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PREFACE .

This publication is supported by-the Fund for the Improvement of Postsecondary Education as part of an efforf fo
disseminate information about Mary Baldwin College’s Adult Degree Program design. Its purpose is to share one
instirution's experience desighing and implementing a non-traditional program for adults with other instituticns
considering the development of similar programs. We do not intend to suggest that our model is the only possible
design; rather, we hope that it can serve as animperus for further investigation and provide a framework for making
adaptations and adjustments oppropnore to individual institutions.

The booklet contains four sections. The first is a brief history of the developmenr of the Adult Degree Program; it
outlines the sequence of events which led to the approval, implementation and integration of a non-fraditional
program at a traditional liberal arts institution. The second section presents a description of the components and
processes of the program. It is an effort to show how these elements relate to each other arid fo the institution. In the
third section we offer examples of program policies, procedures, and documents to provide more specific defail.
Finally, in the fourth section we include a collection of references from the literature %olmg with adult and
non-traditional education. ’

.t We hope that you find this publication useful in the development of flexible. individualized programs for adulr

leamers. We believe that the introduction of such programs requires areal commitment on the part of an instifution fo
be aware of the needs of the adulf learner/consumer. As adults return to education, they seek more than the
accumulation of knowledge or technical training. They are quite often in positions of transition in their lives and are
looking toward developing new meaning for themselves. We(lagesngned programs.could assist them in this search
and provide a new and exciting constituency for the college cefnpus.

Institutions inferested in additional information.may contact the Adult Degree Program Dissemination Project
Director at Mary Baldwin College..Limited funds are available through june 30, 1982 for further dissemination efforts.
These may include written materials, telephone consultation, and campus visits.

/ Dudley B. Luck
. Director. Dissemination Project
Mary Baldwin College

Connie D. Gallowqy

Acting Director, Adult Degree Program
Mary Baldwin College

Al
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ADULT DEGREE PROGRAM . .

K | - CASE HISTORY

Q

In the Foll of 1976 the new president of Mary Baldwin College, Virginio L. Lester, wos formuloting plons fo “turn
oround” on institution foced with the problems troubling mony smoll liberol orts colleges in the seventies. One of the
president’s initiol proposols wos to put in ploce o non-traditionol degree progrom for odults which would operote os
on integroted part of the roral institution. Dr. Lester was experienced in the field of higher educotion for odults; she hod
served os ossociote deon of Empire Store College,"a totolly non-troditionol, non-resi@entiol insfitution, ond she hod
been instrumentol in the developmént of the University Withour Wolls Progrom ot Skidmore College. She felt thot @
similor progrom at Mary Baldwin would provide odults with greoter occess to higher educotion, would bolster college
enroliments, ond would expose the institution to on innovotive perspective on leorning.

Together the president ond the dean of the college selected o foculty committee fo study the feosibility of , !
developing on odult degree progrom ot Mary Baldwin College. The president described to this committee her
philosophy of odult educotion, the speciol needs of odult leorners, ond the barriers thot adults wishing fo continue their .
educotion usuoily encountered. She then offered o generol overview of the Empire Stote College model os the
storting point for continued study by the committee.

~ The committee members shored the task of reviewing exisring odult progroms ocross the country, ond our of
these investigotions they estoblished some workoble guidelines for o progrom suited to Mory Baldwin College. They
decided fo present o rotionole ond generol description of the progrom to the foculty for opprovol ond leave the
specific strotegies for development ond implementotion fo the individuol selected os progrom director. The b051c N
elements of Mary Baldwin’s Adult Degree Progrom os propose@by the committee were: . -
1. The progrom would be ovoiloble to men ond women who hod eorned o hlgh school diplomo or its equwolenr
2. Mechonisms for ossessing prior learning credit would be esroblished .
3. Leorning would be argonized ond documented rhrough o] leormng controct system
4. Students could utilize both on ond off compus resobrces )
5. Mary Baldwin foculty would work closely with the progrom os odvisors ond tutors
6. The degree requirements would be consistent with the Mary Boldwin curriculum.

To help support the development ond implementotion 6f o non-roditionol degree progrom for odults, the

~ college requested outside funding from the Fund for the Improvement of Postsecondory Educotion (FIPSE). The

proposol wos occepted ond the progrom wos funded foro three-yeor period, ofter which time it would be finonciolly
self-supporting.

In Jonuory of 1977. while funding wos still pending, the committee presented the Adulr Degree Progrom
proposol to the foculty ond received opprovol. The president then tool the proposol to the Boord of Trustees which
odded ifs support.

Shortly ofter the progrom received foculty ond trustee opprovol, the commiftee begon the seorch for o director.
A notionol seorch wos conducted in hopes of finding someone with odministrotive experlence in non-troditionol
educotion: however, the position wos eventuolly offered to on Adult Degree Progrom committee mernberwho hod
served on the Mary Boldwin Foculty for five yeors, ond wos forilior with the institution ond its foculty. If:wos felt thot this
individuol's knowledge of the college in combinotion with the president’s experience ond expertise in the orea of

. non-froditionol odult educotion would combine fo insure the occeptonce ond |mplemenronon of an innovotive

progrom within o troditionol institutiors

Througheut the winter of 1977 the new director continued to meet with the committee fo further study ond
refine progrom guidelines. Eorly in the spring the direcror went to Empire Stote College ond Skidmore College foro
wo weel internship. This experience wos extremely importont to the development of Mary Boldwin’s Adult Degree
Progrom. It gove the director the opportunity to observe successful progroms in operotion. She met with odministro-
tors. foculty mentors, stoff development people, ond'students, ond attended mentor worlkshops ond turoring sessions.
She wos oble to moke voluoble comporisons berween o lorge non-troditionol institution ond o smoller non-froditionol
progrom within o liberol orts college, ond to formulote odoptotions in progrom design oppropriote to Mory Boldwin.

With the guidelines estoblished ond the groundwork loyed, the director spent the summer of 1977 dealing with

-
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the majar tasks of formalizing program procedures. esroblrshlng lines of canmunication and caoperating within rhe
institution, and prepénng for srudents. ) o

A handbook descnbmg the policies and procedures of the progrom was wien explaining transfer credit
policies. prior learning credit and credit-by examination procedures, and learning contract and degree plan
guidelines. The netessary form§ were devised and the channels for. processing these forms were established.

Procedures for integrating the Adult Degree Program into the other administrative offices of the college were
ironed our. Amrangements for franscripting leaming contracts were miade with the registrar, the tuition and fee structure
dndbilling procedures were established with the business ofﬂce ond financial aid agppartunities and procedures were
discussed with.the financial aid officer. i '

Because ir wasrecognized from the beginning tha the cooperation of the faculty was the crucial variable in the

. Success of the Adulr Degree Program, the strategy for enllsnng their support was to share information abaut the

program.and adult learning on an individual basis. In the early stages there were no formal faculty developmenr
activitiés or presentations: ratherfaculty were consulted individuallyto discuss the adaptation of traditional madels of

* teaching and learning to adult needs. This approach was appropriare betause Mary Baldwin is a small institurion and
. begause initially anly a portion of the faculty were directly involved with the program. Larer, asthe progrom grew and

rmore foculry became involvedwith adult students, on-campus workshops conducred by ourside consulfants an such
topiés ‘a8 contract whiting, assessment of prior learning, angd advising were held. By that time there already existed a
core of faculty supporters, and these activities were perceived as necessary fo strengthen areas of weakness.  *

As the guidelines and procedures were being formulared and working relationships with adminisfrators and
faculty were developing, the director was alsa planning for the first group af students. Initially recruitment efforts were
limited to information sessions and newspaper announéements. An application and admissions procedure was
implemenred. The director interviewed -applicdfirs and made the necessary orrongemenrs with faculty to serve as
Qdvisors to these students. : e -

>

In August of 1977 the first class of eughrwomen enrolled in the Adult Degree Progrom They brought with rhem
the fears and anxieties of the returning student as well as the apprehensions associated with being the first studeqtsin a
new program. The realization thar they were brealsing new ground was evident. The faculry support for these students
was outstanding. Working closely with the dirécror, students and faculty advisors planned individualized Ieormng
contracts, organized programs of study, and began the process of learning. As students and faculry. worled rogether
the enthusiasm grew. and the program gainéd momentum and support as it moved fosward.

Of course. not all faculty supported the progrom—some were skeptical. a few openly disapproving. However.
the director worked enthusiastically with those who supported the program and attempted to converr those who
were neutral or negative, and in most cases her efforts met with success. During the time the program has been in
operation-approximately ninety percent of the faculty has become involved with Adult Degree Program students in
either an advising er reaching capacity. .

.

The plan for program growth Was based on projected student enroliment. Each year an academic counselor
was added to the staff to advise approximately forry students. Curently in its fourth year. the Adult Degree Program
has a staff of a director and three fulltime academic counselors o serve a projected enroliment of 140 srudenrs

. During this period of expansion, the program was modified. refined. and continually evaluared by the Adult
Degree Program staff and Mary Baldwin faculty. A required external evaluation was conducted by the Southern
Association of Colleges and Schools which reviewed and approved the program.

