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Evaluation of Certified Learning 
Checklist 

At Union Institute & University (UI&U), undergraduate learners may be granted up to thirty (30) semester hours of credit for learning satisfactorily completed through workshops, courses, or seminars taken at non-regionally accredited colleges or through professional organizations.  To receive academic credit, such work must be thoroughly documented as college-level learning.  

Application Process

Below are step-by-step instructions outlining the application process for Evaluation of Certified Learning.
· Step 1: Consult with Your Faculty Advisor 
To gain a full understanding of the requirements for Evaluation of Certified Learning, learners should consult with their faculty advisor prior to beginning the application process.

· Step 2: Prepare Your Request & Obtain Documentation

The learner prepares the “Certified Learning Application/Registration,” including a brief paragraph reflecting on and describing the various experiences for which academic credit sought, and all the necessary documentation.  The learner must make sure all materials related to the request for evaluation of non-accredited learning are complete with full documentation and that they are submitted in accordance with the degree plan timeline.

Documentation required:

      An original transcript, certificate or letter from a non-regionally accredited college 
      or from the sponsoring professional organization must accompany the application 
      along with supporting documentation which includes the following materials:
· course title(s), description of the content and requirements, and, where possible, the  

      expected learning outcomes;

· verification that the student successfully met the course requirements and thereby 
      achieved the learning outcomes;

· dates of the course (month and year), the location, and the precise number of content 
      hours for each area;

· name and professional qualifications of the instructor(s), when possible;

· publication(s) describing the college or organization and (if available) an Internet URL.

· Step 3: Submit Your Application and Documentation to Your Faculty Advisor

      Learners need to be very thorough and address ALL requirements for documentation carefully when submitting materials, as an application for certified learning credit will be reviewed only once.

     In particular, in cases where the experiences do not appear on a conventional transcript, learners should give a name to the learning that accurately reflects the content and a credit hour number that can be justified by the time spent.  As a rule of thumb, colleges award academic credit based on Carnegie Hours that require at least 16 hours of classroom instruction and at least 30 hours of lab/practicum/internship for one semester credit.  Your documentation should reflect these general norms.

     The application and documentation are submitted to the faculty advisor, who forwards them to the Center responsible for processing.  A determination will be made, using the stated guidelines in the policy, whether these materials are adequate in both detail and substance  to serve as the basis for awarding transfer credit at the undergraduate level.  An expert in   the subject area will determine the academic worth of the experience and submit a written evaluation.
· Step 4: Wait for a Response from Your Faculty Advisor

Applications for transfer credit under this policy are normally reviewed by the learner’s UI&U Center within four to six weeks.  If additional information is required to make a determination, the Center will request this information through the learner’s faculty advisor.  The learner must submit this additional information within four weeks.  

The written learning evaluation and the supporting documentation will then be returned to  the learner’s faculty advisor.  The Center dean will send credit updates to the Registrar 
along with copies of the supporting documentation.
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