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Element General

Identifier
Required field: Yes

ENCdl definition: This is a unique identifier for a specific resource. The URL will be used as the unique identifier, since it is the web address that points to the learning resource on the Internet by type and location.

Best practice guidelines:

· The URL should point to the exact learning resource. 

· URLs that point to a redirect page should be updated and re-evaluated. 

Title

Required field: Yes
ENCdl definition: The title is the name by which the learning object is either formally or informally known. The title is a non-repeatable, non-extensible element.
Best practice guidelines: 

· A title is required for each record. If no title is available, derive a constructed one from the resource that is descriptive and unique, keeping resource discovery in mind. 

· A subtitle is not required and does not apply to all resources. 

· Use sentence style capitalization in the title with all proper nouns capitalized. 

· Begin the subtitle (if any) with a lowercase letter. 

· Capitalize proper nouns in the title: i.e. names of programs, projects, agencies, centers, corporate bodies, and software. 

· Choose the title most prominently displayed. Use the title displayed elsewhere on the resource as a consideration if no true title exists. 

· When the resource’s title is generic (i.e. Lesson plans, Teacher resources, Career pathway) construct a title using words that are descriptive yet concise, and that accurately describe the content of the resource. Choose descriptive words from captions, headings, and the introductory paragraph when helpful. 

· Use acronyms sparingly in the title. Spell out abbreviations in the title if the meaning is unclear or the title does not make sense with clarification. 

· Canadian Health Research, not CHR 

· Hooper Virtual Natural History Museum, not HVNHM 

· Science Education Gateway, not SEGway 

· Keep initial articles, A, An, and The in the title as the first word. 

· Keep ending punctuation in the title statement (BUT no periods). 

· Riddle me this! 

· Fold it and fly it! 

· What is static electricity? 

· In the ENCdl cataloging tool a colon is system-supplied after the title when a subtitle is present. 

· Omit the use of extraneous words at the beginning of the title. 

· Welcome to the… 

· NASA presents 

· Omit words like unit, chapter, and section as the first words of a title. 

· To prevent inadvertently copying bad characters into a cataloging tool, paste text that has been copied from a web site or other document into a text only document in an application such as Notepad. Be aware of bad characters in the title statement (ampersands, asterisks, quotations, etc).

· Apostrophes are allowed in the title and subtitle.
Subtitle

Required field: No

ENCdl definition: The subttitle is the name by which the learning object is either formally or informally known. The title is a non-repeatable, non-extensible element.
Best practice guidelines: 

· A subtitle is not required and does not apply to all resources. 

· Begin the subtitle (if any) with a lowercase letter. 

· Capitalize proper nouns in the title: i.e. names of programs, projects, agencies, centers, corporate bodies, and software. 

· Choose the title most prominently displayed. Use the title displayed elsewhere on the resource as a consideration if no true title exists. 

· Use acronyms sparingly in the title. Spell out abbreviations in the subtitle if the meaning is unclear or the title does not make sense with clarification. 

· Canadian Health Research, not CHR 

· Hooper Virtual Natural History Museum, not HVNHM 

· Science Education Gateway, not SEGway 

· Keep ending punctuation in the subtitle statement (BUT no periods). 

· Riddle me this! 

· Fold it and fly it! 

· What is static electricity? 

· In the ENCdl cataloging tool a colon is system-supplied after the title when a subtitle is present. 

· Omit words like unit, chapter, and section as the first words of a subtitle. 

· To prevent inadvertently copying bad characters into a cataloging tool, paste text that has been copied from a web site or other document into a text only document in an application such as Notepad. Be aware of bad characters in the title statement (ampersands, asterisks, quotations, etc).

· Apostrophes are allowed in the title and subtitle.
Language (of the resource)

Required field: Yes

ENCdl definition: The primary human language or languages of the content in the learning object.

Best practice guidelines: 

· Use the following controlled vocabulary:
	LANGUAGE
	CODE

	English
	en-US

	English
	en-GB (United Kingdom)

	English
	en-AU (Australia)

	Spanish
	es

	French
	fr

	German
	de

	Italian
	it

	Dutch
	nl


· Select one or more languages as needed to describe the resource. 

· Select a language only if it is used in a significant portion of the resource; generally resources will be English. 

· Select en-GB or en-AU if the site represents English as spoken in these countries. 

· Use a version statement, if an alternate language is offered on the resource as its own URL. 

Description

Required Field: Yes 

ENCdl definition: This is a brief (50-125 words) but comprehensive explanation of the resource. As an integral part of a larger catalog record, the description’s function is to summarize the content of a resource to help Digital Library users determine if the resource is something to investigate further. 
Best practice guidelines: 

· Keep it brief. 

· Only use general punctuation – no apostrophes.

· Keep the tone of the description somewhat neutral. You can include ideas on how a learning object might be used if you want to.
· State what the resource offers. 

· Use complete sentences. 

· Spell out all acronyms when they are initially used. 

· Because the description is searchable, incorporate key terms and concepts that can facilitate resource discovery. 

Examples: 

This article describes how the Math in the Mall tutoring program in Stockton, California, partners community volunteers with local middle and high school students to increase their math achievement. The author explains how the program works, who volunteers to tutor, and why the program has proved to be successful. The end of the article offers a list of tips for designing a mall program or other off-campus tutoring program and provides links for further information. 