Because of the success of Mary Baldwin's Adult Degree Program and the extent to which this non-traditional
component has been integrated into a traditional institution, the Fund for the Improvement of the Postsecondary

Education (FIPSE) has funded a dissemination project which will enable the Adulr Degree Program staff ro assist other .

institutions in the process of planning and implementing similar programs for adults.

I
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The Adulr Degree Program is désighedfor adultmen and women who, because of family and worlk responsibili-
ties. are unable to arrend gollege classes in the fraditional manner. The purpose of the program is to malke available
to these students the same high quality liberal arts education 1upon which Mary Baldwin's repuration is founded. Adulr
Degree Program students must meet the same groduonon requirements as any other Mary Baldwin student;
however, they may chodse from among a number of learning options which allow for greater flexibility in program
planning and schedullng Strudents may takke courses ar Mary Baldwin or ar orher accredired institutions; thay may
engage in independent study under thé supervision of Mary Baldwin faculty or approved off-campus tutors; or they
may enroll in accredited, approved correspdngdence courses. Each student works closely with an academic counselor,

wbp is & member of thewary Baldwirrfaculty, to design a program andselect learning options which meet both the
, stident’s educational needs and institutionaf requirements.

Recognizing that adults often possess knowledge that is appropriate for academic credit, the Adult Degree
Program includes a mechanism for validating thar knowledge. Students may prepare prior learning portfolios which
describe and document knowledge gained through work, fravel or mdependenr learning. These portfolios are then

evaluated by Mary Baldwin faculty members and credit may be oworded ;

When the Aduit Degree Program began operation in August of 1977, irserved eight students. Since that time The
Program has served over one hundred and eighty students without any concerted recruitment efforr. Of its fifty-five
graduates, eight have gone on directly_fo graduate programs and, many have received promotions or have
exponded their career options. The attrition rate has been very Iowl(é%), which reflects both the high level of

mortivarion characteristic of adult srudents and the ability of the Adult Degree Program to meet the educational needs.
of adults. -

Over the past three years, the Adulr Degree Program has received financial support from a number of sources
otherthan FIPSE. Private donations amounting ro $5000 assisted in the initial planning stages of the program, the Shelll
Foundation has provided a toral of $4,500 in scholarship money for women interested in entering business or
technical careers, and the Inrerno'r‘rQnol Paper Company has awarded $10,000to encourage black womento enter
and succeed in the Adult Degree Program.

The Adult Degree Program was reviewed by a commmee of the Southern Association of Colleges ond 5chools
and has received the approval of thar accraditing agency. The visiting committee members were particularly
impressed by the degree to which the program has been integrated into the total college community. Approxi-
matrely 90% of the current faculty members have worked with Adult Degree Program students in independent study
rurorials, as academic counselors, or as evaluators of prior learning credit portfolios. Faculty members seem to enjoy
the challenge of working with adult students and have adapred their reaching rechniquesandstylesto the needsofa
more diverse student body. Members of the faculty who have had Aduir Degree Program students in their classes have
welcomed the added dimension and different perspectives that older'students bring fo the learning environment.

In a recent publication entitled Adult Baccalaureate Programs, Eldred and Marienau conclude that:

* The major institutianal issue that must receive attention is thar of granting adult baccalaureate degree programs
status equal ta that of mare traditianal pragrams. The research literature indicates that adult degree pragrams at
mMost institutians remain an the periphery aof institutianal priarities. _

Ar Mary Baldwin this issue has been resolved. The Adult Degree Progrom becouse it adheres to the same
expectations and high standards traditionally associgted with Mary Baldwin. has maintained the support of the
college community. the ppproval of the Southern Association of Colleges and Schools, and, most importantly, the
respect of its students. . v
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‘Adult Degree Program Process

. v ' 'Pha'seIa—(‘S-Weeks) :
‘ Application/Admission

. Contact the ADP Office or
» attend Information Sessjon .
for brochure
and applation.

- ' . I L3

I

1

Send completed apphcation
with tee and goal statement
to ADP at MBC.

-
Have 2 letters

of recommendation sent to
ADP at MBC.

Have transenpts ot all -
pust-secondary work sent to
ADP at MBC

't vou want Snancial id or
an educdational Joan,

contact the MBC Financral

Aid Oftice tor assistance.

Phase IT — (3 Weeks) )
Planning/Enrollment '

Qnce you have received an acceptance letter, tentatively doade on
an Onentation date and arratige a pre-orientation interview with
. an ADP staff member tor plaiining.

I : . o

¢

Selecta date to entg ADP and give written confimation to the

. ADP Olfice at least 3 weeks prior to the date vt the Onentation.
.

Phase 111 : .
Learning/Program Development .

Attend u une day Orientation Session on vanipus
At this meeting you will pay turtion andaonsult with Faulty
) and statf ‘

. [ .

& Develop your
degree plan

|

[

-

1

1

Prepare Take CLEP ’ ’ .
Prior Engage in r"r'“ut”t [L_' Enrollin ’ E::::l:::]
Learning independent e . g- wounes '“ h
Credit studies equvalenvy at MBC At ather
Posth exams institutions.
urtfolioy Y
L
L I ] 1 ]
P l
Recenve upproval
ot degree plan
Phase IV
Conclusion
Plan and carry out A .
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ADMISSIONS PROCEDURE "

The admissions policies and procedures for the Adulr Degree Program are designed fo avoid unnecessary or
inappropriate requirements which might discourage adults from taking the first step toward returning to school. Tobe
eligible for admission an applicant must be twenty-one years of age or older and must have earned a high school
diploma oritsequivalent. While not arequirement. it is strongly recommended that an applicantrhave some previous
college experience before entering the program. To be accepted into the Adult Degree Program an individual must
complere the application process by submitting a formal application. official franscripfs from colleges or universities
previously aftended. two letters of recommendation. and a wriften goal sfatement. Once these materials are
subrriitted. an evaluarion of transfer credit is made. using criteria for acceprability thar are consistent with general

7

college policies. If there is any indication in an applicant’s file that he or she is nor adequately prepared fory”

college-level work, or is unclear about the requirements of the program, an interview is requested.

Students may apply to the program at any time during the year. and. after being accepred. they may choose to
enroll at any one of five orientation/enrollment sessions throughout the academic year which are held in Seprember,
October. January. March and May. However, before enrolling. students are asked to arrange foraninterviewwith an
academic counselor. This interview is a final checls to confirm that the student understands the expectations of the
college and the program and that the college and the program can meet the student’s expectations. It also provides
an opportunity for the first stép in degree program plonning‘

The final step in the admissions process is orientation. When students enroll in the program they must attend a

- day-long orientation session. At this time they are welcomed fo the college. interact with other entering students.

receive detailed information about program policies and procedures, participare in a learning contract worlsshop.
and have the opportunify to meet with their academic counselors and other college faculty. Entering students may
also choose to become involved in a semeste?Tbng learning activity conducted by Adult Degree Program faculry
designed to explore the meaning of a liberal arts education and issues of individual development (see Appendix A).

e t Degree Program admissions process. from recruirment fo orientation and enroliment is handled

“ almost complétely through the Adult Degree Program office. The entire staff isinvolved in disseminating information

about the program to prospective students by conducting information sessions. confacting professional organizations,
businesses. etc.. making presentations, and answering inquiries. The director and the academic counselors interview
applicants and conduct pre-enroliment interviews with accepted students. Applicants who need to incorporare
financial aid planning into the admissions process work with Adult Degree Program staff and the college financial aid

officer
ADVANCED STANDING CREDIT

Advanced standing credit refers to all credit awarded for college-level knowledge acquired prior to entering the
Adult Degree Program. In addition to acceptable fransfer credit from accredited college and universities. advanced
standing credit consists of credit by examination, credit for prior learning. and credit for some professional medical

fraining and registry. At the time of acceptance into the program. students are informed of the amount of transfer

credit they have received for previous college worls and. for-medical fraining: examinations for credit and prior

~_leamning credit-evaluations talse place after enroliment. Students can apply no more than the equivalent of three

years of advanced standing credit toward graduation. At least one year of credit must be acquired after entering the
college under the auspices of the Adulr Degree Program. i

Credit by Examination

Students may take the general examinations (English Composition. Arts and Humanities, Social Sciences,
Mathematics, and Natural Sciences) and appropriate subject examinations prepared by the College Level Examina-
tion Program (CLEP). If they score at or above the 50th. percentile level which hasbeen established as acceptable by
the college, they.receive credir. Students may also earn credit by passing subject examinations prepared by Mary
Baldwin College faculty. ‘ : :

4

Prior Learning Credit

Recognizing thar many adultshave gained college-levei! nowledge in non-collegiare settings—through worls,




" rravel, reading. community service, and other educational experiences—the Adult Degren Program provides a
mechanism for validaring that knowledge. :

- To eam credit for prior leamning, students must develop and present for evaluation portfolios ‘describing,
analyzing, and documenting the college-level knowledge they believe they have acquired. Students are responsible
fororganizing that knowledge by disciplines and presenting evidence of leaming in a format that can be assessed by
an objective evaluator. Students are assisted in the process of porfolio preparation by written guidelines (see
Appendix B), prior leaming credit workshops, and their academic counselors.

