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 Goal 1: Designing & Implementing Programs of Study: Goals, Objectives and Strategies

Goal 1 Narrative:



The one postsecondary and 15 secondary members will continue to identify career pathway models, work with MDE and

Minnesota State (MnSCU) on developing programs of study, and continue to identify technical skill assessments. Carl Perkins

Core Indicator data from the member districts of the Southwest Metro Consortium will be used to identify strengths and

challenges. Consortium will continue to work with the Workforce Centers and ABE providers to address the needs of adult

learners. Consortium-wide opportunities to expose students, instructors and counselor/career advisors to AAI will be increased

through POS/RPOS development. Technical Skill Assessments identified and approved at the state level will be given in the

consortium approved POS:Law Enforcement Services: secondary, Criminal Justice NOCTI and postsecondary, MN Peace

Officer License/POST; Business Information Management: Test Out, Certiport, secondary and postsecondary; Therapeutic

Services: secondary, NAR and MDH Certification Test and postsecondary, NCLEX-PN; Engineering and Technology:

secondary and postsecondary, PLTW end of course assessments; Manufacturing: Welding, SkillsUSA; RPOS: Hospitality and

Tourism: Travel and Tourism Restaurant and Food/Beverage Services secondary and postsecondary. Secondary program

improvement has started in Restaurant Food/Beverage Services. Meetings continue to align secondary and postsecondary

curriculum.

State approved RPOS identified as Cluster: Hospitality and Tourism; Pathway: Travel and Tourism. Continuing work on

Pathway development: Restaurants and Food/Beverage Services to align secondary and postsecondary curriculum and

Normandale degrees/certificates.

There are three new initiatives that we are in the process of creating or have created.

*         Human Services Training in partnership with Project for Pride in Living

*         Hospitality with Carlson Companies - highlighted in Goal 3 (Special Populations)

*         Elementary Education with Bloomington, SWMEC, Wayzata

o   This is a program where the postsecondary course EDUC 1101:  Introduction to Education is offered as a concurrent

enrollment program to secondary students.  This class aligns with Perkins pathways already in place at the high schools.  It

functions as the third class in a sequence that begins with either Child Development I & II or Child Psych I & II.  EDUC 1101 is a

required class in both the Elementary and Special Education teaching degrees.  Normandale offers an AS in both areas. 

Mankato State is co-located on Normandale's campus and offers the ability to earn a bachelor's degree in both areas while at

Normandale. The course may also serve students looking to work with children and families (health care occupations,

coaching, etc.). A co-hort group has been created to support the work of secondary teachers and NCC staff as they align

curriculum. Advisory Committees are enhanced by secondary and postsecondary attendance at meetings.

In 2015-2016, we initiated a coaching model for sustained professioanal development. Member districts initiate questions and

challenges regarding Perkins plans and activities, to create a meeting agenda, with items added by the consortium coordinators

prior to a district visit. Districts determine staff attendance prior to the site visit meeting. Consulting, mentoring and training by

coordinators, support the district implementation of the Perkins plan, particular to their needs. Resources are provided through

the use of SW Metro google docs and folders and through the use of state electronic resources. 6 of 15 districts were supported

in sustainable professioanl development in this way. This model will continue in 2016-2017 and supports all goals of the SW

Metro plan.

QUESTION: What activities were conducted during the grant year that supported Programs of Study (POS)?



Consortium coordinator meetings with individual districts were conducted to discuss POS, articulated credit, and concurrent

enrollment opportunities. Consortium used money from this goal area to support CTEcreditmn.com and the participation in

articulation; Normandale puchased textbooks for CTE classes for secondary partners to support POS pathways and concurrent

enrollment opportunities. Normandale and SWMetro staff participated in the development of the End Of Course Exam for

Criminal Justice course.

Initial emphasis begun on creating education pathway which included curriculum development; cohort PLC; and three districts

offered Intro to Education course and one district offered Multiculturism in Education. Initiated discussions with MDE staff in

charge of Teacher Cadet program to see if these two initiatives could be aligned.

Attended NACEP conference to help Normandale ensure its accreditation to offer concurrent enrollment opportunities to its

partners.

Instrumental in merging the Southern Minnesota articulation system into the CTEcreditmn website. With the result that there is

a one stop place for staff and students in most of the state to access their agreements. The facilitators of each regional

partnership are coordinating meetings, delivery of training opportunites and similar and consistent messaging.

Initiated efforts to create a Hospitality Cohort with the goal of attracting additional Districts into participation in the pathway

which is our RPOS.

More Districts are having broader discussions outside of CTE in developing registration guides identifying pathways and

Programs of Study. The POS work is becoming part of PLCs and integrated into student advisory classes. Programs of study

and pathway discussions are aligning to required college and career readiness goals within the Districts. Districts are identifying

the use of POS and the "Wheel" within IEPs for special population students.

Project for Pride in Living allowed Normandale to provide job training, college credit and an internship with Hennepin County

leading to employment for 35 adult basic education learners. The Carlson grant provided the opportunity for hands-on learning

through problem based projects, college credit, and internships as well. There was a Guest Service Gold certfication attached

to this project too. (Specific impact will be addressed in Goal 3.)

Creation of concurrent enrollment classes in new pathways.

Recognition that our MnPOS information was wildly out of proportion to reality.

Dollars are always used in this goal area to support equipment updates in POS.

QUESTION: Describe the impact of the POS in terms of participation, concentrators, student outcomes, etc.

From the College High School Partnership (CHSP) there was a decrease in number of students in the articulated system

however there was an increase in the number of students enrolled in concurrent coursework. We are investigating whether

these two are related or if more training in the systerm is needed. We did not have comparable data from last year for the

Southern Regional Systerm. (Articulated Data reports are attached at the end of this APR in attachments section).

Total increase in student participation in concurrent enrollment at Normandale of 34% from previous year and an increase in

the number of credits earned by 37%. What is significant about this is that 49% of the concurrent credits are in CTE areas.

Individual district APR reports indicate broader use of programs of study and pathways as part of the mission of their districts.

Yay!!!

All districts are utilizing e-portfolios for their students whether through MCIS or Naviance or other system. Those are the most

predominate systems used. (MCIS data report is attached).

In examining our CTE secondary data we made positive progress in several areas which were focuses of our work in FY17:

particularly TSA data and nontrad participation and completion. Yay!!!

The impact of teacher licensure is taking a toll on our total program numbers. We have again lost ground with numbers of

student participants and concentrators.

 

QUESTION: What activity (or POS) was the most successful, something that you would repeat or share with others and why?

We feel that a highlight of our consortium is the collaborative work that is done between secondary and post secondary

partners; particularly this past year in the Intro to Education POS work. We have strong partnerships within our consortium but

also with partners outside of the consortium.

As we have stated in the past, our meetings with each of our consortium member districts individually is a key to how well our

consortium is able to function despite frequent changes in personnel.



 

 Goal 1 Objectives

Goal 1 Objectives 1

Use of Funds 

R1 Academic Integration , R2 Programs of Study, R3 All

Aspects of an Industry, R5 Professional Development , R6

Assessment , R10 Collaboration, R11 Articulation, P1 Advisory

Committees 

Strategies

1-1-1. Maintain and develop additional dual enrollment agreements as a component of POS and RPOS, including TSA

identification. 1-1-2. Convene meetings of all partners including secondary, postsecondary, business/industry and community

stakeholders for review and revision to ensure understanding and provide input into the POS and RPOS development,

accountability and TSA identification. 1-1-3. Ensure consortium representation at state and local POS and RPOS meetings. 1-

1-4. PS - staffing to expand POS and RPOS plus ensure connections with Workforce Centers, ABE and Dislocated Adults.

Outcomes

1-1-1. POS and RPOS will include aligned curriculum with common assessments as evidenced by at least one dual enrollment

agreement and identified TSA at secondary and postsecondary. 1-1-2. Gather and examine data focused on the effectiveness

of the POS and RPOS. 1-1-3. Consortium is represented at POS and RPOS meetings. 1-1-4. Outreach to high schools,

employers, workforce centers, ABE, etc. to advance the effectiveness of POS and RPOS.

Measures

1-1-1. Increase dual enrollment agreements by 8 and collect TSA data from secondary and postsecondary institutions. 1-1-2.

Document quantitative and qualitative data to engage in continuous improvement. Document attendance at state and local POS

and RPOS meetings. 1-1-3. POS and RPOS meeting attendance is documented. 1-1-4. Number of contact points in regard to

POS and RPOS with identified target groups.

Post-Secondary Required Activities  $29,969.92 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $20,000.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $49,969.92 

Secondary Required Activities  $30,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $30,000.00 

Total  $79,969.92 



Reallocation Explanation

Goal 1 Objectives 2

Use of Funds 

R1 Academic Integration , R2 Programs of Study, R4

Develop/Improve/Expand the use of Technology, R5

Professional Development , R6 Assessment , R8

Size/Scope/Quality 

Strategies

1-2-1. Implement professional development to align CTE curriculum with Minnesota Academic Standards and/or Common Core

Standards through MDE Program Approval and district site visits. 1-2-2. Assist districts with support for administering TSA in

CTE programs. 1-2-3. ABE and other adult learners will be exposed to targeted POS. 1-2-4. Provide an opportunity for

ABE/ALC students and dislocated workers to assess and document their skills at Normandale.

Outcomes

1-2-1. Standards will be cross-walked to approved CTE programs with review in the MDE Program Approval process. 1-2-2.

Valid and reliable assessments will be purchased for secondary and postsecondary portions of POS. 1-2-3. Broaden the

awareness of Adult Career Pathways. 1-2-4. Validate through assessment skills needed for a particular pathway.

Measures

1-2-1. Copies of cross-walked standards will be available to consortium members and shared in professional

development/district site visits training and MDE Program Approval process. 1-2-2. Document approved TSAs delivered in

career pathways at high school and post secondary. 1-2-3. At least one presentation/tour will be arranged for ABE/ALC

students and dislocated workers to explore STEM and Health Science pathways. 1-2-4. Placement testing and career

assessments will be used and documented.

Post-Secondary Required Activities  $18,000.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $2,000.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $20,000.00 

Secondary Required Activities  $35,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $35,000.00 

Total  $55,000.00 

Reallocation Explanation

Goal 1 Objectives 3



Use of Funds 

R2 Programs of Study, R3 All Aspects of an Industry, R4

Develop/Improve/Expand the use of Technology, R8

Size/Scope/Quality, R9 Special Populations, P2 Counseling 

Strategies

1-3-1. Provide opportunities for students to use resources to access career and postsecondary education information. 1-3-2.

Provide resources (including liaisons) to promote CTE programming and communicate opportunities to administration, deans,

counselors, students, staff, parents and business community. 1-3-3. Provide resources to support statewide/regional

articulation systems.

Outcomes

1-3-1. Students are aware of resources and are utilizing them for career and postsecondary education information. 1-3-2.

Increase on-time graduation; encourage rigorous course taking, and improve student success. 1-3-3. Students have increased

opportunities for articulated credit through consortium involvement in statewide/regional articulation systems.

Measures

1-3-1. Document the number of students using electronic career information systems. 1-3-2. 2P1 Data measures. 1-3-3.

Number of articulation agreements and students receiving them is documented.

Post-Secondary Required Activities  $45,000.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $45,000.00 

Secondary Required Activities  $16,500.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $26,212.16 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $42,712.16 

Total  $87,712.16 

Reallocation Explanation

Goal 1 Objectives 4

Use of Funds 
R4 Develop/Improve/Expand the use of Technology, R7

Initiate/Improve/Modernize Technology  

Strategies

1-4-1. Upgrade or purchase industry-standard software and/or equipment within parameters of budget and in accordance with

approved consortium plan. 1-4-2. Specific support for Health Science POS.

Outcomes



1-4-1. Equipment requests are considered, approved & met in accordance with plan objectives and POS. 1-4-2. Health Science

faculty and students are supported in their use of technology.

Measures

1-4-1. Maintain required secondary database of approved equipment for 15 districts. 1-4-2. A .5 FTE lab assistant to enhance

the effect of simulation and other software in Health Science (specifically Nursing).

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $16,102.77 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $16,102.77 

Secondary Required Activities  $40,170.53 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $40,170.53 

Total  $56,273.30 

Reallocation Explanation

Goal 1 Objectives 5

Use of Funds 

R2 Programs of Study, R3 All Aspects of an Industry, R4

Develop/Improve/Expand the use of Technology, R7

Initiate/Improve/Modernize Technology , P7 Equipment

Leasing/Purchasing/Upgrading, Reallocation 

Strategies

Purchase equipment to keep CTE programs current and viable.

Outcomes

Program will have equipment needed to teach students at current industry standards.

Measures

Equipment is purchased and utilized in the programs.

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 



Post-Secondary Reallocation Basic  $12,654.99 

Post-Secondary Reallocation Reserve  $7,016.59 

Post-Secondary Total  $19,671.58 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $0.00 

Total  $19,671.58 

Reallocation Explanation

Dental Equipment will be purchased to keep current in the Dental Hygiene field.

Goal 1 Objectives 6

Use of Funds 
R2 Programs of Study, R3 All Aspects of an Industry, R4

Develop/Improve/Expand the use of Technology 

Strategies

Provide resources to promote CTE programming and communicate opportunities to administration, deans, counselors,

students, staff, parents, etc.

Outcomes

Students are aware of resources (MCIS, Naviance) and are utilizing them for career and post secondary education information.

Measures

Document the number of studetns using electronic career information systems.

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $1,188.95 



Secondary Total  $1,188.95 

Total  $1,188.95 

Reallocation Explanation

Assist in the support of electronic career information system; MCIS and Naviance.

 

 Goal 2: Effectively Utilize Employer, Community, and Education Partnerships

Goal 2 Narrative:

The one postsecondary and 15 secondary members will continue work to strengthen advisory committee work for program

improvement. All Aspects of Industry (AAI) is looked at for students and instructors to ensure programs of study in high skill,

high wage or high demand occupations are achieved. Carl Perkins Core Indicator data from the consortia members of the

Southwest Metro Consortium will be used to identify strengths and challenges.

We participate in numerous partnerships in varied capacities. The majority of the funding comes through Goal 5 maintaining the

consortium structure. This is the category where the Perkins coordinators are paid. However a part of maintaining the structure

is reaching out and creating or participating in partnerships. New models of CTE delivery include:

Academies of Shakopee:

Member (Lowe) of the Master Plan writing team for the development of Shakopee's career pathway center.  Models include

Alexandria High School and Kansas.

1.

Shakopee CAPS (Center for Advanced Professional Studies):

Board Membership (Lowe) and concurrent enrollment partner with Shakopee High School in 3 pathways.  They are Health

Sciences, Hospitality and Business, and Digital Design.  This program is modeled after the Kansas CAPS model.

2.

Prior Lake & Lakeville MnCAPS:

Concurrent enrollment partner in two pathways Health Sciences and Business

3.

Richfield ALC (RCEP) located on the NCC campus: highlighted in Goal 3 (Special Populations)4.

St. Louis Park HS Career Academy Advisory Board:

Board Chairperson (Lowe)and active advisory board member developing and implementing 5 career pathways.

5.

Bloomington Career and College Academy6.

QUESTION: To what degree do CTE advisory committees serve both Secondary and Postsecondary programs? (Do all programs use

them? Does the same advisory team advise both secondary and postsecondary programs?)

The communication has improved with Secondary and Postsecondary partners as well as Business and Industry partners.

Meetings have specific agendas including but not limited to: opportunities for students to progress in their education by earning

identified TSAs, Industry Recognized Certifications and college credits; Work Based Learning opportunities; identifying new

equipment and progragrmatic direction based on curriculum improvements. All Secondary approved programs are required to

have Advisory Committees.

The Southwest Metro Consortium is involved with the following Secondary/Postsecondary Advisory Committeess:

Education

Hospitality

Manufacturing Career Cluster Project

Minnesota Stae Engineering Center of Excellence

HealthForce

Criminal Justice

QUESTION: What role does the advisory team play for CTE programs? What support have they provided to programs?



Education - Initiated concurrent Enrollment at 3 sites; initiated curricular alignment through cohort groups

Hospitality - Engaged additional secondary schools in a cohort model to align curriculum and offer a TSA

Manufacturing Career Cluster Project - Promoted Manufacturing Month to ecourage site visits and tours throughout the state

with great success; initiated certification training for Secondary and Postsecondary staff in NIMS Safety certification

Minnesota Stae Engineering Center of Excellence - Initiating review of engineering curriculum leading to college credit and/or

articulated credit; site visits and tours promoted to all students

HealthForce - Initiated curriculum design; program expansion; online curriculum delivery

Criminal Justice - End of course TSA development; shared curricular alignment and technical projects

QUESTION: Do the business and industry partners help connect students to work-based learning opportunities? If so, what type of

work based learning is available to students in which programs? How many students are impacted and in which career pathways?

Education - To earn credit, students must complete 25 practicum hours in education settings -  70 secondary students; 144

postsecondary students

Hospitality - Cohort development meetings include business and industry partners, often at their sites; tours/field trips to

hospitality sites - 15 secondary (Shakopee Academy); Carlson grant 20 Postsecondary students; more than 10 district field

trips, more than 50 job palcements at local restaurants;

Manufacturing - 2 CAD students offered summer internship at Cambria

Engineering 

Health Care Occupations - 40 students in New Prague in conjunction with Mayo Clinic; 100 students in CNA course with

Auburn Manor; Shakopee Health Occupation Academy, CNA 30 students

Criminal Justice - 98 secondary students participated in field trips, experiential learning with Officers;

Agriculture - FFA opportunities/activities;

Business - DECA opportunities/activites - multiple secondary districts (90+50+#; Genesys Works, BrandLab (Richfield and

Bloomington); 

Work Based Learning courses for students on IEPs have job experiences and employability skills; Job Olympics (Richfield);

BestPrep (e-Mentoring, 

 



 

 Goal 2 Objectives

Goal 2 Objectives 1

Use of Funds 

R1 Academic Integration , R3 All Aspects of an Industry, R8

Size/Scope/Quality, R9 Special Populations, R10

Collaboration 

Strategies

2-1-1. Instructors identify appropriate speakers, quality job tours, shadows, mentorship and internship opportunities and

experiences for students.

Outcomes

2-1-1. Student understanding of AAI is increased through business and education partnerships and resources.

Measures

2-1-1. AAI Experience Template will be used to document outcome and measure of student CTE activities.

Post-Secondary Required Activities  $1,500.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $1,500.00 

Secondary Required Activities  $24,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $24,000.00 

Total  $25,500.00 

Goal 2 Objectives 2

Use of Funds 
R1 Academic Integration , R3 All Aspects of an Industry, R5

Professional Development , R8 Size/Scope/Quality 

Strategies

2-2-1. Provide opportunities for instructional staff to tour and shadow businesses and industries or participate in business and

industry exchange opportunities, attend industry-specific conferences and join industry-related professional organizations.

Outcomes



2-2-1. Instructor understanding of AAI is increased through business and education partnerships to ensure program content is

relevant and current.

Measures

2-2-1. Data will be maintained regarding the number of instructors and counselors/career advisors participating in a

business/education partnering experience.

Post-Secondary Required Activities  $1,500.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $1,500.00 

Secondary Required Activities  $29,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $29,000.00 

Total  $30,500.00 

Goal 2 Objectives 3

Use of Funds 

R2 Programs of Study, R3 All Aspects of an Industry, R8

Size/Scope/Quality, R10 Collaboration, P1 Advisory

Committees, P3 Work-Based Experiences 

Strategies

2-3-1. Advisory Committees will meet twice a year. 2-3-2. Joint secondary/postsecondary Advisory Committee meetings will be

convened in identified POS.