The MERLOT (Multimedia Educational Resource for Learning and Online Teaching) web site is a free and open resource designed primarily for faculty and students in higher education. MERLOT offers a continually growing collection of peer-reviewed, online learning materials and assignments in science and technology, mathematics, business, education, social sciences, arts, and humanities. The resources include animations, simulations, reference materials, and collections. Each resource is accompanied by a peer review that includes a descriptive paragraph and rates of the quality of content, overall effectiveness, and ease of use. Visitors are invited to submit their comments as well. 

In this interactive Earth science resource, students are first presented with six photographs, each featuring a different mechanical weathering event in which rock is broken down. Examples of the events include road damage due to ice heaving and the expansion of cracks in rocks due to tree growth. Students are instructed to click on each labeled image to see an enlarged version of it. In the enlarged view, brief text, often accompanied by visual cues such as arrows, explains the physical weathering process shown. 

Coverage

Required Field: No

ENCdl definition for Coverage: The extent or scope of the content of the resource. 

ENCdl definition for refinement Spatial: Spatial characteristics of the intellectual content of the resource.

ENCdl definition for refinement Temporal: Temporal characteristics of the intellectual content of the resource.

Recommendation: Coverage includes spatial location (a place name) and/or temporal period (a period label, single date, or date range). The time, culture, geography, or region to which the learning object applies. 

Best practice guidelines:
· Indicate the time period or the areas or regions covered by the content of the learning object only if described in the resource clearly or easily identified on the resource. 
DCTSpatial
· Use the Getty thesaurus of geographic names as spatial location authority for form of name http://www.getty.edu/research/tools/vocabulary/tgn.  

· Modify single place names by their larger political or administrative entity. Separate with a comma, i.e. Columbus, Ohio. 

· For places that are geographic features: rivers, deserts, etc., enter the name and follow with the larger political or administrative entity. Separate entries with a comma, i.e. Lake Erie, Ohio; Johnstown Flood, Johnstown, Pennsylvania; Grand Canyon, Arizona. 

· Names should include a word or phrase that indicates the type of geographic name entered to explain the place, feature, or event. Niagara Falls, New York, not just Niagara Falls; Mississippi River, not just Mississippi. 

· Do not use undefined geographic entities: Mid-Atlantic States. If a location cannot be pinpointed on the resource, consult the Getty thesaurus of geographic names to determine if the name or phrase is a recognized political or administrative entity. 

DCTTemporal
· Use the Library of Congress classification outline of subject headings for temporal dates if not readily determined from the learning object. For example, consult LC for the authority heading for time periods associated with events: Colonial history (1607-1775). 

· Follow the guidelines established in International Standard ISO 8601 for representation of numeric dates. This standard helps to avoid confusion in international communication caused by the wide range of variation when using dates in records. Refer to A summary of international standard date and time notation: http://www.cl.cam.ac.uk/~mgk25/iso-time.html for a complete explanation. 

· The international date notation is: 

· YYYY-MM-DD 

· Where YYYY is the year, MM is the month of the year between 01 (January) and 12 (December), and DD is the day of the month between 01 and 31. 

· For example, the fourth day of June in 2002 is written in standard notation as 2002-06-04 

· When only the year is present, use: 2002 

· When year and month are present, use: 2002-06 

· A date range is acceptable, for example 1776-1976. With date ranges, use only the years given, no months or days. 

· Use the abbreviation ca. following rules set by AACR2, Second edition, 2002 revision, when the date is an approximation as stated on the resource, i.e. ca. 2002.
Element LifeCycle/Rights
Contributor Role

Required field: Yes
ENCdl definition: This field defines the function of the person or entity in terms of their contribution to the creation of the resource.

Best practice guidelines:

· At least one role is required.

· Select as many authors as the resource requires, using a new line for each entry. 

· Enter multiple authors in their order of importance; with a string of authors, enter them in order as given on the resource. 

· If a person or entity fits multiple roles, create a separate role for both if they are important to be named more than once. 

· An author and publisher can be the same person or entity. 

· Use discretion when adding roles. Every named role on the resource does not need to be transferred to the record. Weigh their importance to the resource at hand. 

· Select the role that best describes the person or entities involvement in creation of the resource. Refer to the defined list of roles. 

· In all cases, use roles with discretion and caution. Put some reliance on whether the role is identified on the resource. 
· Use the following roles:
Author: This is the person or entity primarily responsible for creating or developing the intellectual content of the resource. Examples of an author include a person, an organization, service, or other entity. Note that this element should be used for the entity making the intellectual content of the resource, not its presentation (i.e. not the designer or webmaster).

· Check under Credits, About, Contact, or a copyright statement for pertinent information regarding authorship.

· It is possible and acceptable that an author and a publisher may be the same person or entity. 

· If no other information can be found, and the resource is part of an organizational site, use the name of the organization as the author and also the publisher.

· For practical purposes, the author may be the producing company as with videos, CD-ROMs, or Internet sites.
Editor: The person or entity who prepares a resource for publication or distribution. The editor’s tasks may include adding introductory or other critical matter, or technically directing an editorial staff. The editor may compile the work of multiple authors, examine proofs, provide intellectual design, or enforce common style and usage. Editors are usually identified as such on the resource.

