Metadata Requirements 

The metadata record is completed while publishing a leaning resource, see the section in this guide on publishing materials to the LR.  Metadata allows you to tag the learning resource that you are publishing with useful information making it easier to find when searching. 
	Field Name 
	Mandatory
	Description
	Guidance

	Title
	YES
	Name given to the learning resource being published 
	First letter capitalise. For example: 

Harvard referencing guide

	Description
	YES
	A text description of the learning resource that you are publishing. You may want to consider including, the educational level; file type; instructions on how to use the learning resource; title/s of related resources and/or web sites; considerations with respect to accessibility.
	Provide a descriptive paragraph giving details of the resource. For example:
This is a guide to Harvard referencing. It will be of use to students at all levels. If using this learning resource within your learning room/course you should check whether your School/Department has particular conventions with respect to this referencing scheme. The guide is in Word format.   

	Keyword
	No 
	A keyword or phrase describing the subject area/areas of the learning resource being published. 
	There are up to 5 boxes to complete, for a phrase e.g. higher education enter all the words into one box. 

	Role
	YES
	The role of the creator of learning resource
	It is recommended that you select author in the drop-down list.

	Name (s)
	YES
	The name(s) of the author(s) of the learning resource being published. 
	Enter the surname followed by the forename separated by a comma. If there is more than one author separate the names with a semi-colon. For example: 

Smith, John

Smith, John; Brown, Jane

	Learning Resource Type
	No
	An educational type that characterises the learning resource being published e.g. case study; fieldwork; quiz etc.
	Select from the drop down list.

	Copyright Details 
	No 
	Details of the copyright owner of the learning resource being published. 
	In most cases this will be Nottingham Trent University if the author is an employee. 
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