Outcomes

2-3-1. Advisory committees will provide input into program planning, implementation, and evaluation of POS. 2-3-2. The

collaborative model for joint secondary/postsecondary Advisory Committees will be maintained.

Measures

2-3-1; 2-3-2. Committee rosters, attendance, agendas and minutes are on file.

Post-Secondary Required Activities  $1,500.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

Post-Secondary Reserve  $0.00 



Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $1,500.00 

Secondary Required Activities  $2,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $2,000.00 

Total  $3,500.00 

Goal 2 Objectives 4

Use of Funds 

R2 Programs of Study, R3 All Aspects of an Industry, R8

Size/Scope/Quality, R9 Special Populations, R10

Collaboration, P1 Advisory Committees, P2 Counseling 

Strategies

2-4-1. Continue participation between SW Metro Perkins Consortium, ABE and Workforce Centers including grant opportunities

(i.e. Access & Opportunity, FastTrac, Stem-Equity, MNCEME and Trio) to provide CTE resources to high school and adult

students and improve transition to postsecondary programs.

Outcomes

2-4-1. Consortium participation in partnerships with other initiatives or providers that support transitions and early college

readiness assessments for high school and adult students.

Measures

2-4-1. The number of high school and adult students exposed to CTE programs and accessing early college-readiness

assessments and remediation opportunities, is documented.

Post-Secondary Required Activities  $500.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $500.00 

Secondary Required Activities  $2,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 



Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $2,000.00 

Total  $2,500.00 

Goal 2 Objectives 5

Use of Funds 

R5 Professional Development , R8 Size/Scope/Quality, R10

Collaboration, P1 Advisory Committees, P5 Student

Organizations  

Strategies

2-5-1. Provide information and resources to students and instructors to promote participation in student organizations. 2-5-2.

Support staff participation in student organization conferences and events.

Outcomes

2-5-1. Career and Technical Student Organizations (CTSOs) will be supported for their ability to strengthen CTE programs and

student/instructor leadership opportunities. 2-5-2. Adult (i.e. instructors, leaders, coaches) participation in CTSOs is

documented.

Measures

2-5-1. Student participation in CTSOs is documented: members, state conference attendees, national attendees. 2-5-2. Adult

(i.e. instructors, leaders, coaches) participation in CTSOs is documented.

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $20,800.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $20,800.00 

Total  $20,800.00 

Goal 2 Objectives 6



Use of Funds 

R1 Academic Integration , R3 All Aspects of an Industry, R8

Size/Scope/Quality, R9 Special Populations, R10

Collaboration 

Strategies

Instructors identify appropriate speakers, quality job tours, shadows, mentorship and internship opportunities and experiences

for students.

Outcomes

Student understanding of AAI is increased through business and education partnerships and resources

Measures

AAI Experience Template will be used to document outcome and measure of student CTE activities.

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

There were more requests for dollars under this goal area (2.1) than we had initially budgeted. We are using come of the

reallocated dollars to meet the demand.

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $3,000.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $3,000.00 

Total  $3,000.00 

Goal 2 Objectives 7

Use of Funds 
R1 Academic Integration , R3 All Aspects of an Industry, R5

Professional Development , R8 Size/Scope/Quality 

Strategies

2-2-1. Provide opportunities for instructional staff to tour and shadow businesses and industries or participate in business and

industry exchange opportunities, attend industry-specific conferences and join industry-related professional organizations.

Outcomes

2-2-1. Instructor understanding of AAI is increased through business and education partnerships to ensure program content is

relevant and current.



Measures

2-2-1. Data will be maintained regarding the number of instructors and counselors/career advisors participating in a

business/education partnering experience.

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Reallocation Explanation

There were more requests for dollars under this goal area (2.2) than we had initially budgeted. We are using come of the

reallocated dollars to meet the demand.

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $6,500.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $6,500.00 

Total  $6,500.00 

Goal 2 Objectives 8

Use of Funds 

R5 Professional Development , R8 Size/Scope/Quality, R9

Special Populations, R10 Collaboration, P1 Advisory

Committees, P5 Student Organizations  

Strategies

2-5-1. Provide information and resources to students and instructors to promote participation in student organizations. 2-5-2.

Support staff participation in student organization conferences and events.

Outcomes

2-5-1. Career and Technical Student Organizations (CTSOs) will be supported for their ability to strengthen CTE programs and

student/instructor leadership opportunities. 2-5-2. Adult (i.e. instructors, leaders, coaches) participation in CTSOs is

documented.

 

Measures

2-5-1. Student participation in CTSOs is documented: members, state conference attendees, national attendees. 2-5-2. Adult

(i.e. instructors, leaders, coaches) participation in CTSOs is documented.

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 



Reallocation Explanation

There were more requests for dollars under this goal area (2.5) than we had initially budgeted. We are using come of the

reallocated dollars to meet the demand.

 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $4,697.70 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $4,697.70 

Total  $4,697.70 

 

 Goal 3: Improve Service to Special Populations

Goal 3 Narrative:



Carl Perkins Core Indicator data from the individual member districts and the Southwest Metro consortium will be used to

identify strengths and challenges. By improving services for all students while emphasizing participation and support for special

populations, the plan will support an increase in dual credit opportunities and certificates and degrees awarded.

Special populations can include participants from a number of demographic categories.  It can range from students who are

pursuing non-traditional occupations to students who have disabilities to students who are members of an underserved

population.

*         Richfield ALC:

o   Instrumental in the initiative to move Richfield's ALC to Normandale Community College.  This ALC has physically moved

and is now wholly located on the Normandale Campus.  The ALC students will be taking their high school classes as well as

PSEO college classes at Normandale.  Many of these students are looking to pursue pathways in CTE areas.

*         Hospitality Training in partnership with Carlson Companies:

o   This is a program that is being offered in conjunction with Carlson companies, HIRED, Normandale, and Bloomington ABE. 

A special program combines ABE coursework with HSMA 1103:  Introduction to Hospitality and Tourism Management.  This is

a required course in the postsecondary degree in this area.  Students also receive foundational skills training, job shadowing,

and a chance to earn the "Guest Service Gold Certification."

Project for Pride in Living PPL:

Human Services Pathway (HSP4) 

Project Dates: February – December 2017

Key Partners:  Normandale Community College (Postsecondary), Metro South Adult Basic

Education (Secondary), Project for Pride in Living, (Community based organization), Hennepin County (Employer)

Minnesota’s Federally Approved CTE Goals

Goal 1:           Design & Implement Programs of Study

The Human Services Pathway at Normandale Community College was developed to mirror other Associate and Bachelor

degree Human Service programs. We offered the first two courses (Current Issues in Health and Human Services and Multi-

Culturalism in Health and Human Services) that majority of Human Service programs offer. This was intentional as to help

students transfer credits to an Associates or Bachelor’s degree.

Goal 2:           Effectively Utilize Employer, Community, and Education Partnerships

The main goal of the grant was to directly implement needed skills and education that employers were seeking.  These skills

and experiences included improving the communication skills of students by writing papers, giving presentations, listening and

engaging with speakers who work in the Human Service Field, volunteer in the field of Human Services, and learn about their

own and other cultures and how this impacts their methods of communicating with others in the field of Human Services

(clients, co-workers, and partner organizations).

To develop the partnerships between organizations,  Normandale Community College worked with Project for Pride in Living

(PPL) and Hennepin County to integrate specific content and embed key professional skills to help the students critically think,

problem solve and prepare for their role in Human Services.

Goal 3:           Improve Service to Special Populations

As part of the program, Adult Basic Education worked with Normandale to support specific academic skill development and

proficiency for college level work. They helped students who have not been to college before and to give new ideas and skills to

those who have been to college. And, to help all students, the ABE teacher was integrated into the classroom content and daily

lessons so everyone would have access to the services. The final record for those who completed the High Performance

Workplace Skills and the Credit based courses was 34/35 completers. One student had to drop out due to scheduling

conflicts and not due to academic achievement.

Goal 4:           Provide Continuum of Service Provisions for Enabling Student Transitions

PPL, Normandale, and ABE have provided a continuum of services to help students through college and work transitions,

including financial counseling, financial aid workshops, advising, college admissions, placement testing, career assessments



and services, transportation support, tutoring, job coaching, work experiences, access to services such as computer labs,

library, and other student services.

QUESTION (for FY15 only, optional for FY16): What service was conducted during the grant year that was most successful?

QUESTION (New for FY16): What strategies were adopted to overcome barriers for special populations?

Normandale provided accommodations which included interpretation for deaf students in Business and Accounting. Assuring all

videos have closed caption, specialized keyboard for wheelchair student; cc television used in the classroom as magnifier for

visually impaired; general advising and counseling for students with disabilities in the office for students with disabilities.

Provided accuplacer testing for special populations students as well as college tours. AVID, Genesys Works and College

Possible initiatives have been provided in districts to overcome barriers to post secondary transitions for special populations.

Carlson and PPL grants that worked respectively in Hospitality and Customer Service targeted specifically for ABE students.

(Final reports uploaded in attachments).

STEM Camps were provided targeting middle school girls. (STEM Link Final report uploaded in attachments).

QUESTION: Describe how your consortium uses data to target consortium activities to the needs of special populations and what

impact the efforts have had on success of special populations.

PS uses EPM11 data to discover that we are exceeding our goals in non-trad for females we are woefully underserving our

male non-trad students. This indicates that we need to continue our efforts of working with our non-trad females but increase

our efforts working with non-trad males. To this end, we have a male liaison who serves the health science division. We are

trying to figure out what additional strategies can be implemented to attract males into the Health Pathway.

Secondary continues to look at our performance indicators in each special population category. With the ability to constantly

see them in the secure reports section of MDE it is much easier to access this information. (THANKS TO OUR ANALYTIC

MDE PARTNER, KARI ANN and MINNESOTA STATE PARTNER SUSAN CARTER).



 

 Goal 3 Objectives

Goal 3 Objectives 1

Use of Funds 

R9 Special Populations, R10 Collaboration, P2 Counseling, P4

Additional Special Populations, P6 Mentoring/Support

Services, P9 Alternative Formats 

Strategies

3-1-1. Provide resources to instructors of special population students to improve access to equitable career guidance,

exploration, and work-based learning experiences that meet their specific needs. 3-1-2. Provide college readiness testing

assessment to students from special populations.

Outcomes

3-1-1. Resources are utilized to support professional development activities, field trips, etc. related to special populations in the

areas of career guidance, exploration, and work-based learning. 3-1-2. Documentation of student progression toward transition.

Measures

3-1-1. Document experiences used to improve access to equitable career guidance, exploration, and work-based learning

experiences for special populations. 3-1-2. Document college readiness assessments given and testing data.

Post-Secondary Required Activities  $5,000.00 

Reallocation Explanation

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Total  $5,000.00 

Secondary Required Activities  $5,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Total  $5,000.00 

Total  $10,000.00 

Goal 3 Objectives 2

Use of Funds 

R1 Academic Integration , R2 Programs of Study, R5

Professional Development , R8 Size/Scope/Quality, R9 Special

Populations, P6 Mentoring/Support Services 

Strategies

3-2-1. Promote staff and student attendance at non-traditional/gender equity career seminars, training, etc. 3-2-2. Two

opportunities offered at Normandale for middle school girls in STEM career pathways. 3-2-3. Make connections with Workforce

Development Centers, ABE, Dislocated workers targeting non-trad students.

Outcomes

3-2-1. Use of state MDE data 4S1, 4S2 and MnSCU 5P1, 5P2 will be used to review, revise and improve programs where

needed. 3-2-2. Increase the number of middle school girls who are xposed to STEM academic pathways and careers. 3-2-3.

Positive progression toward meeting 5P1 and 5P2 negotiated targets.



Measures

3-2-1. # of staff and students attending non-traditional/gender equity events. 3-2-2. Track the number of middle school girls who

attend these two experiences and include historical data on these two events. 3-2-3. 5P1 and 5P2 data measures.

Post-Secondary Required Activities  $25,668.33 

Reallocation Explanation

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Total  $25,668.33 

Secondary Required Activities  $500.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Total  $500.00 

Total  $26,168.33 

Goal 3 Objectives 3

Use of Funds 

R9 Special Populations, R10 Collaboration, P2 Counseling, P4

Additional Special Populations, P6 Mentoring/Support

Services, P9 Alternative Formats 

Strategies

3-3-1 The Office for Students with Disabilities at Normandale will increase resources for career and technical program

assistance

Outcomes

3-3-1 Collaborate with the Office for Students with Disabilities to increase CTE special populations student performance.

Measures

3-3-1 Supplementary instruction will be expanded in Perkins eligible courses and targeted at special populations of students

and data collected.

Post-Secondary Required Activities  $16,000.00 

Reallocation Explanation

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Total  $16,000.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Total  $0.00 

Total  $16,000.00 

 



 Goal 4: Provide a Continuum of Service Provision for Enabling Student Transitions

Goal 4 Narrative:

This consortium along with any other interested consortia will meet to ensure student success using the Minnesota Career

Fields, Clusters and Pathways framework. The SW Metro Consortium will develop a sequential continuum of service and link

services collaboratively at the secondary and postsecondary levels. This will provide a new structure to provide students with

the support they need to achieve success at each level and clear processes to transition between institutions and into the

workforce. Strong relationships will need to be built within the Minnesota consortium structure and their staffs to easily share

POS information and to carry out the goals and strategies of this plan.

QUESTION: Describe the kinds of articulation, college-in-the-schools, transfer credit courses offered and how many students

participated.

Concurrent - Normandale offered 63 concurrent classes of which 57% were CTE Courses. Normandale served 1224 students,

54% of those students were CTE students; awarded 4334 credits and 49% were CTE credits. The concurrent enrollment

classes are heavily focused on the Health, Education and Criminal Justice pathways.

Articulation - Again, we are part of the www.CTEcreditmn.com website as well as were instrumental in getting the Southern

Region to come onboard with use of this site. There are four basic areas that tend to access the articulation agreements:

PLTW, Health, Education/Child Development and Business/Hospitality. Articulation Reports are attached to this APR and

numbers were discussed in Goal 1.

One district rep stated: "For the first time business ed instructors attended the articulation agreement meetings and are now

asking alot of questions."

 

QUESTION: To what degree and in what ways are these advanced credit courses transcripted on the students high school record and

on college transcripts?

All concurrent enrollment classes are transcripted credits listed on the college transcript by class with a grade.

When students enroll into a participating college with articulated certificates the credits are listed as transfer credits on the

college transcript and are not designated individually and no grade is reported.

High school transcripts do not typically record college credit.



 

 Goal 4 Objectives

Goal 4 Objectives 1

Use of Funds 

R2 Programs of Study, R8 Size/Scope/Quality, R9 Special

Populations, R10 Collaboration, R11 Articulation, P2

Counseling, P10 Student Transition 

Strategies

4-1-1. Facilitate opportunities within and among consortia for successful student transitions especially in the pathways of Health

Science, STEM and Hospitality/Business. 4-1-2. College campus visits will be facilitated.

Outcomes

4-1-1. Ensure student success through smooth transitions within their chosen career pathway through hiring of three .5 FTE

liaisons. 4-1-2. Increase awareness of CTE programs at Normandale.

Measures

4-1-1. Opportunities for transitions from/into areas outside of consortium will be actively sought with 2 other consortia. Total

number of students in Health Science, STEM and Hospitality/Business pathways will increase as will number of credentials

obtained. 4-1-2. Increase the number of visits/tours targeting CTE programs.

Reallocation Explanation

Post-Secondary Required Activities  $45,000.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Total  $45,000.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Total  $0.00 

Total  $45,000.00 

Goal 4 Objectives 2

Use of Funds 

R1 Academic Integration , R2 Programs of Study, R5

Professional Development , R8 Size/Scope/Quality, R9 Special

Populations, R10 Collaboration, R11 Articulation, P2

Counseling, P6 Mentoring/Support Services, P10 Student

Transition 

Strategies

4-2-1. Continue to collaborate and develop process for inclusion with all systems that help students achieve both high school

and college credit.

Outcomes

4-2-1. Increase in the number of opportunities available to students to earn dual credit.

Measures



4-2-1. Data from dual credit opportunities to be gathered regarding number of students earning credits.

Reallocation Explanation

Post-Secondary Required Activities  $45,729.72 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Total  $45,729.72 

Secondary Required Activities  $15,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Total  $15,000.00 

Total  $60,729.72 

Goal 4 Objectives 3

Use of Funds  P10 Student Transition 

Strategies

4-3-1. Military veterans will be more accurately identified so that targeted services and outcomes can be tracked. 4-3-2. Perkins

partnership with NCC Customized Training department, ABE and Workforce Center is expanded.

Outcomes

4-3-1. Improvement of enrollment, retention and completion for military veterans. 4-3-2. Improvement of enrollment, retention

and completion for underemployed, and unemployed adults.

Measures

4-3-1. CTE options will be publicized to returning military veterans through the Veterans' Resource Center. 4-3-2. One career

event for adult learners in career transition planning will be held.

Reallocation Explanation

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Total  $0.00 

Total  $0.00 

 

 Goal 5: Sustain the Consortium of Secondary and Postsecondary Institutions

Goal 5 Narrative:



The postsecondary and 15 secondary members, will engage in discussion through meetings, electronic communication and

consortium coordinator(s) representation at meetings. Meeting agendas will be developed to include: existing best practices

within the consortium, challenges of current structure, geographic locations, articulation and collaboration with other consortia.

At the postsecondary level, new ways to gather, disseminate, analyze, and use available data will improve student success and

completion. Through self-assessment and shared responsibility, a common CTE vision for the consortium will be developed

and promoted.

QUESTION: What activities were conducted that help sustain the consortium?

Outstanding collaborative functions of the consortium coordinators combined with their willingness to serve their Districts as

well as their MDE/Minnesota State Partners. :-)

Meeting separately with each member district representative as well as their administration, teachers, etc. whenever the need

for clarification and explanation arises.

Meetings with the Carl Perkins district representatives, are held no less than 3 times a school year. Communication via

electronic means as well as face-to-face meetings at district sites, have become essential. Coordinators meet together

frequently, no less than once a month, before and after state meetings and Advisory Committee meetings. Planning meetings

are also held outside of worksites to maximize communication.

QUESTION: Provide an overview of the leadership team (i.e. are they representing all districts, colleges, business and industry, and

other community partners).

Representatives from each member district are appointed from their District Administration. There is a lot of turnover within the

districts so there is constant retraining done by the Coordinator's. In addition, the various co-advisory committees, Health,

Education, Hospitality, etc. offer input into the plans and activities that utilize Perkins funds. These committees are made up of

district representatives, teachers, faculty, and business and industry representatives.

The co-coordinators bring various backgrounds and experiences to the team which makes for a stronger leadership team.

The Monitoring Report and Team also recommends formalizing professional development to support and develop future CTE

and Consortium leaders. 

 

 

QUESTION (New for FY16): Discuss how your consortium conducted needs assessment for the implementation of the unified plan

(i.e., your FY15 application)?

 Spending decisions and programatic initiatives/needs may include but are not limited to:  

Performance Indicator negotiated target results•

Need assessments and data:•

DEED•

Student Interest•

District needs and Postsecondary needs based on Mission and Vision of individual institutions•

From the 2017 Monitoring Report: "The Consortium is on an improvement plan this year for TSA’s. In reviewing the secondary

CTE programs, the Consortium’s RPOS and POS; not all of the member districts are represented. We would like to see a chart

of secondary CTE programs that show these programs align with the Consortium’s RPOS and POS. Including this with the

October APR would be ideal. Using this with member districts. This will help each to understand how their CTE programs align

with the mission and vision of the South West Metro Perkins Consortium." This is being worked on but not completed by the

APR due date, as suggested in the Monitoring Report.

