________ 
 
In space below, provide a brief summary of the experience and learning outcomes relevant to this 
petition. 
 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 
The information provided to ________________________________________________________ 

(institution) in the portfolio honestly and accurately represents my learning and experience.  I understand 

that falsification of information or other violations of the Student Code of Conduct are grounds for possible 

dismissal from the College and revocation of credits granted or degree awarded. 

 
 
_____________________________________________________________________________________  

Student Name Date 
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PORTFOLIO EVALUATION FORM 
BLOCK CREDIT EVALUATION FORM 

 
 
 
Student Name:  __________________________________________________________________________ 
 
 
Student ID Number: __________________________________________________________________________ 
 
 
Course Title and Number:   _______________________________________________________________________ 

 
 

Recommendation (check only one): □ Credit Recommended 

      □ Credit Not Recommended 

      □ Return for Additional Information 

  
  
 

Assessment of 

Portfolio and Documentation 

1 

Poor 

2 3 

Average 

4 5 

Excellent 

1. Accomplishment of learning outcomes       

2.   Application of theory and practice appropriate to the discipline      

3.  Demonstration of college-level learning      

4.   Demonstration of learning experience      

5.  Documentation of learning experience      

6.   Explanation of how learning was acquired      

7.   Organization of portfolio contents      

 
 
Evaluation Summary 
 
Provide justification for the credit recommendation.  Include details verifying accomplishment of relevant 
outcomes.  If the portfolio is being returned for additional information, provide specific guidelines as to the 
information required.  Use additional paper if necessary. 
 
 
 
 
______________________________________________________________________________________________  
Evaluation Team Chair Signature Date 
 
 
 
______________________________________________________________________________________________ 

Adult Degree Completion Program Director Signature                                                 Date 
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APPENDIX C 
 

PORTFOLIO DEVELOPMENT COURSE 
 
 
Recommended Syllabus 
 

3 credits (Note: Credit hours may be reduced by eliminating course learning outcomes, 
modifying the course description and adjusting the proposed weekly activities 
accordingly.) 

 
Prerequisites: 

ENG 090 with “K” grade or satisfactory placement test score.  ENG 101, English Composition I (C or 
higher) is recommended. 
 
 
Course Description: 

The Portfolio Development Course is designed to assist adult students with the development of a 
comprehensive portfolio documenting knowledge acquired through life/work experiences and other 
formal or informal learning experiences.  Students are guided through a series of group sessions on 
learning style, college level learning, skill identification, goal setting, adult development and career 
changes and the portfolio development process.  Each student is responsible for the development of 
a written portfolio which provides the description, analysis and documentation of learning experiences 
appropriate for his/her own educational program of study.  Prerequisites: ENG 090 with “K” grade or 
satisfactory placement test score.  English Composition I (C or higher) is recommended. 

 
 

Course Outcomes: 

At successful completion of the course, students will be able to: 
 

• Describe the rationale for assessment of prior learning in higher education 

• Understand the characteristics of college level learning 

• Describe Kolb Learning Model 

• Apply Kolb Learning Model in development of learning essays 

• Identify personal learning style and its impact on performance in formal and informal learning 
settings 

• Identify prior learning experiences that constitute creditable learning 

• Distinguish between learning experiences and learning outcomes 

• Organize prior learning experiences into categories comparable to college disciplines 

• Develop competency statements of transferable skills 

• Write a learning essay describing creditable, college-level learning experience 

• Identify short or long term educational goals  

• Describe impact of adult development on career decisions, lifestyle changes and personal 
goals 

• Identify steps in portfolio development and evaluation process 

• Develop a comprehensive portfolio that describes, analyzes and documents prior experiential 
learning 
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Evaluation and Grading: 

The Portfolio Development course is graded on a Credit/No Credit Basis.  In order to receive credit for 
the course, a student must submit a completed portfolio that adheres to the standards outlined in the 
Administrative Guide.  

 

Class Attendance:  

Students must attend 7 required class sessions and scheduled individual appointments.  
Appointments will be scheduled at class meeting times during the remaining 9 weeks. 

 

Required Course Materials:  

Learning Style Inventory, Keirsey Temperament Sorter II (Contained in Please Understand Me II).   
Note: Supplemental materials will need to be prepared and distributed in class 

 

Required Computer Technology:  

Access and ability to use email and Internet, ability to prepare documents in Word or WordPerfect 

 
 
 PROPOSED CLASS SCHEDULE 
 
 
WEEK 1 

1. Overview of course: purpose, expectations and requirements, attendance, etc. 

2. Overview of concept of experiential learning and brief history 

3. Methods for obtaining credit for experiential learning 

4. Portfolio Components and steps in the portfolio process 

5. Preparing the Chronological Table  

 
 
WEEK 2 

1. Review concepts from previous week and assignments 

2. Stages of Adult Development and Adults as learners 

3. Complete the Keirsey Temperament Sorter II (Please Understand Me II)  

4. Application of Keirsey Temperament Sorter results to Adult Learners  

5. College Level Learning 

 