Graphical designer: The person or entity that provides the visual design of the resource. Graphical designers are often named on CD-ROMs, videotapes, and Internet sites. To avoid misrepresentation, the graphical designer should be identified as such on the resource. Add selectively, with a critical eye.

Initiator: The federal person, institution, or agency that is responsible for originally causing the development process and is identified as such on the resource, i.e. funder. 

Publisher: A person or organization responsible for making the resource available in its current form, such as a publishing house, a university department, or a corporate entity, host site, base domain, or distributor. Note that this element should be used for the agency responsible for making the information available in its present form, not for the presentation or site maintenance (i.e. not the webmaster or web page designer). 

Contributor Name

Required field: Yes
ENCdl definition: An entity is the name of the individuals or organizations that have contributed to the resource. They are accompanied by a particular role identified above.
Best practice guidelines: 

· Enter personal names in VCARD format – first name middle name or initial last name 

· Do not add periods after the middle initial of a personal name, if given. 

· When entering United States governmental bodies, truncate United States with US. 

· When entering NASA as Author, Publisher, etc., use the acronym NASA. 

· Follow organizational names with their acronyms if prominent on the resource and readily recognizable by their acronym. Contain the acronym in parentheses. 

· Do not use honorary or prefatory titles before the entity name, i.e., Mr., Mrs., Ms., Dr., Professor, etc. 

· List conference names or proceedings in the following manner: Name of conference, ordinal number of conference, date(s), location. 

· Follow schools (elementary, middle, junior high, or high), colleges, or universities with their location in parentheses where it makes sense and reads best to the user. Add this only if it is not apparent where the school is located from their name. This is most often used with elementary-high schools that create web sites, but are not well known outside their school district. For example, Evening Street Elementary School (Worthington, Ohio); Marion (Ohio) Vocational School. 

Access Rights

Required Field: No
Dublin Core Definition: information about who can access the resource or an indication of its security status 
OSU Interpretation: Access rights provides information on the availability of a resource. The access rights field conveys information about any conditions or regulations the rights owner may have imposed with regard to granting access to a resource. 
Best practice guidelines:
· Repeat the field as necessary.
· Use NSDL Access Rights terms to describe the availability of a resource, including the means of access (e.g. role, offline/online, membership, time) and the particular conditions (e.g. free, for purchase, or subscription) for viewing and/or downloading NSDL material. 

· Use the NSDL Access Rights terms to provide library users with a general (broad-brush) understanding of a resource's accessibility. 

· Complete Access Rights, only if such information can be determined. If it can not be, do no use the field. 

· Use the following controlled vocabulary:

· Free access - the right to view and/or download material without financial, registration, or excessive advertising barriers 

· Free access with registration - the right to view and/or download material without financial barriers but users are required to register or experience some other low-barrier to use 

· Available for purchase - the right to view, keep, and/or download material upon payment of a one-time fee (use for: membership access, buying of material ) 

· Available by subscription - the right to view and/or download material, often for a set period of time, by way of a financial agreement between rights holders and authorized users (use for: course access by students, individual subscription, institutional subscription, subscription with free trial, pay-per-view, ) 

· Limited free access - some material is available for viewing and/or downloading but most material tends to be accessible through other means [use for: free trial material, a site that includes an area of free accessible content] 

· Complete Access Rights by using the process below: 

· Determine if the material will benefit from the use of the access rights field. 

· Determine if an NSDL controlled vocabulary term is appropriate. If so, include an access rights field with the vocabulary term. 

· If a concise statement regarding access rights is available via URL, include an access rights field that has the URL. 

· If a vocabulary term is not appropriate or a URL is not available, include an access rights field that is a free-form description. 

· If additional information needs to be provided, include an access rights field with this additional information. 

· If free access to material is limited to specific groups, such a members of a professional association or the affiliates of a university or other institution, use Available by subscription or Available for purchase, as appropriate. 

· Do not use NSDL Access Rights to describe how a resource may be used or re-used. Use the Rights or License fields instead to describe property rights associated with the use and re-use of a resource, including intellectual property rights. 

· If a resource requires users to log-in or register but otherwise offers total unfettered access, use Free access with registration. 

· The term Limited free access can be used in combination with Available by subscription or Available for purchase when there are a chunk of materials that are freely available.
· Other information including Resource Examples can be found at: http://www.dls.ucar.edu/people/kginger/nsdl_dc/accessRights/accessRights.html. 

Rights URL

Required Field: No
Best practice guidelines 

· Use the Rights URL field for all URLs pointing to rights statements.

· Look for a Creative Commons logo on the site. Click on the logo and then copy and paste the URL into this field.
Access/Copyright Description

Required Field: No
ENCdl definition: Use this free-text field for information about rights held in and over the resource.
Best practice guidelines: 

· If the copyright date on the resource is prefaced by the copyright symbol, replace the symbol with the word ‘copyright’. Example: Copyright Ohio State University.
· Replace any trademark symbol in the copyright statement with the word ‘trademark’. 

· Do not use quotation marks or enclose the copyright statement in parentheses. 

· Do not include the URL in the Rights description; use the Rights license field for all URLs pointing to rights statements. 