•

QUESTION: To what degree does the consortium seek additional grants or braid various funding streams together to support the

consortium activities?



POS and RPOS meetings and Advisory Committee meetings include discussion of additional funding sources. Braided funding

and additional grant opportunities have been found with Carlson and PPL for Hospitality and Human Service. Prior Lake and

Lakeville are partners in a MnAMP grant.

Collaborative funding is initiated for activities of CTSOs. (Agriculture, DECA, SkillsUSA, FCCLA)

District and college Foundations have been a support for CTE activities. (Robotics and STEM initiatives)

Non-profit organizations and clubs also are approached for funding to ensure student success. (Rotary, Lions, Chambers of

Commerce)

Out-of-district and college funding sources provide interaction with Business and Industry partners and enhance community

engagement. Once relationships develop, they can lead to financial support for field trips, CTSO activites and other student or

CTE program directed needs (equipment, scholarships).  



 

 Goal 5 Objectives

Goal 5 Objectives 1

Use of Funds 
R2 Programs of Study, R6 Assessment , R8

Size/Scope/Quality, R10 Collaboration 

Strategies

5-1-1. Continue regular strategy meetings with partners. Broaden network of informed participants (i.e. instructors, counselors,

administrators) to promote career and technical activities in the consortium and ensure quality programming. 5-1-2.

Coordinator(s) work collaboratively to carry out coordination and to administer Perkins plan and dollars to achieve outcomes

and measures. Self-assessment of consortium systems and operations, including fiscal and administration.

Outcomes

5-1-1. Multiple pathways are created for communication to be disseminated within and outside of the consortium. 5-1-2.

Accurate reports are submitted according to timelines.

Measures

5-1-1. Continue to modify structure to ensure workability. The consortium leadership will meet a minimum of 8 times. Document

meetings through attendance and minutes, distribute electronically. 5-1-2. Performance outcomes and expenditures align with

the annual plan. Project budgets are reconciled with college cost code and UFARS reports.

Description 

Reallocation Explanation

Post-Secondary Required Activities  $40,000.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $40,000.00 

Secondary Required Activities  $75,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $75,000.00 

Total  $115,000.00 

Goal 5 Objectives 2

Use of Funds 
R2 Programs of Study, R6 Assessment , R8

Size/Scope/Quality, R10 Collaboration 



Strategies

5-2-1. Maintain attendance at state, national and professional organization meetings. 5-2-2 Collaborate with other consortia to

ensure that objectives in state-approved POS are kept current.

Outcomes

5-2-1. Work collaboratively with other consortia to ensure effective use of resources and to utilize voice within the state to

ensure continuance of career and technical program availability for students. 5-2-2 Objectives in state-approved POS are

current.

Measures

5-2-1. Ensure representation of consortia (secondary and postsecondary) at all state meetings as well as professional career

and technical organization meetings (i.e. MACTA). Gather strategy specific attendance data. 5-2-2 POS site is kept current and

accurate for consortia

Description 

Reallocation Explanation

Post-Secondary Required Activities  $8,000.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $8,000.00 

Secondary Required Activities  $1,000.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $1,000.00 

Total  $9,000.00 

Goal 5 Objectives 3

Use of Funds  R6 Assessment , R8 Size/Scope/Quality, R10 Collaboration 

Strategies

5-3-1. Analyze course surveys and student data at least twice a year-CSSE data. 5-3-2. Coordinators attend state data

workshops and disseminate information to Consortium leaders.

Outcomes

5-3-1. Increase support for data analysis culminating in program improvement. 5-3-2. Better use of data for program

improvement at all levels of CTE programming.

Measures



5-3-1. Incorporate results into continuous improvement measures. Track Specific CSSE questions. 5-3-2. Incorporate results

into continuous improvement measures. Write and implement specific improvement plans when needed.

Description  Post-secondary will use college funds.

Reallocation Explanation

Post-Secondary Required Activities  $8,500.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $8,500.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $0.00 

Total  $8,500.00 

Goal 5 Objectives 4

Use of Funds  Post-secondary Admin Cost, Secondary Admin Cost 

Strategies

5-4 Administrative Costs

Outcomes

5-4 Administrative Costs

Measures

5-4 Administrative Costs

Description 

Reallocation Explanation

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 



Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $0.00 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $0.00 

Total  $0.00 

Goal 5 Objectives 5

Use of Funds  Secondary Admin Cost 

Strategies

Secondary Admin Cost only 

Outcomes

v

Measures

Secondary Admin Cost only 

Description 

Reallocation Explanation

Post-Secondary Required Activities  $0.00 

Post-Secondary Permissible Activities  $0.00 

Post-Secondary Reserve  $0.00 

Post-Secondary Admin Cost  $0.00 

Post-Secondary Reallocation Basic  $0.00 

Post-Secondary Reallocation Reserve  $0.00 

Post-Secondary Total  $0.00 

Secondary Required Activities  $0.00 

Secondary Permissible Activities  $0.00 

Secondary Reserve  $0.00 

Secondary Admin Cost  $16,956.89 

Secondary Reallocation Basic  $0.00 

Secondary Reallocation Reserve  $0.00 

Secondary Total  $16,956.89 

Total  $16,956.89 



 

 Budget Goal 1
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Total 

Goal 1

Total
$0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 

 

 Budget Goal 2
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Goal 2

Total
$0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 

 

 Budget Goal 3

Row

Post-

Secon

dary

Requir

ed

Activit

ies 

Post-

Secon

dary

Permi

ssible

Activit

ies 

Post-

Secon

dary

Admin

Cost 

Post-

Secon

dary

Reser

ve 

Post-

Secon

dary

Reallo

cation 

Post-

Secon

dary

Total 

Secon

dary

Requir

ed

Activit

ies 

Secon

dary

Permi

ssible

Activit

ies 

Secon

dary

Admin

Cost 

Secon

dary

Reser

ve 

Secon

dary

Reallo

cation 

Secon

dary

Total 

Row

Total 

Goal 3

Total
$0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 

 

 Budget Goal 4
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Goal 4

Total
$0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 

 

 Budget Goal 5
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Goal 5

Total
$0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 

 

 Goal Totals
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Total
$0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 

 

 Verification

I have looked over these budget numbers.   

 

 Rigorous Program of Study

State-Approved Rigorous Program of

Study 
RPOS submitted with 10 components 

Travel and Tourism  

SouthWestMetro_KennedyHS_Restauran

ts and Food_Beverage Services _ MN

Programs of Study _ ISEEK.pdf 



   

 

 Progress Update for Programs of Study and TSA

QUESTION: Describe your progress. Explain what worked and did not work according to what you indicated in your plan.

Please be sure to include progress on technical skill assessments in your explanation.

We continue to address the need for information about our RPOS. A summer 2017 conference was schedule to invite

interested partners and provide opportunities to learn more about Hopspitality and Tourism. This was to be hosted by

Normandale with hospitality partners presenting. Unfortunately summer turned out to be a less than ideal timeframe. We did

however, identify the TSA aligned with Normandale's program/courses. We also met and included other partners in the

planning, which is leading us to find a date to reschedule. 

We are continuing to move forward to create a RPOS in Human Services: Education and Training: Teaching/Training. A

concurrent enrollment course: Introduction To Education course was offered at Kennedy High School and at Intermediate

District #288. Expansion of this course offerring, alignment of curriculum and identification of a TSA continues. Normandale is

also working with MDE to look at the possibility of curricular alignment with the Teacher Cadet program. Approval of the RPOS

and expansion is continuing through a collabration with other consortia. 

Identification of high school curricular alignment to current POS, is continuing. Each district has been asked and is working on,

identifying district relationship to the current POS. This will identify each district with a relationship to POS, possibly look at new

POS since the original work was done and help to identify new TSA available.

We have also applied for a CPIP grant to work toward district alignment to postsecondary alignment to TSA alignment.

Programs of Study Update from the PS Perspective:

There were two areas that were extremely successful.  This was in the education pathway and the health pathway.  In

education, we were able to pilot 3 districts for concurrent enrollment in education. 

In additional we initiated conversations with MDE that lead to an examination of the “Teacher Cadet” curriculum this year.

What we continue to see is an increase in requests for concurrent enrollment classes in the health pathway.  To facilitate this

growth, the health / nursing faculty have developed handbooks that outline how to better prepare a district to participate with

concurrent health classes.  One specific handbook dealt with creating a Nursing Assistant program.

The pathway that we didn’t experience as much growth or progress in was hospitality.  We had hoped to expand the number of

schools participating but were unable to do this.  However, this year we have already increased that number.  We also had

hoped to have a large cohort of secondary teachers meet with post-secondary faculty to refine and create curriculum.  This

effort was postponed until this year. 

 

 Programs of Study

Career

Fields 

Career
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Career

Pathways 

In which
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 Improvement Report

Improvement Report 1

Indicator Not Met:  1P1  Technical Skill attainment 

Negotiated Performance:   92.09% 

Actual Performance:   88.70% 

General strategies planned to improve performance:

Continue to monitor the rate at which our students are mastering the Nursing National Council License Examination and the

Peace Officer License Examination.  Faculty are modifying curriculum to address the gaps that might exist which are resulting

in a higher percentage of non-passing scores.  The Deans of these two divisions are aware of this working to increase the

scores.

Comments or context for actual performance (optional):

There are only two tests that are included in our TSA report. The Nursing National Council License Exam (NNCLE) and the

Peace Officer License Exam (POLE).

Two years ago the NNCLE was redesigned and the result of this is depressed scores in subsequent years until the curriculum

can be redesigned to address the gaps.  This is in the process of happening.  In 12-14 the percentage of passing students were

84.17, now in 13–15 cohort the percentage of passing students has increased to 88.70.  The 12-14 cohort was at 89.34% of

goal – while the 13-15 cohort was at 96.32% of goal.  That is a 7% increase which suggests a positive trend.

In regard to the POLE, the 12-14 cohort passing rate was at 82.76%, while the 13-15 cohort passing rate was 88.46%.  The 12-

14 cohort was at 87.85% of goal and the 13-15 cohort is at 96.06% of goal.  This is about a 7.5% improvement.  It is interesting

to note that over a 10 year span – Normandale students scored 6% higher than the total of MnSCU schools passing scores. 

The chair of the department did comment that when there are low numbers of testers, even a few failures can impact your

passing rates greatly. For instance in 2015, there were 26 students taking the exam and 23 passed; while only 3 did not.

Improvement Report 2

Indicator Not Met:  2P1  Credential, certificate, or degree  

Negotiated Performance:   30.00% 

Actual Performance:   29.61% 

General strategies planned to improve performance:

The intent data gathered when students apply to Normandale is often not an accurate predictor of the eventual path or degree

they may follow.  The college is committed to finding better ways to inform current students of program options and gather

updated intent data.  This is to be accomplished through a closer partnership with both the admissions and advising

departments.  We have created 3 liaisons positions to facilitate the interaction with pathway participants.  We have one liaison

per division that has CTE pathways.  We are also exploring ways to create meaningful certificates and credentials that are

stackable and lead to career or further training.

Comments or context for actual performance (optional):

For the 12-14 cohort we had a performance rate of 27.96%, the 13-15 cohort had a 29.61% performance rate.  This is an

increase in performance of ~1.5%.  This also reflects the 12-14 cohort’s rate of 77.67% of target, whereas the 13-15 cohort’s

rate was 98.70% of target.  This suggests a positive trend and that our efforts to improve our performance is bringing results.

We also exceeded our 3P1 goals (retention or transfer) and for the 13-15 cohort was ~102% of goal.  This would seem to

indicate that while we are not granting as many Credentials, Degrees, or Certificates; we have more students who are

continuing to pursue these outcomes.



Improvement Report 3

Indicator Not Met:  2S1  Technical Skill Attainment 

Negotiated Performance:   54.00% 

Actual Performance:   24.63% 

General strategies planned to improve performance:

-Monitor changes from Multi-year data reporting to Single-year analysis

-Monitor number of CTE Concentrators, in relation to TSA given

-Meet with districts to review POS and the determination of TSA given

Comments or context for actual performance (optional):

11 of 15 secondary districts enter no TSA data.

TSA data is to be enter from Intermediate District 917 (Bloomington) and SouthWest Metro (member districts participating in

consortium POS) contributing to the overall TSA data. 

Improvement Report 4

Indicator Not Met:  4P1  Student placement 

Negotiated Performance:   79.67% 

Actual Performance:   73.93% 

General strategies planned to improve performance:

Discuss placement performance with CTE program area deans and liaisons.  Try and determine what factors are at play in the

reduced placement rates.  Also check with other MnSCU institutions to see if this is a trend across the system and see what

factors they may have determined are at play.

Comments or context for actual performance (optional):

Limited detailed data available for analysis.  When looking at factors of gender, ethnicity, etc. – no demographic factor seems to

be disproportional.  SW Metro’s historical trends are consistently being within 90% of goal, but not being able to exceed target. 

13-15 cohort performance was almost identical to 12-14 performance; 73.93% & 73.97% respectively.  In reviewing state wide

consortium data it appears that for AY 14:  10 consortium met goal, 15 consortium were between 90% and 99%, and only 1

consortium was below 90%.  

Improvement Report 5

Indicator Not Met:  5P1  Nontraditional participation 

Negotiated Performance:   31.30% 

Actual Performance:   27.54% 

General strategies planned to improve performance:

Market opportunities in programs that are non-traditional by gender to all students. Encourage and inform students of the

benefits and opportunities in non-traditional occupations. CTE divisional liaisons will meet with secondary and postsecondary

students in this regard. Seek further technical assistance from the system office.

Comments or context for actual performance (optional):

In general, females are participating in non-traditional occupations are an above target rate.  We will continue to focus on

female participation but increase our effort working with males in non-traditional occupations.  Caucasian and Asian students

are less likely than other minorities to participate in non-traditional fields.  There is no breakdown by CIP for this target area. 

Also of note is the fact that 13 out of the 26 consortium were below 90% goal in this target area for FY 14, while only 4 met

goal.



Improvement Report 6

Indicator Not Met:  5P2  Nontraditional completion 

Negotiated Performance:   17.31% 

Actual Performance:   12.83% 

General strategies planned to improve performance:

Detailed exploration with Normandale Perkins Postsecondary Director, Liaisons, Department Deans, Chairs, and Faculty.

Attempt to identify the reasons for the steep decline and strategies to remedy this situation. Seek Technical Assistance from

MnSCU.

Comments or context for actual performance (optional):

There has been a rather steep decline from the past reporting cycle. The 12-14 cohort exceeded the target in this area at a rate

of 17.31% whereas the 13-15 cohort had a 4.5% drop in this rate.

 

 Status Report on Improvement Report and Plan

QUESTION: Describe the activities and strategies that were actually implemented to bring your consortium actual performance on

Federal indicators closer to the negotiated target.

2S1: Technical Skills Assessment: We have been working with MDE to isolate problems with district reporting. Visits and

communication with district representatives and data personnel is continuing. MDE training will be increased for district

personnel and in turn training for collaboration with teachers and/or data entry personnel to record scores. 

In addition, it is important to continue to encourage staff to attend Articulation meetings offered through the Southern Region

and College High School Partnership (CHSP). These meetings talk about POS and the Articulated courses often leading to

TSAs being used as agreed upon assessments. 

1P1:  We saw that we improved in this area from the prior year.  We went to 91.37% from 88.70%.  The data that we used was

based on the two TSA’s that this indicator is based upon.  The NNCLE had been revised a few years ago. The faculty has

worked on curriculum development and areas of emphasis to slightly address the test changes.  We continue to expect that this

indicator % will increase.

2P1:  We saw that we improved in this area from the prior year.  We went to 31.17% from 29.61%.  We examined the pathway

and degree areas that held the most potential for impacting this indicator.  The areas were Marketing, Pre-Engineering, and

Computer Science.  We have 3 liaisons who work with these pathways and the students.  The approach is a more intrusive

advising strategy than we have used in the past.  We also continue to see that we are meeting our goal in student retention and

transfer.  We continue to expect that this indicator % will increase.  We have also introduced a new certificate in the hospitality

pathway.

4P1:  We saw that we improved in this area from the prior year.  We went to 79.25% from 73.93%.  We have very limited data

on this indicator.  So therefore, we did not have a detailed strategy to address this indicator.

5P1:  We saw that we did not improve in this area from the prior year.  We went to 23.75% from 27.54%.  We discovered that

females are participating at a level that is above our negotiated target.  While males were well below this target.  We have

liaisons, advisors, and faculty that are representative of non-traditional participants in these pathways.  We have made

numerous presentations to secondary and post-secondary students in regard to non-traditional pathways.  We also hosted a

couple of large non-traditional pathway camps and attended MnSCU training.

5P2:  We saw that we improved in this area from the prior year.  We went to 14.55% from 12.83%.  We discovered that females

while participating at a level that is above our negotiated target; they are being placed at much lower rate.  Males were well

below the participation target, they were placed at a much higher rate than our indictor and females.  While this has been

discussed with liaisons and faculty no strategies were developed.  This resembles 4P1 were we do not have a great deal of

detailed information to draw upon.

QUESTION: Describe the process and stakeholders involved in determining your improvement plans and reports. Describe the role

data played in developing your plans and reports.



The Southwest Metro consortium works together to discuss Performance Indicators at representative meetings but also work

with individual districts through site visits. This enables the Coordinators and district representatives to focus on data reports.

Districts are able to get questions answered about their data and challenges, strategies and solutions are worked on together.

Data information is listed above in the activities that were completed.

QUESTION: What changes do you anticipate in your consortium performance data based on this year's efforts?

Attached is the 2S1 Performance indicator Report for 2015-2016 from the MDE Secure Records site. The TSA score is now at

32.16%. Strategic efforts are leading to increased performance. Preliminary views of 2016-2017 data indicate better data entry

for some districts. The Secure Records site also enables us to compare year-to-year data for each district, helping us to identify

successes and challenges. The reports also help us identify districts with data entry issues.  The Summary Reports identify

Concentrators in Programs, which now gives us a way to associate Concentrators in Programs. In turn this helps each district

look at Programs and Concentrators in courses where TSA are offered. 

We have been improving in most areas that we have put our efforts. It is a continuous work in progress.



 

 Improvement Plan Action Steps

Improvement Plan Action Steps 1

Indicator Number (i.e. 1S1 or 2P1)  2S1  Technical Skill Attainment 

Action Steps to improve the performance

- Monitoring will be done as the transition is made to Single-year analysis from Multi-year analysis going forward. (Consortium

Coordinators and district representatives) 

- Analysis of 2015-2016 data when reports are compled and sent, for assessment of strategies/activities. Assess number of

concentrators taking TSA. (Consortium Coordinators and district representatives)

- TSA data includes Educational Cooprative and Intermediate District data. Collaboration with data improvement process will be

ongoing with all institutions. (Coordiantors with Southwest Metro districts and Intermediate 917)

- Review selecting the right TSA for a course and its students. Accommodations may be needed but have not been accessed

properly for students with IEP, 504, LEP and/or ELL needs. (Consortium and district representativesCoordinators

-Review state and consortium approved POS and continue to identify appropriate TSA's

- Review data entry procedures with teachers giving TSA's and district data entry personnel.

 

 

 

 

Resources Needed 

- Continuing support and resources from MnSCU

and MDE.

