Portfolio Assessment Policy
Baptist Bible College & Seminary
I. Methods of Earning Credit



Baptist Bible College & Seminary recognizes that there are many means of gaining knowledge other than through the traditional classroom setting. It is our desire to assist students to recognize those forms of experiential learning which will best fit their career goals. We also desire to assist students in pursuing degree requirements which will meet the scrutiny of a critical educational evaluation by men and women trained in the various disciplines. While these various avenues of learning are considered to be valid, it is the position of Baptist Bible College & Seminary that the experiential style of learning needs to be integrated with the more traditional form of learning to assist students in developing all aspects of biblical knowledge and skills. Therefore, Baptist Bible College & Seminary reserves the right to limit the number of credits and the courses which can be completed through means other than resident classroom work.



A brief description of some of the various alternative of earning academic credits as recognized by Baptist Bible College & Seminary are listed in the following section.

A. Military Training
The American Council on Education has developed cooperatively with the Department of Defense and the Armed Services a process to assist in evaluating Military training. The Guide to the Evaluation of Educational Experiences in the Armed Services will serve as a guide for determining the amount of credit students will receive for training which has been formally evaluated by the American Council on Education. Military training which has not been evaluated by the American Council on Education can be submitted under the portfolio process.



B.
Transfer Credit



Baptist Bible College believes that learning, wherever it occurs, should be recognized and integrated into a student’s degree program when that learning is found to be equivalent to that offered by post-secondary educational institutions and determined to be applicable for meeting degree and program requirements at BBC.




Applicants who have completed courses in an accredited college or university may receive transfer credit for courses which apply to one of the College programs and which reflect a grade of “C-” or above. Credits from non-accredited schools must be validated.



C.
Institute of Theological Studies



The Institute of Theological Studies has made available materials by outstanding evangelical scholars in an independent study program. Credits received through this program can be applied to the degree requirements of a specific program.



D.
Comprehensive Exams




A variety of courses taught at Baptist Bible College & Seminary have comprehensive exams which students may take to receive credit for the course. The determination for allowing students to take a comprehensive exam is made by the program director in consultation with the faculty member who teaches the course.



E.
Portfolio Assessment




Portfolio Assessment is the process by which students document experiential learning they have gained through their work and experiences. A more detailed description of the program is contained in the following pages. Students must complete the zero credit Portfolio Assessment course as a part of the assessment program.



F.
Portfolio Study




Portfolio Study is a program designed for those students who have extensive experience in a specific area but are not able to document the learning aspect for the Portfolio Assessment. Students prepare a syllabus which details how they will document the required learning. Valid learning may come from a planned course of reading, seminars, Church Leadership Institute seminars, or other avenues available to them in their situation.




The first step in determining the path students will choose for the application of credit is to summarize the learning they have gained through formal and non-formal experiences. This is a critical step and must be done with care and accuracy. The resulting document will form the basis from which their advisor will assist them in formulating a plan for their total educational program. 


II.
Personal Goal of Learning Assessment



It is the responsibility of students, working together with their advisors, to determine the specific methods of learning which are applicable to their lives and experiences. The process of personal learning assessment is a vital part of the process and should be viewed as such by the students. It is through this process that students demonstrate their ability to do critical analysis of a wide variety of factors and to synthesize these conclusions into a brief, well-articulated summary which is then presented as a portfolio. The ability to perform these skills and to engage in the critical thinking necessary to complete this task are a clear demonstration that students have the ability to do assignments of an appropriate level, and should be candidates for the Portfolio Assessment process.



A.
Defined Degree of Program Objective



It is important to note that the credits petitioned through the Portfolio Assessment Program must fulfill the requirements for a specific degree program offered at Baptist Bible College & Seminary. Credits will not be granted which do not meet this requirement. This policy is in keeping with the Council for Adult and Experiential Learning (CAEL): Standard V (Learning must be appropriate to academic context).

1.
The fact that learning is of appropriate academic level is not alone a sufficient basis for granting academic credit. In most instances, granting credit for a learning experience depends upon a demonstrated 
relationship to a defined degree or other program objective.


2.
Students petitioning for credit must specify satisfactorily how prior experiential



learning contributes to their degree or other program objectives.



B.
Integration of Learning




In identifying and articulating learning that is related to educational goals, students should look at both previous and anticipated learning. Students' histories will enable them to integrate previous learning and identify deficiencies.  Anticipated learning is required to plan continued learning that builds effectively on the foundation of the Prior Learning Assessment.




Assessment should be, in itself, a useful learning experience for students. Baptist Bible College & Seminary has designed the Portfolio Assessment process so that the assessment process will be an integral part of the learning process. This will enable learners to understand the nature of the assessment process and the function that it serves. An appreciation of the purpose of assessment helps to reinforce a sense of the students' responsibilities for their own learning and a sense of mutual accountability with the faculty. Improved self-awareness and better understanding of the techniques of self-assessment are important learning outcomes of assessment and can serve students in later life. It is also through this experience that students are assisted in defining appropriate learning which has taken place and to come to the understanding that the education process is not restricted to a classroom setting.


III.
Portfolio Assessment Course

Baptist Bible College & Seminary requires all students to complete the course PA800, Portfolio Assessment, as a part of the first application for prior learning credit through Portfolio Assessment. This course has proven to be effective for orienting students to assessment of prior learning. It serves, in the first place, as instruction (i.e., it is planned learning) for one of the most important and basic learning objectives: learning how to learn. It is a vital link between the assessment of prior learning and the improvement of future planned learning. This course has many other advantages. It signals serious intent and acknowledges that acquiring expertise in educational planning and assessment is important in the institution’s system of values. The course also offers the means for magnifying the educational value of assessment. It provides a vehicle for monitoring progress and providing assistance as needed. Furthermore, this course offers the added advantage of providing a routine means of recognizing the faculty members' time as a legitimate instructional cost.

