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Prior Learning Assessment at Grantham University
Grantham University recognizes that a great deal of learning occurs outside a university classroom.
Often worthy of college credit, this “prior learning” (also called experiential learning) comes in
various forms and is categorized as sponsored (e.g., corporate training, professional certifications,
continuing education, etc.) or unsponsored (e.g., internships, volunteer work, etc.) learning.
Through Grantham’s Prior Learning Assessment (PLA) program, you can submit evidence of
professional and experiential learning for evaluation for potential college credit.
Prior Learning is defined as the skills, knowledge, and competencies that people acquire from their
work experience, volunteerism, community activities, travel, artistic endeavors and hobbies.
Assessment is defined as the process by which experiential learning is identified, evaluated and
equated with an amount of college credit.
The Prior Learning Assessment program is coordinated by the Registrar’s Office. Inquiries regarding
the awarding of credit and the evaluation of experiential learning should be made to your Admissions
Representative or Student Adviser. In order to seek credit through PLA, the student must be enrolled
at Grantham University and have successfully completed English Composition I with a grade of C or
better with Grantham University or at another institution.
Students may earn credit through Prior Learning Assessment in two ways:
• N
 ational Standardized Examination – e.g., AP, CLEP, DSST, Excelsior, StraighterLine, Sophia
Learning (Note: Students should visit the respective websites of each for more information. If
a standardized exam is available for a course, a petition for PLA credit cannot be submitted.)
• F aculty evaluation of Description of Experience essays
Students may earn credit in either or both methods of Prior Learning Assessment. Students must
have room in their degree program for PLA credits.

PLA BENEFITS FOR ADULT LEARNERS
• Enhances value of life-long learning
• Formalizes the learning process
• Saves time
• Saves money
• Lessened time to graduation
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TYPES OF PRIOR LEARNING
Sponsored Learning is defined as some classroom learning, such as trade school, vocational school,
continuing education units, professional development, etc. that took place outside of the traditional
college setting. These classes are sponsored by an institution or an agency. Acceptable forms of
sponsored learning include, but are not limited to:
• T
 raining which has been evaluated and is listed in the ACE National Guide to College Credit for
Workforce Training
• T
 raining which has been evaluated and is listed in the National College Credit
Recommendation Service (formerly PONSI)
• G
 overnment sponsored training and certifications, police and corrections academy trainings
• P
 rofessional licenses (e.g. Real Estate Salesperson)
• P
 rofessional, occupational and vocational certifications (e.g. Certified Addictions Counselor)
• C
 orporate training or professional development (e.g. managerial training)
• C
 ontinuing education (e.g. education required to maintain licensure or certification)
• O
 nline courses (e.g. self-paced certification or license preparation classes)
Unsponsored Learning or experiential learning is defined as formal, supervised learning experiences
that rely substantially on students’ applying through direct experience the knowledge and information
acquired through reading, simulations or electronic exercises, faculty instruction or other modes of
learning directly within the context and duration of the course. Consequently, experiential learning
entails the integration of knowledge (the concepts, facts and information acquired through formal
learning and past experience), activity (the application of knowledge to a “real world” setting) and
reflection (the analysis and synthesis of knowledge and activity to create new knowledge). Examples
of unsponsored learning may include, but are not limited to:
• Internships, externships or on-the-job training experience in a given field of work
• F
 amily, community or volunteer experiences which resulted in college level learning

PRIOR LEARNING ASSESSMENT FEES
Fees are based on the assessment services performed, not by the amount of credit awarded. All fees
are non-refundable.
• S
 ponsored prior learning (per submission): $125.00
• U
 nsponsored prior learning (per submission): $250.00
• C
 ombination of sponsored and unsponsored prior learning (per submission): $250.00
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DESCRIPTION OF EXPERIENCE ESSAY ASSESSMENT
A Description of Experience Essay is a reflective essay by the student on a topic that is based
on post-high school experiences in which the student acquired college-level learning. The essay
demonstrates understanding of the experiential learning process by aligning personal experience
with the learning outcomes of a Grantham University course. Essays are evaluated by faculty Subject
Matter Experts to determine if the described learning outcomes along with the evidence submitted
are sufficient to earn college credit.