Resource Posted Date (Publication Date)
Required Field: Yes

ENCdl definition: The date the resource was made available in its present form. Use this field for the date the contribution was made on the Internet as well as can be determined. (This is not necessarily the date of the intellectual content of the site). 
Best practice guidelines:
· Choose the date published, created, posted, or launched as entered on the resource. 

· Choose a date for the resource taken from parent site or homepage, or taken from a sibling site. 

· If the resource has no date listed, estimate the date from the content of site. 

· If feasible, e-mail the Webmaster or web contact person for a usable date. Allow 48 hours for response. After 48 hours, use your best date determined. Site data can be modified in the future if needed. 

· Use current date (year only) if the date cannot possibly be determined. 

· A date is required. Enter as much data as possible, but at least year is required.
Acceptable: 2003
Acceptable: June 2003
Acceptable June 1, 2003
Element Technical

Format
Required field: Yes
ENCdl definition: Use this field to identify the technical datatype(s) or digital manifestation of the resource. 
Best practice guidelines: 

· MIME-types describe the technical features of the resource and can assist in resource discovery as well as indicate how a resource can be displayed, accessed, and what is needed by the user’s how to make it work properly.
· The technical types can be found by right-clicking on the mouse and viewing Properties – look at the Type field.
· The MIME-types list is unordered and unranked. 

· Select all MIME-types that apply to the resource. For example a web site that is comprised of HTML, GIFs and JPEGS. 

· Additional MIME-types can be added to the list as needed.
· Select values from the following controlled vocabulary. 

MIME-types controlled vocabulary
Application: An application is a helper program that enables a browser to access a particular file.
          Application/ms-excel
          Application/mspowerpoint
          Application/msword
          Application/pdf
          Application/x-director
          Application/x-java applet
          Application/x-shockwave-flash
Audio: Audio data require an audio output device to hear, i.e. speakers.
          Audio/basic
          Audio/mpeg
          Audio/quicktime
          Audio/x-aiff
          Audio/x-midi
          Audio/x-pn-realaudio
          Audio/x-wav

Image: Image data require a display device to view, i.e. computer monitor.
          Image/gif
          Image/jpeg
          Image/png
          Image/tiff

Model: A model refers to a three—dimensional representation of an object, or a simulation that shows a specific action.
          Model/vrml

Text: Include here any text that does or does not need a device or software to display that is found on the resource.
          Text/html
          Text/plain
          Text/richtext
          Text/xml

Video: Video requires the capability to show moving images. It may or may not require special software or hardware.
          Video/avi
          Video/mpeg
          Video/quicktime
          Video/x-ms-wm
          Video/x-pn-realvideo-plugin 

Duration

Required Field: No

ENCdl definition: This field describes how long a video or audio resource, or an audio or video clip takes to play continuously at intended speed. This field should not be confused with the time it takes a learner to use the resource.

Best practice guidelines: 

· Add the appropriate numbers in the appropriate boxes – H for hours, M for minutes, S for seconds. 
· If this field is used, add zeros to those fields that are empty.

· Do not include the time it takes to upload or download the audio or video segment. 

· If the duration is unknown or not given on the resource, leave this field blank. 

· Duration refers to time length, not duration in a date/time span. 

Element Educational
Type
Required field: Yes
Dublin Core Definition: the nature or genre of the resource
NSDL usage: the nature, function or typical use of a learning or teaching resource 

Field usage: strongly recommend; always include the broad-group term when using finer-level terms
Best practice guidelines:
· Use Type for describing the nature or function of a resource and its general intended use. 

· Choose the dominant type(s) that best describe or fit the resource. 

· If a resource is composed of multiple dominant resource types, repeat the Type field to describe them. 

· However, if a resource appears to have many different resource types (generally five or more), consider cataloging the resource as separate multiple objects (i.e., consider creating multiple metadata/catalog records). 

· When selecting Type(s), choose terms to the finest level of granularity appropriate for the resource. For example, if a resource only applies to a Rubric, then use that. If a resource applies to a few more types in the broad-group Assessment Material, select as many assessment materials as appropriate (along with the broad-group term) or simply select Assessment Material. 

· When using the finer-level terms, like Rubric, include the broad-group term as well (e.g., for Rubric, also include Assessment Material). 

· For large resources, do not choose every resource type encompassed by the resource, choose the representative ones. 

· Do not use Type to describe every way a resource may be used. Focus on the general intended use of a resource. 

· Do not use this field to describe file format (e.g., .pdf, .txt, .mov), physical medium, or dimensions of the resource, use the format element instead. 

· Do not let URL extensions like .com, .org, etc. be a primary influence on the choice of a resource type. 

· Use at least one NSDL Type term. It is good practice to use other terms, from Dublin Core (DCMI) or local collection vocabularies, as well. 

· If the DCMI term Collection is used to describe portal-like resources, collections or sets, use an NSDL term to refine the nature or function of the collection (e.g., a set of images would use Audio/Visual and Image/Image Set; a set of maps would use Audio/Visual and Map; a set of biographies of well-known scientists would use Reference Material and Nonfiction Reference; a digital library would use Tool and Search Engine and possibly several other broad-group terms). 

· If a Curriculum includes an assessment, do not use the broad-group term Assessment Material because most curricula by their nature include assessment material. (Do, however, use the broad-group term Instructional Material alongside Curriculum, per best practices outlined above.) 