The central theme of this course is the development of the rationale, method, and process of documentation of experiential learning with the final goal of producing a portfolio. Students will begin with the process of self-assessment by summarizing life experiences and evaluating educational goals. They will then proceed through the process of developing a portfolio which will be submitted to Baptist Bible College & Seminary for assessment by the assigned faculty consultant. Students will have the opportunity to integrate past experiential learning and present experiential learning credit expectations with the goal of developing future learning goals and methods to achieve them.

The primary result of the course will be a portfolio through which students will demonstrate their ability, through the process of self-assessment, to create a formal written presentation (portfolio) which validates competencies in specific learning areas. During the semester, the instructor will act as a facilitator/mentor and resource person for the participants. Students will be guided through the process of assembling a portfolio of written materials which will enable representatives from relevant academic departments to evaluate the specific skills or knowledge for which students are seeking academic credit. The process used to determine the credit value of this prior learning is known as assessment. The portfolio submitted to Baptist Bible College & Seminary will serve as proof of the students' expertise and the value that experiential learning has in the academic world.

Preparing a portfolio in such a way that it will facilitate an accurate and positive assessment requires a serious commitment of time and effort on the students' part. However, it also provides and opportunity for students to review previous experiences from the perspective of what was gained or learned. Student can then integrate this personal growth in shaping future goals and ministries. The skills required to assemble a portfolio are applicable to many areas of the students' personal and academic lives. Since this process demands organization, introspection, self-evaluation, and goal setting, the personal rewards go far beyond the academic credit received.

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

· Develop a plan for their present and future academic endeavors as they relate to personal life goals.

· Review past experiences and learning situations and identify experiential learning which has the potential for credit.

· Relate proposed experiential and learning credit requests to academic, personal, and professional goals.

· Evaluate the degree and level of competency achieved in the chosen field through experiential learning.

· Gain an appreciation of the process involved in developing a portfolio which details their prior learning in a specific field.




Specific areas covered in the course include the following: [Students will…]

· Detail a brief history of their lives and ministry experiences through the use of timelines, resumes, work descriptions, or autobiographies.

· Detail future academic and career goals with a rationale for such goals and an explanation of how they will be achieved.

· State how the prior learning credits that are being requesting will fit into future educational and career goals.

· Select course descriptions from a regionally accredited catalog which correspond to the students' request for prior learning credit.

· List prior learning experiences (personal, ministry, non-credit education), with an evaluation of the degree and level of competency achieved as compared to a course description.

· Write a narrative which will substantiate the request for prior learning credits which describes why the direct and indirect evidence included in the portfolio is proof of valid experiential learning.

· Document from appropriate sources, the experiences and expertise, in subjects normally taught at the selected academic level, which will substantiate claims for experiential learning credit.

· Produce a portfolio following the guidelines established in the class notes.

· Submit a portfolio for assessment.



IV.
Designing and Writing a Portfolio



A portfolio is a compilation of data assembled in an approved format to demonstrate and document learning by students for an award of credit. Often complied like a notebook, each portfolio generally represents one course. The portfolios that students submit to Baptist Bible College & Seminary will serve as proof of the expertise and value it has in the academic world. Portfolios can include knowledge or skills gained from a wide variety of sources.



The portfolio should represent the appropriate level of learning by identifying specific course competencies achieved. To accomplish this task, students must include any transcripts from previous academic work, degree program proposals, resumes, course competency comparisons, narratives, annotated bibliographies and appropriate documentation. 



A portfolio is based on the following considerations:

· Each portfolio contains one academic subject area.

· Students petition consideration for a specific number of credits based on a match of courses in a regionally accredited catalog.

· The portfolio is evaluated by a faculty consultant appropriate to the subject area for which credit is being requested.



A.
Steps in Writing a Portfolio




1.

Autobiography or Personal Educational Goals Statement

This allows students to communicate to the faculty consultant, who they are, what their learning experiences have been, their educational goals and reasons for seeking prior learning assessment through Portfolio Assessment. This section should include the following four elements:

a. An introduction to the reviewer, including a brief description of the



       student's educational and career goals.





b.
A description of how these educational goals are linked to work and other 





areas of the student's life.





c.
A description of why the student wants to earn a college degree.





d.
A conclusion with a brief statement affirming the intention to petition for 





college credit at BBC&S by developing and submitting a portfolio for prior 





learning assessment.




The suggested length for the Educational Goals Statement is a 2-4 typed, double-




spaced pages.




2.
Course Cover Sheet





The cover sheet should include the following information:





a.
Biographical information





b.
Courses to which the learning might be related





c.
The amount of credit being requested





d.
Academic program





e.
Academic advisor




3.
Summary of Sources of Experiential Learning

Students should review their job histories, specific ministry involvements, hobbies, areas of study or special training, volunteer work, and other activities. Then they should make a list of all the areas of knowledge and skills they have acquired as a result of these experiences.




4.
Choose Areas for which Credit will be Petitioned
Students should evaluate each area of their prior learning to determine which ones to select for Portfolio Assessment. Their decision about each subject area should be based on two factors: whether they can prove that their knowledge is equivalent to the appropriate-level course work and whether they need credits in that subject.



5.

Find Course Descriptions to Match 

For each subject the students have chosen, they should review the Baptist 

Bible College & Seminary catalogs to find the course description which best reflects the
 knowledge gained through prior learning. If they cannot identify an appropriate course in the Baptist Bible College & Seminary catalogs, then they may substitute a course description from a catalog of another regionally accredited 
academic institution. The catalog entries selected must represent courses taught in semester hours (not quarter hours) at regionally accredited academic institutions.

With the exception of certain required courses for each degree, field experience, student teaching, cooperative study, or independent study, most subjects are eligible for Portfolio Assessment. (Lab courses must be accompanied by related theory courses.) Students must make certain their selected courses have been approved by the program director for their degree program or certificate program.