WEEK 3 

1. Review concepts from previous class and assignments 

2. Continue discussion and activities regarding College level learning 

3. Learning Style Inventory 

4. Applying results of Learning Style Inventory in evaluating learning experiences 

5. Presentation on Kolb Learning Model  
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WEEK 4 

1. Review concepts from previous class and assignments 

2. Application of the Kolb Learning Model in preparing learning essays and competency statements 

3. Writing the autobiography  

4. Essay/topic identification 

5. Identifying competencies and target courses 

 

 

WEEK 5 

1. Review concepts from previous class and assignments 

2. Continued discussion on topic identification, competencies and target courses, locating 
equivalent courses 

3. Goal Setting  

4. Preparing a goal statement 

 

 

WEEK 6  

1. Documenting learning experiences: appropriate and sufficient documentation 

2. Outlining the learning essay 

3. Presentation on writing a resume 

4. In-class resume activity  

 

 

WEEK 7 

1. Review of Portfolio components  

2. Discussion of progress toward completion 

3. Portfolio completion plan 

4. Individual appointments, purpose, schedule 

 

 

Note:   Beginning Week 8, students will be scheduled for individual sessions as appropriate 
based on portfolio progress.   

 
 
WEEK 8 

 1. Assignments Due:    Revised Essay I  

 (Note: Students may submit more that one essay.  Timeline may vary according to individual student needs) 

 

WEEK 9   

 1. Assignments Due:  Revised Goal Statement 
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WEEK 11  

 1. Assignments Due:   Completed portfolio components (Sections 1 - 5) 

 

 

WEEK 12 

 1. Wrap up session, mandatory attendance 

 2. Assignments Due:  Initial draft of total portfolio  

 

 

WEEK 16 

 1. Assignments Due:  Completed portfolio with required revisions 
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APPENDIX D 
 

 

GUIDELINES FOR THE  
REVIEW OF NON-COLLEGIATE SPONSORED INSTRUCTION 

 
 
 
A. Reviews may be conducted cooperatively between West Virginia State Colleges and Universities. 

These guidelines govern the review of non-collegiate instruction for purposes of awarding credit 
to students enrolled in the Board of Governors Associate in Applied Science program.   

 
B. Non-collegiate training programs meeting the following criteria are eligible for evaluation: 
 

1. Formal training programs officially sponsored by an organization, business or industry 
can be evaluated.  Formal training may include classroom training, computer assisted 
instruction, interactive video, correspondence courses, programmed instruction and 
examinations for professional certification. 
 

2. Learning acquired through instruction must be equivalent to college level outcomes.  
 

3. Training courses/programs should include a minimum of 15 contact hours or equivalent.  
Evaluations will adhere to the use of the Carnegie standard of 15 contact hours per 
semester hour of credit recommended.  Note, this is a guideline rather than a required 
formula.  Learning outcomes will be the final determinant of credit awards. 

 
4. Training courses/programs must be taught by individuals with qualifications appropriate 

for college-level instruction in the subject area being taught.  Breadth of knowledge and 
experience as well as academic credentials is considered. 

 
5. Training courses/programs for which an organization neither keeps records nor exercises 

control over cannot be evaluated.   
 

6. Training courses/programs must include an evaluation process to determine students' 
mastery of learning outcomes.   
 

7. Training courses/programs must have been offered at least once within the past two 
years. 

 
8. Training courses/programs content should be documented through the following 

materials:  a detailed outline, texts, lesson plans, instructor's manual, student workbooks, 
example of student work, class rosters, and grade lists.  Evaluations will assess the 
content in terms of the introduction of theoretical as well as applied knowledge and the 
development of critical thinking skills. 

 
9. Recommendations for courses/training programs offered in the same format preceding 

the evaluation period can be backdated up to a maximum of five years or at point of 
curriculum change, which ever is less. 
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C. Evaluation Process 
 

1. Pre-evaluation/Documentation. 

Detailed outline or syllabus for each course or training program must be submitted.  
Learner outcomes must be stated in the documentation. 

 
2. Evaluation Team Selection.   

Members of an evaluation team are selected on the basis of their knowledge of the 
subject area and their openness to non-traditional education.  A team usually includes 
two faculty members or content experts representing at least two institutions.   
 

3. The On-Site Evaluation. 

An on-site evaluation visit will be conducted when reasonable.  The evaluation visit will 
include an overview of the training program/course including learner outcomes, 
procedures for course development and revision, and instructor selection and evaluation.  
The evaluation team will assess the course content, the breadth and depth of coverage, 
and the level of presentation.   

 
4. The evaluation team will determine comparability of college-level learning and credit 

equivalency.   
 
 
D. Review Cycle.  Organizations offering training courses/programs evaluated for credit awards will 

be surveyed on a two year cycle to identify changes in learner outcomes.  In the event the 
training outcomes have changed, a new review will be required. 

 
E. Revalidation.  Credit recommendations are valid for five years, provided that courses do not 

undergo substantive revisions.  After five years, courses will be revalidated on-site to keep their 
credit recommendations active. 