- Sessions at CTE Works conference, Perkins state

meetings, etc. for continuous professional

development

Timeline 
Ongoing data assessment upon receiving

Performance Indicators each year.

Person(s) Responsible 

Consortium Coordinators and district

representatives in collaboration with district data

entry personnel.

How will progress be documented? 

Perkins data analysis. District data analysis.

Professional development meetings for accurate

data entry.

Could be by demographic characteristic, school, program, other

Sub-populations or groups where gap exists:  All sub-populations.

Describe any contextual factors that might contribute to this gap: 

Monitoring of CTE program reductions in districts

and/or limited course offerings may impact CTE

Concentrator population and number of TSA's

given.



Further Information

Describe stakeholders involved, process and sources of data used to determine strategies/action steps listed above:

All consortium members are involved with the review and administration of TSA opportunities. Because TSA are built into POS,

stakeholders include teachers, postsecondary institutions,business and industry partners, administration and members of

Advisory Committees. 

Professional development will continue, to assist data entry processes.

Improvement Plan Supporting Documents (optional, not

required) 
 

Improvement Plan Action Steps 2

Indicator Number (i.e. 1S1 or 2P1)  5P1  Nontraditional participation 

Action Steps to improve the performance

 

 

 

 

Program Liaisons, Advisors, and Faculty to expose students to opportunities in careers that are non-trad by gender.

Develop outreach and support activities focused on service learning in non-tard by gender occupations.

Encourage Asian and Caucasian males to consider non-traditional by gender occupations.

Seek technical assistance for MnSCU system office in this area.

Resources Needed  Staff time

Timeline  FY '17

Person(s) Responsible 
CTE Liaisons, Faculty, Advisors, and

Postsecondary Coordinator

How will progress be documented? 

Number of contacts and presentations made by

staff to groups of students, occupational areas

discussed and strategies identified through

technical assistance.

Could be by demographic characteristic, school, program, other

Sub-populations or groups where gap exists: 

Females 181/513=35.28%

Males 74/413=17.92%

Describe any contextual factors that might contribute to this gap: 

It is interesting to note that ethnicity plays a role in

non-traditional participation. For Caucasian and

Asian students participation rate is 22% & 27%

respectively. Whereas all other groups above

average in participation in non-traditional areas.

Further Information

Describe stakeholders involved, process and sources of data used to determine strategies/action steps listed above:

No more information.



Improvement Plan Supporting Documents (optional, not

required) 
 

Improvement Plan Action Steps 3

Indicator Number (i.e. 1S1 or 2P1)  5P2  Nontraditional completion 

Action Steps to improve the performance

Exploratory meeting with NCC staff

Identify factors that impact this target

Develop strategies to improve performance

Meet with MnSCU for Technical Assistance

Resources Needed  Staff Time

Timeline  FY17

Person(s) Responsible 
Liaisons, Postsecondary Director, Department

Deans, Chairs, Faculty

How will progress be documented?  Meeting dates, agendas, and strategies

Could be by demographic characteristic, school, program, other

Sub-populations or groups where gap exists: 

Female 7/174 = 4.02%

Male 22/52 = 42.31%

Describe any contextual factors that might contribute to this gap: 

Ethnicity did not play a significant role in this target

area. What is interesting is that we have a reversal

in this target from the participation target. More

females were participating in non-trad area; yet

males were placed at a much higher % in non-trad

areas than females. The most impactful CIP areas

was Nursing Assistants where 147 males were

participating in training yet only 12.24% of them

were placed in areas. No other area has more than

16 qualified participants.

Further Information

Describe stakeholders involved, process and sources of data used to determine strategies/action steps listed above:

No further information presently.

Improvement Plan Supporting Documents (optional, not

required) 
 

 

 Other Information

Question: Describe stakeholders involved, process and sources of data used to determine strategies/action steps listed in your

Improvement Plan Action Steps.



All Consortium members have been working to focus on data. The improved report site has been a big improvement for

ongoing access to each report. This improves the use of data to meet the goals of the grant and support the strategies. Close

collaboration with Kari-Ann has really helped us walk through data in an understandable way. Kari-Ann has presented at

conferences for us and also came to speak at a SW Metro consortium meeting with district representatives.

Challenges still include: improved and ongoing training to district staff; only counting Concentrators in TSA data when some

students may never become Concentrators but may be Proficient in a TSA;  and variable data from year-to year with teachers

on variances. Attached are Career Cluster Concentrators reports showing a decrease in Concentrators from FY15 to FY16 and

an increase in TSA data - indicating improvement in data entry. 

PS information is listed in the previous question regarding Improvement Reports.

 

 

 Related Improvement Plan documents

Upload any additional supporting documents here. 
Planning for Students Successful Transition to

Postsecondar.pdf 

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

 

 Attachments



File Name Description File Size

Carlson Year 2 Report Submission

Review 4.22.17.pdf
Carlson Grant Report 74 KB

FY17 APR  Southern Region Articulation

Report SouthWest.docx

Articulation information from Southern

Region
109 KB

FY17 Articulation Information for

APR_Southwest.docx

Articulation information from

CTEcreditmn.com
29 KB

NormandalePerkinsPurchasingProcess.p

df
Normandale Purchasing Process 410 KB

NormandalePerkinsPurchasingProcessM

tgAgendaV170912.pdf

Normandale Purchasing Process

Meeting Agenda
355 KB

NormandalePurchasingandContractsMan

ual.pdf

Normandale Purchasing and Contracts

Manual
369 KB

Secondary-Post Secondary

Pathways.pdf

Secondary - Post-Secondary Pathways

Southwest Metro Consortium members

to Normandale

1.0 MB

Southwest Metro_Consortium_2016-17

(1).xlsx

Articulations ctecreditmn.com broken

down by District/Program
19 KB

stem link report.pdf
STEM Link Report from Normandale -

Goal 3
999 KB

SWMetro 2S1 Data FY15.pdf SWMetro 2S1 TSA Data FY15 13 KB

SWMetro 2S1 Data FY16.pdf SWMetro 2S1 Data FY16 13 KB

SWMetro Concentrators FY15.pdf SWMetro Concentrators FY15 44 KB

SWMetro Concentrators FY16.pdf SWMetro Concentrators FY16 44 KB

 

 

 Other Summary Comments

QUESTION: Summary Comments

If you were unable to accomplish activities in your plan, indicate why and what you might do differently. Tell us what we can do to support your

efforts.



We feel that a highlight of our consortium is the collaborative work that is done between secondary and post secondary

partners; particularly this past year in the Intro to Education POS work. We have strong partnerships within our consortium but

also with consortia partners outside of the consortium.

As we have stated in the past, our meetings with each of our consortium member districts individually is a key to how well our

consortium is able to function despite frequent changes in personnel.

We also finished a Monitoring Visit this year with very positive secondary and postsecondary collaboration leading to a

beneficial and affirmative Monitoring Report.

We continue to be challenged by training staff to use www.ctecreditmn.com website to record Articulated Credit. The secondary

course registration guides may have the designation but teachers and students are not fully utilizing the site for record keeping.

The increased use of SLEDS data may also help to drive this data base for use with districts.

We have been awarded a CPIP grant for the purpose of:

At the most recent Minnesota State Update meeting (April 2017) a list was handed out to the Consortium coordinators

regarding the MnPOS website and the completeness of the entries. It was apparent that not only was the list incomplete for the

SW Metro, it was inaccurate as well as to POS still viable in our consortium, particularly at the secondary level. Our primary

focus will be to rectify the inaccuracies of existing data. We will review the alignment of secondary and postsecondary elements

including but not limited to: curricula, standards and assessments. Opportunities to earn college credit (e.g. dual/concurrent

credit and/or articulation) for courses successfully completed during high school will be identified and reviewed for inclusion in

course sequences. Secondly, some of the current, identified POS have all of the qualifications to be considered RPOS using

the 10 component framework for RPOS and there is a need to have resources available to complete this process. The third

purpose of this application would be to ensure alignment of TSAs to the POS/RPOS. Through identification of TSAs,

opportunities for students to earn industry credentials or certifications will be documented. Through the process of

adding/reviewing POS and adding/reviewing RPOS, consideration will be given to: develop talent pipelines for growth in

workforce development, develop and provide work based learning experiences, include opportunities to participate in structured

learning experiences and Career and Technical Student organizations (CTSOs), and continue to engage business and industry

partners. The fourth goal of this project involves focusing our work in our current RPOS to ensure a solid RPOS as well as

striving for continuous improvement.

Normandale Comments:

The one area that we were not able to develop last year was the creation of the liaison position to work with ABE and the

Workforce Center.  This was due to the inability of our CE / CT department to move forward with this position.  As the Perkins

program does not have any direct control over the CE / CT department all that we could do was encourage them to move

forward and express the importance of this position to our program.

The good news is that we now have that position filled.

We have also attached our monitor report of items that needed to be adjusted. You will find the narratives on the attachment

tab.
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Planning for Students' Successful Transition to Postsecondary and Employment  
Legislation requires all students beginning no later than 9th grade to have a "Plan" around 7 key 
elements. This plan will have many names, but it should be looked at as a life plan that includes 
academic scheduling, career exploration, 21st Century Skills, community partnerships, college 
access, all forms of postsecondary training, and experiential learning opportunities. The 
Planning for Students’ Successful Transition to Postsecondary Education and Employment 
(120B.125) Toolkit provides resources around all 7 required areas as well as some recognized 
strategies and partnerships that could assist with implementing this directive.  

Statute 120B.125: Planning for Students’ Successful Transition to Postsecondary Education and 
Employment:  Involuntary Career Tracking Prohibited. 

(a) Consistent with sections 120B.128, 120B.13, 120B.131, 120B.132, 120B.14, 120B.15, 120B.30, 
subdivision 1, paragraph (c), 125A.08, and other related sections, school districts, beginning in 
the 2013-1014 school year, must assist all students by no later than grade 9 to explore their 
college and career interests and aspirations and develop a plan for a smooth and successful 
transition to postsecondary education or employment.  All students’ plans must be designed to: 

1. Provide a comprehensive academic plan for completing a college and career-ready curriculum 
premised on meeting state and local academic standards and developing 21st century skills such 
as team work, collaboration, and good work habits; 

2. Emphasize academic rigor and high expectations; 

3. Help students identify personal learning styles that may affect their postsecondary education and 
employment choices; 

4. Help students gain access to postsecondary education and career options 

5. Integrate strong academic content into career-focused courses and integrate relevant career-
focused courses into strong academic content; 

6. Help students and families identify and gain access to appropriate counseling and other supports 
and assistance that enable students to complete required coursework, prepare for postsecondary 
education and careers, and obtain information about postsecondary education costs and eligibility 
for financial aid and scholarship; 

7. Help students and families identify collaborative partnerships of kindergarten through grade 12 
schools, postsecondary institutions, economic development agencies, and employers that 
support students’ transition to postsecondary education and employment and provide students 
with experiential learning opportunities; and 

8. Be reviewed and revised at least annually by the student, the student’s parent or guardian, and 
the school or district to ensure that the student’s course-taking schedule keeps the student 
making adequate progress to meet state and local high school graduation requirements and with 
a reasonable chance to succeed with employment or postsecondary education without the need 
to first complete remedial course work. 

(b) A school district may develop grade-level curricula or provide instruction that introduces students 
to various careers, but must not require any curriculum, instruction, or employment-related activity 
that obligates an elementary or secondary student to involuntarily select a career, career interest, 
employment goals, or related job training.  

  



Access the Planning for Students’ Successful Transition to Postsecondary Education and 
Employment (120B.125) Toolkit on the following pages: 

College and Career Planning Resources page 
(http://education.state.mn.us/MDE/EdExc/CollegePlan/index.html) 
 
College and Career Readiness page 
(http://education.state.mn.us/MDE/StuSuc/CollReadi/index.html) 
 
College and Career Preparation page 
(http://education.state.mn.us/MDE/JustParent/CollPrep/index.html) 
 
Career and Technical Education page 
(http://education.state.mn.us/MDE/StuSuc/CareerEd/index.html) 

 

The Planning for Students’ Successful Transition to Postsecondary Education and 
Employment (120B.125) Toolkit is a resource for teachers, counselors, parents, and 
administrators to utilize for materials, tools and strategies to support student career 
development.  

As with any specific curriculum, resource or strategy, the Minnesota Department of Education 
does not endorse those listed in the toolkit, but rather, the toolkit is a compilation of career 
development suggestions from educators and professionals working in the fields of secondary, 
postsecondary and the workforce. Schools and districts are encouraged to apply their local 
policies, evaluation criteria and review processes when considering and determining any 
resource listed in the toolkit.  

Legislation does not require the Planning for Students’ Successful Transition to 
Postsecondary and Employment plan to be submitted to the Minnesota Department of 
Education. 

 
Effective 2013-2014 school year to meet legislative requirements, districts must work to 
implement all seven elements for all students starting no later than grade 9. Districts should 
examine elements already in place and devise plans to implement all legislated requirements for 
all students. 

Districts should determine their own means for implementing, selecting resources, reviewing, 
and record keeping of the students’ plans. 

 
For further information or questions, please contact:  
 
Al Hauge 
Career Development Work Based Learning Specialist 
Office of College and Career Success 
Minnesota Department of Education 
Phone:  (651) 582-8409 
Email:  al.hauge@state.mn.us 

http://education.state.mn.us/MDE/EdExc/CollegePlan/index.html
http://education.state.mn.us/MDE/StuSuc/CollReadi/index.html
http://education.state.mn.us/MDE/JustParent/CollPrep/index.html
http://education.state.mn.us/MDE/StuSuc/CareerEd/index.html
mailto:al.hauge@state.mn.us


Organization Legal Name
Normandale Community College Foundation

Grant Amount
358137.0000

Grant Start Date
06/01/2015

Type of Support
Project/Program Support

Grant Report

Background Information

This information has been pre-populated by your on-line application.

Annual Budget (Organization)
894,408.00

Grant End Date
05/31/2018

Funding Priority
Education

Multi-Year Grant
Yes

Months of Funding
36

Program Title (If applicable)
Hospitality Pathways: Optimizing Talent and Opportunities 

Program Description
At the invitation of Tammy Stanoch, VP of Corporate Affairs from Carlson Companies, 
Normandale Community College and HIRED have come together to address issues of 
education and workforce development in the hospitality industry. As with other key 
industries in the Twin Cities, the hospitality industry will face a potential labor shortage as 
the Baby Boomer generation retires and there are fewer working-age adults to replace 
them. Hospitality is a vital sector of the Twin Cities economy, employing almost 147,000 
individuals in 2010 (Minnesota Department of Employment and Economic Development). 
Bloomington is a hub for hospitality businesses in the region, with 38 hotels and over 100 
restaurants. Driven by its proximity to the Minneapolis-Saint Paul Airport and Mall of 
America, additional growth is expected in the hospitality industry in the community.

With projected growth and need for replacement hires as Baby Boomers retire, the 
hospitality industry offers numerous career opportunities for jobseekers. While education 
requirements are minimal for entry-level positions, education and experience are needed to 
move up the career ladder. Other individuals may already be working in the industry but 
lack credentials, English language, or other basic skills needed to move into supervisory 
positions or other career advancements. In addition, hospitality businesses need ways to 
identify potential employees who have the combination of temperament, skills, and 
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customer-focused attitude to be successful in the industry. 

In response to these factors, Normandale proposes a two-semester hospitality program 
designed to introduce individuals to the diverse range of careers available in the industry 
and to equip graduates with the critical industry-specific skills required by the region's 
hospitality employers. Partnering with HIRED, Normandale will reach out to un- and under-
employed adult learners, including career changers, to increase the availability of 
employment-ready individuals for a variety of positions in the hospitality field. 

Modeled on the award-winning M-Powered program (a fast-track program in advanced 
manufacturing offered by Hennepin Technical College and HIRED), Hospitality Pathways will 
combine credit-bearing coursework, industry-recognized credentials, and contextualized 
instruction in basic skills to quickly prepare individuals for employment in the hospitality 
industry and to create a pathway to additional education and career advancement. 

In the first semester, students will take Introduction to Hospitality (HSMA 1103), a credit-
bearing course that has been adapted for this program to include American Hotel & Lodging 
Association Guest Service Gold Training and Certification and hospitality-focused soft skills 
instruction. In the second semester, students will participate in an internship or job-
shadowing experience(s) tailored to their career interests. Students will have the option of 
pursuing additional coursework during the second semester as well. 

Unique features of the program will include:

- Designed for adult students: Based upon best practices in adult learning, Hospitality 
Pathways will incorporate hands-on, experiential learning through problem-based 
"hospitality labs" that give students opportunities to practice the concepts discussed in 
class. Students will apply concepts to problems that simulate the real-world situations 
encountered daily in the hospitality industry. The program will mirror the workplace through 
expectations for appropriate dress, attendance and punctuality. Scheduling will be one day 
or evening a week to better accommodate the needs of working students. 

- Continual business involvement: The project will identify and recruit a select group of 
hospitality businesses to be involved in various aspects of program design and 
implementation. Business partners will provide input on competencies, host field trips to 
expose students to the variety of hospitality businesses and careers in the Twin Cities, 
provide internship and job shadowing opportunities, and act as mentors. 

- Consistent support and assistance to ensure student success: Hospitality Pathways will be 
a cohort program, meaning that students will progress through the program of study 
together. The peer support and ongoing relationships lead to greater engagement and 
persistence. Throughout the program, a HIRED program navigator will provide additional 
support, instruction in soft skills, career exploration, and job placement assistance. 
Intrusive advising through both the program navigator and the hospitality program 
academic advisor will follow up with students who are struggling or who miss class. 

- Rigorous and intentional internships to guide students in their career choices: Following 
the coursework, students will have a four-credit internship in the focus area of their choice. 
Internship sites will be carefully selected to be customized to both student and business 
needs. Whenever possible, student interns will be matched with a mentor from that 
business to further support the student's success.

Graduates of the program will have several options available to them, from immediate 
employment, to continued coursework at Normandale toward a certificate or two-year 
degree, and/or transfer to a four-year institution. 
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We propose a three-year pilot to test and modify the project concept as needed, with a 
gradual scale-up to determine the optimum number of individuals and cohorts to be served 
per year. The pilot will enroll approximately 90 students during the pilot phase (18 in year 
one, 36 in year two, and 36 in year three). 

Geographic area primarily benefiting from this grant.

Age group primarily benefiting from this grant.

Population primarily benefiting from this grant.

Ethnic Group primarily benefiting from this grant.
White or Caucasian - 50% Black or African American - 30% Hispanic or Latino - 15% Two 
or more races - 5%
Total number of individuals benefiting from this grant.
90

Annual Program Budget (if applicable)
401,137.00

Update on Progress

The first two questions have been pre-populated by your on-line 
application.

Intended results or anticipated outcomes of this grant.
The goals of the Hospitality Pathways project are:
1) To expose individuals to the range of careers available in hospitality;
2) To increase the supply of highly-qualified candidates for employment in the hospitality 
industry;
3) To provide an entry-level educational path that businesses will recognize as an indication 
of the graduate's readiness for employment.