6.
Provide Evidence of Knowledge

Students assemble a package of material that documents their knowledge of the subject. This may include samples of work, a resume, notes taken in training courses, transcripts, an annotated bibliography, letters of verification from employers or others who have first-hand knowledge of their abilities, or any other materials.




7.
Describe What is Known and How it was Learned

Students write a narrative that outlines their learning, explains how they acquired the knowledge, and introduces the materials provided as evidence. This statement should be approximately 10 to 12 pages in length depending on the type of course involved. The narrative is the students’ forum for demonstrating to the faculty consultant that they have accumulated sufficient knowledge to warrant credit for the subject.




8.
Put it all Together

After students have selected a course description, written an appropriate narrative, and collected sufficient evidence to demonstrate knowledge to the faculty consultant, the portions of the portfolio are complete and ready to be submitted. All information in the students' portfolio should be typewritten and double-spaced. Each page should be numbered. The materials in the students' portfolio should include the following:

a.
Portfolio Cover Sheet: The front of the cover portfolio should include student information (name, address, phone number) and any other relevant information concerning the credit request.

b.
Autobiography or Personal Educational Goal Statement: This document may be used in more than one portfolio.

c.
Summary of Courses Requested Through Portfolio Assessment: This is a listing of all the courses being requested for approval. The credits must be in semester hours.

d. 
Resume: This is a chronological listing of specific ministries, jobs, and other experiences. Students should include dates and brief descriptions of each entry.
e.
Degree Program Proposal: This page lays out the course of study toward the degree and how the credit requests fit into the educational goals.

f.
Transcripts: This is an original copy of any transcripts reflecting courses taken at BBC&S or another academic institution.





The above-mentioned documents can be used for more than one portfolio.





The following documentation is specific for each portfolio submitted:
g.
Course Competency Comparison: This is a list of learning experiences,  learning components, and specific course credit requests. Specific course credit requests must be in terms of specific courses offered at Baptist Bible College & Seminary or another regionally accredited academic institution. This summary will serve as the basis for the “Narrative.”
h. 
Narrative: This is a description of the learning which gives the documentation and rationale for receiving academic credit for experiential learning. The narrative is based on the list of learning experiences and learning components stated on the “Course Competency Comparison.”
i.
Annotated Bibliography: This is a listing of books, journals, magazines, videos, audio cassettes, and other resources used in acquiring the learning portion required for the portfolio. Students should include a brief annotation of the significance of this resource in the learning process.
j.
Index of Documentation: This is a table of contents so that a reader may turn directly to a particular document. This document should be placed after the portfolio cover sheet.
k.
Documentation: This is the evidence that the assertions of learning are accurate.
9. 
Submit the Portfolio


The students' portfolio should then be submitted to the Office of Distance Learning. When the office personnel receive it, and if it appears to be complete, they will notify the Baptist Bible College & Seminary Business Office to bill students for Portfolio Assessment fees.


Once it is submitted, the portfolio will be considered an academic record which belongs to Baptist Bible College & Seminary. At that point, it cannot be returned to students. Students should be sure to keep a copy of each item in the portfolio for personal records. Students should not send any original documents (except transcripts) which may be needed in the future.



B.

Identification of Level of Learning

Most of life is a learning process, but a great deal of what is learned is of a practical nature and so routine that it cannot be considered as academic learning, or it is so personal that it relates to one’s own situation but has little universal application. Therefore, it is imperative that students select only those prior learning situations which can be documented as valid academic experiential learning experiences.





1.
Defining Academic Learning





Only appropriate academic-level learning will be credited. No credit is 






given for experience per se (CAEL: Standard II).






a.
Three characteristics of experiential learning are considered to be 







essential: 







1.
That the learning implies a conceptual as well as a practical grasp of 








the knowledge or competence acquired (CAEL: Standard III).







2.
That the learning is applicable outside the specific context in which it 








was acquired.

i.e. A teacher’s essay may show that a certain action taken by him gets a predictable response from a student in his class. This alone is insufficient.  If, however, he can demonstrate knowledge of basic principles of child development or child psychology upon which those encounters are based, and how these could be generalized to apply to other situations, then he may include that knowledge in his request for credit.

3.
That the learning falls within the domain usually considered appropriate for college or graduate level credit as opposed to continuing education for non-credit purposes.






b.
To respond effectively to the multiple sources and circumstances in 







which creditable learning can occur, it is necessary to identify a number 







of options for determining the level of prior learning. Possible bases for 







justification includes the following considerations:







1.
Does the learning relate to subject areas traditionally taught in








academic institutions.







2.
Is the learning part of a work experience for which an extended 







period of 
training – either on-the-job or in-service classes or 








workshops – was necessary?







3.
Is the learning something which contains a depth or breadth of 







knowledge which would conceivably be equal to the amount of 







learning gained 
in an academic course of at least one credit?







4.
Does the learning represent an understanding of basic principles that 








reflect proven knowledge and are applicable to other situations?







5.
Does the learning reflect the following components:








Research: Reading, observing, looking at it in a larger context








Analytical Thinking: Reflecting and reviewing, comparing, judging








Communication: Writing about it, teaching it, using it as background 








for counseling







6.
Can students articulate how this skill or information relates to other 








areas of study or their personal or academic goals?







7.
Is the learning verifiable? Students must be able to provide 








documentation that they possess knowledge or skills, or they must 







be able to demonstrate their competency to an expert in the field at 







the present time. 



REMEMBER: No credit is given for experience per se. Credit may be
 requested for 


only learning, knowledge, or skills acquired from an experience.





2.
Identifying Learning

Students should identify the experiences in which the learning occurred. In the case of prior learning, various techniques may be helpful in recalling and recording pertinent learning experiences, e.g., through use of a time line, resume, work description, course competency chart, annotated bibliography, essay, or autobiography.