 
 
 
Note:     Adapted from Charter Oak State College, Faculty Handbook, 2002 – 2003. 
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REVIEWER’S CHECKLIST 
 

 
A reviewer should consider each area listed below.  However, all areas do not have to be given equal 
weight.  The decision regarding credit awards will be based on the collective judgment of the review team. 
 
 
Course _____________________  Title ____________________________________________________ 
 
 
Organization: _________________________________________________________________________ 
 
 
Instructor(s): _________________________________________________________________________ 
 
 
Reviewer: _________________________________________________________________________ 
 
 
Course Objectives/Content 
 

1. List the intended learning outcomes. 
 
2. Cite ways in which the course syllabus adequately addresses learner outcomes. 

 
3. Compare the materials to those used in a traditional college course or program. 

 
4. Do the instructional materials support college-level learning and learner outcomes?   

 
5. Cite examples of how the assignments (in class or homework) adequately develop the 

mastery of the course content. 
 

6. What qualifications/competencies are required for students who register for the course? 
 

7. Do training hours adequately support learner outcomes? 
 

8. What resources are available to students taking the course? 
 

9. Are evaluation methods sufficient for determining mastery of learner outcomes?   
 

10. What selection criteria are used for the instructors who teach the course? 
 

11. What evaluations are performed on faculty performance?  Who evaluates faculty 
performance? 

 
12. What methods are used for attendance and grades?  

 
13. Who developed the curriculum (i.e. credentials)?  

 
 
 
Note:    Adapted from Charter Oak State College, Faculty Handbook, 2002 – 2003. 
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RECOMMENDED RESOURCES 

 
 
 
The American Council on Education and The Alliance: an Association for Alternative Degree Programs 
for Adults. (2002).  Principles of Good Practice for Alternative and External Degree Programs for Adults, 
American Council on Education. 

 

Council for Adult and Experiential Learning and American Council on Education. (1993).  Adult Degree 
Programs, Quality Issues, Problem Areas and Action Steps. www.cael.org. 

 

Cross, K.P. (1988)  Adults as Learners. San Francisco: Jossey-Bass. 

 

Flint, Thomas A., Zakos, Paul and Frey, Ruth. (2002). Best Practices in adult Learning: A self-evaluation 
workbook for colleges and universities. Dubuque, IA: Kendall/Hunt Publishing Company. 

 

Flint, Thomas A., Zakos, Paul and Frey, Ruth. (2002). Best Practices in Adult Learning: A self-evaluation 
workbook for colleges and universities. Dubuque, IA: Kendall/Hunt Publishing Company. 

 

Keirsey, David. (1998). Please Understand Me II, Temperament, Character, Intelligence. Del Mar, CA: 
Prometheus, Nemesis Book Company. 

 

Kolb, David A. (1984). Experiential learning: Experience as the source of learning and development. 
Englewood Cliff, NJ: Prentice-Hall. 

 

Kolb, David A. (1999). The Learning Style Inventory. Boston: McBer and Company, Inc. 
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APPENDIX F 
 
 

ASSESSING PRIOR LEARNING FOR CREDIT* 
 
 

1.  Make clear basic principles and values held by the institution regarding credit for prior learning. 

2.  Provide explicit guidelines as to what is considered college-level learning. 

3.  Make clear that credit can be awarded only for demonstrated college-level learning, nor for 
experience per se. 

4.  Specify, as clearly and unambiguously as possible, the standards of acceptable performance in 
each academic area. 

5.  Specify what form the claim for credit should take, e.g., course equivalent, competency list. 

6.  Insure that evaluation of learning is undertaken by appropriately qualified persons. 

7.  Indicate the appropriate form such as semester hours, course units, etc., the evaluator’s credit 
recommendation should take. 

8.  Specify which degree requirements may be met by prior learning. 

9.  Specify how credit for prior learning will be recorded. 

10.  Define and articulate roles and responsibilities of all persons connected with the assessment 
process. 

11.  Develop procedures to monitor and assure fair and consistent treatment of students. 

12.  Develop clearly stated assessment policies and descriptive information for students, faculty, 
administrators and external sources. 

13.  Include provisions for periodic re-evaluation of policies and procedures for assessing learning and 
awarding credit. 

14.  Advise students that the institution cannot guarantee the transferability of prior learning credits to 
another institution. 

15.  Develop evaluation procedures of overall prior learning assessment program to ensure quality. 

 

*These guidelines were taken from the policy statement, Assessing Prior Learning for Credit approved by the Middle 
States Commission on Higher Education and adopted by NCA.  
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APPENDIX G 
 

 
PRINCIPLES OF GOOD PRACTICE IN ADULT DEGREE COMPLETION 

 
PROGRAMS TO BE OBSERVED BY NCA INSTITUTIONS 

AND REVIEWED FOR PATTERNS OF EVIDENCE BY 
CONSULTANT-EVALUATORS 

 
 
Mission 
 
The adult degree completion programs are consistent with and integral to the institution’s mission. 
 