Once the portfolios are developed by the students, they are reviewed by the Adult Degree Program Director
and then sent to appropriate Mary Baldwin faculty for evaluation in a manner consistent with CAEL's Principles of Good
Practice. Each portfolio is evaluated by at least two faculty members, who provide a namative evaluation and make a
credir award.

Credit for Medical Training and Registry

Based on the recommendations of the Mary Baldwin science faculty. the Adult. Degree Program awards
advanced standing credit for certain professional medical training programs and national registry or state license.
Registered nurses, for example, receive the equivalent of two -years of credir. Other medical fraining program
transcripts are evaluared on an individual basis.

| " ADVISING

The process of advising is the central component of the Adulr Degree Program. Each student works very closely
with his or her academic counselor from the point of the pre-enroliment interview on through to graduation. The
primary responsibility of an academic counselor is to as#t students in understanding and implementing program
procedures, in defining their educational and career goals. and in designing a course of stidy which meets the
students” goals and fulfills institutional requirements. An academic counselor also serves in a quality control capacity.
making sure thar the learning experiences in which students become involved are academically sound and consistent
with the standards of the college.

Academic counselors with the Adult Degree Program have faculty rank and handle an advising load of 35-40
students. As with other faculty, they also carry our a variety of administrative, committee and recruiting duties. In~
addition, academic counselors may choose to serve as tutors for independent study with Adult Degree Program
students in'their‘disciplines, or they may be aslsed to teach a course in Mary Baldwin's traditional program (see

Appendix C).

When the Adult Degree Program began, academic advising was done by faculty already at Mary Baldwin
College. As the program grew, full-fime Adult Degree Program faculty were hired for this purpose. Either approach to
providing this necessary component is workable and has its advantages. However, it is extremely-important that the
individual providing the-advising—whether he or she be a faculty member doing it as an overload or for release time.,

or a full-fime academic counselor—be aware of the characteristics of adult learners, be sensitive to issues of adulr
development. and be supportive of students rying to balance acadernic demands with those of work and family.

|

The next three sections, dealing with degree planning, leaming options. and learning contracts will provide
more detail abour the responsibilities of the academic counselor.

DEGREE PLANNING

Degree planning is the process through which Adulr Degree Program students design individualized programs of  —~ ———
study which meet their educational needs and the institution’s graduation requirements. Together students and their
acddemic counselors examine advanced standing credit by reviewing transfer credit and identifying possible areas
for prior learning credit and credit by examination. With the help of their academic counselors. students formulate
their educational goals which reflect academic, personal. and career interests. They then proceed to develop a plan
of study.

The combination of credit for knowledge gained before entry info the program and credit earned after

,
.
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enrolling in the program must satisfy Mary Baldwin's requirements for breadth across the fraditional liberal arts and
saences and depth in a major area of concentration (see Appendix D). Throughout the degree planning process
these requirements are the parameters within which the students and academic counselors operare.

t

In selecting a major, students may choose one of the traditional disciplinary majors offered by the college, or
they may design an independent or interdisciplinary major. In either case. they must fulfill the requirements of the
major. including the successful completion of a final project under the direction of a Mary Baldwin College faculty
member. .

The degree planning process, which usually begins ar the pre-enroliment interview, culminates in the develop-
ment of a formal document—the degree plan— which is presented to a faculty tommittee for review and approval
(see Appendix E).

LEARNING OPTIONS

After entering the Adulr Degree Program students must complete ar least one year of study under the auspices of
the program. They may worls toward their degree by utilizing a variety of learning options, including formal course
work. independent study, and correspondence study. The selection of appropriate learning options is made by the
student in consultation with the academic counselor. ‘

Adult Degree Program students may enroll in credit-bearing classes offered by Mary Baldwin College or any
other fully accredited postsecondary institution. They may engage in independent study which involvesworkingina
tutorial arrangeme nt with an expert in the designared subject area. Under this arangement a student meets witha
tutor for individualized or small group teaching/learning sessions. The turor supervises a student’s progress and
evaluates his or her work. The amount of contact between a student and a tutor depends on the nature and level of
the subject matter as well as on the background and learning style of the student.

The subject of an independent study tutorial does not necessarily have o mirror a course offering ar Mary
Baldwin or any other institution. The student and tutor have the freedom to designan inde pendent study whichreflects
the academic needs and interests of the student as well as the special areas of expertise of the ruror.

?

Adult Degree Program students may undertake independent study tutorials with any member of the Mary
Baldwin faculty or with any approved off-campus tutor. Off-campus tutors are approved by the director on the basis of
guidelines established by the dean of the college and the Adult Degree Program Committee (see Appendix F). After
receiving verification of the highest degree earned by the off-campus turor applicant, the director issues a lefter
indicating the specific subject areas for which the individual is approved and adds the tutor's name fo a file of
off-campus resources. The tutor also receives a handbook giving derailed information about conducting and
evaluating independent study. -

Upon completion of anindependent study tutorial with an Adult Degree Program student. the off-campus rutor
submifs a narrative evaluation and grade recommendation to the student’s academic counselor for review. appro-
val, and recording.

Athird learning opticn available to Adult Degree Program studentsiis correspondence course work offered by
approved, accredired. postsecondary instirutions. Before selecting the corespondence study option. the student and
academic counselor should be cerrain that this method of study is appropriate for the subject matter and the student.

Students may design a plan of study which incorporates the full range of learning options. or they may find that
one or two of these methods of study best suir their own particular needs. circumstances, and learning style.

LEARNING CONTRACTS

The learning conrract is a very important part of the Adult Degree Program. Ir serves as the organizing
mechanism for the program generally as well as for each student’s individual educational program. Students must
write a learning confract for each learning experience they undertake whether it be course worl or independent
study. (The only exception occurs when students take on-campus Mary Baldwin courses. In this situation the course
description is available in the college caralogue and the recording process is already in place).
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A contract specifies learning objecnives. methads af study, resources to be used. and evaluation criteria (see
Appendix G) When a contract is written far course worlk. it is essentially a reflection of the course content and
requirements; however. when a contract is written far an independent study tutorial. the student can become a more
acrive participant in determining objectives, selecting methods of study and resources, and in choosing appropriate
evaluatian crireria.

Afrer alearning contract is written and before study begins. it must be signed by the student. the tutor (in the case
of independent study). and the academic caunselar. By signing. the academic counselor is approving the learning
contract as appropriate academic study for Mary Baldwin credit.

Learning cantracrs for course worls are evaluated by the academic counselor when a grade report from the
sponsoring institution is received. Evaluation of learning contracts for independent study with Mary Baldwin faculty is .
complete when the rutor submits a narative evaluation and grade. When an off-campus tutor is involved. he or she
mMust submit a narative evaluation and grade recommendation which is then reviewed and approved by the
academic counselor.

Learning contracts may be written for varying amounts of credit and may extend over varying iengths of time.
Creditis determined on the basis of content covered and learning outcomes. not on the basis af contact time with the
tutor. Fer example, one student may concentrare on one learning contract every six weeks while another may worls
on three contacrs over a four-month period. Contracrs may be written and completed any fime during the year:
however. grades are officially recorded only ar the end of each academic term. The franscripting process is managed
by the Registrar's office (see Appendix E).

The learning contracts undertaken and completed by Adult Degree Program students become part of their
official records and the documentation of their pragress in the program. Taken together the contracts constitute
individualized catalogues of course descriptions.

TUITION AND FINANCIAL AID -

The tuition structure for the Adult Degree Program is based on a twelve month cycle. Students pay an annual
fuirion ro cover costs of enrollment. academic advising. and college services. They also pay for each learning
experience in which they become involved. If they enroll in course worl ar Mary Baldwin or any other college or
university. they pay the necessary tuition o the sponsoring institution. If they engage in independent study they pay
the individual withwhom they work a tutorial fee. These payments are channeled through the college business office.
Inthe case of prior learning credit. an evajuation fee isrequired with the presentation of each portfolio. The total cost of
the program will vary for each student depending on the number and type of learning experiences completed (see
Appendix H). >

Federal and state financial aid programs are available to adult students who meet eligibility requirements.
Many aid programs are geared to the traditional semester or quarter system. therefore some of the flexibiliry
provided by the Adult Degree Program design is limited when certain forms of aid are considered. While the Adult
Degree Program allows flexible scheduling for the completion of learning experiences, some aid programs require
that a certain amount of credit be completed within a specified time frame such as a semester. Students receiving
these farm:s of financial aid must conform more closely tothe traditional academic calendar. However. they may still
tale advantage of the full range of learning options.

eic | |
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APPENDIX A
LIBERAL EDUCATION SEMINAR

This is a learning experience design=d aecifically with the adult student in mind. The course has three major
components. and it will involve discussion. iectures, readings. as well as a variety of other, less traditional learning
methods. ) ) .