In general, the credit students receive through the assessment of prior learning is directly related to the complexity of knowledge, regardless of how a particular subject was learned. From simple facts and names at the first level of knowledge, students may have progressed to more complicated skills such as analysis, comparison, and evaluation. The following questions may help students to describe their learning:






a.
How do you define the specifics of your learning?







Do you know the terminology of the field?







Do you know specific facts?






Do you have knowledge of conventions?







Do you have knowledge of trends and sequences?







Do you have knowledge of classifications and categories?







Doe you have knowledge of criteria?







Do you have knowledge of methodology?







Do you have knowledge of principles and generalizations?







Do you have knowledge of theory and structure?



Verbs that help answer these questions:








I know








I can relate, record, list, define, repeat, recall, name








I have memorized







b.
How do you convey what you know?







Can you translate what you know?







Can you interpret what you know?







Can you extrapolate what you know?







Verbs:








I can restate, identify, discuss, locate, describe, report,








recognize, review, explain, tell, express






c.
How can you apply knowledge?







Verbs:








I can demonstrate, schedule, operate, sketch, apply, employ, use, 








practice, illustrate






d.
How can you analyze your knowledge?







Can you analyze elements of the subject field?







Can you analyze relationships in the subject field?







Can you analyze organizational principles?







Verbs:







I can distinguish, differentiate, diagram, analyze, appraise, inspect, 








calculate, test, debate, relate, compare, inventory, experiment, 








contrast, question, criticize, solve, examine






e.
How can you synthesize what you know?







Can you produce a unique communication about this field?







Can you develop a plan or a proposed set of operations?







Can you derive at a set of abstract relations?







Verbs:








I can compose, assemble, organize, plan, collect, manage, propose, 








construct, prepare, design, create, formulate, arrange, set up






f.
Can you evaluate what you know?







Can you make judgments based on internal evidence?






Can you make judgments based on external evidence?







Verbs:








I can judge, appraise, score, select, evaluate, choose, rate, assess, 








compare, estimate, value, measure, revise

Not all of these questions and verbs will apply to what students know. However, by using those which do apply to their own field of knowledge and experience, they will be well on their way to identifying what it is they really know.





3.
Learning and Experience

a.
Students are required to differentiate between learning and experience. Learning outcomes must be expressed in terms appropriate to the Baptist Bible College & Seminary’s curriculum and assessment procedures.

b.
Learning outcomes must be identified with enough specificity that they can be readily communicated and assessed.

c.
Descriptions of learning must clarify what students are competent to do as a result of the learning.

d.
Terms that describe broad learning goals like “communication,” “analysis,” or “management” are frequently useful in classifying learning outcomes, but may not be helpful in making clear what learning was accomplished. To say that a person has learned to communicate may mean many different things at different levels of competence.

e.
Clarity and specificity in describing learning outcomes must not be achieved by relegating learning objective to trivial skills.

f.
Identification of learning will proceed in a manner that reinforces what has been learned, fosters improved self-awareness, enhances self-confidence, and emphasizes the importance of students assuming responsibility for their own learning.



C.

Course Competency Comparison

Students are responsible to match their prior learning with specific course titles and descriptions from either a course taught at Baptist Bible College & Seminary or another regionally accredited academic institution. The selection of appropriate courses is critical in the evaluation process. The course description will form the basis of the evaluation process, and the students' demonstrated learning must match up against all aspects of the description.

The form “Summary of Courses Requested Through Portfolio Assessment” is included in the packet of forms. This form should be submitted with the portfolio cover sheet at the beginning of the entire documentation. The listing of credits for each course must be in semester hours and not quarter hours.

The “Course Competency Comparison” form which is also included in the packet of forms establishes the basic outline for the comparison between the course description and the students' learning. Each specific part of the description should be listed under the “required learning component” with the corresponding 
learning listed
 under the “list of learning experiences.”



D.

The Narrative

The narrative is the means of conveying to the faculty evaluator the
 defense that the students have acquired the knowledge of the material outlined in the course description. No matter how strong the evidence, it needs an equally strong narrative to put it in context and show its full academic value.





A successful narrative does the following:

· Describes the student's knowledge of the subject.

· Specifics when, where, and how the student acquired the knowledge.

· Relates the student's learning to every topic noted in the course description.

· Introduces each piece of evidence that is presented.

· Clearly shows the relationship between the evidence and the course material.





1.
Identify Learning Experiences

Narratives should begin with a brief summary that defines when, where, and how the experiential learning took place. A set of four forms; Ministry Experience Evaluation Worksheet, Personal Experience Evaluation Worksheet, Non-credit Education, Evaluation Worksheet, and Skill Summary Evaluation Worksheet is included in the packet of forms. These forms are designed to assist students as they begin the process of analyzing their opportunities for experiential learning.




2.
Summary of Experiential Learning

a.
Students relate the direct and indirect evidence to every topic noted in the course description. Sources and examples of all types of evidences should be reviewed with the advisor to assure that they provide appropriate evidence of the experiential learning to be requested.

b.
The narrative should be presented in a well-organized manner as this gives the evaluator easy access to the information needed to make a decision about the student's knowledge of the course material. Most narratives are organized in one of two ways:



1) Chronologically, citing each learning experience in sequence.



2)
Topically, discussing each topic within the course separately and 





grouping the learning experiences according to topic.

c.
If students have previously satisfied any prerequisites for the course assessment, report that information in the narrative.




3.
Criteria for Writing the Narrative





a.
Students must document what they are able to do as a result of the experiential learning process. Performance or knowledge must be demonstrated at the appropriate level.  Both the content and nature are taken into consideration.  Together these qualities must add up to an appropriate academic level of learning (CAEL: Standard II).




b.
The content or nature of the learning or competence should be stated as clearly as possible through the use of appropriate references and examples. Useful ways to clarify the content include reference to particular fields and bodies of knowledge, familiar roles or jobs, particular functions individuals can perform, equipment they can operate, ministries they are able to complete.





c.
Several levels of competence should be stated as clearly as possible through use of appropriate references or examples. Ways of clarifying the level include using a reference group, listing activities commonly associated with particular performance levels, defining whether knowledge is basic or advanced with respect to a specific function, and stating the type of responsibility normally associated with a particular level of competence.