 
Resources 
 
Faculty members share a commitment to serve adult learners, bring appropriate credentials to their work 
assignments, and participate in determining policies that govern adult degree completion programs. 
 
Full-time and part-time faculty members who work in adult degree completion programs participate in 
professional development activities that focus on the needs of adult learners. 
 
The institution provides an adequate organizational structure, administrative support, and financial 
resources to ensure the effectiveness of adult degree completion programs.  Adequate institutional 
resources are committed to the adult degree completion programs to ensure quality and appropriate 
student services. 
 
The institution provides timely and adequate access to the range of student services-- including 
admissions, financial aid, academic advising, delivery of course materials, and counseling and placement 
services--needed to ensure academic success.  The institution ensures access to learning resources, 
technology, and facilities to support its adult degree completion programs. 
 
 
Educational Programs and Other Services 
 
The adult degree completion programs that the institution offers are in subject areas that are consistent 
with the institution’s mission. 
 
The adult degree completion programs have clearly stated requirements and outcomes in the areas of the 
major and general education. 
 
Adult degree completion programs and courses that are offered in distance delivery modalities are 
consistent with the Guidelines for Distance Education published by the NCA Commission on Institutions 
of Higher Education. 
 
The assessment of student learning outcomes is a standard practice in all adult degree completion 
programs and is linked to program improvement. 
 
The institution uses a variety of acceptable methodologies [e.g., examinations in subject areas; 
assessment of prior learning using principles advocated by organizations such as the Council for Adult 
and Experiential Learning (CAEL), the American Council on Education (ACE) and the Adult Higher 
Education Alliance, and the Middle States Commission on Higher Education (MSA/CHE)] , and its faculty 
is trained in how to use and apply these methods. 
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Multiple measures (portfolio assessment, capstone courses, oral examinations, juried examinations, 
standardized national exams, locally developed tests, performance on licensure, certification or 
professional exams) are used to assess the learning outcomes of students enrolled in adult degree 
completion programs. 
 
Adult degree completion programs address students' education and career goals at the time of re-entry 
and throughout the degree completion process in order to assess the learning they will need and to help 
them reach their goals. 
 
 
Planning 
 
Consideration of adult degree completion programs is integrated into the institution’s planning and 
evaluation processes in order to ensure continuous improvement in the offerings. 
 
 
Integrity 
 
The institution has processes in place to ensure that the adult degree completion programs it sponsors 
are offered with integrity and are responsive to learners and the community. 
 
The institution that partners with another organization to deliver an adult degree completion program is  
knowledgeable of the “Good Practices in Contractual Arrangements Involving Courses and Programs” 
published by the NCA Commission on Institutions of Higher Education and uses the document as a guide 
in ensuring the integrity of its program. 
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APPENDIX H 

OVERVIEW OF THE PRINCIPLES OF GOOD PRACTICE FOR 
ALTERNATIVE AND EXTERNAL DEGREE PROGRAMS FOR ADULTS 

 
 
 
Principle 1:   Mission Statement 
The program has a mission statement that reflects an educational philosophy, goals, and general intent 
and that clearly complements the institutional mission. 
 
 
Principle 2: Personnel – Faculty and Academic Professional 
Faculty and academic professionals working in alternative and external degree program share a 
commitment to serve adult learners and have the attitudes, knowledge, and skills required to teach, 
advise, counsel, and assist such students. 
 
 
Principle 3:   Learning Outcomes 
Clearly articulated programmatic learning outcomes frame the comprehensive curriculum as well as 
specific learning experiences; in developing these outcomes, the program incorporates general student 
goals.  
 
 
Principle 4:  Learning Experiences 
The program is designed to provide diverse learning experiences that respond to the characteristics and 
contexts of adult learners while meeting established academic standards. 
 
 
Principle 5:  Assessment of Student Learning 
The assessment of student’s learning is based on the achievement of comprehensive and specific 
learning outcomes. 
 
 
Principle 6:   Student Services 
The policies, procedures, and practices of the program take into account the conditions and 
circumstances of adult learners and promote the success of those students. 
 
 
Principle 7:   Program Administration 
The administrative structures and the human, fiscal, and learning resources are sufficient, appropriate, 
and stable for accomplishing the program mission. 
 
 
Principle 8:   Program Evaluation 
Evaluation of the program involves faculty, academic professionals, administrators, and students on a 
continuing, systematic basis to assure quality and standards, and to stimulate program improvement. 
 
 
 
 
Source:  From the Center for Adult Learning and Educational Credentials, American Council on Education and the 
Alliance: An Association for Alternative Degree Programs for Adults. 
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APPENDIX I 

THE ADULT LEARNER’S BILL OF RIGHTS 

 

❖ The right to learn regardless of age, gender, color, ethnic or linguistic background, marital status, 
parental status, disability, or financial circumstances.  

❖ The right to equal opportunity for access to relevant learning opportunities throughout life.  

