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Leadership Development Program (Level I)
Algonquin Leaders in Education Institute (ALEI)
Prior Learning Assessment and Recognition Process
What is PLAR?
Prior Learning Assessment and Recognition (PLAR) is a process that helps adult learners to identify, articulate and demonstrate relevant learning acquired through life and work experiences and translate this learning into a college credit. Through either a portfolio or challenge examination, a PLAR may lead to the acceptance of work and life experience in lieu of taking certain courses. 
Why Use PLAR for the Leadership Development Program (Level I)?
It is recognized that many employees at Algonquin have leadership knowledge, skills, and competencies that they have developed through career and life experiences.  Some of these may have been developed through formal educational experience that resulted in a credential or certificate.  There are a number of these credentials that will be accepted in order to grant an exemption for the Leadership Development Program (Level I)*.  This will provide them with the pre-requisite required to apply for the Advanced Leadership Development Program (Level II).
For those employees who do not possess one of the recognized credentials, the use of the PLAR process for the Leadership Development Program (Level I) will allow them to receive recognition for this knowledge, and these skills and competencies, thereby allowing them to earn the certification for the Leadership Development Program (Level I). This, in turn, will provide them with the pre-requisite required to apply for the Advanced Leadership Development Program (Level II).
What is the PLAR Process? 
The PLAR process for the Leadership Development program (Level I) is the presentation of a portfolio.  See the PLAR Portfolio Assembly Guidelines for details.  

*Recognized credentials include: 
· Management Skills Program (10-day program offered by The Management Centre)
· Chairs Academy Leadership Academy Program
· Leadership Development Institute Program
· Management Development Institute Program

More Information
For more information, please contact Rebecca Volk, Centre for Organizational Learning, WC135, volkr@algonquincollege.com, 613.727.4723. ext. 7046
PLAR Program Summary Table
	Program Title: Leadership Development Program (Level I)

	Program Learning Requirements
	Where the learning was acquired
	What documents will verify learning
	Index

	1. Build relationships internally and externally.
· explain the essential elements of the communication cycle and the impact of verbal, para-verbal and non-verbal communication
· identify the impact of “proxemics” on informal interpersonal communication
· identify the five levels of listening and practice the highest level
· assess a team’s interpersonal climate and identify ways to improve it
list and define the steps in the performance management cycle
	
	
	

	2. Be passionate about learning and teaching.
· assess a team’s interpersonal climate and identify ways to improve it
· describe the steps for effective delegation
coach for continuous performance improvement
	
	
	

	3. Lead others with courage and conviction.
· apply a problem-solving methodology to address performance issues
· explain the impact of managerial expectations on employee performance
· list and define the steps in the performance management cycle
· conduct an effective employee appraisal interview
· write objectives in specific measurable terms
· identify ways in which to improve time and priority management
· describe the steps for effective delegation
· coach for continuous performance improvement
· identify the appropriate type of leadership style to use with each employee
	
	
	

	4. Be innovative and entrepreneurial.
· identify ways in which to improve time and priority management
	
	
	



	PLAR Portfolio Assembly:
Guidelines

	The following guidelines are provided to assist you in the assembly of a 
portfolio for prior learning assessment and recognition.  Read the guidelines 
carefully and include each component as described in these guidelines.

	 What is a Portfolio?     
	The portfolio is a file or folder of  information which describes your relevant experience, 
identifies and analyzes your learning achievements and provides validation through a 
collection  of documents.




The portfolio must adequately:
· identify/describe your relevant learning accomplishments (knowledge, skills, competencies, abilities).
· show a match between learning achievements and the requirements of the course.
· verify these learning accomplishments with supportive documents.


	
What are the Essential Component Parts of Your Portfolio?
	1. Introduction
2. Résumé
3. Summary
4. Index to Documentation
5. Documents to Support the Program Learning Outcomes







2/2
2/2
Prepared by Rebecca Volk
October 2010
1. The Introduction
· not more than a page
· written in a narrative form
· introduce yourself and the purpose for the portfolio (i.e. to obtain credential in ____________ (example: Leadership Development Program (Level I)

If there is information related to the portfolio that you wish to highlight, mention this in the introduction.  For example, if you work in a confidential environment, you may wish to mention that and detail what sorts of documents are included in the portfolio.



2. The Résumé

· The résumé is a general summary of your education and employment background.
· It should be written to emphasize your strengths and abilities and to highlight your accomplishments.
· The following areas of information should be included:
· education
· work experience
· activities and interests
· career aims or goals
· references – (availability of)







3. Summary

This section is the key element in the portfolio.  It demonstrates your ability to distinguish between experience and learning.  Credit is awarded for the learning that has resulted from workplace/professional development  experiences.

The following is an example of the template you should use to describe how your learning matches the program learning outcomes. 