4.
Length of the Narrative





a.
The length of the narrative should be approximately ten pages or more, depending on the type of course involved. The narrative for a theoretical course is likely to be considerably longer than one for an applied course because students will need to show understanding of the subject by discussing the theories, sources, and applications.





b.
A narrative is necessary even if the students are requesting to take an examination. This will guide the faculty consultant in devising a suitable exam.





c.
Other factors may also affect the length of the narrative, such as the subject area, the quantity and type of evidence, or the complexity of the  knowledge. Students should write as much as is needed to build a strong case for receiving credits.




5.
Organization





a.
Whether the narrative is organized chronologically or topically, each source of learning needs to be described thoroughly. If the knowledge came from both formal training and work experiences, the training should be discussed first and then its on-the-job application.





b.
The more facts students can provide with evidence, the more easily students can build a case for receiving credit. Less-formal training experiences usually do not yield this much clear-cut information, so the students would need to supply other facts. For example, if the students' training program did not include testing or a graded component (which is true of many seminars and conferences), a certificate stating the students attended the event will not prove that they learned anything.





c.
To strengthen the students' evidence, the topics covered should be discussed in detail, mentioning any occasions where the students applied what was learned and introduce any handout materials received or notes taken as evidence.





d.
Introducing the evidence within the narrative is essential, because it will demonstrate and clarify its place in the learning process to ensure that it does not become confusing or meaningless to the faculty assessor. As an easy reference point, they should try to label each piece of evidence (such as “Attachment #1, #2, #3…” or “Exhibit A, B, C…”). Not only will this help the faculty assessor check for evidence quickly while reading through the narrative, it will make the students' job easier when reviewing the narrative to ensure it accounts for each piece of documentation.





e.
There are several ways for students to introduce evidence. If learning experiences are not very numerous, students may prefer to outline them first and then discuss the evidence and how it relates to the knowledge. If there are a substantial number of experiences, it may be easier to cite the corresponding evidence where it fits into the discussion.


E.
Documentation



1.
Presentation




Presentation of adequate evidence of learning is a vital step in the assessment process and a prerequisite for quality assurance in achieving CAEL: Standards I, II, and III (credit only for an appropriate level of learning that has an appropriate balance of theoretical and applied knowledge and skills).





2.
Purpose of Documentation






It is useful to recognize that documentation may serve several 





functions. For example, documentation:

· May in itself be a useful learning experience for students even if it serves no administrative purpose.

· Can be viewed as an accumulation of descriptive information useful in assessment.

· Can be seen largely as a means of consulting third-party expertise.

· Can serve as a record for both the students and the institution.

· Provides direct evidence of the knowledge and skills.

· Pertains specifically to the topics in the course description.

· Supports the statements in the narrative about the learning experiences.





3.
Types of Documentation

Documentation of prior learning comes in many forms, including certificates, letters, awards, and direct evidence such as work samples or other learning products. In most cases, students will need to supply two types of evidence, direct and indirect, to justify the request for credit.






a.
Direct evidence is documentation of the student's actual learning in a 







subject area. This includes:







1) Samples of the student's work performance







2) Official verification of the student's proficiency level







3) Examples showing the student's actual accumulation of knowledge 







Examples of direct evidence

· Articles, reports the student has written

· Audio or audio/visual tapes of the student's ministry

· Curriculum plans the student has prepared

· Manuals or brochures the student has written or designed

· Computer programs the student has written

· Learning products (e.g., learning logs, essays, or work samples)

· Certification (e.g., licenses or rank attained)

· Verification of accomplishment (e.g., a prize or musical program)






b.
Indirect evidence is supportive documentation which clarifies the 







students' direct evidence by confirming that the work presented is 







actually theirs or verifying details about the learning activities.







Examples of indirect evidence:

· Evaluation letters or job performance reports

· Magazine or newspaper articles about the student and accomplishments

· Awards, commendations, or citations

· Resumes

· Description of job requirements

· Description of license or certification requirements

· Performance evaluations





4.
Other Sources of Documentation

a.
Academic experiences as evidence of learning (direct*)

· Course transcript*

· Completed class assignments*

· Notes taken in class*

· Test scores*

· Graded tests, reports, or other evaluations*

· Training manual, textbook, or other literature used

· Annotated bibliography or list of materials used

· Certificate of attendance

· Proof of enrollment

· Diploma

· Assigned reading list

· Official course description or syllabus

b.
Work experience applies to any position the students have held which produced knowledge of the course material. Be sure that for each experience, the following is noted:



· Name of the church or organization

· Name and title of the student's supervisor

· A summary of the student's position, including all duties and responsibilities

· Number of persons the student supervised and their duties

· Explanation of how it contributed to the student's learning the course material

c.
Training experience includes any type of instruction, from formal classes to informal instruction gained in a casual setting. Wherever applicable, be sure to note the following:

· The nature of the training

· Where the training was received

· Purpose of the training (job-related, for certification, etc.)

· Methods used (classroom, lab, tutoring, etc.)

· Books, manuals, films, or other materials used

· Assignments given (reading, projects, problems, etc.)

· Means of evaluation (tests, class participation, reports, etc.)

· Length of time spent on training





5.
Selecting Documentation

Students should take care in discriminating whether particular documentation describes experience, describes learning, or provides evidence of learning. Evidence of learning may be direct in the form of a detailed report or other student product or indirect in the form of evaluative testimony.

If certificates or similar documentation are taken as evidence of specific competence, periodic checks should be undertaken to ensure that the meaning of the certificate has not changed.