· Items and articles within newsletters may be cataloged separately. 

· For project-like resources that are used primarily as assessments, use the term Assessment Material.
· For Use and Resource Examples go to http://www.dls.ucar.edu/people/kginger/nsdl_dc/type/type.html. 

· Use the following controlled vocabulary. A hierarchy is implied in this vocabulary, with eight broad-group terms encompassing finer-level terms. When a finer-level term is used, repeat the type metadata field to include the corresponding broad-group term. 
Assessment Material - material that enables evaluation or measurement of progress, development, ability, skill, understanding, knowledge, aptitude, achievement, or an opinion/attitude (use for: webquest, building a concept map, lab report, survey, questionnaire, open-ended question, or take-home questions) 

· Answer Key - a correct solution or response to a question, problem or test 

· Portfolio - a collection of student work that demonstrates academic progress or knowledge acquisition over a period of time

· Rubric - statements describing the abilities, knowledge, or understanding of a content area in order to reach a certain level of mastery 

· Test - an oral or written examination comprising questions, exercises, and/or problems that measure the skill, knowledge, capacity, or aptitude of an individual or group; may or may not include an answer key

Dataset - visual, factual, or numerical information that comes from a sensing device, whether instrument-measured or human-observed; describes both unprocessed, "raw" information as well as information already organized into lists, tables, or databases

· Database - information held electronically and organized for rapid search and retrieval by a computer 

· List/Table - factual or numerical information arranged for ready reference and interpretation by users 

· Observed Data - visual, factual, or numerical information generated from human observations or in-situ instrument measurements 

· Remotely Sensed Data - imagery generated from measuring devices that are not in direct contact with the medium they are measuring (use for: radar or satellite imagery) 

· Trial - one of a number of repetitions of an experiment 

Event - a non-persistent, time-based occurrence [Dublin Core] 

· Award/Recognition/Scholarship - monetary or honorary acknowledgement bestowed for merit, research, performance, study, writing, or other professional/educational endeavors (includes honorarium or stipends) 

· Broadcast - media presentation (audio, video and/or text) prepared and intended for a wide or specific audience, often with limited or controlled audience participation, occurring on a certain date and often archived for later use; may lose relevancy over time (use for: concert webcast, podcast, newscast, or talk show) 

· Call for Participation - time-sensitive invitation for contribution, involvement or input on a product, event, or project (use for: call for papers, call for input, testing, feedback, formative evaluations, or collaborations) 

· Conference - physical or virtual meeting of broad or tightly focused appeal targeted for a specific academic and/or professional community and typically sponsored 

· Exhibit - a non-permanent display of artifacts, images, or resources organized around a particular theme or topic 

· Learning/Research Opportunity - activity whose primary object is professional/academic development and practical research experience; may or may not include a stipend or honorarium (use for: field project, course, internship, mentoring, tutoring, exchange, or college credit opportunity) 

· Job - position for which participants receive remuneration (pay for work done but not a stipend or honorarium) (use for: postdoc, internship, fellowship, assistantship, or research associateship) 

· News - general information or announcement that loses its immediate relevancy after a short time (use for: newsletter, press release) 

· Workshop - short-term meeting or interaction, typically with a well-defined outcome like professional-skills development 

Instructional Material - resource or learning object intended to facilitate teaching or enable learning 

· Activity - non-laboratory material designed to stimulate learning and help students develop particular skills, specific knowledge, or reflexive habits of mind 

· Annotation - a comment, review, graphic, question, tip, or link associated with an existing resource and providing further explanation, expansion, and/or reaction 

· Case Study - resource offering intensive analysis of discrete, or a combination of, peoples, locations, environments, objects, time periods, or concepts 

· Course - a set of teaching materials (generally for instructors) or learning materials (generally for students) intended to achieve a range of objectives over an extended period of time 

· Curriculum - a program of study which may or may not include assessment material 

· Demonstration - a resource that exposes the nature and requirements of a procedure, process, or principle by manipulating real objects (term is distinct from Simulation in that demonstrations have real objects in them as opposed to representations)

· Experiment/Lab Activity - a scientific procedure undertaken to make a discovery, test a hypothesis, or demonstrate a known fact [Compact Oxford English Dictionary] 

· Field Trip - excursion to a place to gain firsthand information, knowledge, or experience (use for: descriptions or plans for field trips, virtual field trips) 

· Game - an interactive environment in which participants compete, strategize, play, role-play, troubleshoot, or make decisions in order to learn a subject or skill 

· Instructional Strategy - a guideline, pedagogical description, or tip for effective teaching and learning 

· Instructor Guide/Manual - resource for teachers regarding the use of learning materials with respect to educational objectives, classroom management, materials development, assessment, and additional reference material 

· Interactive Simulation - a representation of a system, process or environment where learners control and manipulate variables or other objects to affect outcomes (use for: applet, mathlet) 

· Lecture/Presentation - audio or text record of a speech or a unit of instruction organized and delivered by an instructor for the purpose of informing a group about a topic 

· Lesson/Lesson Plan - resource to support students' learning of specific concepts, skills, or content; often includes teaching instructions, educational goals, learning objectives, and procedures 