To achieve these goals, the Hospitality Pathways project will measure its progress toward 
reaching the following outcomes:

Short-term:
- Students will have increased awareness of careers in hospitality
- Students will demonstrate improvement in identified hospitality competencies
- Business partners will have increased understanding of and commitment to internships

Medium-term outcomes:
- Students will pursue hospitality careers through job placement and/or additional education
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- Project partners will have improved understanding of matching individuals with 
appropriate jobs and businesses in the hospitality industry
- Project partners will have increased understanding of key hospitality competencies
- Business partners will have increased engagement in program

Long-term outcomes:
- Hospitality businesses in Twin Cities have access to diverse, skilled workforce
- Hospitality businesses will have increased retention and promotion of program graduates 

How these results or outcomes will be measured or evaluated?
We will collect data on outputs including but not limited to the number of students enrolled, 
number of students placed in internships, number of students pursuing further education, 
number of students obtaining a certificate, number of students obtaining employment, and 
the number of new/strengthened relationships with hospitality businesses. This data will be 
used to determine if the program is being implemented as proposed and is reaching its 
stated goals for numbers served.
Outcome evaluation will include both quantitative and qualitative measures. Pre- and post-
participation surveys will measure changes in student knowledge and attitudes about the 
hospitality industry. Improved mastery of hospitality competencies will be measured 
through student assessments and grades. Business partner commitment to internships will 
be measured by the number of businesses and internships in year one (baseline) compared 
to growth in subsequent years. An annual survey of internship sites will measure their 
satisfaction with internships, the interns placed at the business, and their relationship with 
Hospitality Pathways. Employment, retention, and certificate/degree attainment of students 
will be tracked to determine the project's effectiveness in increasing the supply of qualified 
job candidates. 

Short-term outcome indicators will be evaluated after the end of every semester to 
determine if the project is having an impact. This will allow us to make adjustments to 
curriculum or program design as part of a process of continual improvement. A summative 
evaluation will determine the overall impact and success of the project. Annual reports and 
the final evaluation will be shared with the Carlson Family Foundation. 

What progress has been made toward the original goals and objectives?
Since our last report, Hospitality Pathways has welcomed 28 additional students (11 in 
cohort 2 and 17 in cohort 3). 

The project has made significant progress toward meeting its goals, as outlined below.

Goal 1: To expose individuals to the range of careers available in hospitality. 

To support this goal, Normandale and HIRED have established over 25 partnerships (5 new 
from last report) for guest speakers, mentors, and internship sites (see appendix). In HSMA 
1103 (Introduction to Hospitality and Tourism Management), students were introduced to 
the sectors of the hospitality and tourism industry through lectures, discussion panels with 
industry professionals, and field trips. Students then identified their areas of interest for 
their hospitality and tourism internships. Seventy-five percent of cohort I has successfully 
completed the program and cohort II and III students are currently enrolled in HSMA 2096 
(Hospitality Management Internship), the second phase of the program. See the appendix 
for a list of internship sites. 

Goal 2: To increase the supply of highly qualified candidates for employment in the 

Page 4 of 7Grant Report

4/22/2017https://www.grantrequest.com/SID_883/default.asp?PRINTER=1&SESID=%34%30%32...



hospitality industry. 

In order to ensure that the Hospitality Pathways project would meet the region's need for 
qualified employees in the industry, we identified key competencies needed for managers in 
hospitality and tourism. The program adopted the research of Christine Kay and John 
Russette, which shows that effective hospitality and tourism managers must be competent 
in the following areas:

- Interpersonal (e.g. listening skills, face-to-face communication, interaction with a wide 
range of individuals outside the organization)
- Leadership (e.g. recognizing customer problems, maintaining customer satisfaction, 
portraying enthusiasm, confidence, professional appearance and poise)
- Conceptual-creative (e.g. adapting creatively to change, developing new ideas, 
recognizing the organization's mission)
- Technical (e.g. working knowledge of product-service, selling skills, working knowledge of 
computer systems, promotion of upselling, reservation management)
- Administrative (e.g. time management, working knowledge of worker assignments and 
employee scheduling, forecasting, budgeting, job specific reports)

Normandale faculty conducted primary research with the Bloomington Hospitality 
Association and confirmed the relevancy of these competencies in 2015 and in the Twin 
Cities region. 

Data on student understanding and application of competencies is included in the appendix.

Additionally, post completion of Hospitality Pathways (cohort I and II), 76 percent are 
currently working in the hospitality and tourism industry. Additionally, post program, 
Hospitality Pathways students have seen an increase in hourly pay rate of 10.4 percent.

Goal 3: To provide an entry-level educational path that businesses will recognize as an 
indication of graduates' readiness for employment. 

Confirming the competencies required for hospitality and tourism managers with local 
businesses was a key step in establishing a recognized entry-level educational path for the 
hospitality industry. Currently, the program has received a 100 percent pass-rate (cohorts I 
and II) on the American Hotel & Lodging Educational Institute's Guest Service Gold 
certification. 

Were there any unanticipated results, either positive or negative?
Currently, the program is attracting nearly 50 percent of English as second language (ESL) 
students. This presents the program with both opportunities and potential threats. First, it 
shows that many new Americans are attracted to employment in the hospitality and tourism 
industry. With a large supply of entry-level and supervisory positions, this demand should 
assist the industry with their labor shortage. Therefore, the chance to train new immigrants 
is an opportunity for this project. However, this population presents several skills gaps that 
are required for many positions in the hospitality and tourism industry -- most 
predominately English language and technology skills. 

In partnership with International Institute of Minnesota, Hospitality Pathways was awarded 
an Academic Navigator from Minnesota Opportunity Corp (MOC) for cohorts II and III. The 
Academic Navigator has provided ESL students with support both inside and outside the 
classroom. This valuable individual has further assisted with tutoring in technology, cultural 
integration, academic support, and student internship placement. 
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Hospitality Pathways is investigating collaborating with the International Institute of 
Minnesota to utilize unspent grant funds to further assist our ESL students towards success 
in the Hospitality Pathways program. 

What did you learn based on this grant?
Our English-speaking students (accounting for 50 percent of our cohort II and III) students 
are finding immediate success after completion on Hospitality Pathways. The program 
partners are proud of the success of these students.

There is a large population of new Americans that are eager to seek employment in the 
hospitality and tourism industry. Cohorts II and III attracted 50 percent English as second 
language (ESL) students to Hospitality Pathways. Many of these students have hospitality 
and tourism experience from their native countries. However, to date, industry has failed to 
integrate effective training to assist this population with the multiple skills gaps that 
prevent them from successfully gaining employment in American hospitality. Therefore, 
Hospitality Pathways is strengthening its partnership with the International Institute of 
Minnesota to better serve our ESL students to ensure they receive the same success as our 
native English-speaking students. This has multiple benefits to our students as well as the 
hospitality industry. New Americans have opportunities to move into jobs with career 
advancement potential, while industry benefits from a diverse workforce that is able to 
welcome national and international travelers in a multitude of languages. 

Please be sure to attach any Financial Information regarding this 
Grant

Evaluation Report of Assessment Data

Please share a specific example of how your Carlson Foundation funded program 
has made a difference in the life of a youth or family.
Prior to Hospitality Pathways, Mark (not his real name) worked over a decade in kitchens 
across the Twin Cities. However, his addictions made it very difficult to progress in his 
career at any of those establishments. In May 2015, Mark reached an all-time low with his 
addictions. With the love and guidance of friends and family, Mark decided to gain the 
treatment he needed to live a healthy and happy life. Upon completion of his program, Mark 
entered a halfway house to acclimate with entering a sober life. In addition, he began 
working for a well-established restaurant and gained mentorship with a chef who had 
overcome many similar battles. 

After only a few months of sobriety, Mark was presented the opportunity to participate in 
Hospitality Pathways. Although hesitant (due to a lack of confidence), Mark was urged by a 
mentor to enroll in the program. 

Now the Hospitality Pathways program has given Mark the opportunity to earn college 
credit, strengthen soft skills, network with hospitality professionals, and gain the confidence 
through mentoring to move into a leadership position in the hospitality and tourism 
industry. Mark has a passion for providing hospitality. He completed his hospitality 
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internship at Kincaid's Classic American Dining, Bloomington, Minnesota with his Chef 
mentor.

A few weeks after completing his internship, at the Hospitality Pathways cohort celebration, 
Mark was introduced to the Director of Operations at Restaurant Development Partners, the 
development company with the rights to Tim Hortons restaurants in the state of Minnesota. 
After a brief conversation, the two decided to set up an interview to discuss Mark's 
experience and career aspirations. At that interview, Mark was offered a restaurant 
management position at the first Tim Hortons restaurant to open in Minnesota. This position 
offered seven weeks of paid training at Tim Hortons corporate office in Oakville, Ontario, a 
solid salary and benefits package, and the ability to grow and receive mentoring with a 
company who is understanding and supportive of Mark's past struggles. Mark is extremely 
appreciative of the opportunity that the Pathways program has offered him and extends his 
thanks to the Carlson Family Foundation. In thanks, Mark has come back to the class to 
offer his mentoring and advice to new Pathway students. In addition, Mark and RDP have 
been wonderful partners with Hospitality Pathways offering numerous opportunities for job 
shadowing, internships and part-time and full-time employment. 

Please share an ongoing challenge that you face in the delivery of your 
programming that impacts your ability to obtain your desired outcomes.
Based on our experience with the program's three cohorts, we anticipate that an ongoing 
challenge will be to better prepare our ESL students. As mentioned, we will continue to seek 
new opportunities to collaborate with both the International Institute of Minnesota and the 
local hospitality and tourism industry to better support this population with the education, 
mentoring and cultural integration needed to prepare them for beginning or progressing in 
their hospitality and tourism careers.

Additionally, the program will continue to educate the hospitality and greater Twin Cities 
community of the benefits of Hospitality Pathways. Although a larger population of 
individuals are enrolling in Hospitality Pathways -- e.g. 17 participants in cohort III -- there 
still seems to be a lack of awareness in the community. The partners will continue to work 
with the hospitality and tourism industry and greater Twin Cities community to strengthen 
awareness of the program. 

Attachments

 Title File Name
 Financial Information Year 2 Financial 

Report.pdf
 Optional Attachment 1 Appendix 1 .pdf

Files attached to this form may be deleted 120 days after submission.
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Improvements to Our Purchasing Process  
When Using Perkins Grant Funds 

 
 
Purchasing training 
Robert Lowe, director for K-12 partnerships and Perkins, Cindy Zoul, grants specialist, and Erin 
Daly, dean of academic services and library, participated in purchasing training on September 12, 
2017. The training was delivered by Cindy Ladd, accounting supervisor, and Norma Konshak, 
associate vice president for finance. The training agenda and purchasing and contracts manual are 
attached.  
 
Purchasing training will be part of the on-boarding process for all new employees who will work 
with our K-12 partners.  
 
 
Improvements to the process 
We have made improvements to our purchasing process using Perkins funds, and articulated it in 
the flow chart on the subsequent page. Our process is decentralized and encompasses multiple cost 
centers. In addition, the assistant to the vice president of academic affairs will conduct a monthly 
review and reconciliation of open commitments for Perkins funds cost centers. While this activity is 
not strictly part of the purchasing process, it will help ensure that funds continue to be spent in a 
timely manner.  
 
 

  



   

Purchasing Process When Using Perkins Grant Funds 

 

  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A purchase order is created for the requestor by the relevant dean’s assistant.  

If a special expense form is required, the dean’s assistant creates it and secures the necessary signatures. 

Any electronic packing slips are forwarded to the requestor. 

When the product arrives, the requestor is responsible for verifying that 

the order is complete, signing off on the packing slip, and routing the 

packing slip to the executive assistant to the vice president of academic 

affairs. 

The executive assistant to the vice president of academic affairs compiles the documents, secures 

the director of K-12 partnerships’ signature, and routes the documents to the business office. 

 

The order is place by either the requestor or the dean’s assistant.   

If a contract is required, it is created by the requestor and the dean’s assistant together, and signatures are 

secured by the dean’s assistant. 

The order is for a service:  The order is for a physical product:   

All invoices for physical products or services purchased with Perkins funding are routed to 

the executive assistant to the vice president of academic affairs. 

 

Perkins funding requests are initiated as part of the annual planning process, and 

subsequent requests must align with the plan. 

The director of K-12 partnerships approves the PO.  

 



   

Please note: 

 When the dean’s assistant is not available, the executive assistant to the vice president of 
academic affairs will serve as backup.  

 Important information to include when creating a purchase order that will use Perkins 
funding: 

o In the “Memo” box, include the following text: Send copies of this PO to Liz Wilson 
and [requestor name here]. 

o On the PO Header Screen, page 2, in “Vendor Related Info”, include the following 
language in the “Instructions to Vendor” box: Send invoice to Attention: Liz Wilson. 

 



 
 
Purchasing Process Review Training for Perkins Grant Participants 
September 12, 2017 
 
Training delivered by: Cindy Ladd, Norma Konschak 
Participants: Robert Lowe, Cindy Zoul, Erin Daly  
 

 
Topics 
Delegation of Authority (Minnesota State Procedure 1A.2.2 Delegation of Authority) 
Granted by President for involvement with purchasing and contract processes to 
responsibly spend college funds efficiently, effectively and appropriately.   
 
Code of Ethics (acceptance of gifts or rewards, conflicts of interest, standards of conduct) 

 Refer to Minnesota State Procedure 1C.0.1. Employee Code of Conduct 
 Refer to Minnesota Statute 43A.375 and Minnesota Statute 15.43 

 
Elements of a Purchase Order (encumbrance, obligation, expense, procure, 
commitment) 

 Requisitioned in advance, authorized, and released from the Purchasing and 
Contracts Office to acquire goods, supplies, or services.  

 
May require a Special Expense approval. 

 Extraordinary expenses not typically supported with public funds and must be 
preapproved. 

 
May require a Contract which creates a binding obligation and protects the college. 

 Only use our templates for contracts and link to the system office site each time 
because templates change without notice.  

 Select appropriate contract template for a service, professional technical service or 
other template when appropriate.  Seek guidance from Purchasing if unclear.  

 Requires review by Office of General Counsel (system office) when our templates 
are modified or when vendor furnishes their agreement/contract instead of 
accepting our template. 

 Risk Management may need to be involved for insurance coverage concerns.   
 Clearly define expectations and terms of payment. 
 Delegation of Authority is required to execute contracts so please allow adequate 

processing time for signatures and review.   
 Review Contract Checklists.    

Review OGC Back to Basics Contract Training (powerpoint). 
 
May require additional bid documentation and additional quotes outlined in the Threshold 
Table. 
 

http://www.mnscu.edu/board/procedure/1a02p2.html
http://www.mnscu.edu/board/procedure/1c0p1.html
https://www.revisor.mn.gov/statutes/?id=43A.38
https://www.revisor.mn.gov/statutes/?id=15.43
https://portal.normandale.edu/FiscalServices/CurrentForms/Special%20Expense%20Approval%20Authorization.doc
http://www.mnscu.edu/system/csc/sourcing/forms/index.html
https://portal.normandale.edu/FiscalServices/PurchContracts/Forms/By%20Subject.aspx
http://www.minnstate.edu/system/ogc/docs/webinars/2ndThurs2017FebPowerPoint.pdf
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/PurchContracts/THRESHOLD%20TABLE%20Eff%20June%202015.xlsx&action=default
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/PurchContracts/THRESHOLD%20TABLE%20Eff%20June%202015.xlsx&action=default


 

 

May need Single Source Exception documentation when over $10,000. 
 
May be considered a Capital Asset   

 Capital Assets require an asset tag (state of MN numbered sticker issued by 
Purchasing) for inventory purposes when valued at $10,000 or $5,000 when  
purchased with federal funds and maintain a useful life for 2 or more years or when 
the item is defined as a sensitive item (computers, laptops or holds memory, etc).   

 Number affixed to the asset by requesting department with a physical inventory 
conducted yearly, every two or three years depending on the type by Purchasing 
and Department or IT personnel.  

 Appropriate object codes (4000 equipment or 3006 sensitive items). 
 
Request for Proposal (RFP) or Request for Bid (RFB) when over $50,000 and not 
obtainable thru a “master contract” vendor and will require 4-6 weeks or more turnaround 
time.  Seek additional assistance from the Purchasing and Payments Office personnel.       

 Internal and external Strategic Purchasing Partnerships - Master Contracts:  
Collaborative Sourcing, Minnesota Materials Division Website and University of MN   

 
$100,000 and over needs advance Vice Chancellor Approval (construction has higher 
levels).   
 
$1,000,000 and over needs advance Board Approval.    
 
Encourage purchases with a Targeted Group/Economically Disadvantaged/Veteran Owned 
(TG/ED/VO) Vendors.  

 Includes businesses owned at least 51% by a woman, racial minority, or person with 
a substantial physical disability and managed by Office of State Procurement.  

 TG/ED/VO Vendors are entitled to a 6% preference on their proposed quotes and 
bids. 

 
Elements of a Payment to a Vendor  

 
Requires a Purchase Order created in advance of ordering for payment. 
 
Invoices (not statements) received from vendors should be itemized and approved to 
verify goods and services received in advance of payments and receipt date furnished. 
 
Must have a state of MN vendor number or a NCC Student ID number. 
 
No pre-payments with a few exceptions:  software or software maintenance contracts for 
state-owned or leased computer equipment, sole source maintenance agreements, exhibit  
space, subscription fees for newspapers and magazines, registration fees where advance 
payment is required or advance payment discount is provided, and the Library of Congress 
services. 
 

http://www.mnscu.edu/system/csc/sourcing/forms/index.html
http://www.minnstate.edu/system/finance/contracts-purchasing/purchasing/cooperative/index.html
http://www.mmd.admin.state.mn.us/
http://uwidecontracts.umn.edu/
http://www.mmd.admin.state.mn.us/mn02001.htm
http://www.mmd.admin.state.mn.us/mn02001.htm


 

 

Approved by cost center manager or an employee that has an approved delegation of 
authority. 

   
Exempt from Sales Tax unless the purchase includes vehicles, catering services for 
prepared food, soft drinks and candy, lodging and some services like waste removal and 
disposal.   
 
Issued through State of MN (electronically or via check) or NCC (via check).  
 
May require Student Club Check Request Form and receipt.  
 
Payments shall be processed and issued within 30 days for valid obligation from date of 
receipt or invoice whichever is later (16A.124 Minnesotate Statute).  When vendor 
discount exists, payments shall be issued within discount terms.   

 
 

Elements of Allowable Travel Expenses 
 
May require Special Expense approval. 
Advance Out of State/Internal Travel Expense Approval from President 
Refer to Expense Reimbursement Procedure and Minnesota State Board Policy 5.19 Travel 
Management  
 
Budget and Expense Monitoring 
 
Open Commitment Reports (OCR) 
Updated at the beginning of each month. 
 
Records Retention (varies 7 to 10 years) 
 
Purchasing Card Program 

 
Adhere to applicable statutes and state laws, federal regulations, board policies, system 
procedures, and guidelines for successful future audits. 