Students should provide enough documentation to show the grasp of the subject as outlined in the course description. Portfolios must not be padded with extraneous information. If further evidence is needed, the portfolio advisor will contact the students to address 

any questions.

Documentation is critical to successfully earning credit through an assessment of prior learning. Make sure that the evidence presented validates beyond question that students possesses the level of knowledge that they claim. Students must ensure that documentation covers several different aspects of learning. It should:

a.
Describe the knowledge in as much detail as possible. Look at the section on “Identifying Learning.” Does the documentation which is provided answer those questions?

b.
Show some general applicability. For example, knowing the personnel procedures at one organization is useful, but does the documentation demonstrate the ability to apply those accumulated personnel skills in more than one way?

c.
Relate to academic disciplines. Documentation must convey a relationship to an academic discipline traditionally taught in the classroom.

d.
Demonstrate knowledge of theory and application. In many cases, people either have theoretical or practical knowledge of a given subject area. When the students select documentation, both must be demonstrated. Each subject area may have a different emphasis, but almost all subject matter contains both theoretical and practical components. Does the documentation show both facets of that knowledge?

e.
Verify the knowledge. This is the main function of the students' documentation. Does the student explain how each piece of documentation verifies the knowledge?





6.
Documentation Letters

The practice of obtaining letters to document learning should serve to clarify the nature of the learning and the dependability of the source of evidence. The credentials of individuals writing letters in support of student learning should be clear.







a.
Individuals writing such letters should:

· Know the student.

· Have firsthand knowledge of the experiential learning cited.

· Understand that the purpose of the letter is for verification of the student's learning rather than recommendation.






b.
A documentation letter should:

· State the author’s qualifications for commenting on the student's activities and expertise.

· State the nature of the author’s relationship to the student.

· State the author’s credentials as an expert.

· If appropriate, be written on official stationary.

c.
In evaluating performance, authors of documenting letters should be asked:

· To give an accurate indication of level of competence in relation to a criterion standard.

· If possible, to compare the student's performance with that of individuals in a known reference group.

· To give an indication of personal development seen in the student.

· To explain the nature of the working relationship with the student and the length of time it continued.

· To specify what was expected of the student and how well the student accomplished those tasks or projects.

· To relate the information to the specific course description(s).

· To comment directly and separately on each learning experience being verified.

d.
Documenting letters should not be perceived merely as letters of recommendation or commendation. The content of documenting letters should include, but not be limited to:

· a description of the duties and responsibilities.

· tasks involved in the experiential learning under consideration.

· documentation that verifies learning.





7.
Unavailability of Documentation

In some cases, evidence of student learning either cannot be obtained or does not provide the assessor with enough information to make a decision. This is generally true of theory-based courses, where the real proof of the students' knowledge lies in how well they can demonstrate it in the narrative or on an oral or written examination. It also may apply to skill-based courses, especially if the skills were self-taught and students cannot provide employer or instructor verification. Documentation of skill as a preacher, teacher, musician, or music leader, for instance, would be best supplemented by an audio or video tape.

To compensate for the lack of evidence, students may choose one of 
several options:






a.
Request an examination through the Portfolio Assessment Program.






b.
Undertake a Portfolio Study.






c.
Ensure that the narrative is extensive enough to fully elaborate on the 






depth and breadth of knowledge in the subject area.





8.
Authenticity of Documentation

Excessive documentation, attractively presented, will not compensate for poor performance in assessment or questionable relevance of learning to the degree objective.

a.
Excessive documentation, attractively presented, will not compensate for poor performance in assessment or questionable relevance of learning to the degree objective.

b.
Assessors will take all reasonable steps to ensure that evidence of learning is accurate and that the student is in fact responsible for work presented.


V.
Evaluation Procedures



A.

Determination of the Degree and Level of Competence Achieved





1.
CAEL: Standards

This step in assessment involves determining the extent and nature of the knowledge or skill acquired. The principles and procedures that are followed in this part of the process will support the achievement of several of the CAEL: Ten Standards. Perhaps most importantly these principles and procedures are clearly related to CAEL: Standard IV: ensuring that competency judgments are made by qualified experts. There is also a close relationship with CAEL: Standard IX: the role of adequate training of assessors. Accuracy of judgment is particularly essential since inconsistency from one judge to another is unfair to students and may discredit the assessment process. Quality assurance depends on both the reliability and validity of the measurement process.





2.
Methods of Measurement

Assessment of experiential learning will employ measurement methods that fit the nature of the learning. Some learning experiences develop competence in a specific well-established subject area, in which case a standard appraisal technique such as an objective test may be appropriate. Much experiential learning, however, is characterized by different learning outcomes. In this case, more holistic methods of expert judgment will be used to determine the nature and level of individual learning outcomes. These include product assessment, interviews, oral examinations, simulations, essays, performance assessments, 
etc.

In measuring an individual’s learning, the assessor will use techniques that are appropriate to the background and characteristics of the learner. In no event will an extraneous handicap or learning disability be allowed to invalidate the assessment.





3.
Forms of Evidence of Learning

Whenever appropriate, assessors should seek different forms of evidence of learning and use more than one type of assessment in order to reach a valid judgment. If, for example, a student seeks credit for an unusual set of accomplishments or a variety of specialized work competencies, it may be necessary to obtain (a) detailed information concerning the nature of the achievement and testimony as to the accuracy of the claim, and (b) an expert assessment from another source as to the depth of such learning and an appropriate basis for determining credit equivalence.





4.
Direct Comparison with Established Criterion

Whenever possible, it is highly desirable to assess learning by direct comparison with learning objectives or criterion standards stated in clear language so that it is possible to decide whether the learning has or has not been acquired. Course requirements stated in competency-based terms will be easier to validate than courses whose requirements are characterized by 

 input rather than outcomes statements.