After initially examining education in its broadest sense. we then turn to focus specifically on liberal education
from both an historical perspective and a contemporary problematic outlook. Students are introduced to the major
disciplines of study: The Arts and Humanities, The Social Sciences and Historical Studies. and The Natural and Theoretical
Sciences. Mary Baldwin faculty representing these areas of study will participate. The fundamental differencesamong
these disciplines’ contents and methods are studied as well as their relationship fo interdisciplinary investigation,
professional fraining. and experiential leamning.

The search for a personal meaning and relevancy to liberal education is a second important aspect of thiscourse.
The bonds linking individual fransition and change. self-concept, and personal values with a liberal arts course of study
will be considered in the supportive environment of fellow adulr students dealing withi similar issues.

The third component provides experience with a variety of study skills including such areas as reading effective-
ness. note-making. fime management, and library usage. Throughour this experience students will be actively
encouraged and assisted in the important task of applying the knowledge and skills gained to their own education
within the Adult Degree Program structure.

.

This learning experience will be particularly valuable to students just entering the Adult Degree Program and to
those who are interested in exploring the relationship berween liberal education and their personal growth and
development. '

The course will carty 1.0 course unit of interdisciplinary (Div. V) credir.

APPENDIX B
PRIOR LEARNING CREDIT GUIDELINES

The following excerpts from the Prior Learning Credit Handbook indicate general guidelines and procedures for
portfolio development. .

General Guidelines for Identifying Creditable Learning

This set of guidelines is designed to assist the student in preparation of the portfolio requesting academic credit
for prior learning. Additional ossistance may be obrained from the student’s academic counselor and the Adult
Degree Program Office.

The learning should be equivolent to college-level work in terms.of quality. You may demonstrate thisin one or
more of the.following ways:

1. by relating your learning to subject areas raditionally raught in colleges: /

2. by indicaring thor whot you have learned is ar a level of achievement equal to what is normally taught in

college:

by comporing-your-leamning with groups who hove completed college-level worls:

by relating your learning fo a personal gool thar mighr require college-level learning:

by identifying your learning as thor normolly acquired after one reaches adulthood: ,

by identifying your leorning as thar normally ocquired after high school and expected for professionol
acceptance. ‘

ouURO
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The 'eamning should have general applicability outside of the specific situation in which it was acquired. For
example, you may have learned the specific procedures for processing personnel applications at one company. If
you also leamed giinciples and techniques thar would apply at several other companies, then you might expect to
receive college credit or recognition.

The learning should include both a theoretical and practical understanding of a subject area. Even though you
may not have applied the knowledge you possess in a practical situation, you should be aware of how it might be
applied. If you have learned how fo do something, you should understand why you are able to do whatyou do. You
should not expect to receive college credit or recognition for mere application of a manual skill or a narowly
prescribed routine or procedure.

The learning should be evaluated by an expert. You should be able to describe precisely what you know and
can do and what appropriate attitudes you have developed as a result of your experiences and be able to
demonstrate to an expert in the field thar you currently possess the learning that you have claimed. Such an expert
should be able to objectively measure and evaluate the learning that has occurred.

You may be réquired to demonstrate that there is someé relationship between what you have leamed and your
proposed program of study at the college or university in which you have elected to enroll. You may be asked to
demonstrate an ability to integrate “old™ learning with proposed “new’” learning.

Taken from: Forrest, A. Assessing Prior Learning — A CAEL Student Guide. Princeton, N_J.: CAEL — Educational Testing
Service.

STAGES OF PORTFOLIO DEVELOPMENT AND EVALUATION

Student

— Application.-admission and enrollment in Adult Degree Program at Mary Baldwin College -

— Develop tentative degré'e plan with academic Gounselor

— Determine appropriateness of preparing a portfolio for academic credit to be applied toward the degree plan
— Attend required prior leamning credit workshop (3 hour workshop held once each semester)

— Prepare prior learning credit portfolio

— Submit 3 copies of portfolio and fee to cover evaluation-to Adult Degree Program Office

Adult Degree Program/Mary Baldwin College -
— Adult Degree Program will send portfolio to appropriate faculty members for evaluation

— Faculty members read and evaluate porffolio, and if necessary. call srudenr in for interview/evaluation/addi-
tional information, etc.

k)

— Faculty member forwards portfolio and credit award statement for approval

— Adult Degree Program: a. Notifies student
b. Records credit in Registrar's Office
c. Approves payment of evaluation fee to faculty evaluator

. Srudenr/Acddemic Counselor

— Include all pnor learning credit on degree plan for Adult Degree Program Commmee approval. Please use
correct titles and course numbers.

19
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PRIOR LEARNING CREDIT QUESTIONS

. Who may seek credit for prior learning?

Any Adult Degree Program student fully enrolled in the Mary Baldwin College Adulr Degree Program.

. How much credit can be obrained through the prior learning credit process?

The Adult Degree Program requires that a student must ralse at least nine (9) course units of credir after
enroliment in Adult Degree Program/Mary Baldwin College. The other 27 course units required for graduation
moy be a combination of:

1. transfer credits from orher colleges
2. aedit by examinatian
3. credit for prior leaming

The absolute maximum credit is 27 course unifs; however. the student and the academir counselor will plan how
much prior learning credit will be appropriate for each individual's degree plan.

. How will prior leamning credit be awarded?

Upon the completion of the portfolio. the student will submit thé portfolio to the Adult Degree Program
Office ar which time the portfolio will be sent ro the appropriare faculty committee. The faculty committee will
determine whether or not or how much credit should be awarded for the portfolio. When the portfolio has been
returned to the Adult Degree Program Office the award notification will be sent to the student and fo the
Registrar's Office for recording on the student’s franscript as Advanced Standing-Prior Learning Credir.

. Who is the person responsible for awarding credit in the prior leaming application procedure?

The faculty members of Mary Baldwin College who are considered experts in rhe discipline in which the
credir is requested.

. May a student apply credit obtained through prior learning evaluation toward a major?

Onlyifitis oppropnore forthe student’s individual degree plan and if it meetsthe approval of the discipline
involved.

. How many portfolios are required?

The student will submit a separate portfolio for each discipline in-which credit is requested.

- Will the evaluator call the student for an interview, or will he/she request additional material?

The evaluator will probably request an interview to discuss and evaluare the portfolio and he/she may
request additional information.

- What number is used to designate the level for prior learning credit recording? 2

The number will be 198 for introducrory. 298 for intermediate, and 398 for advanced level experiences.

. Does the student have the right to appeal a faculty committee credit award decision?

The stydent may appeal a credit award decision using the following procedure:
1. Confer with the academic counselor to derermine if appeal is warranted.

2. Nonfy the Adulr Degree Program Director within 2 weeks ifintent isto appeal the foculry committee’s credit
award decision and re-submit portfolio.

3. Artach a statement listing the reasons for the appeal.

The Adult Degree Program Director will appoint a new committee for review of the portfolio and credit
award decsion. The student will be notified of the new committee’s decision.
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" - APPENDIX C

. MARY BALDWIN COLLEGE
DEGREE REQUIREMENTS

The basic degree requirement for a bachelor of arts degree at Mary Baldwin College.s that students complere ar

least 36 course units* of credit thar incorporate a balance of breadth in the liberal arts and depth in a major area of
study. The curriculum is designed to meet individual needs and interests by providiing flexibility. choice. and the
opportunity forindependentworls. There are no required general educational courses. and students are encouraged
to assume responsibility for planning their program of study. Traditional majors are offered in most subjects. and
independent majors combining two or more subjects or encompassing an area of study may be desigped.

The fields of knowledge which comprise the Ilberol arfs currlculum ar Mary Baldwin are organized into five
coherent integrated divisions.

[. Arts and Humanities
fl. Social Science and Historical Studies
lll- Natural and Theoretical Sciences
V. Professional Training and Experiential Learning
V. Interdisciplinary Studies

Specific Degree Requirements

1. The completion of 36 course units. These must include courses from each of Divisions|. Il. and il No less than
25 of the 36 course units may be from Divisions | Il. [l and V No more than 2 course units may be in Physical
Education.

2. The eaming of a minimum cumulative grade point average of 1.00 on a 3.00 scale.
3. The completion of a concentrared program of study. or major. which shall consist of at least @ course units.

4. The successful completion of the senior academic requirements. under the direction of the Mary Baldwin
College faculty. in the major area which shall consist of the following:

a. write and defend a thesis or complete a project. study. or experiment:

b. rake a comprehensive examination in the field:

c. participate in aspecial course/seminar designed to make the student synthesize and draw conclusions
from the various methodstand materials of the field:

d. prepare and direct. with the aid of a faculty member. a 100 or 200 level course in rhe f|eId ‘

*1 course unit is equal to 3 S semester hours or 5 5 quarter hours

APPENDIX D
ADULT DEGREE PROGRAM ACADEMIC COUNSELOR -

Contract: Eleven month contract — one month unpaid vacation - .

