Minnesota Repository of Coursework (MnROC) Information Gathered:
When you register as a contributor in MnROC, you will be guided through a series of steps designed to gather information that will be stored and made available through the repository. This is the list of the questions and information that will be requested from you by the MN Repository of Coursework (MnROC). Review these questions to make sure you have all of the information you need before you start entering your program or coursework information into the system. After you enter your information, you do have the ability to return to the repository to modify your answers, or change the keywords you selected, if needed. If you need help writing your answers for the information you’re required to provide, use the “See Examples” document as a guide.
Note:  You will be asked to select between entering a course/workshop, or a program. The term “course/workshop” refers to a stand-alone course or workshop. You will only select “program” if you intend to link multiple courses or workshops together (e.g., FastTRAC Programs may offer multiple courses as steps toward a certification. In this case, the courses would each be entered individually, and “program” information would be entered separately to link the courses together.) 

Course/Workshop Information Details Gathered in MnROC
1) Enter the contact name. 
2) Enter the organization category (ABE, MnSCU, WFC, CBO or Other) 
3) Enter the organization name, address, email, phone and optional notes.
4) Enter the course title.
5) Enter a brief course description (500 character limit).
6) Enter the course/workshop duration (## hrs/days/wks over ## days/wks/yrs, or N/A).
7) Enter any information you have about your student population.
8) Enter any course prerequisites.
9) Assessment tools and minimum scores: Enter the assessments used, and a minimum score required. Selected from a list of assessments commonly used in Minnesota (Accuplacer, CASAS, TABE or NCRC.)
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10) Enter other assessments used (Select from a list of other educational assessment tools commonly used in Minnesota.) 
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11) Select keywords. See the Keyword list document for a full list of keywords to prepare your materials. Select each of the topic keywords covered by your materials from a checklist of keywords listed under categories of: A) Industry/Sector, B) Occupational Content, C) Core and Specialized Literacy Skills, D) Preparation Skills, E) Licenses, Certification and Credentials.

This table contains the list of keywords, by category, used to code coursework in MnROC. These are the keywords that others will use to search for materials. 

Review this list of keywords and identify the words that best describe what’s taught in your program, course or workshop. You will be asked to select them online as you enter your coursework.

	Industry/Sector
	Occupational Content
	Core and Specialized Literacy Skills
	Preparation Skills
	Licenses, Certifications and Credentials

	Construction 
	Assembler
	Computer
	Academic Research Skills
	Biodiesel Production Technician’s Certificate

	Financial Services 
	Automotive Service
	Listening
	Career Exploration
	Boiler Operator’s License

	 Food Service
	Biodiesel
	Math
	Convey Ideas in Writing
	Certification

	Healthcare
	Boiler Maintenance
	Reading
	Critical Thinking/Problem-solving
	Certified Nursing Assistant (CNA)

	Hospitality
	Bookkeeper, Accountant, Auditor
	Speaking
	Employability/ Soft Skills
	Child Development Associate (CDA) Credential

	Manufacturing
	Bus Driver
	Workplace ESL
	Goal-setting
	Commercial Driver’s License (CDL)

	Renewable Energy / Green
	Cafeteria Worker
	Writing
	Intellectual Honesty & Plagiarism
	Computer Numerical  Controlled – machining and tooling (CNC)

	Transportation
	Carpenter
	English as a Second Language (ESL)
	 Job Club Networking
	Essential Skills Credential (ESC)

	
	Cashier
	Adult Basic Education (ABE)
	Job Search
	Ethanol Production Technician’s Certificate

	
	Construction Laborer
	Financial Literacy
	Note-taking
	General Educational Development (GED)

	
	Customer Service Rep
	Health Literacy
	Resume Writing
	Licensed Practical Nurse (LPN)

	
	Deconstruction Worker
	
	Social Networking
	National Career Readiness Certification (NCRC)

	
	Energy Auditor
	
	Study Skills
	National Work Readiness Credential (NWRC)