5.
The Assessment Interview

Due to its flexibility in dealing with highly individual learning, the assessment interview is a common method of assessing experiential learning. If the interview is to support reliable and valid assessment, it is particularly important that it be carefully planned and carried out.

a.
All assessment will be carefully planned. Detailed written procedures, instructions, and background material will be available to faculty concerning any assessment procedure routinely used by Baptist Bible College & Seminary.

b.
Specialized assessment techniques such as role-playing or simulation are not being promoted for use unless there are assessors readily available who are sufficiently familiar with such methods to use them with confidence.

c.
Reasonably standard conditions and arrangements for assessment will be maintained in accord with Baptist Bible College & Seminary’s guidelines unless the nature of the assessment problem suggests otherwise, in which case deviations in procedures should be clarified and agreed to beforehand.

d.
While it is imperative to fit the assessment to the learning and to the student, assessors will follow guidelines that have been carefully designed to ensure fair assessment.

e.
As much as possible, the results of individual assessment will be objectively stated. Even though the assessment process may emphasize a subjective, holistic judgment, the assessment will be as explicit as possible in identifying what specific learning outcomes were involved, what levels of competences were reached, and what standards were employed.

f.
Objectivity not only fosters accurate assessment and minimizes misinterpretation, it also facilitates quality control of the assessment process itself by making it possible to compare assessments and to determine how they were reached.





6.
Self-Assessment by the Student

Self-assessment is often desirable as a means of enhancing personal development and awareness of the implications of acquired skills. It is also an important element in learning about the learning process.

When self-assessment is used, it will be supervised with appropriate steps to educate students on how to assume responsibility for education and how to present evidence of learning so that it may be verified by the appropriate faculty member before credit is awarded.



B.

Determination of Credit Equivalency





Students must submit a completed portfolio to the Director of Distance 





Learning to begin the formal process of credit determination.





1.
Faculty Consultant

Each portfolio is assessed by a faculty consultant who has expertise in that particular subject. The faculty consultant will determine whether or not the student’s knowledge of the subject is equal to be a level grade of “C” or better. If so, then it will be recommended that the student receive credit. 

If the student’s knowledge is judged to be insufficient, the faculty consultant will recommend that credit be denied. If the faculty consultant decides that more information is needed in order to make a determination, the student may be asked to submit additional evidence, take an examination, or be interviewed. The latter practices are often used in cases where students have acquired knowledge of a subject that cannot be documented.

The timeframe for three credits of Portfolio Assessment is generally one to two months, but the process may take longer if more information is needed from the applicant or if a faculty consultant is not available immediately.





2.
CAEL: Standards for the Determination of Credit

a.
Credit should be awarded for only an appropriate level of learning with a balance of theory and practice demonstrated in the learning outcomes. Each course will have its own balance, e.g., a Bible/theology course will have a greater theological component than a methods-of-teaching class.

b.
Credit determination will be made by faculty consultants who are experts in the particular areas of curriculum and course content being assessed, and who have a thorough understanding of adult learning and assessment techniques.

c.
If credit is granted or denied, a clear justification by the consultant shall be given.

d.
The opinions of faculty experts from other accredited institutions may be used to document an individual’s learning.

e.
Credit will be granted by a comparison of the actual course content to the individual’s learning outcomes. The course competency chart, narrative, and annotated bibliography from the portfolio guidelines are used to demonstrate this.

f.
Duplication of credit will be avoided. If it has been determined that credit has been granted by another institution, then duplicate credit will not be awarded for prior learning.

g.
Partial credit for a course or module may be granted if a major component of that course or module is not shown to have been mastered by the portfolio or other evidence presented (e.g., if there is no theoretical component or no practical component of the required combination of theory and practice, partial credit – that is for the part of the course or module on which the required learning was documented – may be granted).

h.
Learning outcomes can be documented via evidence provided in a portfolio presented to support a learning claim, or by the course description supporting a transcript of credit awarded from another institution if that description specifies minimum required learning outcomes.

i.
Institution Challenge Exams (ICE) will be provided, in selected courses, for students who can justify prior learning or who need to further document portfolio submission.

j.
To ensure institutional integrity, quality control and a blend of traditional and experiential learning, Baptist Bible College & Seminary has determined that a limit of 30% of the required credits can be granted from a combination of portfolio,  Institutional Challenge Exam, CLEP, Advanced Placement or other means of gaining credit through non-classroom means. The credit hours earned through any of these means will be used to complete the necessary elective credits. Students must complete the remaining required classes through resident or online class work. Baptist Bible College & Seminary reserves the right to limit the selection of courses which can be accomplished by means other than classroom teaching. A limit of 30 credit hours may be obtained through Portfolio Assessment.



k.
All criteria for awarding credit should be rigorous and reasonable in relation to the goals and character of the institution and the nature of its students.

l.
Criteria for awarding credit for prior learning should be the same as or comparable to standards for crediting other more traditional forms of learning. Neither should be more or less difficult to attain.

m.
Evaluation should be in terms of learning outcomes. In addition, it is frequently desirable to incorporate normative judgments, especially in so far as competence is often conceived in reference to ability to compete at a particular level.


VI.
Appealing a Denial of Credit

If a student is notified that the faculty consultant has denied credit for the portfolio, the student has the right to appeal this decision. The student will have thirty days from the date of denial to submit a written appeal to the Director of Distance Learning.

These appeals are reviewed by a committee which makes the final decision on disputes over the awarding of credit. An appeal of credit denial will be reviewed provided that the student has:



a.
Submitted it in writing.



b.
Filed it within the required time period, and



c.
Compiled with any request from the faculty consultant for additional information 




or testing.