Faculty Rank: Dependent on experience and academic qualifications. determined by dean of the college:
position considered full time faculty positionwith the rights and privileges of the teaching faculty
ar Mary Baldwin College
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_Teaching:

- SO'OTY:

Supervision:

College:

Program:

Student:

-l =S O 08 G A 0D =S N s |
:

.
' ’

ERIC

AFullToxt Provided by ERIC

Adpvising Load: -

Responsibilities:

_May reach course in discipline as negotiated with dean and Adult Degree Program director

after first year of‘employmenr

Dependent upon experience. derermined by dean of the college
335»1{0 students per year .- s

Reports to direcror of Adult Degree Program

Defined as they relate to the college, the program and the student

‘Fulfill role function within Adult Degtee Program

Attend faculty meetings

Serve on faculty committees

Serve on Adult Degree Program Committee

Serve as academic counselor for 35-40 Vsrudems

Assist in organizing and conducting information sessions. orientations. and workshops
Participate in staff meetings

Become involved in the development of special programs for Adult Degree Program students
in such areas as skill development. life transitions, career decisions, etc.

Serve as tutor for Adult Degree Program students'as appropriate
Serve as program recruiter as requested by director -

Engage in pre-enroliment advising, including planning of study costs for financial aid

* Verify transfer credit assessments made by director : -

Aid student in understanding and implementing program processes and documentation:
respond to student requests for information. clarification. forms. etc.

Aid student in defining educational and possibly career goals. planning program of study. and
selecting leaming experiences that are appropriare in rerms of program and academic
credibility (general supervision of students’ programs)

Aid student in identifying appropriate learning resources (futors. courses) and facilirare connec-
tions with tutors if necessary e

See that student receives faculty advising for the major if necessary: assist in sefting up such a
meeting with the appropriate faculty in that discipline

Oversee preparation of the degree plan. seeing that it meets the Mary Baldwin College
divisional and major requirements; work with the student in assembling and preparing the
degree plan for the Adult Degree Program Committee: see that it is an accurate, complete
record of the student's program - '

Assist in coordination of prior learning ¢redit application and evaluation
Review learmning contragts for accuracy and completeness and monitor the processing of same

See to proper evaluation of learning contracts with Mary Baldwin College tutors; serve as
evaluator/grantor of credit for learning contracts with off-campus resources
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APPENDIX E
DEGREE PLAN AND TRANSCRIPT

rd

Copies to: ADP Office Mary Baldwin College
‘ Student Adult Degree Program |
Acad. Counselor
ADP Committee (5) “

PLEASE TYPE

Name : 1D. No.:

3

Address: - - Date of Enrollment: December 1977

Aprox. Graduation Date: May 1981

ne: ’
Pho Date Degree Plan to be Presented

Academic Counselor: to ADP Committee:

Phone Ext.:

T
.

I. Statement of Educational Purpose: L
I entered the job market 12 years ago and while my job has been menta]]y
stimulating, I realize now that I want more out of a career and my life.

The pursuit of the Bachelor of Arts degree will allow the intellectual

stimulation I need at this point in my Tife and will provide the appropriate

knowledge for career advancement
II. Major Area of Concentration:

»
[

Business Management

Titles of Studies Constituting the Major (min. 9 cu) Source
1. Office Management Business 298 1 cu Prior Learning
2. Operations Management Business 398 I cu Prior Learning
. 3. Financial Accounting ° Business 299 1 cu Mary Baldwin College
4.  Managerial Accounting Business 299 1 cu Mary Baldwin College
5. ~OMPHYET Hardware Computer Science 198 1 cu Prior Learning _ :
6. _Introduction to Business Business 199 1 cu Mary Baldwin College N
7. Business Organization ‘Business 299 1 cu Mary Baldwin College
8. Business Seminar Business 381 1 cu Mary Baldwin College
9. Externship Business 399 2 cu Mdry Baidwin College
10. Microeconomics - Economics 199 1 cu Mary Baldwin College
11. Macroeconomics Economics 199 1 cu Mary Baldwin College
12.  _US-Economics History __Economics 299 1 cu Mary Baldwin College
13. Statistics Mathematics 003 1 cu Mary Baldwin College
. 14. E"%EHEEEE‘SQAt?impqharin97 Computer Science 199 1 cu Mary Baldwin College
: 15.

Title of Final Project: Case Analysis Senior Seminar

Student Signature: Acndemic Counselor ‘Signature:
Date: - A Date:
ADP Committee Approval: , Chairperson
Date:
-
23
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ITI. ADVANCED STANDING CREDIT {max. 27 cu)

B — <
“ A. Transfer Credit

R
.

College . Division

University of Virginia

English ~ I
Anthropology II

Psychology ) III

&

B. Credit by Examination

L J
Title of Examination Division
C. Credit for Prior Learning‘
Title of Learning Division
' Oral Communications - Communications 198 I
Interpersonal Communications - Comunications 198 1
Technical Writing - English 298 I
Computer Science - Computer Science 198 ITI
Office Management - Business 298 v
Operations Management - Business 398 Iv

Journalism (Editing) - Journalism 298 - Iv

Total Advanced Standing Course Units:

-~

No. of Course Units

LA

Gl—aroro
~ |l—moo

No. of Course Units

No.‘of Course Units

Nw ===
oloccococcocoo

=

17.1

l \-
0
l - -
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I
-

- IV. MBC LEARNING CONTRACTS (min. 9 cu) ‘
- . Na. aof Date
Title of Study " Divisiaon ¢ Caurse Cam- Grade
i “Units pleted

Principles of Macroeconomics-Economics 199 Il 1 June-1978 1 B )
Financial Accounting - Business 299 ‘ IV 1 Aug.-1978 { B
Managerial Accounting - Business 299 : ‘ v 1 Dec.-1978 | C i
Communication in History - Communication 299 I 1 May-1979 | A |
Western Civilization Before 1500 - History 299 II 1 May-1979 A
Western Civilization Since,1500 - History 299 II 1 May-1979 A .
Introduction to Computers Via ‘Timesharing -

Comptrter Science 199 III 1 Jan.-1979 { B
U.S. Economic Histery. - Economics 299 . Il 1 July-1979 ¢ B
Principles of Microeconomics - Economics 199 . II 1 Dec.-1979; B R
Contemporary England (in England) - History 29y I1 1 - Aug.-1979} B ~
A History of England (in England) - History 299 I1 1 Aug.-1979/ A
Business Organization and Management - Business 299 v 1 May-1980 [ B~
Introdu¢tion to Busingss - Business 199 ’ Iv 1 ‘Aug. -1980“ A
Externship-Set up in-house Publication Dept. v 2 Nov. -]980 A
English L¥terary Works-17,18, and_19th. Century - )

English 199 I : 1 Sept;-1980 .B
Literature - English 199 I 1 Nov.-1980 A

[

I3

. V. MBC - ON CAMPUS
May Business Seminar - Business 381 o v 1 May71980 - B

[

VI. MBC - CONTINUING EDUCATION

Basic College Math - Mathematics 001 111 . Sept.-1979 A
Introduct1on to Statistics - Mathematics 003 IIr 1 Jan.-1980 - B

e

£

Tatal MBC Learning Cantract Course Units: 20.0
37.1

Tatal Course Units faor Graduatian:

22
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MaJOR _BUSIN

V. DIVISIONAL DISTRIBUTION

ESS MANAGEMENT

Divisional distribdtion of all learning experiences applied toward the degree (place * by courses applied toward major).

‘@’

W

£

BN o - -
43 . - A
v . Lot

.

Division I

No. of c_u‘s/{]/

Division Ii

Division III

Division IV

Division V

26

No. of cu's _2__ No. of cu's _5 JJ No. of cu's 12 No. of cu's
: 7 thros Psychology As A Natural Office
English (2) Anthropology (2) Sc{ence 9y atura Managemen t*
Qral . Mestern Civilization Computer Operations
Communication (2) Before 1500 ~ Science* Management*
¢« Interpersonal Western Civilization Introduction to Computers Financial
- " Communication (2) Since 1500 Via Timesharing* Accounting*
Communication in. = | Principles of Basic College Managerial
History | Microeconomics* Math* Accounting*
‘Technical Principles of Introduction to Journalism
Writing (2) Macroeconomics* Statistics* (Editing)* (3)
EngTish Literary u.s. nomic Introduction t
Works-16,17,18 Century History* - stiness*10n °
English Literature | COntemporary ‘ Business .
England (in England) i’b& Orqanization*
History of England May Business
«{in England) Seminar*
‘ Externship in
L Rusiness* (2)
Total of 25 ccurse units from divisions I},II, III -
£ i
&0
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MARY BALDWIN COLLEGE, Staunton, Va. 24401