· Model - a mathematical or physical construct intended to study or represent a real-world system or phenomenon 

· Problem Set - series of tasks or questions posed to the student, as in homework or other assignment (use for: worksheet) 

· Project - individual or group activity or problem that supplements and applies classroom studies and often results in a product 

· Simulation - imitative representation of a system, process, photo, setting, or principle (note that the imitative nature of Simulation distinguishes it from a Demonstration, which employs real objects) 

· Student Guide - resource for learners to help facilitate learning and comprehension of subject matter content (use for: lab manual, study guide, workbook) 

· Syllabus - plan showing the structure of a particular course, including course description and objectives, grading policy, materials, assignments, lesson sequence, and course calendar [iLumina] 

· Textbook - resource providing comprehensive materials for specific topics (use for: chapters or other typical book components) [ENC] 

· Tutorial - resource that provides guided information about a specific subject 

· Unit of Instruction - a set of teaching materials, generally for instructors, or alternatively learning materials, generally for students, intended to achieve specific and focused objectives over a limited period of time such that units often constitute a Course 

Reference Material - specialized information intended to be used as an authoritative source or to stimulate topical research

· Abstract - condensed version or summary of a larger piece of work outlining major points and conclusions [DLESE] 

· Article - generally nonfiction writing communicating ideas, concepts, results, or facts; often, but not always, part of a monograph, journal, magazine, or newspaper (use for: essays, information sheets, pamphlets, brochures, preprints) 

· Bibliography - a list, often with descriptive or critical notes, of writings relating to a particular subject, period or author [Merriam-Webster Online] 

· Career Information - resource describing specific science, technology, engineering, and mathematic (STEM) information and/or insight into STEM careers and requisite skills (use for: camps, internship programs, or informational programs which inform and support individuals interested in pursuing STEM careers) 

· Classification Key - resource providing guidelines or methods for identifying, sorting, or categorizing objects (use for: cloud chart, soil chart, taxonomic keys) 

· Educational Standard - level of achievement to which learners or educators are expected to aspire 

· FAQ - frequently asked questions about a topic, organization, or event that are intended to help users 

· Fiction - narrative or verse describing imaginary events, people, or objects (use for: prose literature, novels, poems) 

· Glossary/Index - a compiled or alphabetical list of words relating to a specific subject, situation, text, or dialect that variously include definitions, explanations, page references, or descriptions (use for: dictionary, table of contents) 

· Outline - set of preliminary ideas and thoughts, generally in a list-like format, about a project, paper, or other endeavor 

· Nonfiction Reference - writing describing facts, places, events, and things but not including instructional activities (use for: books, websites) 

· Periodical - materials in any medium issued under the same title with discrete parts or articles, appearing at regular or irregular intervals; may or may not describe materials with peer review (use for: journal, peer-reviewed journal, magazine, serial) 

· Policy - document containing statements or series of steps for a particular way of accomplishing a goal [DLESE] 

· Proceedings - collection of papers or abstracts presented at a specific meeting or event with defined outcomes 

· Proposal - a formal document detailing an intended or future project, recommendation, plan, or idea 

· Report - detailed account or statement, often outlining the results or events of a meeting, endeavor, activity, topic, issue, or study (use for: review, evaluation, monograph) 

· Scientific Standard - information regarding physical constants, units of measurement, expressing uncertainty of measurement, conversion factors, and equations 

· Specimen - an object from the natural world that is intended for study (use for: rock sample, lab sample, cultures, insect) 

· Thesis/Dissertation - research text written in partial fulfillment of the requirements for an academic degree (typically postgraduate) 

Community - a resource that facilitates communications and interactions 

· Ask-an-Expert - resource affording the ability to submit questions to a responsive individual or group possessed with specific expertise in the area of interest 

· Forum - meeting or medium (synchronous/asynchronous) enabling the exchange of views (use for: message board, chat) 

· Listserv - email-based communication that is usually topic-focused and distributed to a member-based group of individuals via a single email address and including the archive of the email list 

· Weblog - a web-based publication consisting primarily of articles or entries, written by one person or a group 

· Wiki - website that allows visitors to add, remove, edit, link, and change content, typically without the need for registration 

Tool - physical hardware or computer software that facilitates interacting with a resource or accomplishing a task 

· Code - set of computer instructions or scripts that enhance a resource; generally does not stand alone 

· Equipment - physical device or implement needed to interact with a resource 

· Form - formatted document containing blank fields that users populate with data (use for: calculator, online survey form) 

· Numerical Model - set of computer instructions intended to operate on a Dataset in order to understand the natural world by predicting current, past, or future situations given a set of initial conditions 

· Search Engine - mechanism by which the web or a sub-component thereof is searched, prompted by a specific query entered by a user 

· Software - stand-alone tool that provides access, interaction, and the ability to run resources; it does not enhance another piece of software and it is distinct from Numerical Model (use for: data analysis tools, content creation tools) 

Audio/Visual - representations other than text 

· Graph - visual representation of data with the purpose of providing meaning to the data (use for: pie charts, line graphs) 

· Illustration - visual material used to clarify or annotate pieces of text (use for: drawing, diagram) 

· Image/Image Set - visual material that is not in motion and is not intended to annotate pieces of text (use for: poster, digital image of a painting or print) 