VII.
Assessment of Prior Experiential Learning

	Steps
	Division of

Responsibility
	Relevant

Standards

	Identification: 

Review experience to identify potentially creditable learning
	Primary responsibility rests with the faculty, but ideally assisted by portfolio course
	Standards I and II. (Credit is for learning not for experience, and it must be an appropriate level)

	Articulation: 

Relate proposed credit to academic, personal, and professional goals
	Joint responsibility of learner and faculty
	Standard V. (Learning must be relevant to academic program and goals)

	Documentation:

Prepare evidence to support claim for credit
	Primary responsibility rests with the learner, but ideally is assisted by a portfolio course
	Standards I, II, III. (Credit is granted only for an appropriate level of learning with appropriate balance of theory and practice)

	Measurement:

Determine the degree and level of competence achieved
	Faculty
	Standards I, II, III.

	Evaluation:
Determine the credit equivalency
	Faculty
	Standard IV. (Credit awards must be made by faculty)

	Transcription: 

Prepare a useful record of results
	Administration with advice of appropriate faculty
	Standard VI. (Avoid duplication)



VIII.
Ten Standards for Quality Assurance – CAEL



A.

Academic Standards




I.
Credit should be awarded only for learning, and not for experience.




II.
Credit should be awarded only for an appropriate level of learning.





III.
Credit should be awarded only for learning that has a balance, appropriate 






to the subject, between theory and practical application.





IV.
The determination of competence level and of credit awards must be made 






by appropriate subject matter and academic experts.





V.
Credit should be appropriate to the academic context in which it is accepted.




B.

Administrative Standards





VI.
Credit awards and transcript entries should be monitored to avoid giving 






credit twice for the same learning.





VII.
Policies and procedures applied to assessment, including provision for 






appeal, should be fully disclosed and prominently available.





VIII.
Fees charged for assessment should be based on the services performed in 






the process and not determined by the amount of credit awarded.





IX.
All personnel involved in the assessment of learning should receive 






adequate training for the functions they perform, and there should be 






provision for continued development.





X.
Assessment programs should be regularly monitored, reviewed, evaluated, 






and revised as needed to reflect changes in the needs being served and in 






the state of the assessment arts.


IX.
Portfolio Study

The Portfolio Study combines Portfolio Assessment and independent study. It is designed for students who have extensive experience in a specific area but are not able to document the learning aspect for the Portfolio Assessment. It is an option for the serious student who wishes to round out knowledge in a course area or add depth to general knowledge of a subject. Students prepare a syllabus for the selected course of study which details how the needed learning is documented. Valid learning may come from a planned course of reading, seminars, Church Leadership Institute, or other avenues available.





A.

Candidate for Portfolio Study

The suitable candidate for Portfolio Study does not possess the quality or quantity of knowledge in a subject to earn credit through Portfolio Assessment alone. The Portfolio Study Program is an opportunity for students with a practical, hands-on knowledge of a subject who are seeking to learn its theoretical aspect, or someone who possesses knowledge of a subject but has no evidence to substantiate it.



B.

Steps in Portfolio Study

As in ordinary Portfolio Assessment, the student plays an active role in the design of the Portfolio Study. The first step is the preparation of an initial portfolio which contains a course description and a narrative. The Portfolio Study narrative is somewhat different from those in regular portfolios, in that it also discusses the learning which has yet to take place. It should both identify what students already know about the topic, as well as what they still intend to learn. The students' prior knowledge of the subject will be supplemented by research, participation in a seminar, or other means of learning on specific components of the course as outlined in a syllabus.

The narrative in a Portfolio Study is similar to a course syllabus. It contains a learning plan, the specific topics to be studied, a bibliography, the desired learning outcomes, and how those learning outcomes are to be measured  (through testing, written assignments, oral reports, for example). The student will design the Portfolio Study content and requirements, although this may be revised by the faculty consultant or the portfolio advisor. Unlike an ordinary portfolio, the Portfolio Study’s initial portfolio contains no evidence.

The first step is for the student to submit the initial portfolio to the Director of Distance Learning, who forwards it to the faculty consultant for careful review of the suggested plan of learning. After any adjustments have been made, the student will receive an appraisal from the faculty consultant. The student can then begin the assigned work. Upon completion of the course of study, the student will send in assignments to the portfolio advisor for a decision regarding credit recommendation. As with any ordinary portfolio, there is no guarantee of credit upon completion of the assigned work.





The process of Portfolio Study may be outlined as follows:





1.
Source of learning is selected and approved (CEUs from the Church 






Leadership Institute are acceptable)





2.
Student conducts self-assessment and writes Portfolio Study narrative





3.
Initial portfolio is submitted to the Director of Distance Learning





4.
Faculty consultant reviews initial portfolio





5.
Faculty-student discussion (optional)





6.
Revisions of syllabus sent to student





7.
Faculty-student discussion (optional)





8.
Student studies material as outlined





9.
Student completes assignments




 10.
Final assessment is made



C.

Using a CEU for Portfolio Study





Students may use Continuing Education Units (CEUs) earned from the Church 





Leadership Institute as a part of the learning portion for a Portfolio Study.


X.
Costs

A. The PA800 course will cost a registration fee of $200.00. This will enable the student to have access to all of the paperwork and resources for the portfolio course. (eLearn, PLA Procedure, PLA Policy, and etc.) The registration fee is non-refundable and is payable prior to receiving any documentation.
B. Evaluation of Experiential Learning Credits
There is an additional fee of $100 per credit hour petitioned for the evaluation process. The fee is used to cover the costs of the evaluation process only and does not in any way indicate that the experiential learning credits which are to be evaluated will be accepted by Baptist Bible College & Seminary. The evaluation fee is non-refundable and is payable prior to any documentation being evaluated.
C. Granting of Experiential Learning Credits
At the completion of the evaluation process, the student will be assessed at a rate of an additional $100 per credit hour for all prior learning credits granted. At this time the prior learning credits will become part of the student’s permanent transcript. This fee is non-refundable and is payable prior to any credits being posted on the transcript.
�50% of credits from PLA and 50% from Residential/online at BBC or from any school?
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