 Refer to Normandale’s Purchasing and Contracts Manual 
 Refer to Board Policy 5.14 Contracts and Procurements 
 Refer to Minnesota State Procedure 5.14.5 Purchasing  
 Refer to Minnesota State Procedure 7.3.3 Purchasing Cards (P-cards) 
 Refer to Minnesota State Procedure 5.14.2 Consultants, Professional or Technical 

Services, and Income Contracts  
 Refer to Procedure 7.3.6 Capital Assets  
 Refer to Capital Assets (including Sensitive Items) and Inventory 
 Refer to Object Codes used for Budgeting and Purchasing  

 
 

http://www.revenue.state.mn.us/businesses/sut/factsheets/FS111.pdf
https://www.revisor.mn.gov/statutes/?id=16A.124
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/CurrentForms/Out_of_State_Travel.docx&action=default
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame2.aspx?sourcedoc=/FiscalServices/TrainingProc/Expense%20Reimbursement%20Procedure.docx&action=default
http://www.minnstate.edu/board/policy/519.html
http://www.minnstate.edu/board/policy/519.html
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/TrainingProc/Budget%20Monitoring%20in%20ISRS.pdf&action=default
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/Financial_Reports/AC0519CP_Open_Commitments_Report_Sorted_by_CC__2017-09-01_08.00.06.pdf&action=default
http://minnstate.edu/system/ogc/docs/MnSCU%20Retention%20Sche.pdf
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/PurchContracts/Manual-Purchasing%20Card%20Policies%20and%20Procedures.docx&action=default
https://portal.normandale.edu/FiscalServices/_layouts/15/WopiFrame.aspx?sourcedoc=/FiscalServices/PurchContracts/Manual-Purchasing%20and%20Contracts.pdf&action=default
http://www.minnstate.edu/board/policy/514.html
http://www.minnstate.edu/board/procedure/514p5.html
http://www.minnstate.edu/board/procedure/703p3.html
http://www.minnstate.edu/board/procedure/514p2.html
http://www.minnstate.edu/board/procedure/514p2.html
http://www.minnstate.edu/board/procedure/703p6.html
file:///C:/Users/sy2252ys/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/1S3G0658/Capital%20Assets-Sensitive%20Item%20definition%20cappy%207-22-16.docx
https://portal.normandale.edu/FiscalServices/PurchContracts/Object%20Codes%20For%20Budgeting%20and%20Purchasing.pdf#search=object%20code


 

 

 
Purchasing violations exist when items purchased are not encumbered prior to 
ordering or permitting work to proceed before funds are encumbered and a signed 
contract is signed.  Employees incurring the violation must complete the 16A Form to 
furnish reason and a corrective action to prevent future violations.  Employees must 
make every reasonable effort to avoid violating State laws, Minnesota Statutes 16C.05 
and 16A.15, and are subject to discipline for violating these statutes.  
 
 
 
 
 

https://portal.normandale.edu/FiscalServices/CurrentForms/16A-Form.pdf
https://www.revisor.mn.gov/statutes/?id=16C.05
https://www.revisor.mn.gov/statutes/?id=16A.15
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OVERVIEW 
 
All purchasing activity must follow the policies and procedures set forth by MnSCU Board Policies, MN State Statutes, Normandale’s 
Purchasing Procedures Manual and all other applicable law, rules, regulation and policies.  All purchases of goods and services must be 
encumbered by an authorized Minnesota State employee prior to ordering through the purchase order process.  Staff are encouraged 
and expected to plan ahead for goods and/or services, including supplies, materials, equipment installation or repairs, training classes or 
seminars, conference arrangements, services provided by individuals or agencies and speakers, etc.   The goal of the Purchasing and 
Contracts Office is to provide information, support, and guidelines for responsible purchasing.  This includes timely purchases of goods 
and services at the lowest possible cost with consideration of quality, quantity and delivery based on market conditions.  Normandale 
Community College is funded partially with state funds and is under the scrutiny of the general public and is audited yearly for 
compliance. 
 
Routine purchases are processed within two to three working days provided the request is entered in Purchasing Control System (PCS) 
and all necessary documentation is provided. Depending on the type of purchase, additional forms and documentation may be required 
to finalize a purchase order such as additional quotes from vendors for orders that reach a certain threshold, special expense and the 
out-of-state travel forms, contracts for professional/technical consultants and guest lecturer/presenter agreements.  Contracts issued for 
services, repairs, maintenance and installation also require a certificate of insurance with required limits.  
 
Purchases for goods and services must be submitted through the Purchasing Control System (PCS).   Staff must be given security rights 
to the PCS system.  Contact the Purchasing and Contracts Office to initiate this process.   
 
Purchases made prior to an encumbrance (purchase order or PO) in the PCS is a violation of M.S. 16A.15 subdivision 3 and MnSCU 
Procedure 5.14.5 Part 5.   Non-compliance may result in purchasing authority being modified or rescinded and violations of purchasing 
procedures may result in reduced spending authority.   
 
Signatures on vendor’s agreements and licenses are generally not acceptable unless reviewed in advance by the Associate Vice 
President of Finance or the Purchasing and Contracts Office and require approval by the MnSCU Office of Counsel and/or the Attorney 
General’s Office.  Please allow adequate time for this to occur in advance of issuing the purchasing order.  
 
Faculty and staff are encouraged to use the Cooperative Purchasing pre-negotiated contracts available for many products that are 
routinely purchased such as office supplies, janitorial supplies, maintenance supplies, dental and medical supplies, furniture, computer 
and software products, etc.   When these Cooperative Purchasing Contracts are utilized, it is not necessary to obtain additional quotes or 
perform the bid process since these commodities have already been through the public sealed bid process.   These contracts are 
considered non-exclusive and purchasing from another source IF better pricing is available is allowed with documentation.  More 
information is available under the section below on Cooperative Purchasing Contract Vendors.   
 

CODE OF ETHICS 
 
State employees engaged in contracting and purchasing are subject to Minnesota Law applicable to state employees, including 
Minnesota Statute 15.43 Acceptance of Advantage by State Employee; Penalty,   Minnesota Statute 43A.38 Code of Ethics, Minnesota 
Statute 43A.39 Compliance with Law and MnSCU Procedure 1C.0.1 Employee Code of Conduct. 
 

DELEGATION OF AUTHORITY 
 
Delegation of Authority is granted by the Normandale President.  This authority is required to prepare purchase requisitions, purchase 
orders, authorize payments, hold a purchasing card, and sign documents on behalf of the college.   Administrators, faculty and staff do 
NOT have legal authority to sign documents nor enter into agreements on behalf of the College unless a Delegation of Authority has 
been approved by the President.  Delegation of Authority documentation is retained by the President’s executive assistant.  Please refer 
to MnSCU Procedure 1A.2.2 Delegation of Authority.  Please use the Delegation of Authority form to request this authority. 

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
http://www.revisor.leg.state.mn.us/stats/16A/15.html
http://www.mnscu.edu/board/procedure/514p5.html
http://www.mnscu.edu/board/procedure/514p5.html
https://www.revisor.mn.gov/statutes/?id=15.43
http://www.revisor.leg.state.mn.us/stats/43A/38.html
http://www.revisor.leg.state.mn.us/stats/43A/39.html
http://www.revisor.leg.state.mn.us/stats/43A/39.html
http://www.mnscu.edu/board/procedure/1c0p1.html
http://www.mnscu.edu/board/procedure/1a02p2.html
https://portal.normandale.edu/FiscalServices/CurrentForms/Delegation_Of_Authority_Form.doc
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OBLIGATIONS INCURRED PRIOR TO AN ENCUMBRANCE (16A.15 VIOLATIONS) 
 

Minnesota state law requires the encumbrance of state funds BEFORE an order is placed or services are 
provided.  Do not place an order or allow work to begin before a purchase order (PO) has been approved and issued.  In addition, all 
contracts must be FULLY signed and funds encumbered with a purchase order BEFORE any work begins under the contract. Anyone 
who violates this requirement will be required to complete a 16A.15 form and explain why they incurred expenses prior to encumbering 
funds. See M.S. 16A.15 subdivision 3 and MnSCU Procedure 5.14.5 Part 5. 
 
Per MnSCU Procedure 5.14.5 Part 5, “Funds must be encumbered prior to making an obligation through an authorized employee 
certifying that the accounting system shows sufficient allotment or encumbrance balance in the fund, allotment, or appropriation to meet 
it. An expenditure or obligation authorized or incurred prior to encumbering funds is illegal and ineligible for payment until made valid and 
is in violation of M.S. 16A.15, Subd. 3. An employee authorizing or making the payment, or taking part in it, is liable to the state for the 
amount paid. A knowing violation of M.S. 16A.15, Subd. 3 is just cause for the employee’s removal. The state cannot agree to 
indemnify third parties or hold them harmless (M.S. 10.17); Minn. Const. Art. XI, Sec. 1.”   
 
The individual in violation must complete a 16A.15 form.  It is to be signed by the person responsible for the violation and submitted to 
the Purchasing and Contracts Office.  The Associate Vice President of Finance or other Normandale official will determine whether 
payment is approved.  Payments will be issued to vendors following receipt of the 16A.15 violation form.  16A.15 violation forms are kept 
on file and are subject to review by internal and legislative audit and other Normandale officials.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
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DOLLAR THRESHOLD FOR PURCHASES 
 
When a purchase cannot be obtained from a Cooperative Purchasing Contract Vendor, the Threshold Table will indicate the dollar 
criteria for quotes and bids.  There are four types of purchases with different threshold levels:  
 

Supplies, Materials, Equipment (not construction related)  
Service Contracts (cleaning, snowplowing, landscaping, other services; not professional/technical or construction) 
Professional Technical (PT) Services and Guest Lecturer/Performer Agreements  
Rental of Equipment 

 

Request for Bids (RFB) 
 

When purchases require a sealed bid process (RFB) for specific goods or standard services greater than $50,000, it is 
necessary to advertise these bids and seek competitive bids.  The Purchasing and Contracts Office will assist departments 
during this process.   The purchase order or contract is awarded based on the lowest price meeting the stated specifications.  
Bids must be advertised for a minimum of 14 days typically through the State Register and must be submitted as a Microsoft 
Word document as explained in the State Register link:  
http://mn.gov/admin/assets/SR41_33%20-%20Accessible_tcm36-280033.pdf 
 

 

Request for Proposals (RFP) 
 

The Request for Proposal (RFP) process is initiated when services are greater than $50,000 and it will be necessary to 
advertise proposals.  The Purchasing and Contracts Office will assist departments during this process.   An RFP requests 
solutions for a combination of goods and services or just services from several or many vendors.  The award is made to the 
vendor offering the best proposal or solution based on the stated evaluation criteria to include price.  An evaluation team may 
be comprised of individuals inside or outside the college and have an interest in and/or expertise in the services.  The timeline 
for the RFP process varies based on the complexity of the services to be purchased.  An RFP includes a description of the 
work, deliverables, timeline for deliverables and tasks, copyright or intellectual property ownership, payment terms, insurance or 
bond requirements, human rights requirements, evaluation process or criteria for vendor’s performance if awarded, information 
to potential responders in neutral manner.  Bid information is confidential until after the award is made. The Request for 
Proposal template is available through MnSCU  System Office.    Bids must be advertised for a minimum of 14 days typically 
through the State Register and must be submitted as a Microsoft Word document as explained in the State Register link:  
http://mn.gov/admin/assets/SR41_33%20-%20Accessible_tcm36-280033.pdf 
 
MNSCU also offers a site to post Request for Bids and Proposals.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
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http://www.mnscu.edu/system/csc/sourcing/forms/index.html
http://mn.gov/admin/assets/SR41_33%20-%20Accessible_tcm36-280033.pdf
https://www.mnscu.edu/system/csc/sourcing/RFP.html
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TYPES OF PURCHASES 
 

Bookstore/College Store 
  

Staff may purchase work related items through the College Store but are required to have a Purchase Order (PO) in place and 
approved.   

 

Cellular and Other Mobile Computing Devices 
 

State furnished cellular phones are intended to be used by state employees to conduct official state business.  The Vice 
Presidents and Associate Vice President of Finance will determine the need, select appropriate plans, and review plans yearly 
to confirm eligibility.  Departments will regularly monitor usage and costs of cellular telephones and devices.  Employees are 
discouraged from using cellular phones while operating a motor vehicle in the conduct of state business, except for the purpose 
of obtaining emergency assistance.  Cellular phones and plans purchased by Normandale are state property and fall under 
Minnesota Management and Budget policies, MN State Statutes and MnSCU Procedure 5.22.2 Cellular and Other Mobile 
Computing Devices.  

 

Computer and Related Items 
 

Purchases relating to computers, including equipment, software or hardware require additional approval.  Approved items are 
ordered by the Information Technology Services Department.  For more information, please contact your Dean, Department 
Head or the Chief Information Officer. 
 

Emergency Purchases 
 

An emergency purchase is defined as a threat to public health, welfare, or safety that threatens the functioning of government, 
the protection of property, or the health or safety of people.  If your purchase is an emergency, please submit written 
documentation of the emergency and include your name, date, time and description of incident and what steps were taken to 
remedy the situation and submit to the Purchasing and Contracts Office by the next business day.  Preference would be to 
consult with the Purchasing and Contracts Office or Associate Vice President of Finance if the emergency occurs during regular 
business hours and if time permits.   
 
Immediate need purchases are required to maintain productivity, security or ongoing operations (such as heating, ventilation 
and air conditioning (HVAC) repairs) that are urgent but not life-threatening and the Purchasing and Contracts Office will assist 
with an expedited purchase if during regular business hours.  If outside regular business hours, please provide written 
documentation regarding the situation to the Purchasing and Contracts Office or the Associate Vice President of Finance.   
 
Lack of planning is not a legitimate reason for declaring a purchase to be an emergency or immediate need. 

 

Food 
 

Food purchases require that a Special Expense Authorization be fully completed and signed prior to the activity.  Food 
purchases include grocery, restaurant, or catering including beverages, snacks and refreshments.    Lancer Catering is 
considered our exclusive vendor and provider for most food purchases.   Visit the Normandale Lancer Catering Site for prices 
and their ordering form.  Alcoholic beverages will not be paid to a vendor nor reimbursed to an individual.  If a non-Lancer 
purchase is necessary, please provide documentation why Lancer Catering can’t be utilized. 

 

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
http://www.mnscu.edu/board/procedure/522p2.html
http://www.mnscu.edu/board/procedure/522p2.html
http://www.lancercatering.com/normandale/normandale.html?CFID=15588209&CFTOKEN=91783497
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Furniture 
 

Furniture purchases require the involvement and approval of the Facilities Management Department.  New furniture requests 
will be submitted through the New Funding Request (NFR) process.   Please consult with your Dean, Department Head or 
supervisor regarding this process. 

 
Ergonomic furniture requests are coordinated through Human Resources. Facilities Management staff involvement is also 
required during the selection of the items approved.  

Memberships and Subscriptions 
 

Please process a requisition (PO) in the PCS for membership requests. Subscriptions continue to be processed through the 
Library Department so contact them for assistance. 
 

Office Supplies 
 

Office supplies unavailable in the general supply catalog can be obtained through the Office Depot.  Normandale is entitled to 
discounts which are coordinated through the MnSCU Collaborative Sourcing Team. Other office supply vendors also have 
negotiated contracts we may utilize.   Normandale’s Mailroom currently coordinates purchase orders with Office Depot.  The 
order form and instructions are provided by going to the Employee Portal, select Administrative, and then select Mailroom.  It is 
the goal of the Mailroom to place orders with Office Depot on a weekly basis.  Orders will typically arrive in approximately 3-4 
business days. 

 

Sole Source or Single Source Purchasing 
 

Sole source items means that the item can only be purchased from one source because that one source legally controls the 
sale or distribution of the item(s). Sole source items are NOT available on the competitive, open market, but must be purchased 
from only one source. Some examples of possible sole source purchases are: 
 
Computer Software (including licensing, license renewals, rental and software maintenance services) 
Educational Supplies 
Equipment Maintenance Agreements 
Repair Parts 
Subscriptions 
Advertising 
 
Sole source purchases are required to follow all purchasing procedures except the requirement of the competitive bid process. 
To justify sole source or single, it may also be necessary to obtain documentation from the vendor providing the sole source 
that they are the only provider.  Please provide justification why the sole source item is required (versus a non-sole source 
item).  Please submit the Single Source Exception Documentation (item #36) to the Purchasing and Contracts Office with the 
purchase order or documentation from the vendor.  See also the state’s Single Source Policy. 

 

Special Expenses 
 

Special expenses are expenses incurred in connection with work-related responsibilities or official functions not generally 
supported with public funds or assigned duties of system employees, and which are not reimbursable through the regular 
expense regulations.  Purchases to provide food, refreshments or meals require prior approval through the Special Expense 
Authorization form as well as other expenditures under the special expense provisions.   If your purchase involves the expenses 
outlined below, please complete the Special Expense Authorization in advance of the activity:   

 

 

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
http://www.minnstate.edu/system/finance/contracts-purchasing/collaborative/index.html
http://www.mnscu.edu/system/csc/sourcing/forms/index.html
http://www.mmd.admin.state.mn.us/pdf/singlesourcepolicy.pdf
https://portal.normandale.edu/FiscalServices/CurrentForms/Special%20Expense%20Approval%20Authorization.doc
https://portal.normandale.edu/FiscalServices/CurrentForms/Special%20Expense%20Approval%20Authorization.doc
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Employees must obtain approval of special expenses before incurring those expenses or the payment may be denied.  
Requests received after the event or too late to provide a proper review must include an explanation why the request was not 
provided in a timely manner.  Except in an emergency situation, approval is required before any special expense is incurred and 
before commitments are made.   See also MnSCU Procedure  5.20.1 Special Expenses. 
 
 
 
 

Travel (In and Out of State) 
 
Important guidelines for in-state and out-state travel: 

• Receipts are required for all expenses, including lodging. Receipts are not required for meals, taxi, shuttle, baggage 
handling, and parking meters. If a receipt is lost or never obtain, a signed and notarized affidavit can be accepted in 
lieu of the receipt. 

• Reimbursable charges associated with travel include: room, tax, business use of the phone and parking, airport 
parking and travel to and from airport. Please contact the Payments and Billing Office for more guidance prior to 
incurring expenses. 

• Non-reimbursable travel costs include: costs for non-college personnel/students, meals or lodging if covered by 
registration or conference fee, meals included in cost of airfare, travel insurance, late payment fees or interest on 
delinquent credit cards, costs for vacation/personal days linked to travel, and parking violation or traffic violation 
tickets. Please contact Payments and Billing Office for more guidance prior to incurring expenses.  

• Meals without lodging are taxable income to employees according to IRS regulations.  
• Lodging charges of a personal nature, such as movies, room service, fees including credit card call charges for 

personal calls, should be paid for separately by the traveler at check out. Some personal charges, such as phone 
calls, may be reimbursable according to terms of employee’s bargaining unit. 

• All out-of-state travel requires written prior authorization.  The Out-of-State Travel form is in the Employee Portal, 
under Find a Form.   See also MnSCU Procedure 5.19.3 Travel Management. 

   
Airfare Expenses:   A Cooperative Purchasing Contract with Travel Leaders is available for airfare services.  Travel 
Leaders can be contacted at 800-215-2762 for MnSCU contract pricing.   Travel Leaders will not accept a purchase 
order.   A purchasing card will need to be utilized for airfare services from Travel Leaders.   If appropriate, create the 
purchase order to US Bank (vendor number 0000213962-007) after contacting Travel Leaders to make tentative 
arrangements and the Cardholder or the Purchasing and Contracts Office will confirm with a purchasing card 
transaction.   If you are able to secure a lower airfare, you may request a travel reimbursement through the employee 
expense reimbursement process but you will be limited to the lowest airfare available on the day the trip request was 
approved.  NOTE: Frequent flyer miles are the property of the state including those awarded for bumping. 

Conference and Registration Fees:  If you are attending a conference as part of your out-of-state travel approval, a 
purchase order can be issued for the conference and registration fees provided the vendor will accept a purchase 
order.   You may request employee expense reimbursement if the vendor will not accept a purchase order for these 
fees.   Payment can be made with a college-issued purchasing card.    If necessary, pre-payment can be made. 
Cancellation is allowed only for a sound business reason not to attend because fees may not be reimbursable. 
 
Lodging: If the hotel will not accept a purchase order, you will need to request an employee expense reimbursement 
for these accommodations.  If the hotel will accept a college purchase order, please create the purchase order to the 
appropriate hotel. 
    