❖ The right to financial aid and educational services at levels comparable to those provided for 
younger or full-time learners.  

❖ The right to encouragement and support in learning subject matter that the learner believes will lead 
to growth and self-actualization.  

❖ The right to a learning environment suitable for adults to include appropriate instructional materials, 
equipment, media, and facilities.  

❖ The right to have relevant prior experiential learning evaluated and, where appropriate, recognized 
for academic credit toward a degree or credential.  

❖ The right to be taught by qualified and competent instructors who possess appropriate subject-
matter knowledge, as well as knowledge and skills relating to the instructional needs of adults.  

❖ The right to academic support resources, including instructional technology, that can make self-
directed or distance learning possible. 

❖ The right to individualized information and guidance leading toward further study. 

 
 

This statement was originally developed and was affirmed on February 21, 1991, by the Board of Directors of the 
Coalition of Adult Education Organizations (CAEO) which consists of twenty-six national associations and groups 
sharing a common interest in enhancing the field of adult and continuing education throughout the United States and 
adapted by Barry University. 
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CHAPTER 4 

 

SUMMARY OF CREDIT AWARDS 

FOR CERTIFIED CREDENTIALS 

 

 

 

I.     ALLIED HEALTH CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

A. Nursing: Hospital Diploma Programs 

(With Registry) (Appendix 1) 

1.    Registered Nurse (RN) FSU 30 15 1975 / 2017 

2.    Licensed Practical Nurse FSU 15  1975 / 2017 

3.    Nurse Anesthetist 

     18 months 

     24 months 

FSU  
45 

60 
1975 / 2017 

4.    Pediatric Nurse Associate FSU  24 1975 / 2017 

5.     Nursing Assistant (Appendix 32) WVU-P 8  2006 / 2021 

B.   Radiological Technologies  

1. X-Ray (Radiologic) Technology (ARRT) 

       (Appendix 1) 
FSU / MU 50.5  1975 / 2012 

2. Nuclear Medicine Technology (ARRT) 

       (Appendix 2) 
BCTC 

5+X-Ray 

Tech 
30 1976 / 2004 / 2015 

3. Radiation Therapist WVU 5 30 1988 / 2004 

4. Medical Diagnostic Ultra Sound 

(Sonography) (Appendix 3) (*) 
WVU 5 30 1990 / 2017 

5. Mammography (Appendix 4) (*) WVU 3 17 1992 / 2017 

6. CT Imaging (Appendix 4) (*) WVU 3 17 1992 / 2017 

7. MRI Imaging (Appendix 4) (*) WVU 3 17 1992 / 2017 

8. MRI-Primary Pathway Certification 

(ARRT) (Appendix 43) 
WVU 5 30 2017 

9. Cardiac Interventional Radiography 

       (Appendix 5) (*) 
WVU 3 17 1997 / 2017 

10. Vascular Interventional Radiography 

(Appendix 5) (*) 
WVU 3 17 1997 / 2017 

11. Quality Management (Appendix 28) (*) WVU 3 17 2004 / 2017 

12. Bone Densitometry (Appendix 28) (*) WVU 3 17 2004 / 2017 

    (*) Post-Primary Certification 
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I.     ALLIED HEALTH CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

C.   Respiratory Therapy (Appendix 6) 

1. Certified Respiratory Therapy Technician    

(CRTT) 
BCTC 38  1983 / 2015 

2. Registered Respiratory Therapist (RRT) BCTC 51  1983 / 2015 

D.    Other Credentials 

1.    Medical Laboratory Technologist 

(Appendix 16) 
BCTC 44  1990 / 2017 

2.    Emergency Medical Technician Training 

Program (before 1995) 
KVCTC 4  1994 / 2005 

3.    Emergency Medical Technician - Basic 

       Course (Appendix 7) 
KVCTC 

5-before 

1995 
7-after 1995 

10-after 

2012 

 1985 / 2019 

4.    Standard First Aid (Red Cross 3207) – 

see Appendix  7 for list of courses 

covered 

KVCTC .5  1994 / 2005 /2022 

5.    Emergency Medical Technician – Mining 

(Appendix 7) 
KVCTC 4  2005 

6.    ARC First Aid – Responding to 

Emergencies 3215 (6-8 hour course) 
KVCTC 1  1994 / 2005 

7.    Responding to Emergencies Training 

Programs (EMS First Responder, Red 

Cross Emergency Response Training, 

Wilderness Advanced First Aid Training) 

52 hour courses (Appendix 7) 

KVCTC 2  1985 / 2005 / 2022 

8.    Paramedic I (MICP) – completion of 

DOT modules 1-6, 15 (Appendix 7) 

discontinued 

       Paramedic II (NREMPT) – completion of 

all 15 DOT modules (Appendix 7) 

discontinued 

KVCTC 

9 

20 

 