Program Title: Leadership Development Program-Level I	
	
	Program Learning Outcomes
	Where the learning was acquired
	What documents will verify learning
	Index

	1
	Build relationships internally and externally
	Controller: ABC Company, Nepean, ON

Human Resource Manager, Atlas Group, Halifax, NS
	Job description

Memberships on community boards

Letter from Jane Jones, Supervisor
	A


B



C

	2
	Lead others with courage and conviction

	Human Resource Manager, Atlas Group, Halifax, NS

Workshops
	Letter, Bob Smith, Supervisor

Performance
Appraisal
Certificates
	D

F


You will be provided with the Program Learning Outcomes.  You should collect evidence for each of the learning outcomes.  The elements of performance will help you interpret the outcome statements but you do not need to document learning against each element. (Refer to PLAR Program Summary Table attached)

4. Index to Documentation

The documents should be labelled A-Z and should be indexed.  
This is a page which provides an outline to the documentation for examples.

Job Descriptions……………………………………….Section A

5. Documents to Support the Learning

The purpose of the documentation section of your portfolio is to provide evidence of the learning you have described.  Just as students in a classroom must provide evidence of their learning in the form of book reports, oral presentations, research papers or examination results, so you will be expected to demonstrate that you really possess the knowledge or skills you claim to have.

Documentation may take many forms:

· course materials from workplace training
· an official transcript of a company training course you’ve 
taken
· a videotape
· a letter from a former employer outlining your job 
responsibilities and describing your performance
· pictures, blueprints

Documentation resources usually fall into two categories:  direct and indirect.

Direct Documentation:  refers to products you have created, performances you have given, reports you have written, marketing plans you have produced, etc.  In most cases, direct documentation serves as the strongest evidence that you really do know what you say you know or have the skills you say you have.  You must be prepared to prove, however, that the evidence or product was created by you.

Examples of direct documentation include:
· management reports you have compiled and written, in 
whole or in part	
· video or audiovisual tapes of speeches, talks, training or
performances you have given
· training plans you have created

In all of these forms of direct documentation, there must be some form of validation that the photograph or tape is really yours or a clear indication of the part you actually played in the preparation of the whole.  Original signatures, printed acknowledgements or accompanying letters or confirmation, etc. may provide that validation.

Indirect Documentation is usually about you and your accomplishments.  It can take the form of:

· letters written on your behalf by employers, co-workers, business partners, business consultants, teachers, church, community or government leaders or professional association members
· commendations you may have received (awards, medals, official recommendations
· official personnel evaluations by your supervisor
· transcripts showing test results or college courses passed or documenting completion of training programs
· program notes from performances you have given or exhibits in which you have shown your work
· trade industry or newspaper articles about you
Weak sources of documentation, which should be avoided, include:

· letters from family members
· newspaper clippings about events in which you say you participated but which do not mention you; or job evaluations that are not specific about what you actually did or what skills you exhibited; an evaluation that merely states you were a good employee, or even a superb employee, is poor documentation for your skills and learning.

	
How do I put the Portfolio Together?
The basic principle that should guide you in putting together your portfolio is this:  make it easy for the reader to understand.

Selective:  Only those facts, documents and data which are directly connected with your credit request should be included in the portfolio.  Avoid redundancy.

Logically organized:  The plan or arrangement of the document should enable your readers to follow your thinking as they go from section to section.

Coherent:  The connections among the parts should be understandable.  Each section should be tied to the others and the assessor should not have to stop to question why you have included some information.

Neat, grammatically correct and clearly written:  Ideally it should be done through work processing for appearance and ease of revision.  Don’t submit a hand written document.

  Submitting the Portfolio for Assessment   
The portfolio should be submitted to the Centre for Organizational Learning office (room C-135).  The portfolio will be examined by the facilitator of the Leadership development Program with assistance from a designated group of Algonquin employees to determine if all the components outlined in this guide are in place.  In addition, the documentation section will be reviewed to determine if there is a clear link to the program learning requirements.  If the documentation does not appear to be substantial, you may need to supplement the document.
	Notification of Results

Once the portfolio is assessed, you will be notified of the results by the COL office.  The assessor s will have completed a form detailing his/her assessment.  That information is available to you.


Leadership Development Program (Level I)
Program Learning Outcomes
Algonquin Leaders in Education Institute (ALEI)

Program Outcomes

Through active participation in the Leadership Development Program (Level I), participants will have demonstrated the ability to:
	Program Learning Outcomes
	Elements of Performance

	1. [bookmark: _GoBack]Build relationships internally and externally




	· explain the essential elements of the communication cycle and the impact of verbal, para-verbal and non-verbal communication
· identify the impact of “proxemics” on informal interpersonal communication
· identify the five levels of listening and practice the highest level
· assess a team’s interpersonal climate and identify ways to improve it
· list and define the steps in the performance management cycle

	2. Be passionate about learning and teaching
	· assess a team’s interpersonal climate and identify ways to improve it
· describe the steps for effective delegation
· coach for continuous performance improvement

	3. Lead others with courage and conviction
	· apply a problem-solving methodology to address performance issues
· explain the impact of managerial expectations on employee performance
· list and define the steps in the performance management cycle
· conduct an effective employee appraisal interview
· write objectives in specific measurable terms
· identify ways in which to improve time and priority management
· describe the steps for effective delegation
· coach for continuous performance improvement
· identify the appropriate type of leadership style to use with each employee

	4. Be innovative and entrepreneurial
	· identify ways in which to improve time and priority management
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