· Map - representation of physical features or data of a discrete area, often done on a flat surface at a point in time (use for: topographic map, soil map, road map, bedrock map, or atlas) 

· Movie/Animation - in-motion, dynamic, audio/visual material played in a linear fashion and often not related to a specific date in time (use for: webcast about a science concept, podcast); (see Broadcast for concert, performance, newscast) 

· Music - vocal, instrumental, electronically-produced, or mechanical sound featuring rhythm, melody and/or harmony 

· Photograph - image produced by radiant energy, especially visible light (use for: photo, digital camera, or computer generated photograph, slide) 

· Sound - non-musical, non-vocal, recorded auditory material (use for: natural world, mechanical, noise, tones) 

· Voice Recording - recorded material that tends to be descriptive in nature; may or may not be drawn from written texts (use for: audio book, oral history, interview, podcast) 

Audience
Required field: Yes
Dublin Core Definition: a class of entity for whom the resource is intended or useful
NSDL Usage: a broad category that best describes the recipient or user for whom the resource is primarily intended 
Field Usage: recommended; use the Education Level field for further refinement and specification

Best practice guidelines: 

· Select the appropriate term(s) from the list below. Reflect the intent of the resource whenever possible. 
· Administrator - manager of projects, people, or policy (use for: policymaker, supervisor) 

· Educator - facilitator for the acquisition of knowledge for learners (use for informal educator, K-12 teacher, peer trainer, professor, student teacher) 

· General Public - an individual in the population (adult or child) with a varied knowledge level 

· Learner - individual pursuing the acquisition of knowledge and/or skills [use for: student (all levels), special-needs learner, second-language learner, client, clinical patient] 

· Parent/Guardian - one who is responsible for or entrusted with the care of a person 

· Professional/Practitioner - individual working in the scientific, educational, or digital-library arena whose position is more application- or operations-oriented rather than research- or teaching-oriented (use for: author, curriculum designer, data specialist, developer, evaluator, instructional designer, library/media specialist, operations personnel, programmer, software engineer, clinician, operational meteorologist) 

· Researcher - individual engaged in intellectual investigation and/or experimentation to discover, interpret, and/or revise human knowledge and theory (use for: research meteorologist, research scientists, educational researcher)
· If a resource targets multiple audiences, repeat the Audience field as appropriate. 

· For additional best practices, go to http://www.dls.ucar.edu/people/kginger/nsdl_dc/audience/audience.html. 
Education Level
Required field: Yes

Dublin Core Definition: a general statement describing the education or training context. Alternatively, a more specific statement of the location of the audience in terms of its progression through an education or training context.
Best Practice Guidelines
· You can click on both Grade Level and Informal Education levels – at least one is required.
· Additional best practices can be found at http://www.dls.ucar.edu/people/kginger/nsdl_dc/edLevel/edLevel.html
Grades: A hierarchy is implied in this vocabulary, with seven broad-group terms encompassing finer-level terms. The actual grade level is indicated in the tool; when the record is exported, the associated education level terms will be include 
· Pre-Kindergarten - an educational level indicating a resource is appropriate for child learners engaged in activities and/or experiences that are intended to effect developmental changes from birth to entrance in kindergarten (or grade 1 when kindergarten is not attended) 

· Elementary School - an educational level indicating a resource is appropriate for learners in kindergarten through grade 5 

· Early Elementary - an educational level indicating a resource is appropriate for learners in kindergarten through grade 2 

· Kindergarten - an educational level indicating a resource is appropriate for learners who are generally four-year-old to six-year-old children being introduced to school 

· Grade 1 - an educational level indicating a resource is appropriate for learners in grade 1 

· Grade 2 - an education level indicating a resource is appropriate for learners in grade 2 

· Upper Elementary - an educational level indicating a resource is appropriate for learners in grades 3 through 5 

· Grade 3 - an educational level indicating a resource is appropriate for learners in grade 3 

· Grade 4 - an educational level indicating a resource is appropriate for learners in grade 4 

· Grade 5 - an educational level indicating a resource is appropriate for learners in grade 5 

· Middle School - an educational level indicating a resource is appropriate for learners in grades 6 through 8 

· Grade 6 - an educational level indicating a resource is appropriate for learners in grade 6 

· Grade 7 - an educational level indicating a resource is appropriate for learners in grade 7 

· Grade 8 - an educational level indicating a resource is appropriate for learners in grade 8 

· High School - an educational level indicating a resource is appropriate for learners in grades 9 through 12 

· Grade 9 - an educational level indicating a resource is appropriate for learners in grade 9 

· Grade 10 - an educational level indicating a resource is appropriate for learners in grade 10 

· Grade 11 - an educational level indicating a resource is appropriate for learners in grade 11 

· Grade 12 - an educational level indicating a resource is appropriate for learners in grade 12 

· Higher Education - an educational level indicating a resource is appropriate for postsecondary learners pursuing a degree or certificate 

· Undergraduate (Lower Division) - an educational level indicating a resource is appropriate for learners engaged in lower-level introductory coursework in an undergraduate college or university program 

· Grade 13 - an educational level indicating a resource is appropriate for learners engaged in courses typically offered in the first year of undergraduate study; may also be used to designate a level of coursework as introductory general survey 