1 1994 / 2005 

9.    National Registered Paramedic (NRP) 

(Appendix 7)  
MCTC 44  2019 

10.  Cytotechnology (Appendix 8) MU  32 1985 / 2007 / 2021 

11.  Water Safety Instructor (Appendix 23) WVUIT 2  1994 / 2017 

12.  Basic Lifeguarding (Red Cross 3408 & 

3416) (Appendix 23) 
WVU 2  1994 / 2017 

13.  Certified Ophthalmic Technician 

(Appendix 9) 
WVU 30  1998 / 2010 

14.  Certified Ophthalmic Medical 

Technologist (Appendix 9) 
WVU  15 1998 / 2010 

15. Pharmacy Technician (Appendix 27) MCTC 24  1998 / 2003 / 2021 
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I.     ALLIED HEALTH CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

16. Tumor Registry (Appendix 26) WVU 30  2003 

17. Massage Therapy (Appendix 33) MCTC 45  2006 / 2021 

18. Phlebotomy Technician (Appendix 36) WVNCC 6  2009 

19. Point of Care Certificate (Appendix 39) SWVCTC 8  2013 

20. ECG/EKG Technician (Appendix 45) BCTC 3  2018 

21. Medical Assisting (Appendix 46) BCTC 3  2018 

E.  Health Information Technology (Appendix 44) 

1. Clinician/Practitioner Consultant (AHIA)  PCTC 6  2017 

2. Implementation Manager (AHIA)  PCTC 6  2017 

3. Implementation Support Specialist 

(AHIA)  
PCTC 15  2017 

4. Practice Workflow & Information 

Management Redesign Specialist (AHIA)  
PCTC 12  2017 

5. Technical/Software Support Staff 

(AHIA)  
PCTC 18  2017 

6. Trainer (AHIA) PCTC 9  2017 

7. Certified Healthcare Documentation 

Specialist Certification (AHDI) 
PCTC 6  2017 

8. Certified Professional Coder (AAPC) PCTC 6  2017 

 

 

 

 

 

 

II.   AVIATION SCIENCES    

CREDENTIAL 
Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

A.   FAA Training (Appendix 10) WVUIT 

See list of 

approved 

courses 

See list of 

approved 

courses 

1975 / 2008/ 2021 

1.    Journeyman Air Traffic Controller 

       (Appendix 11) 
SU 30 30 1985 / 2008 
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II.   AVIATION SCIENCES    

CREDENTIAL 
Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

B.    Licenses Pilots, Instructors,  Maintenance* (Appendix 12) 

1.    Pilot and Instructor Certificates (listed 

basic to advanced) 

 a. Private Pilot 

 b. Commercial Pilot 

 c. Airline Transport Pilot 

WVUIT 

 

 

6 

 

 

 

 

 

8 

6 

 

 

2014 

2014 

2014 

2.    Pilot Ratings 

 a. Instrument 

 b. Multi-Engine 

 c. Type Rating (for advanced aircraft) 

  i.   Pilot in Command (PIC) or 

  ii.  Second in Command (SIC) 

 d. Additional Rotorcraft or Airplane 

 Rating  

WVUIT 
 

 

7 

3 

 

6 

3 

6 

2014 

2014 

 

2014 

2014 

2014 

3.    Flight Instructor Certificate 

 Instructor Ratings 

 a. Additional Single or Multi-Engine 

 Flight Instructor Rating 

 b. Instrument Flight Instructor 

 c. Dual Rated Instructor (airplanes & 

 helicopters) 

WVUIT 

 

 

 

 

 

 

6 

 

3 

 

4 

6 

 

2014 

 

2014 

 

2014 

2014 

 

4.   Flight Engineer WVUIT  6 2014 

5.  Aviation Maintenance Technician (Air    

Frame Rating) 

 *2014review recommended using ACE 

Guide recommendation (Appendix 40) 

WVUIT 32  1978 / 2014 

6.  Aviation Maintenance Technician 

(Powerplant Rating) 

 *2014review recommended using ACE 

Guide recommendation (Appendix 40) 

WVUIT 29  1978 / 2014 

7.  Air Frame AND Powerplant ratings 

 (Appendix 40) 
WVUIT 67  2014 

 

III.  BUSINESS AREAS CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

1.    Chartered Life Underwriter (CLU) 

diploma (Appendix 13) 
WLU 15 15 

1975 / 2006 / 

2023 

2.    Certified Administrative Manager (CAM) 

Professional diploma 

(Appendix 13)  

WLU 15 15 
1975 / 2006 / 

2023 

3.    Certified Data Processing (CDP) 

Professional diploma 

(Appendix 13)  

WLU 15 15 1975 / 2006 

4.    Certified Management Accounting  

(CMA) 

(Appendix 13)  

WLU 12 18 1975 / 2006 
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III.  BUSINESS AREAS CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

5. Certified Professional Secretary (CPS) 

Diploma (Appendix 13) 
*Note:  This award is applicable for diplomas 

awarded prior 1981.  For diplomas received after 

1981, please consult ACE Guide. 