STUDENT'S PERMANENT RECORD

ENTRANCE RECORD

S
e MNM(S) [
DEGREE .
Entitied te Honersble Dismiseal otherwise stated
This ls @ trus copy of record of student whose name appears above.
Net valid without signature ond college secl.
Deta Lo
Reglstrar
De cember 1977 - Entered in Adult Degree Program :?:xss) R A Ty T e gTT] m——m,;“.o;"'“ .1‘“.0':;
““Total credit accepted upor entering: 0 20 | 3.0 3,0 Sa 2
University of Virginia . 5.1 c.u. "c"';w:“ o0 1 .0 [16.1 - -”;; 2,0 | 1.67
TOTALS - ¢ S— ] =ADF FOTNT ] TERM(S) - SES3ION -
TERA(S) S e e bl Div] TERMS | COURSE | NO. TITLE 2 (T - O e
CUMULATIVE 0.0 [ 5.1 J 2] 345| HIST{199|LEARNING CONTRACT = A 1,0 1.0] 3,
vinws) Jef 3833108 11=78 *| WESTERN CIVILJZATION TO 1500
w] rirms | counse | wo. T naoe| T ] oo T o | 2 SQSI’ :'I‘SEI399[I£E%22?I‘NG SONTRACT x{A 1,0( 1.0| 3,
MNK] BUS | 298| PRIOR LEARN CREDIT*|NG 0| 1 *| WESTE IL{ZA SINCE 1500
| OFFLCE MANAGERENT € CRED * 0 o0y 3u5l SPEE 1:3\PRIOR*LEARN CREDIT#(NG| .0| 2.0| .
4|9 | BUS | 398/ PRIOR. LEARN CREDIT#|NG 0| 1.0 0 || *| ORAL COMMUNICATIONS
»| OPE nmutang gs‘gngurc N CREOD ) ) '/ 1| 345] SPEE| 298| PRIOR LEARN CREDIT#|NG| " ,0] 2.0|
39 €S |[198| PRIOR LEARN CREDIT#|{NG| ,0| 21.0| .0/ *| INTERPERSONAL|COMMUNICATIONS
&| COMPUTER HARDNARE MINI COMPUTERS 1| 345| SPEE 299~LEARNING CONTRACT s A 1,0 1.0/ 3.
119 | ENG |298| PRIOR LEARN .CREDIT#|{NG| .0| 2.0| ,0!l* COMMUNICAYIONS IN HISTORY 0 N
- TEC NIC‘L HRI ING TOTALS ATIN C FHvE 6B 0Tl TANNED [ ATT WIC CRABL] c 2! : AVERAGE
4 9 JOUR| 298| PRIOR LEARN CREDIT=| NG «0{ 3.0 .0 TERM(S) 20 20 7.0 20 9.0 | 3,00
| EDIFING comoarve] 0] ,0[23.2] 6,01 24,0 | 2,33
T TOTALS %A COINTS gt | reams) TERMS 1e2 $E4310N 79-80
CUMULATIVE 20 0] 13,1 o0 o0 .00 3{1e2] €S [199[LEARNING CONTRACT =|8 1,0 1.0 2.
nay TERMS 1=z, TR »| INTRODUCTION TO CPMPUTERS VIA TIME SHARING MFG |
oiv] TEmms | course | No. TITLE RACE] AT, | n o] 212 ECON1 299 |LEARNING CONTRACT =|8 1,0 1.0{ 2,
- . 1| s{ Us gconNOMIC HISTORY _
R R a2y JLERKNING CONTRACT 1001 1401 100 151 1.2] HIST|299|LEARNING CONTRACT *(8 | 1.0| 1.0] 2,
- *| CONTEMPORARY ENGLAND
|pil ] Bus |223 [LEARNENG CONTRACT #18 | 1.0/ 1.0 2.0 l[5] 1 2| HIsT|299|LEARNING cONTRACT =|a | 1.0] 1.0] 3.
2|1-2| ECON|299 [LEARNING CONTRACT = 1.0 1.0 2.0
» |PRIN OF EQONOMICS MICROECONOMICS :

: . . w




. .

-

00 01/10/80
L 4

A HISTORY|OF ENGLAND -
TBASIC COLLEGE MATH |A 1.0 1.0 3.0

3/ 1-2] MATH| 001}
ToTAls mm:%m:gﬂ AL ot
‘Msl 3 ° [ 0 5 ° 0 5 [ [ * L
CUMURATIVE .0 .0 28,1 11,01 26,0 2.36
o) TEKNS 3depn 79«80
W[ Temas | courst | o TITLE RADE e ina| oy

4| 345] 3US | ¢99|LEARNING CONTRACT *[8 | 1.0] 1.0 2
BUSINESS QRGARIZATION AND MANAGEMENT

5 | aUS |sbi)SEMINAR 3 | 1.0f 1.0| 2
S“Sf E£CON| 199 LEARNING CONTRACT +(8 | 1.0| 1l.u| 2

PRINCIPLES OF|MICROECONOMICS -
34| MATh{G03| INTRO STATISTICS d 1,0f 1.0] 200 i
TOTALS W%A - SiABl FONTE CEADT FOIN

TS | L0 «0 4.0 4.0 8,0 2.00

CUMIRATIVE ) .0 32.1 15,0 34,0 227 -
- i vnqg_]mmﬁ_;d UIION 8Q0-81 ) _
'ﬂ. TEMMS |  COURSE NO. TITLE cuulm:luﬁ‘ﬂn sy}
4i1=2] BUS |199|LEARNING CONTRACT s A 1.0/ 1.0] J.0
s | INTRODUCTION TO BUSINESS ’
Yite2| BUS [399|LEARNING CONTRACT s{A | 2,0| 2.0] 6.0
ESTABLISH|PUBLICATIONS DEPARTMENT
12| ENG |199{LEARNING CONTRACTY #{B-| 1.0] 1.0/ 2.0

e NEw

h
L J
. 1
& #|ENG |LITERARY JORKS OF 17 18 19TH CENTURIES
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ADULT DEGREE PROGRAM‘
Mary Baldwin College
Staunton, Virginia

Transcript Explanation *

The Adult Degree Program is a nonresidential, individualized bachelor
of arts degree program designed to meet the educational needs of adults. The
program allgws adult learners to tailor their programs of study to meet their
= own career and life goals and satisfy the institution's degree requirements.

The Adult Degree Program is offered through Mary Baldwin College, a four-year
liberal arts college which is accredited by the Southern Association of Colleges
and Schools and is a member of the American Council on Education, the College
Entrance Examination Board, the College Scholarship Service, and the American
Association of University Women.

The learning contract method of instruction is used. Learning contracts
state the purposes and topics of the study to be undertaken, the method-of study
and the criteria for evaluation. Contract activities may include course work
on the Mary Baldwin campus or other campuses, independent study with Mary
Baldwin faculty or off-campus resource persons, special projects or a combina-
tion of these activitfies. Once students complete their contract work, they
must demonstrate the achievement of specific learning objectives for evaluation
and validation by the college.

Because adults are highly motivated, capable of self-directed learning,
and have achieved competencies beyond those of the typical undergraduate student,
the college will assess and give credit for college level learning a student
has acquired prior to admission to the Adult Degree Program. The student must
demonstrate and document prior learning for evaluation by a committee of Mary
Baldwin Colleger faculty. Credit is awarded by the faculty committee and reviewed
and approved by the Adult Degree Program Committee. No grade (NG) is given for
Prior Learning Credit. '

. Further documentation will be furnished upon request. Notify the Registrar's
Office, Mary Baldwin College, Staunton, Virginia 24401." '

* Attached to all official transcripts sent from the Registrar

o . v
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APPENDIX F

' OFF-CAMPUS TUTOR
INFORMATION

%

.

The Adult Degree Program ar Mary Baldwin College is a non-residential, individualized bachelor of arts degree
program designed to-meet the educational needs af adylt students. The Program is organized to permi srudents to
work indeperidently ar their own pace and.at a location which best suits their study plan and life circumstances.

- While some Adulr Degree Program students choose ta study by enrolling in classes ar Mary Baldwin or ar.other

accredited institutions, others prefer to worls toward their degrees by engaging in independent study with Mary

Baldwin faculty tutors or approved off-campus tutars. Under this arrangement, the turor meets with a student for

- individualized reaching/learning sessions, supervises and evaluares the student’s progress and malkes a recommen-

_dation-far a-grade.”

Because many Adult Degree Program students who wish to study independently live outside the Staunton areq,
we are always seeking qualified individuals interested in acting as off-camipus rurors.

Your name has been submitted as a passible candidate ro serve as an off-campus ruror with Mary Baldwin’s
Adult Degree Program. Please read the following information concerning the qualifications of off-campus tutors, their
role in directing independent study and the payment which they may receive. If you are interested in becoming an
off-campus tutar, camplete the aftached resume and retumn it to:

Adulr Degree Program
- Mary Baldwin College
. Staunton, Virginia 24401.

Upon approval. we will add your name ta our file of off-campus tutors so thar our students may confact you. You
may worl with as many Adult Degree Program students as your schedule permifs. and the final decision ro work with
any student rests entirely with you.

Qualifications

In order far an individual to be approved as an off-campus tutor for Adult Degree Program students, he or she
- must meet certain qualifications.

