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INTRODUCTION 
 

It is the policy of Lehigh Carbon Community College to award credit for learning achieved 

through means other than formal college courses.  Within the framework of this policy it is 

recognized that such experiences as employment, volunteer work, in-service program, 

vocational education, informal self-study, and travel can facilitate learning.  The critical factor 

in evaluating achievement and awarding credit is the mastery of knowledge and skills, not how 

this mastery has been attained. 
 

It is important to note, however, that the college does not grant credit for work experience (or 

any other experience) as such, anymore than it grants credit for sitting in a classroom; rather, 

the college grants credit for what was learned in the work environment just as it grants credit for 

what was learned in the classroom.  The key factor is that years of experience as such produce 

no credit unless the student can demonstrate what college equivalent learning has resulted from 

these years of experience.  The responsibility for demonstrating the college-level learning that 

has been achieved through experience rests with the student.  The vehicle which the student will 

use to demonstrate his/her learning is the Lifelong Learning Portfolio.  The portfolio will be 

developed by the student, turned in to the Academic Services, and presented for evaluation to a 

faculty member of the program area in which the credit is sought. 

 

STEPS IN PORTFOLIO ASSESSMENT 
 

1. The student should pick up the application packet for lifelong learning from the Academic 

Services Office. 
 

2. The student should examine the college catalogue course description to determine which 

courses reflect the college-level learning that he or she has gained outside the classroom.  

Detailed course outlines are available in the appropriate academic department. 
 

3. The student must pay a nonrefundable assessment fee to the Business Office.  The fee 

schedule is listed on the reverse side of the application. 
 

4. The student constructs a portfolio and submits it to the Academic Services. 
 

5. The portfolio is evaluated by the Associate Dean and faculty.  During this process, the 

student may be asked to: 

 a. Provide additional written material. 

 b. Take an examination. 

 c. Answer specific questions during an oral interview. 

 d. Conduct a demonstration. 

 e. Revise or rewrite the portfolio. 
 

6. The student will be notified as to whether or not credit will be awarded. 
 

7. Portfolios become the property of LCCC for five years.  Students should make copies of 

 any certifications, etc. as the portfolios will not be returned to students. 
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BUILDING THE PORTFOLIO 
 

A Lifelong Learning Portfolio is essentially an "expanded resume" which provides a chronological 

review of the relevant experiences in your life.  As appropriate, the portfolio should consist of the 

following elements: 
 

Goals:   A clear statement of your long- and short-term career and education goals. 
 

Formal Education: A listing of all formal education you have had--include trade, vocational or 

   business school and college.  (In the case of college work, attach a transcript.) 

 

Employment:  Indicate all employment and specify the name of the employer, address  

   of employer, dates of employment, hours worked, job title, name of  

   supervisor, and duties/responsibilities. 

 

Course Outline 

and Response:  Request a course outline and respond to that outline. 

 

Noncredit:  List the names of courses, sponsoring institution or agency, dates of Education:

   attendance, hours in class, subject matter covered, and evidence of work 

   product. 

 

Self-Study:  Informal self-study should be explained in detail.  Specific competencies  

   should be listed that match to content or objectives of coursework. 

 

Volunteer Activities: Indicate the organizations involved, dates you participated, job title,  

   specific functions or activities, and evidence of work product. 

 

Military Service: List occupational specialty, rank, dates of service, and service schools attended.  

   Attach copy of military transcript (DD214 form). 

 

Other headings may be included as appropriate. 
 

Each element of the portfolio for which you would like to obtain credit should be documented.  In some 

cases no suitable documentation can be produced; however, the student may still receive an award of 

credit for the knowledge and skills acquired by providing a sufficiently detailed narrative to convince the 

evaluator to award credit.  As much detail and documentation as possible should be included.  The more 

detail and documentation included the greater the basis for an award of credit. 

 

Information should not be left off the portfolio simply because it does not seem possible to receive credit 

for it.  Many individuals have obtained credit for experiences which they considered omitting from the 

portfolio. 

 

Portfolios should be typed.  The application paperwork for Prior Learning Assessment provided by the 

Academic Services should be attached to the front of the portfolio. 
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DOCUMENTATION ALTERNATIVES 
____________________________________________________________________________________ 
 

Type of Activity    Documentation 

_____________________________________________________________________________________ 

 

Work Experience job descriptions; awards, letters of commendation; letters of corroboration from 

superiors, peers, clients; congratulations on high performance; promotion 

evaluations; evidence of promotion; samples of work produced; evidence of 

suggestions adopted; explanation of tasks performed; explanation of ranking, 

rating, or classification system in company or organization; licenses, 

performance standards for acquiring licenses; membership in professional or 

trade organizations; membership requirements of professional/trade 

organizations; scores of licensing exams; military separation papers; bills of sale; 

rating forms; military records; work samples 
____________________________________________________________________________________________ 

 

Community Service  commendations; awards; newspaper and magazine clippings; letter of 

corroboration from co-volunteers; clients served, supervisors 
____________________________________________________________________________________________ 

 

Non-college Courses 

Or Training  transcripts; amount of assignments; amount of time spent on outside 

assignments; letter attesting student was enrolled in course; learning outcomes  

 or objectives of course; syllabi; evidence of completion; course  

 description(s)/outline(s);  number of didactic  hours; number of clinical or  

 practicum hours; diplomas 

____________________________________________________________________________________ 
 

Special  

Accomplishments books published; pictures painted, music written; a list of books read; patents 

obtained; list of countries visited; mementos from countries lived in and traveled 

to; machines designed; exhibits such as shells, plants, etc.; photographs of 

famous landmarks visited; speeches given; programs from performances; writing 

samples; audiovisual presentations; proposals written; conversations with experts 

____________________________________________________________________________________ 

Note:  Not all types of documentation are required.  These are only suggestions. 