HOW TO ASSEMBLE YOUR PLA SUBMISSION
All PLA submissions must follow this format. All pieces of the submission outlined below should be
combined into one document and include a title page and professional resume. Submissions that do
not follow this format will not be accepted.

PRIOR LEARNING ASSESSMENT FORM
This form can be found on the Grantham PLA landing page. The form will need to be filled out in
its entirety.
http://www.grantham.edu/admissions/transfer-and-other-credits/

COVER LETTER
This is a short introduction to the evaluator outlining the area or areas that are covered in the essay.

TABLE OF CONTENTS
The table of contents should list all major sections, subtopics in each section and all additional
topics or items included in the essay. Each entry must have an accurate page number.

DESCRIPTION OF EXPERIENCE ESSAY
Each essay is unique, but each essay will contain the following elements:
DETAILED AUTOBIOGRAPHICAL DESCRIPTION OF EXPERIENCE
In the essay, the student provides a written self-portrait. The student will tell something about
themselves, highlighting experiences both personal and professional that exhibit growth, goals and
the reasons for seeking credit for prior learning. This statement should be a minimum of three
typewritten double-spaced pages. The following should be included:

GRANTHAM.EDU | Page 4

• An introduction of the student, including educational and career goals
• Plans for further education after earning the degree
• A description of how educational goals relate to family, work and community life
• A description of the motivations for earning the degree
• A
 conclusion that sums up the student’s intention for earning credit through the assessment
of prior learning
DISCUSSION OF PRIOR LEARNING AND HOW IT RELATES TO THE COURSE(S) BEING SOUGHT FOR CREDIT
The student will want this part of the essay to cover:
• The academic course for which credit is being sought
• The area of the degree program into which any prior learning credit will fit
The student should be as specific as possible about what part of the degree and/or the course
requirement the prior learning credit will fulfill. Experiential learning will rarely exactly parallel
specific courses; however, the student must identify the Grantham course that is similar to the
student’s past experiences. Refer to Grantham University’s catalog for specific course descriptions.
(http://www.grantham.edu/resources/grantham-university-catalog/).
Detailed Analysis of What I Learned from the Experience
This part of the essay is referred to as the “analysis of learning.” In this section, the student
will identify the theories, guidelines or principles learned from past experiences. Answers to the
questions for each part of this section should be at least two-to-five paragraphs. This section is
the most important part, or heart, of the essay. In this section of the essay, the following questions
should be answered:
• What course objectives were achieved from the experience?
• How did the student apply what was learned to the job or personal life?
• How can this knowledge be applied to other areas of life or to other jobs?
• What difference does it make in the student’s life to have this knowledge?
• C
 an the theories, rules, laws, guidelines or principles that have been learned from the
experience be identified?
More than factual knowledge must be demonstrated. Evaluators will be looking for evidence that the
student understands and has thought about what he or she knows.
If more than one course is being sought there must be a separate discussion for each.
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DOCUMENTATION
Effective documentation is required and provides evidence and support of what the student knows.
The documentation should be reflective of the learning experiences written about in the essay. Only
include documentation that supports the essay. Suggested examples of documentation (this list
is not exhaustive and certain courses may require additional documentation as determined by the
Faculty Subject Matter Expert):
• L
 etter from employers
• Licenses
• Certificates
• Resumes
• P
 roducts of your work (books, patents)
• Proposals
• Job descriptions/classifications
• O
 fficial forms or records/performance evaluations

PLA SUBMISSION PROCESS
Step 1: Ask about credit for prior learning
Current students should contact their student advisor to learn more about prior learning. Prospective
students interested in learning more should contact Grantham at (800) 955-2527.
Step 2: Create your submission
• Gather documentation
• D
 evelop your Description of Experience (Follow the guidelines outlined above in this
handbook.)
• C
 omplete PLA submission form
• S
 end completed submission to your Student Advisor or Admissions Representative
Step 3: Make Payment
Once you receive notification via email that your submission has been accepted, submit fee payment.
Do not make payment until you have received confirmation that your submission has been accepted.
The acceptance notification will provide steps on how to make payment.
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Step 4: Evaluation
Grantham’s evaluation of potential credit begins after it is determined all required information has
been received and payment has been made.
Step 5: Credit determination
You will be notified of the credit award decision following the four-week evaluation period.