WLU 21 9-15 
1975 / 2006 / 

2023 

6. Certified Member, American Society of 

Traffic and Transportation (CM-ASTT): 

Certified Professional program 

       (Appendix 14) 

WLU 9 12 1975 / 2006 

7. National Association of Purchasing 

Management (NAPM) Certification 

program (Appendix 14) 

WLU 6 6 
1975 / 2006 / 

2023 

8. Society of Actuaries (Appendix 14) 

a. Associate Membership (19) 

b. Associateship (34) 

c. Fellowship (58) 

WLU 

  

8 

8 

8 

  

11 

26 

50 

  
1975 / 2006 / 2023 

1975 / 2006 / 2023 

1975 / 2006 / 2023 

9. Casualty Actuarial Society (CAS) 

Certified Professional Program 

(Appendix 14) 

a. Associate Membership (19) 

b. Associateship (49) 

c. Fellowship (67) 

WLU 

  

 

 

8 

8 

8 

  

 

 

71 

41 

59 

  

 

 
1975 / 2006 / 2023 

1975 / 2006 / 2023 

1975 / 2006 / 2023 

10. National Institute of Credit (NIC) 

(Appendix 14) 

a. Associate Award 

b. Fellow Award (6 years experience) 
Note:  This certified professional program is no 

longer offered.  

WLU 15 6 
1975 / 2006 / 

2023 

11. National Institute on Consumer Credit 

Management (Marquette) 6-year  

(Appendix 14) 
Note:  This certified professional program is no 

longer offered.  

WLU 6-16 6 
1975 / 2006 / 

2023 

12. National Installment Banking School 

(NIBS) Colorado 9-year  (Appendix 14) 
Note:  This certified professional program is no 
longer offered.  

WLU 9+9+3 6 
1975 / 2006 / 

2023 

13. American Society for Quality Control:  

Quality Technician Certificate 

       (Appendix 14) 

WLU 3 3 1975 / 2006 

14. Real Estate Salesperson – WV Licensure WLU 6  1996 / 2006 

15. Real Estate Appraiser – WV Licensure WLU 3  1996 / 2006 
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III.  BUSINESS AREAS CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

16. Computer Information Technology 

Certifications (Appendix 25) 

a. CompTIA A+ 

b. CompTIA Network+ 

c. MCP, Microsoft Certified 

Professional Windows 2000 (MS 

Exam 70-210) 

d. MCP, Microsoft Certified 

Professional, Windows 2000 Server 

(MS Exam 70-215) 

e. MCP, Microsoft Certified 

Professional, Network Infrastructure 

(MS Exam 70-216) 

f. MCP, Microsoft Certified 

Professional, Directory Services 

Infrastructure (MS Exam 70-217) 

g. MCP, Microsoft Certified 

Professional, Network Security 

Design (MS Exam 70-220) 

BRCTC  

 

4 

3 

3 

 

 

3 

 

 

3 

 

 

 

 

 

 

 

 

 

 

 

 

 

3 

 

 

3 

 

 

 

2002 / 2015 

2002 / 2015 

2002 / 2015 

 

 

2002 / 2015 

 

 

2002 / 2015 

 

 

2002 / 2015 

 

 

2002 / 2015 

        h. MCP, Microsoft Certified 

 Professional, Directory Services 

 Design (MS Exam 70-219) 

 i. MCP, Microsoft Certified 

 Professional, Network Infrastructure 

 Design (MS Exam 70-221) 

        j. MCSE, Microsoft Certified Systems 

 Engineer (Total of the above 7 

 individual Microsoft certification 

 exams.) 

k. CCNA, Cisco Certified Network 

 Associate 

 

  

 3 

 

 

3 

 

 

9 

 

 

 

16 

2002 / 2015 

 

 

 2002 / 2015 

 

 

2002 / 2015 

 

 

 

2002 / 2015 

l. Cisco Advanced Routing, First of  

four exams required to earn the 

CCNP, Cisco Certified Network 

Professional 

m. Cisco Remote Access, Second of 

four exams required to earn the 

CCNP, Cisco Certified Network 

Professional 

 

  

 2 

 

 

 

2 

2002 / 2015 

 

 

 

2002 / 2015 

n. Cisco Multi-layer Switched 

Networks, Third of four exams 

required to earn the CCNP, Cisco 

Certified Network Professional 

o. Cisco Advanced Inter-Network 

 Troubleshooting, Fourth of four 

exams required to earn the CCNP, 

Cisco Certified Network Professional 

   

 

2 

 

 

 

2 

2002 / 2015 

 

 

 

2002 / 2015 

 

 

 

17.  Insurance Licensure (Appendix 37) 

 a.  Life 

 b.  Property & Casualty 

 c.  Accident & Sickness 

KVCTC 

 

3 

3 

1 

 

 

 

2009 

 

18.  Real Estate Broker’s License 

  (Appendix 47) 
BCTC 7 - 2019 
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IV.  MISCELLANEOUS CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

A.   Criminal Justice Training Programs 

1. State Police Training Course  

(Appendix 15) 
WVSU 

 
32 

 
19 1979 / 2018 

2. Basic Police Training Course 

 (Appendix 15) 
WVSU 

 
14 

 
7 

 

1979 / 2018 

B.    Credit from year one of selected 

Professional Schools (Dentistry, 

Medicine, Veterinary Medicine, 

Podiatric Medicine, Optometry, 

Osteopathic Medicine, Chiropractic 

Education) for year four of RBA 

(Appendix 17) 

MU  38 1977 / 2008 / 2021 

C.    Magistrate Training Program (1984-

2000 and 2002-present) (Appendix 18) 
  

1.5 per 

session; 

18 max. 