Car Rental:  Rental of a car requires out-of-state prior approval and in-state authorization is based on specific travel 
situations. Normandale utilizes Enterprise Leasing, a Cooperating Purchasing contract vendor.    

Personal Vehicle Usage:  Use of privately owned vehicles is acceptable. Exact mileage must be reported for 
reimbursement according to the employee’s current collective bargaining agreement. When a college vehicle is 
available, mileage reimbursement for the use of a personal vehicle will be at a lower rate. Towing or repair of a 
personal vehicle is not reimbursable. 

Meals:  Meals are reimbursed for the actual amount of the expense. Allowable maximums are determined by 
collective bargaining agreements and must be reimbursed through the employee expense reimbursement process.   

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
http://www.mnscu.edu/board/procedure/520p1.html
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https://portal.normandale.edu/FiscalServices/CurrentForms/Out_of_State_Travel.docx
https://portal.normandale.edu/Lists/FindForm/AllItems.aspx
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http://www.mmd.admin.state.mn.us/pdf/V-52(5).PdF
http://www.finance.mnscu.edu/contracts-purchasing/contracts/reference/index.html
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Meals within the work area and not in travel status require pre-approval with the Special Expense form. Expenditures 
for alcoholic beverages are not reimbursable. To calculate meal costs, the traveler must be traveling as follows: 

• Breakfast: must depart residence before 6:00 a.m.  
• Lunch: must be more than 35 miles from assigned campus  
• Dinner: must arrive at residence after 7:00 p.m. or stay overnight  

Travel Advances: Advances are available for expenses estimated to be greater than $50. Requests are made through 
the Employee Expense Report.  Requests must be submitted to the Payments and Billing Office three (3) weeks prior 
to the payday before travel begins. Only one (1) outstanding travel advance is allowed at any one time. Travel must be 
settled within five (5) duty days of returning from the trip or the advance will automatically be deducted 28 days after 
the end date of the trip.  Include all necessary receipts. 

Travel Reimbursement:  After returning from travel, the traveler must complete an Employee Expense 
Reimbursement form. This form is for the purpose of reimbursing the employee for actual business expenses and for 
reconciling travel advances, if used. It is signed by the employee and his/her supervisor. All expense reimbursements 
along with required documentation must be turned into the Payments and Billing Office within 60 days of the event 
otherwise they are subject to being taxed. 

 

Returns 
 

If you need to return goods received from a vendor, please provide the Purchasing and Contracts Office with the vendor 
name, purchase order (PO) number, an itemized list of the items you are returning and the cost of the items.   If the vendor 
gives you a Return Authorization number, please convey that to the Purchasing and Contracts Office as well.  The Purchasing 
and Contracts Office will need to ensure we receive proper credit for returned merchandise.  Please communicate if the items 
being returned will receive full credit or if you are exchanging items and indicate the dollar value of these items.  An 
adjustment may be necessary to the original purchase order (PO) issued. Some vendors may have a restocking fee that 
Normandale may be obligated to pay. Please contact the Purchasing and Contracts Office for assistance. 
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PAYING FOR PURCHASES 
  

Purchasing Control System (PCS) 
 
The Purchasing Control System (PCS) is used to authorize and track purchases electronically by MnSCU. 

PCS Security 
 
Security for your cost center in PCS is very important.  All departments are responsible for notifying the Purchasing and 
Contracts Office that there is a change in cost center responsibility, data entry and/or authorizing access.  As people 
change positions, transfer or leave the College, their PCS access remains active until it is deleted at your request.  The 
responsible person for the cost center can email the Purchasing and Contracts Office at 
purchasingcontracts@normandale.edu with the security request. 
 

 Creating a Purchase Requisition in Purchasing Control System (PCS) 
 

A PO Originator for the cost center where funds will be paid from will need to create the purchase order and the Cost 
Center/ Budget Manager will need to approve the purchase order.  If you are unsure who these individuals are, please 
contact the Purchasing and Contracts Office at purchasingcontracts@normandale.edu for assistance. The Purchasing 
and Contracts Office does not generally initiate or enter requests into PCS.  Requests for purchase orders are submitted 
by a department to the Purchasing and Contracts Office using PCS. 

 
MnSCU has user documentation available to assist users through the process of creating purchase orders.  

 
Enter your purchase order request in PCS.  

1. Indicate in the memo if you have any information in connection with this request, or any quotes, forms or 
other documents that you may be sending to the Purchasing and Contracts Office.    

2. Approve and release your request to the Purchasing and Contracts Office (050 status).  
3. The Purchasing and Contracts Office will proceed with the processing of your order following MnSCU 

Purchasing guidelines and policies.  
4. When your purchase order is approved and printed, it will be at 450 status (open purchase order.)  
5. The Purchasing and Contracts Office will send the original printed purchase order to the Vendor or if the fax 

number or e-mail address is provided, that will be the method utilized to release the purchase order to the 
vendor. 

6. If the department would prefer to release the purchase order to the vendor, please convey that in the memo 
section of the Purchase Requisition.   Make a copy for your files before you mail, fax or phone in the order. 
The vendor may also want the original PO to confirm the order. If this is the case, be sure to mark the 
purchase order “CONFIRMING ORDER” before sending the hard copy to them in order to prevent a duplicate 
shipment. 

  
Do Not give out the purchase order number to the vendor until it has been approved by the Purchasing and Contracts 
Office (450 status.) The price of an item is only one component of pre-audit. There are other variables, based on the 
funds used, to determine whether your request is a legitimate purchase. 
 
Summary of Screens 

http://www.normandale.edu/Images/logo/Logo-email-version_0914.jpg
mailto:purchasingcontracts@normandale.edu
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http://www.its.mnscu.edu/isrs/navigation/finance_facilities/purchasing.html
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1. The PO Header (Page: 1) (PC0031UG) screen is used to record the purchase order, contract and vendor 
numbers. This screen is also used to select the cost center and enter the amount of the purchase.  

2. The PO Header (Page: 2) (PC0032UG) screen is used to enter shipping and billing information and any 
additional vendor instructions.  

3. The PO Line Item Entry/Maintenance (PC0033UG) screen is used to enter information regarding individual 
items on the purchase order.  

4. The PO Line Item: Additional Charges (PC0041UG) screen is used to enter additional charges on the 
purchase order.  

5. The PO Memo Entry (PC0034UG) screen is used to enter additional information for the business office or 
requesting department concerning the purchase order.  

6. The List of Memo for Purchase Order (PC0040UG) screen is used to view memos associated with a 
purchase order.  

7. The PO Requisition Process (PC0039UG) screen is used to process the purchase order after the data entry 
is finished.  

  
 

 
 
 
 
 
 

PCS Status Codes 
If you have a question on a purchase order, please check the status code of your request in the ISRS Web 
Accounting module. This will help identify who has your purchase order. If you still have questions, call the 
Purchasing and Contracts Office for assistance.  

Some of the status codes you may see are: 

000 - Data Entry Stage: Purchase order entry only.  
020 - Insufficient Funds: Check your budget balance. Submit a Budget Transfer Request form or Budget Additional 
Funding Request form if necessary and try again to release your request.  
030 - Waiting for Authorization: Responsible person or authorized authority required to approve purchase order.  
050 - Released to the Purchasing and Contracts Office: Purchasing will view your request in the order in which it was 
received. 
100 - Awaiting Pre-Audit: Purchasing has reviewed your request but has not taken any action. 
110 - Hold in Abeyance: Purchasing may be waiting for quotes or attachments which you indicated are being sent in 
the mail. Check memo for further information and who may be holding purchase order.  
140 - Purchasing Director’s Decision: Purchase order request has been referred to the Purchasing director for further 
processing. 
150 - Pre-Audit and Hold: Awaiting further processing--For IT pre-audit and approval of electronic devices, 
maintenance, consultant services, software licenses and other IT related purchases.  
200 - For Local Bid Processing: May be in the process of obtaining quotes, sealed bids, off-campus printing bids 
through University Communications, etc.  
230 - Marked for Professional/Technical Contract: Purchasing is waiting for the Professional/Technical Contract forms. 
250 - Marked for PO Processing: Pre-Audit complete but the purchase order is not yet printed, may be waiting for a 
batch printing process. 
450 - Open Purchase Order: Purchase order has been printed.  
500 - Purchase Order Completed and Closed: The purchase order has been final paid.  
9xx - Cancelled Purchase Order: See memo for possible explanation. 
 

Blanket Purchase Orders 
 
Blanket purchase orders can be used to contract with vendors for an entire fiscal year with an estimated dollar value 
for the year based on previous expenditures and needs and when expenditures don’t exceed the bid threshold tables.   
Blanket purchase orders are also utilized for monthly utility services.   Blanket purchase orders encumber funds for 
estimated annual needs, eliminating multiple orders to the same vendor.  Blanket purchase orders may also be utilized 

 

NOTE: Purchase Orders may not be deleted or changed by the originator when they reach status 450.  
The Department Head (DEPTHEAD) or Requisition Originator (REQNORGN) for the cost centers 
involved may cancel or change a purchase order if the status has not reached Authorized (050) status. 
Once the PO reaches Authorized status or beyond, it may be cancelled or changed by the Purchasing 
and Contracts Office staff. 
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for the purchasing card program through US Bank to avoid individual orders for each transaction.   Departments must 
monitor the blanket purchase order balances to ensure funds are adequately encumbered to cover the yearly 
expense.   
 
 

   

Object Codes to Use 
 

Object codes are utilized to track the nature of a purchase and each purchase needs to be identified with the correct 
object code. 

• Object code 3000 is the most common and is used for purchasing tangible goods, supplies and materials. 
• Object code 4000 is utilized to track individual items that exceed $10,000 in value and are considered fixed 

assets like a vehicle or other equipment purchase (valued at or above $10,000).  When using federal funds, 
individual items at or above $5000 in value are considered fixed assets and object code 4000. 

• Object code 3006 is utilized for sensitive items valued under $10,000 but are recorded as fixed assets and 
also inventoried like digital cameras, laptops, computers, etc.   

To choose the correct object code to use for items such as repairs to equipment and furniture, printing and binding 
services, consultant and professional/technical services, computer and system services, public speakers and 
entertainers; and other non-construction services, please view the list of object codes or contact the Purchasing and 
Contracts Office for assistance. 

 

Open Commitment Reports 
 

Open commitment reports are available to review to determine if open purchase orders can be closed.  It will be 
necessary to determine if all invoices for these purchase orders have been received and if the obligation can be 
closed and the money freed for future expenditures.  Purchasing and Contracts Office staff will typically leave the 
order open and will not close the PO unless they are certain all goods/services have been received.  When 
appropriate, please reflect on your invoices when you are approving for payment that this is the final invoice.  Please 
ensure that your expenditures are on track with your budget and that payments have been issued and no incorrect 
postings have occurred.  Please refer to the Budget Monitoring in ISRS instructions to assist with monitoring your 
budget. 

 

Purchasing Cards 
 

The US Bank VISA Purchasing Card allows a cardholder the authority and capability to purchase items by ordering directly 
from the vendor, enabling the cardholder to purchase faster and easier.  Purchasing Cards can be used for purchases under 
$2500 in person, over the phone and on the web and do not require quotes or bid documents.  The limit is $2500 per 
transaction with a monthly limit of $10,000.   Orders made with Purchasing Cards (VISA) still require funds to be 
encumbered prior to the purchase with either a blanket purchase order or an individual purchase order to US Bank.  
Approval to obtain a purchasing card is determined by the card holder’s supervisor.  The Purchasing Card Manual discusses 
the application process, types of purchases appropriate for use with the Purchasing Card, required documentation, etc.  
Monthly transaction logs need to be submitted to the Purchasing and Contracts Office by the due date each month to ensure 
that Purchasing and Contracts staff can issue timely monthly payments to US Bank. Purchasing cards are issued to trained 
and authorized individuals and may only be used by that individual. 

 

Paying Vendors/Invoices 
 

Normandale must pay each valid vendor obligation so that the vendor receives payment within the vendor's early payment 
discount period.  If there is no early payment discount period, Normandale must pay the vendor within 30 days following the 
receipt of the invoice for the completed delivery of the product or service. If an invoice is incorrect, defective, or otherwise 
improper, Purchasing and Contracts staff must notify the vendor within ten days of discovering the error. Upon receiving a 
corrected invoice, Normandale must pay the bill within the defined time limits. 
 
Invoices will be sent to staff to verify that the goods or services were received.  Staff must indicate the date the goods/services 
were received and indicate “OK to pay” if appropriate.  The invoice must be signed, dated and returned to Purchasing and 
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Contracts staff within 5 days of receipt.   The approved invoice is matched to the purchase order and prompt payment is made.  
If discrepancies exist and the quantities and/or prices do not agree, inquiries should be made and resolved before the payment 
is processed.  If no purchase order was issued for the purchase, a 16A.15 violation form will need to be collected from the 
individual that made the obligation without encumbering the necessary funds.  If you are certain no further invoices are 
necessary for this purchase order, please indicate this invoice can closed (meaning the final payment is being made).  
Delegation of authority is required for individuals to approve invoices for payment.  

 

Prepayments 
Minnesota statute only allows prepayment for goods or services for software or software maintenance services, for sole source 
maintenance agreements where it is not cost effective to pay in arrears, for exhibit booth space or boat slip rental when 
required by the renter to guarantee the availability of space, for registration fees where advance payment is required or an 
advance payment discount is provided, for newspaper, magazine, and other subscription fees customarily paid for in advance 
and for materials from the Library of Congress.  Prepayments require a purchase order be established in advance for the 
encumbrance.   

Lost or Destroyed Warrants/Checks 
State policy on lost or destroyed warrants and checks will require the involvement of the MN Management and Budget (MMB).  
If contacted by a vendor regarding a possible lost or destroyed warrant/check, please contact the Purchasing and Contracts 
Office.  Purchasing and Contracts staff will need the following information to track the payment: 

Transaction number (if known) 
PO# (if applicable) 
Invoice number 
Vendor number 
Cost center number  
Dollar amount 
Name and phone number of vendor contact 

 
Be certain enough time is given for the payment process to be completed (vendor posting, bank clearing).   The amount of time 
will vary, but 30 days should be adequate.  If a warrant/check has been issued and a copy of the redeemed warrant is 
necessary, MMB requires approximately two weeks before the copy is faxed. 

If the payment was processed by an EFT (electronic funds transfer), the EFT number will allow the vendor to verify the deposit 
information with their bank.  Purchasing and Contracts staff will need to research this information and work with MMB.   

Sales Tax Exemption 
 
MnSCU is generally exempt by MN Statute from sales tax on purchases. However, purchases of motor vehicles, meals and 
lodging are generally not exempt. See the MN Department of Revenue’s Fact Sheets for All Tax Types for more information. 
   
In order for purchases to qualify for exemption, the purchases must be made by Normandale directly via a purchase order or 
cash advance utilizing College funds.  Employee purchases are not exempt from sales tax if paid for with individual funds (this 
should not occur), even when making purchases for the College.  Individuals may be subject to penalty if they use the sales tax 
exemption for personal purchases.  The Tax Exemption Form (Certification of Exemption) may be requested from vendors for 
their documentation. 
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CONTRACTS (INCLUDING AGREEMENTS AND LICENSES) 
 

Contracts 
 
Normandale may need to enter into contracts for various services including, but not limited to, building maintenance, repair, 
educational services, and entertainment to name a few.  When these services are necessary, a contract is required in 
ADVANCE of the activity. When preparing a contract, make sure to always use the most current MnSCU Contract Template.  
When alterations or modifications are made to these forms, the alterations will require approval by the system office legal 
counsel or from the Attorney General’s Office.  It is essential to have a well written contract on file for clarity, completeness, and 
common understanding.  If it is necessary to change a contract after it is signed, the changes (amendments or addendum) must 
be in writing and signed by the parties involved. Avoid attaching vendor’s proposal or contract and incorporating it by reference 
because it may include terms that are prohibited. Only certain employees are delegated the authority to sign contracts to legally 
bind the college.   
 
Please see MnSCU Policy 5.14 Contracts and Procurements and MnSCU Procedure 5.14.2 Consultant, Professional or 
Technical Services for guidance.  Also, the Minnesotate State Office of General Counsel provides yearly contract training 
available on their posted webinar site.   For the most recent webinar or powerpoint presentation, please refer to Contracts 101 
Back to Basics, February 9, 2017.  
 
When beginning to prepare a contract, please review the Threshold Table.  Contracts in excesses of $50,000 require a formal 
biding processing in consultation with the Purchasing and Contracts Office. Contracts over $100,000 require approval from the 
MnSCU Vice Chancellor of Finance.   
 
A contract must be fully executed (valid) prior to the obligation to comply with MN Statute 16A.15 subd.3.  Typically four original 
ink signatures are required before a contract is valid.  A photocopy or faxed copy is not acceptable. Signatures must be 
obtained in the proper order. The first signature on the contract is the vendor; the second signature is to verify the encumbrance 
by Purchasing and Contracts Office; the third and fourth signatures are typically the Associate Vice President of Finance or Vice 
President of Finance and Operations.  Contracts containing erasures, cross-outs or white-outs will be returned to the 
department to be redone unless the changes have been initialed by all parties involved. If work begins under a contract before it 
is valid, you will be in violation of MN Statute16A.15.  
 
Several other items that may be pertinent to your contract: 

• The vendor may be required to submit a Certificate of Insurance with limits outlined in the contract.   
• A Special Expense Authorization form is required for a contract with a speaker, facilitator, or performer that is part of 

an officially sanctioned conference, workshop, development session, commencement, or other event sponsored by the 
college. 

• If the individual you want to hire is a Minnesota State or state employee, you will need to work with Human Resources. You will 
use contract #22 the Agreement for Temporary Special Assignment of MnSCU Personnel.. 

Checklists for Contract Originator, Vendor and Purchasing and Contracts Office 
  

The following checklists have been created for use by those involved in the contract process to ensure smooth and timely 
processing of contracts. 
 Checklist – Contract Originator 
 Checklist – Contract Vendor 

Checklist – Purchasing and Contracts Office 
 

Cooperative Purchasing Contract Vendors 
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Many commodities are available via Cooperative Purchasing Contracts and are available for our convenience including but not 
limited to the State of Minnesota, University of Minnesota, and the E&I Purchasing Cooperative. They exempt from the bidding 
process and getting competitive quotes as they are pre-negotiated by MnSCU. Normandale is encouraged to utilize these 
approved contracts. If better pricing can be obtained (provided it is under the $50,000 sealed bid requirement) from other 
sources not included in these Cooperative Purchasing Contracts, written quotes will need to be obtained from the Purchasing 
Cooperative Contract vendor and the non-contract vendor and furnished to the Purchasing and Contracts Office.   
 
There are also goods and services contracts available through the MN Materials and Management Division.    

 Insurance Certificate 
 
A current certificate of insurance for liability and workers compensation is required from a vendor whenever that vendor is on 
campus to repair, remodel, deliver, install, rent space, etc.  MnSCU and Normandale Community College must be listed as 
additionally insured on the certificate of insurance.  Liability insurance is always required.  If we hire a vendor who is paying 
his/her employees to work on our property, workers compensation insurance is required. Any vendors using vehicles on our 
property must carry automobile insurance in. For the minimum amounts of insurance required, please refer to the Insurance 
Requirement Fact Sheet.  The MnSCU Insurance/Risk Management website also has additional information and guidance.  Our 
Associate Vice President of Finance is the risk management contact for the College.  
 