PLA CREDIT POLICIES AND PROCEDURES
The Grantham University PLA program complies fully with the Council for Adult and Experiential
Learning (CAEL) standards for excellence and the Distance Education Accrediting Commission
(DEAC) credit for experiential learning policies.

ASSESSMENT STANDARDS
Grantham University adheres to CAEL academic standards by using the following assessment criteria:
• C
 redit will be awarded only for learning, not for experience
• C
 ollege credit will be awarded only for college-level learning which meets the academic
standards of Grantham University
• T
 he process of applying for credit will be viewed as an integral part of the learning process
• T
 he determination of credit awards and competence levels will be made by appropriate subject
matter and academic experts
• C
 redit will be appropriate to the academic context in which it is accepted

ADMINISTRATIVE STANDARDS
Grantham University adheres to CAEL administrative standards by using the following assessment
criteria:
• T
 ranscript entries for PLA will clearly describe what learning is awarded credit – students will
not be awarded PLA credit that duplicates credit previously earned through transfer or other
means, and credit will not be given twice for the same learning
• P
 olicies, procedures and criteria applied to assessment will be fully disclosed to students in
the Grantham University Catalog and the Grantham University website
• F
 ees charged for the assessment of prior learning will be based on services performed, not by
the amount of credit awarded – fees will be non-refundable
• A
 ll personnel involved in the assessment process will receive initial and ongoing training and
professional development

GRANTHAM.EDU | Page 7

• T
 he Prior Learning Assessment Manager will be responsible for the planning, implementation,
and monitoring of the PLA program (In conjunction with the Academic’s department, the
Prior Learning Assessment Manager will develop and oversee the academic policies for
prior learning assessment and will monitor, review, evaluate and revise the PLA policies and
procedures as needed.)

PLA CREDIT PARAMETERS
Grantham University has implemented the following credit parameters regarding the awarding
of Prior Learning Assessment (PLA) credits:
• It is the student’s responsibility to provide evidence of learning
• P
 LA credit will be awarded only in areas which fall within the regular curricular offerings
of Grantham University
• S
 tudents cannot submit remedial courses for PLA credit
• P
 LA credit may not be counted toward the residency requirement in a degree program
• P
 LA credit is posted to the transcript as credit earned (without a grade) and does not affect
a student’s grade point average
• G
 rantham University PLA credits may or may not be transferable – it is the student’s
responsibility to find out if credits will transfer to an institution that the student may plan to
attend in the future
• If documentation is not in English, a certified translation of all documents is required
• A
 ppeals/Exceptions to the stated policies and procedures will be handled by the University
Registrar

PLA CREDIT LIMITS
Undergraduate Degrees
• S
 tudents may use PLA credits for up to 25% of their degree program – however, PLA and
transfer credits combined cannot be more than 75% of the degree program
• P
 LA credit cannot be used to satisfy Capstone courses
• P
 LA credit cannot be used to satisfy Nursing courses
• P
 LA credit cannot be used to satisfy upper level courses from the College of Engineering &
Computer Science
• A
 dditional courses may not be satisfied through PLA (For a complete list contact your Student
Advisor or Admissions Representative.)
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Graduate Degrees
• S
 tudents may use PLA credits for up to 25% of their degree program – however, PLA and
transfer credits combined cannot be more than 25% of the degree program
• P
 LA credit cannot be used to satisfy Capstone courses
• P
 LA credit cannot be used to satisfy Nursing courses

REQUESTING CREDIT FOR STUDENT SUCCESS COURSE
If you have significant experience learning in an online environment, you may request PLA credit for
the Student Success course. You will need to an official transcript in order for your request to be
considered.
Undergraduate
• A
 ll GU undergraduate students, who have earned less than 12 undergraduate level credit
hours, will be required to take GU100 in their first term
• If you have earned 12 or more credit hours through an online undergraduate program, you may
request PLA credit for GU100
Graduate
• A
 ll GU graduate students, who have earned less than 6 graduate level credit hours, will be
required to take GU500 in their first term
• If you have earned 6 or more credit hours through an online graduate program, you may
request PLA credit for GU500