1989 / 2003 

D.  Corrections Training (prior to Oct. 

 2008)  (Appendix 20) 
Awarded upon presentation of Academy Diploma, 

and internship certificate and upon completion of 

general education core (36 hrs) and additional 15 
hrs.  (See Appendix) 

WVUIT 30  2001 

E. Corrections Academy (after Oct. 2008) 

(Appendix 34) 

 Basic 

 Specialization 

 1.  Correctional Officer, Corrections 

      Emergency Response Team     

      (CERT) Officer or Marksman-    

      Observer 

2.  Crisis Negotiator (CNT) or    

Correctional Officer, Correctional  

Counselor, Case Manager, Unit  

Manager 

 3.  Controlled & Dangerous   

      Substance (CDS) K-9 Handler 

 4.  Patrol K-9 Handler 
See Appendix for additional hours for multiple 
specializations 

WVU-P 

 

 

10 

29 

 

2008 

F. National Occupational Competency 

Testing Institute (NOCTI Exam) 

(Appendix 21) 

 a.  Written exam 

 b.  Performance exam 

 c.  Full exam 

WVUIT 

 

 

 

7 

8 

15 

 

 

 

8 

7 

15 

1995 / 2019 

G. Certified Case Manager (Appendix 22) WVU  12 1995 / 2009 / 2022 
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IV.  MISCELLANEOUS CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

H. Graduate Record Examinations (GRE) 

Advanced Subject Tests (Appendix 24) 
Note:  Transcript should be reviewed by appropriate 
academic officer to avoid duplication of credit. 

MU 

2-12 

See 

Appendix 

4-24 

See 

Appendix 

1996 / 2007 / 2021 

I. Fire Service Extension College Credit 

Manual (Appendix 29) 
WVU 

0-6 
See 

Appendix for 
specific 

course 

credits 

0-3 
See Appendix 

for specific 

course credits 

2004 / 2015 

J. Professional Land Surveying 

        (Appendix 30) 
GSC 36  2005 / 2021 

K. Mining Certifications (Appendix 31) 

Surface or Apprentice Surface Miner 

Underground or Apprentice Underground 

Miner 

Certified Mine Electrician 

Prep-Plant Technician 

Coal Lab Technician 

Mine Foreman 

Foreman / Fireboss Certification 

Truck Driver 

Shot Firer 

Mine Rescue 

 

SWVCTC 

 

3 

5 

 

6 

4 

3 

6 

6 

1 

1 

1 

 2005 

L. Child Development - Associate 

Certificate (Appendix 35) 
MCTC 12  2008 / 2021 

M. Cosmetology (Appendix 38) 
NRCTC/ 

SWVCTC 
27  2012 / 2023 

N. Foster/Adoptive Care (Appendix 41) 

Level 1 Certificate 

Level 2 Certificate 

CU 

 

3 

3 

 2015 

O. Early Childhood (WV E-Learning) 

(Appendix 42) 
CU  9 2014 

P. OSHA Safety and Health Courses 

(Appendix 48) 
WVU 

32 courses 

with credit 

ranges 

from .25 

to 2 (see 

Appendix) 

9 courses 

with credit 

ranges 

from .5 to 

2 (see 

Appendix) 

2019 
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IV.  MISCELLANEOUS CREDENTIAL Recommending 

Institution 

Lower 

Division 

Upper 

Division 

Date 

Developed/ 

Last Review 

Q. Rafting and Climbing (Appendix 49) 

1. American Canoe Associations Level 4 

Whitewater Rafting Certification 

2. American Canoe Association Level 4 

Swiftwater Certification 

3. WV DNR Commercial Whitewater 

Guide Trainer Sheet 

4. American Mountain Guides 

Association Certified Single Pitch 

Instructor Certification 

5. American Mountain Guides 

Association Rock Guide Course 

WVUIT 

2 

 

2 

 

4 

 

3 

 

 

- 

- 

 

1 

 

1 

 

- 

 

 

2 

2019 

 

2019 

 

2019 

 

2019 

 

 

2019 

R. National Mine Health and Safety 

Academy (Appendix 50) 

1.  Metal/Nonmetal Entry Level 

Inspector 

2. Coal Entry Level Inspector 

WVUIT 

23 

 

 

27 

 

 

2019 

 

 

08/2021 


































































































































































































































































































































































	BOG Adm Guidelines 12-2023
	RBA  Standardized Awards Table-1.18.2024
	Append1-50