Common Contract Types/Description 

Agreement and Licenses 
 
Depending upon the type of document, an agreement or license may need to be signed by the Associate Vice 
President of Finance, a Vice President or the President.  In addition, most agreements and licenses require review by 
the Attorney General's Office or MnSCU Legal Counsel before they can be signed. If you are asked to sign a vendor’s 
agreement or license on behalf of the college, it is imperative to send it to the Purchasing and Contracts Office or 
Associate Vice President of Finance for review.  Software licenses may be reviewed by the Chief Information Officer.  
Please allow adequate time for this process.  

Amendment 
 
If an amendment is necessary to alter an original contract, it must be fully executed and processed PRIOR to the 
contract’s expiration date. Amendments are typically used to increase the dollar amount of the contract, to extend the 
dates or modify the duties or other language.  As with all contracts, official MnSCU templates must be used.  There are 
templates established for amendments to the Professional Technical Services contract as well as the Guest 
Lecturer/Presenter Agreement.  If you need an amendment and there is no template found, MnSCU’s legal counsel 
will need to draft one for use. 

Construction Contracts 
 

Construction contracts are handled by the Associate Vice President of Operations and the Vice President of Finance 
and Operations. They follow the MnSCU Project Management Manual Documents.  Contact the Purchasing and 
Contracts Office if you need guidance pertaining to this process.  

 
Facilities Use Agreement – Off Campus Only:  This agreement is designed for short-term (1 day to a semester) use 
of an off-campus facility owned by a third party.  Some examples are when holding a class at a high school, 
community center, conference center, holding Commencement at an off-campus site or other special purpose facility 
located off-campus. 
 
Facilities Use Agreement – On Campus Only:  This agreement is used when third parties (non-MnSCU) want to use 
Normandale’s facility for short-term or sporadic use lasting less than one year.  

 
Guest Lecturer/Presenter Agreement (non-state employee):  This agreement is used for low-dollar, one-time 
activities and events that are usually intellectual in nature.  It is also used when a recording of the presentation/lecture 
is desired. It can be utilized for speaking and entertainment engagements instead of the Professional Technical 
Services contract.   If the lecturer or presenter fee is under $3,000 in compensation and if intellectual property or other 
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risk is considered low, a purchase order may be issued without this agreement under the authority in MnSCU 
Procedure 5.14.2 and MnSCU Guideline 5.14.2.1. A Special Expense Authorization form is required for a speaker, 
facilitator, or performer that is part of an officially sanctioned conference, workshop, development session, 
commencement, or other event sponsored by the college. 
 

Guest Lecturer/Speaker/Presenter Contract Guide: 

No Recording 
 Less than $3,000 More than $3,000 
Presentation/Lecture ONLY No contract/agreement required. 

However, if any risk involved or question 
about intellectual property, Guest 
Lecturer/Presenter Agreement needed. 

Guest Lecturer/Presenter Agreement 

Presentation/Lecture PLUS other 
services such as facilitating, 
break-out sessions, etc. 

Professional/Technical Service Contract Professional/Technical Service Contract 

With Recording 
 Less than $3,000 More than $3,000 
Presentation/Lecture (recorded) Guest Lecturer/Presenter Agreement. 

#10 addresses recording the 
presentation/lecture. 

Guest Lecturer/Presenter Agreement.  
#10 addresses recording the 
presentation/lecture. 

Presentation/Lecture (recorded) 
PLUS other services such as 
facilitating, break-out sessions, 
etc.  

Professional/Technical Services Contract. 
In #23-Other Provisions, add language 
from #10 in Guest Lecturer Agreement 

Professional/Technical Services Contract. 
In #23-Other Provisions, add language 
from #10 in Guest Lecturer Agreement. 

 
 

Inter-Agency Agreement: This agreement is used when contracting with another state agency.  
 

Intra-Agency Agreement: This agreement is used when contracting with another Minnesota State college or 
university.  
 
Joint Powers Agreement:  This agreement is often used when contracting with cities, counties or school districts.  

 
Professional/Technical Services Contract (non-state employee):  Professional Technical (PT) Services Contracts 
are necessary for purchases that are intellectual in character and result in the completion of a task or a specific report 
or deliverable.  Contractors are utilized for consultation, analysis, evaluation, prediction, planning, programming, 
and/or recommendations. A contractor must be an “Independent Contractor”, not an employee per the IRS. Several 
guides exists to determine if the individual should be paid as a contractor or an employee.  Please complete the 
Independent Contractor-Employee Status Form if necessary for a Human Resources determination.  The IRS also has 
a site titled Independent Contractor (Self-Employed) or Employee? Which provides additional information on this 
determination. The contractor must not be a current state employee (consult with Human Resources if a current 
employee); student worker or have received an early separation incentive under MNSCU Board Policy 4.11, Board 
Early Separation Incentive Program (BESI), during the one year period prior to the effective date of the contract.  
 
Service Contract:  Purchases that require repairs, installation, equipment maintenance, and services like 
snowplowing, waste management, exterminating, and bus service, to name a few, will require the completion of a 
Services Contract.   Normandale will need a Certificate of Insurance from vendors as outlined in the contract. Services 
up to $10,000 require one firm quote, over $10,000 requires two written quotes (up to $50,000).  Over $50,000 require 
the Request for Bid (RFB) process and the Purchasing and Contracts Office can provide assistance.    
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VENDOR INFORMATION 
 

Vendor Registration Process 
 
All vendors are required to have an active State of Minnesota vendor number.  To determine if a vendor has a number, the PO 
Originator can search for the vendor by following the Vendor Query Profile instructions or contacting the Purchasing and 
Contracts Office. If your vendor does not have a vendor number, they will need to self-register on-line to establish a vendor 
number in the Statewide Integrated Financial Tools (SWIFT) system.  Please provide the vendor the instructions contained in 
this document:  Vendor Registration Instructions.   In very rare instances, this is not a viable option for the vendor. In that case, 
you can submit this Vendor Request Form to the Purchasing and Contracts Office.  It take approximately 3-5 days before a new 
vendor number becomes active and can be used. Please check in PCS via the Vendor Query Profile in 3-5 days for the new 
vendor number. 
 
If the vendor you are using has a new address or remit to address, please provide the Purchasing and Contracts Office with the 
vendor number and new address for updates. 
 
It is important that you verify the vendor you select is the correct vendor.  Payments are issued to the vendors selected and if 
their address is obsolete, warrants issued to these vendors are returned to the State of MN and payments are delayed.    
 

Vendor Numbers Commonly Used 
 
Normandale uses certain vendors frequently.  Please check the Common Vendor Number List for your vendor.  
 

Targeted/Economically Disadvantaged Vendor Program 

The State of Minnesota has a Targeted Vendor Program, and whenever practical, you are encouraged to contact a certified 
Targeted Group (TG) or Economically Disadvantaged (ED) vendor if one is available for the item/service you are purchasing.  A 
6% preference will be allowed in the calculation to determine the low bid to a Targeted Vendor for supplies.  The business must 
be registered with the State of MN to be considered for preference.  Once certified, TG and ED vendors are added to the state's 
vendor list, and are listed in the Directory of Certified TG/ED Vendors.  This directory will allow you to search for a vendor by 
company name, keyword, or commodity. 

Veteran-Owned Vendor Preference 

In accordance with Minnesota Statutes 16C.16, Subd. 6a, eligible verified veteran-owned small businesses with their principal 
place of business in Minnesota may receive up to 6% preference when responding to solicitations issued by state agencies. 
The preference is applied only to the first $500,000 of the response. Eligible veteran-owned small businesses must be currently 
verified by the U.S. Department of Veterans Affairs' Center for Veterans Enterprise prior to the solicitation opening date and 
time to receive the preference. Information regarding verification by the United States Department of Veterans Affairs may be 
found at http://www.vetbiz.gov. Agencies may verify the status of veteran-owned businesses at the VetBiz Registry on the U.S. 
Department of Veterans Affairs website.  
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MISCELLANOUS 

Certificate of Compliance (Affirmative Action): Affirmative Action Compliance to form/instructions)  

Vendors who intend to bid on any purchases or contracts exceeding $100,000, and have had on any single working day in the 
past year more than 40 employees in Minnesota, must apply for a Certificate of Compliance from the Minnesota Department of 
Human Rights. State agencies cannot accept bids or proposals on purchases or contracts exceeding $100,000 from Minnesota 
vendors unless the Commissioner of Human Rights has received the vendor's affirmative action plan for the employment of 
minority persons, women, and qualified disabled individuals. State agencies cannot make awards exceeding $100,000 to 
Minnesota vendors unless the Commissioner of Human Rights has approved the vendor's affirmative action plan and issued a 
certificate of compliance to the vendor. Vendors who do not have more than 40 employees in Minnesota, but who do have more 
than 40 employees in the state in which their principal place of business is located, will be required to certify that the business is 
in compliance with federal affirmative action requirements in order to receive awards exceeding $100,000.  MN Statutes 
363A.36 Contact the Human Rights Department at www.humanrights.state.mn.us for more information. 

 

Capital Assets (including Sensitive Items) and Inventory 
 
Normandale is required to establish and maintain capital assets (including sensitive items) and inventory records.  
 
Capital assets include:  

• Items that have a value of $10,000 or more, a useful life expectancy of more than two years and maintain their identity 
while in use.  Examples include equipment, vehicles, artwork, historical treasures, etc.  

• Items that have a value of $5000 or more that are purchased with federal funds. 
• Sensitive items.  Sensitive items are defined as items that may contain sensitive data, are desirable, easily susceptible 

to theft, and easily converted to personal use. Items included are: 
o Regardless of price 

 cameras (including video recorders, but not security cameras) 
 cell phones 
 computers 
 external hard drives 
 laptops 
 portable devices (ie ipads, ipods, tablets, chrome books, etc) 
 readers (ie Nook, Kindle, etc) 
 servers 
 weapons 

o Other items that meet the definition of sensitive (may contain sensitive data, are desirable, easily susceptible 
to theft, and easily converted to personal use) that have a value of $2,000 to $9,999. 

 
The Purchasing and Contracts Office is responsible for maintaining the campus records and facilitating inventory procedures, 
but requires the cooperation of all college personnel to ensure accuracy of inventory records. Each department is accountable 
for all equipment assigned to their department. Assigning the proper object code on a purchase order is necessary to identify 
capital assets.  Object code 4000 is utilized for items $10,000 or greater in value.  Object code 3006 is utilized for all sensitive 
items (see above) and items purchased with federal funds with a value of $5,000 to $9,999. Fixed asset tags are assigned to 
each item and entered in the Purchasing Control System for tracking and reporting.  The asset tags are attached to each item 
upon receipt by the department. 
 
A physical Inventory is conducted on the following schedule: 
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• Annually for all assets with an acquisition cost or value of $10,000 or greater. 
• Every two (2) years for assets purchased with federal funds with an acquisition cost or value of $5,000 or greater. 
• Every three (3) years for all other tagged assets maintained in the Equipment Module. 

Records Retention 
 
Purchasing and payable records must be retained for 7 years or until audited. 

 

Surplus Personal Property/Building Disposal 
 
If your department needs to remove items no longer needed (or buildings), please contact Facilities Management or the 
Purchasing and Contracts Office with a full description of the item(s) to determine the best means to remove the items.  
Disposed items that are on the fixed asset inventory list shall be removed from the list at the time of disposal.  No employee or 
officer shall sell or give away to any other state employee or officer any personal property or materials owned by the state 
except such items may be sold to a state employee after reasonable public notice at a public auction or by sealed bid if the 
state employee is the highest bidder and is not directly involved in auction or sealed bid process.  Please refer to MnSCU 
Procedure 7.3.13 Surplus Property/Building Disposal. 
 

 
 
 
 
 
 
I:\AcctOff\Purchasing\Manual-Purchasing and Contracts.doc 
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Report Year: 2014-15

Carl Perkins Core Indicator

Consortia Basic 2S1:  Technical Skill Attainment

Consortia:   Southwest Metro Carl Perkins Consortium  7525-54

2S1 Technical Skill Attainment

Numerator Denominator Actual

Grand Total 50 203 24.63%

Male 35 127 27.56%

Female 15 76 19.74%

American Indian/Alaskan Native 1 1 100.00%

Asian 2 10 20.00%

Hispanic 3 8 37.50%

Black, Non-Hispanic 2 13 15.38%

White, Non-Hispanic 39 164 23.78%

Hawaiian/Pacific Islander 0 1 0.00%

Multi 3 6 50.00%

Total Race/Ethnicity 50 203 24.63%

Individuals with Disabilities 8 26 30.77%

Economically Disadvantaged 15 39 38.46%

Displaced Homemakers 0 0 0.00%

Single Parents 0 0 0.00%

Nontraditional Enrollees 18 86 20.93%

Limited English Procifiency 2 5 40.00%

Migrant 0 0 0.00%

Other Educational Barriers 0 0 0.00%



Report Year: 2015-16

Carl Perkins Core Indicator

Consortia Basic 2S1:  Technical Skill Attainment

Consortia:   Southwest Metro Carl Perkins Consortium  7525-54

2S1 Technical Skill Attainment

Numerator Denominator Actual

Grand Total 73 227 32.16%

Male 49 144 34.03%

Female 24 83 28.92%

American Indian/Alaskan Native 0 2 0.00%

Asian 5 15 33.33%

Hispanic 1 11 9.09%

Black, Non-Hispanic 0 4 0.00%

White, Non-Hispanic 66 193 34.20%

Hawaiian/Pacific Islander 0 0 0.00%

Multi 1 2 50.00%

Total Race/Ethnicity 73 227 32.16%

Individuals with Disabilities 8 19 42.11%

Economically Disadvantaged 12 37 32.43%

Displaced Homemakers 0 0 0.00%

Single Parents 0 0 0.00%

Nontraditional Enrollees 36 101 35.64%

Limited English Procifiency 0 3 0.00%

Migrant 0 0 0.00%

Other Educational Barriers 0 0 0.00%



Carl Perkins: Consortia Career Cluster Annual Report

This report represents Concentrators for Minnesota (State) by the Federal Career Cluster Categories. Concentrators are Report Year: 2015

students who have successfully completed at least 240 CTE course hours in one career field.

Consortia:   Southwest Metro Carl Perkins Consortium 7525-54

 Gender  Ethnicity  Special Populations

Total Total Ind w/ Disp Single

Federal Group Title Female Male Gender AmInd Asian Hispanic Black White H/PI Multi Ethnicity Disabilities EconDis Home Parents NonTrad LEP Migrant

Ag, Food & Natural Resources 125 247 372 2 4 15 1 347 . 3 372 63 87 . . 122 3 .

Architecture & Construction 86 619 705 8 12 35 16 629 . 5 705 112 177 . . 86 11 .

Arts, A/V Tech & Comm 176 328 504 6 33 43 30 383 1 8 504 81 167 . 1 5 20 .

Business, Mngt & Admin 854 1305 2159 11 80 123 71 1848 2 24 2159 245 451 . 1 1191 43 .

Diversified Occupations 22 23 45 1 . 1 . 43 . . 45 20 11 . . . . .

Finance 59 135 194 1 2 7 . 179 . 5 194 16 34 . . 3 2 .

Health Science 82 29 111 1 3 7 1 98 . 1 111 11 28 . . 2 1 .

Hospitality & Tourism 6 4 10 . . 1 . 9 . . 10 1 3 . . . . .

Human Services 1002 845 1847 15 81 178 102 1445 2 24 1847 287 551 . 3 5 51 .

Information Technology 4 83 87 . 11 4 4 66 . 2 87 13 16 . . 3 2 .

Law, Public Safety & Security 89 122 211 . 6 29 2 172 . 2 211 11 46 . . 89 7 .

Manufacturing 137 902 1039 5 53 54 17 897 . 13 1039 117 177 . . 137 14 .

Marketing, Sales & Service 336 533 869 4 31 45 29 753 . 7 869 56 131 . . 91 7 .

Transportation, Distribution & Logistics 70 508 578 5 27 55 41 443 1 6 578 84 197 . 1 70 21 .

Work Experience-Disadvantaged 12 14 26 . 1 3 . 21 . 1 26 10 15 . . . . .

Work Experience-Handicapped 34 51 85 1 2 15 7 57 . 3 85 56 41 . . . 3 .

Work Experience/Career Exploration 11 6 17 1 1 3 3 8 . 1 17 17 11 . . . 1 .

     *ConsortiaTotal 3105 5754 8859 61 347 618 324 7398 6 105 8859 1200 2143 . 6 1804 186 .

*Grand Total 3105 5754 8859 61 347 618 324 7398 6 105 8859 1200 2143 . 6 1804 186 .

Unduplicated Total: 1480 2130 3610 23 167 265 141 2966 3 45 3610 468 862 . 4 1699 88 .



Carl Perkins: Consortia Career Cluster Annual Report

This report represents Concentrators for Minnesota (State) by the Federal Career Cluster Categories. Concentrators are Report Year: 2016

students who have successfully completed at least 240 CTE course hours in one career field.

Consortia:   Southwest Metro Carl Perkins Consortium 7525-54

 Gender  Ethnicity  Special Populations

Total Total Ind w/ Disp Single

Federal Group Title Female Male Gender AmInd Asian Hispanic Black White H/PI Multi Ethnicity Disabilities EconDis Home Parents NonTrad LEP Migrant

Ag, Food & Natural Resources 119 249 368 2 2 15 5 338 . 6 368 58 95 . 1 118 4 .

Architecture & Construction 83 606 689 9 12 33 18 607 . 10 689 120 170 . . 83 7 .

Arts, A/V Tech & Comm 175 334 509 7 32 73 28 362 1 6 509 85 188 . 1 5 30 .

Business, Mngt & Admin 868 1355 2223 10 84 148 66 1881 1 33 2223 252 481 . 2 1364 54 .

Diversified Occupations 9 11 20 1 . 2 . 16 . 1 20 17 6 . . . . .

Finance 116 173 289 2 . 10 1 266 1 9 289 18 49 . 1 4 1 .

Health Science 108 36 144 2 5 12 6 118 . 1 144 23 43 . . . 2 .

Hospitality & Tourism 4 . 4 . . 1 . 3 . . 4 1 1 . . . . .

Human Services 870 771 1641 14 58 176 105 1256 1 31 1641 277 541 . 7 . 66 .

Information Technology 3 78 81 1 10 4 2 63 . 1 81 13 18 . . 2 2 .

Law, Public Safety & Security 79 106 185 . 3 11 9 160 . 2 185 14 37 . . 79 2 .

Manufacturing 168 854 1022 4 60 52 20 875 . 11 1022 119 178 . . 168 11 .

Marketing, Sales & Service 258 467 725 3 19 40 13 644 . 6 725 44 105 . . 71 8 .

Transportation, Distribution & Logistics 70 487 557 7 38 59 34 411 1 7 557 94 175 . 2 70 22 .

Work Experience-Disadvantaged 16 15 31 2 . 5 2 20 . 2 31 14 22 . . . 1 .

Work Experience-Handicapped 16 36 52 2 1 15 9 24 . 1 52 50 39 . . . 5 .

Work Experience/Career Exploration 30 41 71 2 2 11 2 54 . . 71 33 25 . . . 4 .

     *ConsortiaTotal 2992 5619 8611 68 326 667 320 7098 5 127 8611 1232 2173 . 14 1964 219 .

*Grand Total 2992 5619 8611 68 326 667 320 7098 5 127 8611 1232 2173 . 14 1964 219 .

Unduplicated Total: 1343 2027 3370 23 152 272 142 2723 2 56 3370 482 871 . 7 1877 95 .