· Grade 14 - an educational level indicating a resource is appropriate for learners engaged in introductory coursework typically offered in the second year of undergraduate study 

· Undergraduate (Upper Division) - an educational level indicating a resource is appropriate for learners engaged in advanced coursework in an undergraduate college or university program  

· Grade 15 - an educational level indicating a resource is appropriate for learners taking advanced coursework in undergraduate study 

· Grade 16 - an educational level indicating a resource is appropriate for learners in the final year of undergraduate study; may also be used to designate the most advanced undergraduate coursework or capstone courses 

Informal Education: an educational level indicating a resource is appropriate for learning driven by the individual (free-choice learning) out of interest or curiosity, taking place outside the realm of formal education [e.g., museums; amateur groups (astronomy, geology, paleontology, etc.); science centers, parks-and-recreation programs; zoos and aquaria; youth groups (Scouts, 4H, after-school clubs, etc.); local and national government agencies (NSF, NASA, USGS, etc.); public libraries; educational radio/television/webcast developers; newspapers/magazines; nonprofit organizations (Earthwatch, Audubon Society, Sierra Club, etc.); and others] 
· Elementary School Programming - an educational level indicating a resource represents educational programming from organizations of informal education designed to enrich and support formal education at the elementary-school level

· Middle School Programming - an educational level indicating a resource represents educational programming from organizations of informal education designed to enrich and support formal education at the middle-school level 

· High School Programming - an educational level indicating a resource represents educational programming from organizations of informal education designed to enrich and support formal education at the high-school level 

· General Public - an educational level indicating a resource represents informal educational programming designed for a general audience, of diverse ages (adults or adults with children) and knowledge levels 

· Youth Public - an educational level indicating a resource represents informal educational programming designed specifically for children from the general public up to age 17 

Language (of the User)
Required Field: No
ENCdl definition: This field records the language used by the intended end user of the learning object.
Best practice guidelines
· Select languages as needed to describe the language of the learner.
	LANGUAGE
	 
	CODE

	English
	 
	en-US

	English
	 
	en-GB (United Kingdom)

	English
	 
	en-AU (Australia)

	Spanish
	 
	es

	French
	 
	fr

	German
	 
	de

	Italian
	 
	it

	Dutch
	 
	nl


Element Relation
Type
Required Field: No
ENCdl definition: This field indicates the kind of relationship between two resources.

Best practice guidelines 

Select from the following list:

Is based on
Is basis for
Is format of
Has format
Is part of
Has part
Is referenced by
References
Is replaced by
Replaces
Is required by
Requires
Is version of
Has version
Title
Required Field: Required if Type is used.
Best practice guidelines
· Enter the title of the related resource.
URL

Required Field: Required if Type is used.

Best practice guidelines

· Enter the URL of the related resource.

Element Classification

Subject Authority
Required field: Yes
ENCdl definition: Choose the subject list that will be used – ENCdl and/or GSDL.
Level Authority
Required field: Yes
ENCdl definition: These are the subjects that are associated with the ENCdl and GSDL subject lists.

Best practice guidelines: 
· It is required to select a minimum of one Subject Level 1 term per record. 

· Use this field to describe what the resource is about - not what it is. For example, is it about professional development or is it professional development? If it is about professional development, assign "professional development" as a subject term. If it is professional development, describe what it is about. 

· Only assign terms that describe at least 1/3 of the resource. 

· Multiple sets of terms can be assigned. If terms are applicable under several level 0 heading (i.e. Mathematics and Science) follow each branch of the tree down to the term. This way the resource can be found using both a search and a browse. 

· When appropriate, choose terms that are nested under each broad topic up to two additional levels deep. 

· The first broad level choice opens a Subject Level 1 list of keywords. Depending on the selection at Level 1, Subject Level 2 choices may also be available.
· Use the GSDL subject list if the resource is about gender, equity, or disability issues.

· The ENCdl subject lists can be found online at:

· Science: http://msteacher.org/resources/subject_list.aspx?sub=sci 
· Math: http://msteacher.org/resources/subject_list.aspx?sub=math 
· Education Issues: http://msteacher.org/resources/subject_list.aspx?sub=issues 
· The GSDL Subject List follows:

Gender

· Acknowledges women's contributions to STEM

· Addresses gender-bias

· By female author

· Highlights STEM opportunities for girls and women

· Identifies women role models or mentors in STEM fields

· Involves hands-on or lab activities

· Involves teamwork and communication skills

· Links STEM to other topics of interest such as arts and humanities

· Targets girls or women

· Uses inclusive images of girls or women

· Uses STEM to solve real-world problems

Ethnicity
· Acknowledges contributions to STEM by people of ethnic minorities

· Addresses ethnic and cultural bias

· By ethnic minority author

· Highlights STEM opportunities for people of ethnic minorities

· Identifies people of ethnic minorities as role models or mentors in STEM fields

· Targets individuals of an ethnic minority

· Uses inclusive images of people of ethnic minorities

Disability
· Acknowledges contributions to STEM by people with disabilities

· Addresses bias against people with disabilities

· By author with disability

· Contains special features for people with disabilities

· Highlights STEM opportunities for people with disabilities

· Identifies people with disabilities as role models or mentors in STEM fields

· Uses inclusive images of people with disabilities
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