	
	Ethanol
	
	Team Work
	Occupational Safety and Health Administration (OSHA) Certificate

	
	Food Preparation Worker
	
	
	Personal Care Aide (PCA)

	
	Hairdresser, Stylist, Cosmetologist
	
	
	ServSafe Certification

	
	Heating, Ventilation and Air Conditioning (HVAC) Worker
	
	
	Solar Installation/ Maintenance Technician Certificate

	
	Janitor
	
	
	Welder’s Certificate

	
	Licensed Practical and Licensed Vocational Nurses
	
	
	Wind Energy Maintenance Technician Certificate

	
	Machinist
	
	
	Home Health Aide (HHA)

	
	Medical Assistant
	
	
	

	
	Medical Billing and Coding Specialist
	
	
	

	
	Medical Secretary
	
	
	

	
	Medical Terminology
	
	
	

	
	Nursing Aides, Orderlies and Attendants
	
	
	

	
	Packing Worker
	
	
	

	
	Personal and Home Health Aide
	
	
	

	
	Plumber
	
	
	

	
	Production Worker
	
	
	

	
	Reading Blueprints
	
	
	

	
	Reading Dials and Gauges
	
	
	

	
	Refrigeration
	
	
	

	
	Retail Sales and Service Rep
	
	
	

	
	Secretary
	
	
	

	
	Solar
	
	
	

	
	Teller
	
	
	

	
	Truck Driver
	
	
	

	
	Welder
	
	
	

	
	Wind Energy
	
	
	



12) List all student materials used (textbooks, reference materials, handouts, etc.).
13) List all instructor prep materials used (textbooks, reference materials, handouts, etc.).
14) Enter the outline of the core content areas.
15) Enter the goal(s) in a format starting with “The goal is to teach…“
16) Enter the learning outcomes in a format starting with “At the end of this (unit/course/workshop,) the student will be able to….”
17) Enter the student evaluation methods used.
18) Enter the student expectations (Choose from the checklist or enter your own.)
· Come to class on time
· Come with a clean sober mind
· Have a clear learning goal
· Dress for academic success
· Wear ID at all times
· Do not use alcohol
· Advise of disability
· Use appropriate respectful language
· Silence your cell phone
· Use computers for learning only
· Do not bring children to class
· Call instructor if unable to attend class
· Or, add up to five of your own expectations if not included in the list above.

19) Click a choice to describe the delivery model.
a. Distance Learning: video, TV, CD, DVD – but not online
b. In class
c. Independent Study
d. Online
e. Online and in class instruction

20) Click a choice to describe the instruction model.
a. Adult Basic Education (ABE-only Teacher)
b. Co-taught by ABE and Higher Ed Teachers
c. Higher Ed-only Teacher
d. WorkForce Center Staff and/or Partners

21) Enter the URL linking to the materials you uploaded to your web server.
22) Enter a detailed description of your materials being linked to from this URL.
Program Information Details Gathered in MnROC
1) Enter the contact information for this program (name, organization, address, email and phone.)
2) Enter the program title.
3) Enter a brief program description (500 character limit).
4) Has this program been implemented yet? (If not, when?)
5) Enter any prerequisites for placement into this program.
6) Select the original delivery location(s). (Choose from ABE, MnSCU, Employer Site, CBO, WFC, Other – with text entry box to enter your own.)
7) Select the names of the organizations you partnered with to create and deliver this program. [Select from checkbox list of Adult Basic Education Centers, MnSCU, WorkForce Centers, Community-based Organization]
8) Enter business and other partners.
9) Select each of the topic keywords covered in your program (from the checklist lists provided).
If you entered a program and want to link courses to that program, you can return to the repository and go to Modify Program or Course. You can only link active courses to your program. 
Courses, workshops and programs all default to a “Pending” status when they are initially added to the repository. An administrator must first change the status from “Pending” to “Activated” before the association link can be created.

Obtaining a CEU Certificate in MnROC
After you enter your course or program information, a MnROC Administrator will review and activate your information. After the course or program has been activate, you can return to MnROC, click Modify Programs, Courses/Workshops and select a CEU certificate.
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