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1. Purpose

This policy establishes the framework for students who have previously withdrawn and wish to return,
graduates seeking additional programs, and candidates with relevant knowledge acquired through
informal, non-formal, or experiential learning. It also provides guidance for transfer credits from other
institutions to ensure consistency, fairness, and regulatory compliance.

2. Scope

e Applies to: Former and returning students; prospective students requesting Prior Learning
Assessment and Recognition (PLAR).

e Applies in: All Willis College campuses and programs.

¢ Includes: Re-entry approvals, credit transfers, and experiential learning assessments.

e Excludes: Programs or courses deemed ineligible for PLAR by the Campus Director.
3. Definitions

e Campus Director (or designate): The senior authority responsible for final academic and
admissions decisions, including re-entry and credit transfers.

e Challenge Assessment: A formal process (exam, project, interview, or portfolio) used to confirm
prior learning against course outcomes.

e Equivalent Course: A course from another institution that substantially matches the learning
outcomes, content, and hours of a Willis College course.

e Experiential Learning: Knowledge and skills acquired through hands-on work or lived experience
(e.g., volunteering, military service).

e Original/Subsequent Enrollment: "Original" refers to the first period of registration;
"Subsequent" refers to any later period of re-admission.

e PLAR: Prior Learning Assessment and Recognition.

e Transfer Credit: Formal recognition of learning from another accredited post-secondary
institution.

4. Policy Statement



General Eligibility:

e Prior learning must be relevant, verifiable, and completed within the past five years (or
withdrawal occurred maximum 12 months prior).

e Candidates must be in satisfactory academic, financial, and conduct standing.

e The College reserves the right to deny re-entry or recognition at its discretion.
Stream 1: Re-Entry to the Same Program

e Readmission is based on a maximum 12-month window from the date of withdrawal.

e Any outstanding balance from the Original Enrollment must be paid in full or on an approved
plan.

e Tuition is calculated by combining the remaining balance of original tuition plus hourly charges
for any repeated or additional requirements (Failed/Incomplete courses, expired certifications).

Stream 2: Re-Entry to a Different Program

e Courses from the original program are reviewed for transfer credit.

e  Full tuition for the new program is required, minus calculated transfer credits.
Stream 3 & 4: Experiential Learning and Other Institutions

e  Maximum credit awarded cannot exceed 50% of the program.

e Credits appear on the transcript but are not included in GPA calculations.

e Transfer credits are calculated based on the program's hourly rate.
5. Procedures

¢ Related procedure document(s): Request for Prior Learning Assessment and Recognition (PLAR)
Form.

¢ High-level steps:

1. Initial Contact: Candidate submits the PLAR review form and required documentation to
a Student Admissions Advisor (SAA).

2. Financial Review: Financial Aid Administrator (FAA) verifies financial eligibility and
outstanding balances.

3. Academic Review: Campus Director assesses academic records, time since withdrawal,
and conduct.

4. Decision: If barriers exist, the Director may request a Reflection Statement or interview.

5. Finalization: Approved credits are identified, a new schedule is generated, and a file is
created in the Student Management System (NOVA).

6. Compliance and Enforcement



e Failure to meet financial obligations from previous enrollments prevents subsequent admission.
e Providing fraudulent documentation for PLAR will result in immediate denial or dismissal.

e Decisions regarding course equivalency and re-entry eligibility made by the Campus Director are
final.

7. Training and Awareness

e Required training: Admissions staff and Campus Directors must be trained on the PLAR
assessment formula and NOVA copy features.

¢ Target audience: SAA, FAA, Campus Directors, and prospective/returning students.

e Documentation: Policy outlined in the Admissions Handbook and Student Management System
guidelines.

8. Related Documents
e Policies: Student Tuition and Refund Policy, Student Code of Conduct.
¢ Procedures/standards: NOVA Copy Feature User Guide.

e Forms/templates: PLAR Review Form, Reflection Statement Template, Challenge Exam Request.