PLA CREDIT APPEALS POLICY
If you are dissatisfied with your PLA results, you have the right to appeal. Please note the
guidelines below:
• Y
 ou must submit a request for an appeal to the PLA Committee at pla@grantham.edu in
writing within four weeks of the date of the credit award letter or notification – appeals
received after this date will not be considered
• Y
 ou will be required to describe the grounds for appeal, and must provide documentation to
support the claims (If you are denied credit due to insufficient documentation, this is not a valid
reason to appeal. In this case, you must obtain additional documentation and resubmit through
the PLA process. Resubmitting following the loss of an appeal will not incur additional fees.)
• T
 here is a limit of one appeal per PLA submission – all credit decisions in an appeal are final,
and a credit appeal review may result in more or the same credits being awarded

GRANTHAM.EDU | Page 9

SAMPLE STUDENT SUBMISSION
TITLE PAGE

SUBMISSION FOR PRIOR LEARNING ASSESSMENT

Submitted to
Office of the Registrar

by
Michael R. Student

DATE: MM/DD/YY

PHONE: XXX-XXX-XXXX
GU EMAIL: mstudent13@grantham.edu
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SUBMISSION FORM
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COVER LETTER

Prior Learning Assessment
Office of the Registrar
Grantham University
16025 West 113th Street
Lenexa, KS 66219

Dear :
Attached is my submission of prior learning which I am submitting for credit consideration.
This submission is a comprehensive documentation of my work experience over the past 20 years.
This includes both experiences gained while working in the automotive industry and documents from
traditional and non-traditional training acquired during that time through the military, on-the-job
training and apprenticeship programs.
This prior learning is being submitted for credit which will be applied toward my B.S. degree in
Management of Technology. The areas of specialization represented by my PLA credit are employee
training and development and employee supervision.
Although my experiences have basically been related to the automotive industry, the administrative
and technical concepts and philosophies I have acquired would apply to any field. Training received
such as (highlight most significant and applicable training received), etc. can be applied in many
fields. Proficiencies gained on-the-job such as (list most relevant work experiences that have
contributed to your learning in this field) are also applicable to other industries.
In this submission I have identified and described each competency and supplied documentation of
my relevant experiences. Listed below is the title of each course in this submission for which I am
seeking credit:
• C
 J201 Police Systems and Practices
• C
 J302 Criminal Procedure

Sincerely,

Michael R. Student

GRANTHAM.EDU | Page 12

TABLE OF CONTENTS

Professional Resume
Detailed Autobiographical Description of Experience
Discussion of Prior Learning
Detailed Analysis of What Was Learned
References
Documentation

GRANTHAM.EDU | Page 13

PROFESSIONAL RESUME

Michael R. Student
1300 Chiefs Drive • Parsons, Kansas 67357
(620) XXX.XXXX (H) • (620) XXX-XXXX (W)

WORK EXPERIENCE

Johnson Motor Corporation
Bedford, Tennessee

1989- Present

• Senior Manufacturing Supervisor: 1996 – 1999
—— Supervised shift work group of 10 maintenance technicians and one lead
—— P
 rovided maintenance, troubleshooting, and diagnostic assistance for Manufacturing
related computer applications
—— Implemented and supported software systems
—— Provided source code management
—— U
 tilized technical writing skills for the development of software application related
documentation
—— U
 tilized project management skills for leading Software Developers and conducting
User Group meetings

EDUCATION

Grantham University
Athens, Alabama

2012 – Present

• Completing B.S. Degree in Management of Technology with a minor in Marketing
Wagner Technical University
Wagner, Minnesota