For tutoring in an academic discipline, an off-campus ruror

3

— must have earned an advanced academic degree in the discipline of the proposed learning expe-
rierice, and

— must have had either college teaching experience or experience organizing, supervising and evalu-
. . N . N . 1
ating college-level learning in a nan-collegiate setting.

For tutoring in a professional area, or s‘upervisirig experiential learning. an off-campus ruror

— must have earned an advanced academic degree and/or have had successful professional expe-
rience in the area for which he/she will be serving as turor or supervisor, and

— must have had college teaching experience or experience organizing, supervising and evaluating
college level learning in a non-collegiate setfting.
For tutoring in the applied arts areas, an off-campus ruror
— must have recéived formal training (at a recognized professional or frade school. or in an academic
setting) in the area of the learning experience, and/or must provide evidence of being an active and
productive artist or craffsman. and ’

.
“ .
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— must have had teaching experience, or provide evidence of his/her ability ra instruct. supervise and
evaluare students in the methods and rechniques of his/her arf form.

Role of an Off-Campus Tutor
" An off-campus ruror will:

— Meetwith 8 student to discuss the student’s educatianal and career goals and ta establish the nature and
conditions of the independent study. L -

— Help ro design and implement a leaming contract which will enable the student ta meet his/her
leaming objectives, and which reflects a leoming experience worthy-of academic credit.

— Work with the student to determine the specific cantent and leaming objectives, identify apprapriate
- == methods of learning and resources to be used, select the kinds af evidence required to demanstrate
that the learning objectives have been mer (tests, papers, discussian, etc.) and establish the criteria by

which that evidence will be evaluared. ‘

. — Meer with the student as necessary for reoching sessians.

— Evaluate the student's learning based on the criteria stared in the learning contract, and submit @
namative evaluation and recommendation for a grade fo the College indicating the quality af the
. student’s work.

Payment of Off-Campus Tutors )

Payment for serving as an off-campus tutor varies accarding to the individual agreement aranged between the
student and the tutor. Some aff-campus tutors volunteer their time, others warlk at an haurly rate and other receive a
pre-established fee for the learning experience.

The fee paid ta Mary Baldwin College faculty memberswhoserve as furors forstudents in independent srudy are
as follows:

— $175for a directed study which involves approximately 15 haurs of the tutar's time, including planning,
evaluation and tutorial sessions.

— $100for a nan-direcred study which involves 5-7 hours of the tutor's time, including planning, evaluation
and tutorial sessions.

Off-campus turors may use this payment schedule as a guide. Students submit turarial fees ta Mary Baldwin
College whichin rumn paysthe rutors at the beginning of the learning experience. The tutar is emplayed by the srudenr
and not by the college.

%,

~ APPENDIX G
LEARNING CONTRACTS

The following excerpts from the Learning Conrrocr Hondbook indicare rhe information needed to descnbe a
learning experience. i

_A. LEARNING GOALS AND GENERAL DESCRIPTION OF THE ACTIVITY
This section of the learning conrroct is written by the student and explains the general nature and
subject of the learning experience. The student describes how this experience relates to his/her degree plan

(will it help provide deprh or breadth to the program?), OR fo his/her life plan (will it help in personal
explorarion ar development?) OR careet plan (will it help ro achieve professional gaals?).

This is a very useful part of the learning contract because it requires the student to consider how a
particular learning experience or activity contributes fo his/her roral educatianal program.

2 | 33
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B. SPECIFIC LEARNING OBIJECTIVES

Learning objectives are the heart of the learning contract. They are the starements which describe the
outcomes of the leorning experience, ond, for this reoson, they should be as specific and complete as

possible;

1. In formularing specific learning objecitves, the student should osk

What do | want to accomplish during this learning experience? '

ll

£ -
What do | want fo be able to do as a result of this leaming experience?

’

AND

2. Once the answers to these questions have been identified, the student writes the specific learning
objectives.

a. Independent study: The student works closely with the tutor in determining the specific learning

objectives.

In some coses, the student moy be able to identify only o brood areo of interest or generol
outcomes which he/she wants to achieve. The tutor supplies suggestions for specific content and
outcomes.

In other coses, the student moy come to the learning experience with very specific objectives ond
outcomes in mind ond the tutor may only review or refine these objectives.

. Courses and other experiences: Based on a course description, syllabus, infroductory moterial of

ropics of study, the srudent writes specific objectives which describe the experience.
The following is o course description taken from a college coralogue:

4 R
“Principles of Economics: The principles of economics and the beoring of these principles on
present Americon conditions; structural ond functionol aspects of the economy. Analysis, problems
and issues relafing to the orgonization of business, labor ond government institutions ond their
economic stobility ond growth.” -

This description suggests the following specifi& learning objectives:
The student will be oble ro '

— identify the major principles of economics, ‘

— exploin the bearing of these principles on present American conditions,

— distinguish between functionol and structural aspects of the economy, and

— identify the problems and issues reloting to the organizofion of business, lobor ond
government institutions and recognize their economic stability ond growth potentiol.

3. The following is a list of poésible woys to state learning objectives:

The student will. . .OR
The student will be oble fto. ..

o ——tecadll”

define interpret apply categorize formulote contrast
distinguish rearrornge generalize produce judge standordize
ocquire. " differentiote  relote constitute argue approise ¢
identify make choose originate validate wrire
draw develop modify ossess
recognize exploin orgonize document decide
fronslote demonstrate  use propose consider
illustrote conclude employ - plan compare
prepare predict tronsfer design esfimate
read determine . . restructure specify infer
represent extend clossify derive reorder
chonge interpolate detect combine deduce
restate extropolote discriminate synthesize onalyze )
29
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C. LEARNING ACTIVITIES: METHODS OF STUDY AND LEARNING RESOURCES

The methods of study andthe resources for learning should combine to malke it possible to achieve the
specific learning objectives. There should be a direct relationship between these fwo sections of the learning
contract.

. £

If. for example. an objective is to be able to identify and describe the characteristic behavior of the

. major stages of child development, then the method of study (reading. observation) and the resources

(text on child development, selections from the work of Piager, laboratory school children) must contribute
directly to the occomphshmenr of thar objecnve “

) 1. Method of Study
Learning may rake place as the result of

attending classes R
meeting with a tutor o .ok
reading and outlining a text “
reading from a reference list

preparing a research paper or project

observation s
practice
teaching others
some combination of these or other methods

2. Learning Resources o

IS

The student should list o&re/sgutces‘rhorwilI’c6?{r'r‘i'bure to his/her learning and the achievement of the
specific learning-objectives.

The following is a list of possible kinds of learning resources:

books, and other written material, films. tapes, recordings, etc.
people

events (plays, seminars, erc.)

places (museums. field trips, etc.)

3. Independent study: The student and rutor worls together to identify the methods and resources which
best suit the student’s learning style and the subject matter, and which will result in the achievement of
the specific learning objectives.

4. Courses and other experiences: The methods of study and learning resources are usually identified
through the course requirements or program of study.

_

D. EVALUATION

The evaluation process and the criteria for evaluation should be clearly established when the learning
contract is written. The evaluation procedure should be designed to derermme if the specific learning
objectives have been satisfactorily met.

1. Who will evaluare the learming contract?

.

a. Independent study with Mary Baldwin faculty as tutors:

(1) After the student submits an Evaluation of Learning Contract form with the preliminary
information portign completed to the tutor. the tutor writes a narrative evaluation of the
student’s performance and determines the grade the student will receive.

+ (2) The ruror then distributes the completed evaluation form to:
(a) the Aduir Degree Program Office
(b) the student
(©) him/herself




b. Independent study with off-campus tutors:

(1) After the student submits an Off-Campus Turor Evaluation of Learning Contract form with the
preliminary information portion completed to the off-campus tutor, the tutor writes a narra-
tive evaluation of the student’s performance and recommends a grade.

(2) The off-campus tutor distributes the evaluation to:
(a) the student
(b) the student's academic counselor

(3) Ifthe academic counselor has any questions concerning the appropriateness of the narative
evaluation or the grade recommendation, he/she should arrange to meet with the futorand
the srudent for clarification or revision.

(4) Ifthe evaluation is acceprable to the academic counselor, he/she will award the final grade,
sign the evaluation form, and send a copy fo the Adulr\[pegree Program Office.

c. Courses:The instructor of the course evaluates the studenf’s performance; however, the student's
academic counselor is responsible for final evaluation.

: : , iy S .
(1) The student completes the preliminary information portion,of the Evaluation of Learming
Contract form and gives the form fo his/her academic counselor.

(2) The student submits the grade card from the course to his/her academic counsélor.

(3) The academic counselor writes a brief statement indicaring that the student has successfully
fulfilled all the requirements for the course, and enters the grade on the Evaluation of
Learning Contract form. :

(4) The academic counselor distributes copies of the evaluation form fo:
(a) the Adult Degree Program Office
(b) the student
() him/herself

d. Corresp/ondence courses and other experiences:

(1) The student completes the preliminary information portion of the Evaluation of Learning
Contract form and gives the form to his/her academic couhselor.

(2) The student submits all grades, tests, grade reports or other evaluation materials to his/her
academic counselor.