1988 – 1990
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DETAILED AUTOBIOGRAPHICAL DESCRIPTION OF EXPERIENCE

Example Passage:
I graduated from the University of Nevada, Las Vegas, with a Bachelor of Art’s Degree in Criminal
Justice in December, 1994. On February 13, 1998, I began my career with the Nevada Department
of Public Safety, Parole and Probation Division as an Officer. I completed the Nevada Police Officers
Standards and Training (POST) Basic Academy and earned a Category 1 certificate after successful
completion of 480 hours of training (Exhibits A and B). My first assignment was to author PreSentence Investigation (PSI) Reports for defendants convicted of Gross Misdemeanor and Felony
offenses. I graduated from theft and drug offense PSI Reports to violent and sexual offense PSI
Reports. I transferred to field supervision and began community supervision of offenders convicted
of theft and drug related offenses. Two years later transferred to the sex offender unit and began
community supervision of violent and sexual offenders.
On February 12, 2004, I was promoted to Sergeant. My first assignment was supervising four
Parole and Probation Officers that provided community supervision to theft and drug offenders. I
transferred to the Training Unit and began supervising field training officers and new officers who
just graduated from the Academy.
On December 5, 2005, I was promoted to Lieutenant and transferred to the Highway Patrol Division
(NHP). My first assignment was in Administration supervising one sergeant, one trooper, three
non-sworn supervisors, and 13 non-sworn staff members. I transferred to Day Shift Operations and
supervised four sergeants and 24 troopers. My last assignment in Las Vegas was managing the
Communications Center. My staff consisted of four dispatch supervisors and 16 dispatchers.
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DISCUSSION OF PRIOR LEARNING

Example Passage:
My prior learning in Law Enforcement is directly related to my Criminal Justice Major (CJ).
I chose Criminal Justice because of its relevance to my career as a police officer and my long-range
educational goals of obtaining a master’s degree in Police Administration. The learning I acquired
during my twenty-two years as a police officer is directly related to the knowledge and skills required
for a degree in Criminal Justice. The courses listed below are both reflective of my prior learning and
an appropriate curriculum for my chosen major.
As a police officer with decades on the job, I have prior learning experience at several levels of
criminal justice. Integrated into my practical experience or hands-on learning has been an excellent
police academy training program. This formal training has ranged from classroom training on basic
law enforcement, to police management, and criminal investigations. My organization has a strong
commitment to education and has provided me with over eleven hundred hours of formal training.
I certainly would not argue that my prior learning relates exactly to the courses listed below;
however, from examining course descriptions, I believe my learning experience falls in the general
areas of these courses.
• C
 J201 Police Systems and Practices
• C
 J302 Criminal Procedure
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DETAILED ANALYSIS OF WHAT I LEARNED FROM THE EXPERIENCE

Sample Passage:
I have received an extensive amount of training in personnel management, the development of work
performance standards, handling grievances, interviewing and hiring, equal opportunity employment,
progressive disciplinary procedures, sexual harassment, diversity, and I have been a panel member
for several promotional examinations and interviews. Most importantly, I conduct Pre-disciplinary
hearings for various DPS employees facing misconduct discipline or dismissal, suspension, or
demotion (Exhibit 2.Q).
As cited by Mello (2011), “Strategic human resource management involves making the function
of managing people the most important priority in the organization and integrating all human
resource programs and policies within the framework of a company’s strategy” (p. 156). As a
manager and an executive with NHP I have the responsibility of effectively managing the workforce
to achieve organizational success. This is accomplished through linking staff goals to business
goals, performing job analyses on a reoccurring basis, forecasting the future labor supply, updating
recruitment and promotional processes, evaluating employee performance, and promoting value
while maintaining a competitive advantage.
Staffing goals have been linked to the organizational goals through the development and
implementation of the 2014 – 2017 Strategic Plan. In addition, the mission statement, goals, and
objectives were updated to support this plan. The “Big 5” violations were identified as those that will
have the most impact on providing public safety. This was communicated to staff members to ensure
clear expectations of performance. In addition, the work performance standards and employee
appraisal process were updated to reflect the concentration of efforts in these areas. Progress
toward these goals is monitored on a monthly basis through computer generated statistical reports.
Adjustments are made to workforce assignments to ensure ongoing progress in all areas. Little
training was needed to ensure this successful transition in concentrated efforts.
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REFERENCES

There are many resources available to help students gain a better understanding of the nature of
experiential learning as well as the demonstration of its outcomes. While composing their portfolio,
students may find the following resources, among many others, helpful.
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DOCUMENTATION

Attach all supporting documentation to the end of your submission.
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