(3) The academic counselor writes a brief narrative evaluation indicating that the student has
fulfilled the necessary requiremients and enters a final gr?deon the Evaluation of Learning
Contract form.

(4) The academic counselor distributes copies of the evaluation form o the Adulr Degree'v‘
Program Office, and fo the student and retains a copy for his/her own files.

2. How will the learning contract outcomes be evaluated?

a. Independent study: The student and the tutor determine the nature of the evidence that will be
presented to demonstrate that the 'earning objectives have been met. This may take the form of
tests, essays, journals or logs, reports or presentations, discussions, demonstrations, products, etc.

The tutor.explains the level of accomplishment required for the assignment of a lefter grade.
When possibie, this should be stated in detail on the contract.

b. Coursesand other experiences: The student fulfills the requirements of the course asstated by the
instructor or the €ourse syllabus, or he/she fulfills the requirements stated in the learning package.

3
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Mary Baldwin College LEARNING CONTRACT Adult Degree Program

a

Students must send TYE%D copies to: /] ADP 0ffice /7 Academic Counselor /7 Tutor /7 Student
. kY ] .

Name : I.D. Number

Address: Contract Beginning Date:

Contract Completion Date: August 1980
Term in which credit is to be recorded:

Telephone: Spring
‘Tutor: ] . Academic Counselor:
Address: Mary Baldwin College ) Check One:
_Staunton, Va., 24401 Directed Study

X Non-directed Study
0f f-campus Study

TeTephone: _703-885-0811

] ] j
I. Title of Learning Contract: Division - I Discipline Art

Level (check one): 199 299 X 399 Course Units 2.0

Exact Title of this Learning Experience (for transcript)
Research in Graphic Arts Management

Il. Learning Goals and General Description of Activity:

This course will serve to complete the requirements for a major in Arts Management.
The intent of the learning experience is two-fold: (1) to acquaint the student with
writings of theorists and practitioners in the field of graphic arts management, and
(2) to give the student an opportunity to learn how to pursue independent research
in this area.

@

R

It1.- Specific Learningrﬂﬁjectives (specify learning outcomes in detail):

1. To pursue intensive study in éelected areas of graphic arts management.
2. To gain insight into the problems particular to scientific and research
organizations in the operation and management of a graphic arts group.

and experiences gained by others in the same or related fields to her current
work setting. ‘
- 4, To improve the student's analytical skills and writing ability.

K 5. To set up an efficiently organized reference file, based on the student's
research, on topics relevant to graphic arts management in the scientific and
research setting. This ffle will be used (1) to train new employees, to aid in
expanding the knowledge of older employees, and to research questions that arise

// in everyday work situations; and (2) as a basis for a book and miscellaneous tech-
nical articles on setting up, maintaining, and improving an illustration/photo-
graphic/printing department in a scientific or research oriented organization.

<

; l

IV. Learning Activities (describle methods of study - list resources to be used):

1. Prepare a basic list of subjects relevant to graphic arts management in the
scientific and research setting.

SRy

S
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.3. To improve the student's managerial capabilities by application of the knowledge —

!




&

2, Perform a survey of instructional publications in the field. Identify publications
relevant to graphic arts in the scientific and research setting.

3. Contact others active in &his field and ask for recommendations about publications
"and miscellaneous literature. -

4. Set up a computer "listing" program, which can be expanded as needed, to maintain
references by author and subject.

5. Obtain copies of publications and articles when possible by direct purchase, through
requests to authors, and by copying where necessary when not in violation of
copyright laws.

6. Research methods for setting up a useful, simple to use, inexpensively maintained
filing system, which allows .,for easy expansion or deletion of current and dated

- materials, Set up filing system. .

File publications and articles. Annotate where necessary., Cross-reference files
if more than one topic is covered,

8. Set up books by.sybject.

9. 1Identify subjects about which not much information is available.

°

/V. Evaluation: ,
| Who will evaluate Learning Contract? (Tutor - MBC Faculty Member)
When will Learning Contract be evaluated? Spring 1980

How will learning outcomes be evaluated? (pe sp :ific):.

~4
h

Tutor will evaluate the learning experience based on content, depth, and
quality of preparation.

- N .
+

Grading Option (check One): . P/NC - X Letter Grade 2
VI. Signatures: .
f Student: Academic Counselor:
I Date: Date:
Tutor: -
Date:

FOR ADP OE%ICE USE (for contracts describing courses taken at institutions other than
MBC) According to the ACE/CPA, the above named institution is fully accredited.

Sngnature

Date:
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Tutor must send | 1

typed copies to: same ? )

ADP Office ' EVALUATION OF LEARNING CONTRACT

Acad. Counselor ' , :

Student : Mary Baldwin College

Tutor - — Adult Degree Program
Student's Name: ' I.D. Number:
Division: I‘ Discipline: Art Level of Study: 199, 299,‘,§§9(circ1e one) . N
Title of Learning Contract: - Research in Graphic Arts Management ’
Tutor (Evaluator) . No. of Course Units: ) 2.0
Address: Mary Baldwin College Contract Completion Date: AugdSt, 1980

»

Staunton, Va 24401 Term in Which Credit is to be Recorded: Spring -

Phone: 793—885—9811 , ext. 394 — " Grade: A

Narrative evaluation of student's learning activity:

The task of evaluating the completely professional and eminently useful work that the student
has presented in fulflh*sent of this learning contract has a humbling effect on the tut-r-
evaluator. The student authority in the field of graphic arts management has been amply
demonstrated by her successful organization and development of the National Radio Astronomy
Observatory's Graphic Art Department which she has directed for a number of years. The
evaluator, a teacher of graphic arts with little professional experience, cannot pret?Ad to
her authority in the field of graphic arts management, Her impeccably organized and well-
written reports, or '"notes,' and the extensive bibliographies that she has presented would
comprise a small book. This work speaks for itself through its scope, its balance, its
thoroughness of indication, and its editorial and -typographical perfection. The principal [
report: '"Notes on Reference File," is a model of the succinct but thorough technical '
explanation. It states problems and solutions with complete clarity as it deals with ‘the
subject of organizing a library to serve the many varied and often complicated needs of the
specialized technical and scientific institution. The master bibliography is set up under !
twenty-eight very carefully chosen subjects and it counts altogether one hundred and sixty ks
entries. 1In addition she has included with this work a three-page annotated listing of
publishers in the graphic fizld with their mailing addresses, another index of twenty-nine
specialized periodicals, plu§ a roster of the four professional graphics annuals, and even

a directory of the book clubs distributing specialized publications in graphics. The

"Notes on Bibliography,' "Notes on Book Clubs," "Notes on Annuals," "Notes on Periodicals,

and "Notes on Publishers of Periodicals" make those patiently and thoroughly researched
listings all the more valuable from a strictly practical point of view. That has been the
underlying purpose of this very successful undertaking. :

»

Signature of Tutor (Evaluator):_ . Date: v

Revised 8-1-78 o
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o APPENDIXH
TUITION AND FEES

Entering Students
Application Fee $ 20.00 — to be submitted with application form.

Annual Tuition  $850.00 — payable on the date of Orientation. Payment must be made or student may not
enroll in courses or learmning confracts. e

Billing After First Full Year .

Afrer the first full year of enrollment, students will be billed on a 6 month basis. The bill is due upon receipt and
payment should be sent o the Business Office. If less than & months is required to complete degree requirements,
payment may be made for 3 months (%4 of year). No payments or refunds will be made for less than the 3 month
period.

Refund Policy

Refunds will only be granted upon receipt of written nofice fo the Director of the Adult Degree Program from the
student. The date on ‘which written notice is received by the college will be considered as date of withdrawal. All
financial obhgonons to funding ogenaes 'such as BEOG. CSAP or VELA will be pond by the Business Offnce before the

" student refund is made. S

Additional Fees

CLEP $20.00 per test ©
Prior Learning Credit $50.00'minimum evaluation fee for each portfolio
Courses

Daytime Courses (ar Mary Baldwin College) $217 per course unit*

Continuing Education (Night Courses) $145 per course unit

Other Instirutions Variable cost depending on rhe instirutions’ fees

Independent Study Tutorials
Directed Independent Study Tutorial !

(15 hours of contact time) $175

Non-direcred Independent Study Tutorial

(7*2 hours of contact fime) $100
Graduation Fee $ 35

*Because Adult Degree Program students pay a general tuition, the standard per course unit fee 1s reduced by one-half

Sample Programs for 12 Month Period

Thesé are not typical programs of study: they-are given as examples only.

*Srudenr taking 6 course units Student taking 12 course units

Tuition $850 Tuition $850

Books and Supplies $200 Boolss and Supplies , $350

2 Independent Tutorials $275 4 Independent Tutorials $550

2 Courses at Mary Baldwin College $434 3 Courses afr Mary Baldwin College $651

1 Off-campus Course $150 1 Prior Learning Credit Portfolio —

1 Correspondence Course 5125 3 course units $ 50
Total  $2.034 2 Off-campus Courses $100

Total $2,551

35 40
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