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Criminal Prosecution for Police

Have you ever put a lot of work into cases only to 
have the case be declined for prosecution? This course 
discusses several facets of criminal prosecution including 
following a case from the point of referral to the jury. 
Expect several case examples including those that were 
never prosecuted, some that were rejected by a judge, 
and others that have resulted in convictions.

Course: 2LEF-0457
Instructor: Benjamin Lacy
Post:  9250-0955
Post Hours: 4
Tuition: $159.00

SECT 1  W  1/25/2023
8:00 AM - 12:00 PM

LOCATION:  Century East Campus - 2306 

Body Cameras

This class is intended both for agencies that are 
considering body worn cameras (BWC) and those 
that already have them. In an era where the public 
watchwords seem to be accountability and transparency 
many civilian official, members of the public and peace 
officer agencies are turning to BWC as one tool. This 
class will drill down into detail the elements of Minn. 
Stat. 13.825, its definitions, data practices implications 
and several other aspects of managing body cameras. 
You will not walk away with all the definitive answers 
because due to the way the statutes are written for some 
of the issues we discuss there are not yet an definitive 
answers but at the end of the day you will know the 
business and policy questions your agency and your 
attorneys need to address.

Course: 2LEF-0517
Instructor: Richard Hodsdon
Post:  9250-0941
Post Hours: 4
Tuition: $159.00

SECT 1  Th  1/26/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2306 

LAW ENFORCEMENT

Expungements

Now that the massive change in expungement law is a 
few years old, this class will build on and discuss how 
to implement and deal with the flow of data related to 
expungement from demands for return of booking data 
under Minn. Stat. 299C.11 to responding to requests for 
expunged data. We will work through forms, checklists 
and work flows Rick Hodsdon has developed to deal 
with adult expungement cases. This class is geared to 
all criminal justice professionals and any other entity that 
is impacted by adult expungement statutes and case law.

Course: 2LEF-0565
Instructor: Richard Hodsdon
Post:  9250-0970
Post Hours: 4
Tuition: $159.00

SECT 1  Th  3/30/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2306 OR 
Online via Zoom**

**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 2



Federal and State Gun Laws: 
Carry Laws for the Front Lines

In the class you will learn of Minnesota laws on the 
carrying of handguns, restrictions on venues, carrying 
under the influence and the rights and obligations of gun 
permit holders. From there, we move on to an overview of 
the carry permit process in Minnesota, the requirements 
needed to get a permit and how street officer 
documentation and enforcement can make or break 
whether a permit is issued or denied or can be revoked 
once it has been granted. We finish with a discussion of 
what makes a person ineligible to possession a firearm 
under state and federal law, and, in many cases, how an 
officer on the street processes paperwork and documents 
encounters with a subject, will make the critical 
difference in this important public safety issue. Improper 
document and enforcement efforts can tie the hands of 
the public safety professional and cause needless civil 
liability.

Course: 2LEF-0566
Instructor: Richard Hodsdon
Post:  9250-0971
Post Hours: 4
Tuition: $159.00

SECT 1  M  5/22/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2306 OR 
Online via Zoom** 

Major Crime Investigations

When a major crime or tragedy occurs, it becomes 
more of a crisis that dominates the agency and even 
the community. The class begins with the first officer 
and/ or a few investigators, but as times goes on and 
political pressure mounts, the investigation becomes 
overwhelming. We then move to bringing in outside 
resources and the implication of the multiple agency 
taskforce which has its own strengths and weaknesses. 
There is never a guarantee of success, and it ends up on a 
shelf to be looked at from time to time. The final aspect is 
pulling resources together and a new approach: Cold-case 
investigation, for victims should never be forgotten, not 
just because of time. 

...continues on next page

Major Crime Investigations
...continued from previous page

Major areas addressed are: the initial investigation and 
why cases fail, case management as the investigation 
grows, the development and management of a multiple 
agency investigation, the importance of understanding 
and working with the media, and the protocol of the 
cold case homicide investigation, for it is more than just 
another attempt in taking the case off the shelf again. 
This class is based on real life cases and hopefully you 
will bring you own example for we can all learn from one 
another.

Course: 2LEF-0564
Instructor: Everett Doolittle
Post:  9250-0969
Post Hours: 7
Tuition: $299.00

SECT 1  Tu  3/21/2023
8:00 AM - 3:30 PM

LOCATION:  Century East Campus - 2306 

Negotiations 101

Negotiating is trying to find creative ways to satisfy 
the different interests of those involved rather than just 
splitting the difference. Negotiating is not haggling.  The 
goal is to manage our emotions, and the tension between 
building deals that satisfy both parties’ interests, while 
maintaining a healthy working relationship. Make smarter 
moves and set the stage for more productive interactions 
by learning ideas on how to create a problem-solving 
atmosphere where people feel safe brainstorming and 
problem solving, and techniques to keep you focused on 
the end game while resisting behaviors such as treats or 
demands.

Course: 2LEF-0425
Instructor: Nanette Gesche
Post:  9250-0958
Post Hours: 4
Tuition: $159.00

SECT 1  Th  4/13/2023
8:00 AM - 12:00 PM

LOCATION:  Online via Zoom** 3



MANAGEMENT &
LEADERSHIP

ACCOUNTING

Accounting I: Recording Information

Begin your understanding of the basics of accounting 
and how to properly record information in this hands-on 
class.  Learn the accounting cycle, debit/ credit theory, 
and who are the various users of accounting information. 
Apply this knowledge to enter in a journal and post to the 
ledger, and gain understanding of adjustments and the 
trial balance.

Course: 2LEF-0376
Instructor: Dhanmati Ramlall
Post:  Not eligible
Post Hours: N/A
Tuition: $279.00

SECT 1  W  4/5/2023
8:30 AM - 4:00 PM

LOCATION:  Century East Campus - 1733 
NOTE: Bring a calculator to class. 

Accounting II: Reporting Information

Building on the principles learned in Accounting I: 
Recording Information, this hands-on class will focus 
on preparing financial statements. Learn to prepare an 
income statement, statement of earnings, a balance 
sheet and statement of cash flows.

Course: 2LEF-0377
Instructor: Dhanmati Ramlall
Post:  Not eligible
Post Hours: N/A
Tuition: $279.00

SECT 1  W  4/12/2023
8:30 AM - 4:00 PM

LOCATION:  Century East Campus - 1733 
NOTE: Prerequisite: Accounting I.  
Bring a calculator to class. 

Accounting III: Analyzing Information

Take your accounting knowledge to the next level by 
learning to use financial statements to drive better 
business decisions. Drawing upon knowledge from the 
previous two classes, students will do a detailed analysis 
of local company financial statements, including ratio 
analysis, vertical analysis, and horizontal analysis.

Course: 2LEF-0378
Instructor: Dhanmati Ramlall
Post:  Not eligible
Post Hours: N/A
Tuition: $279.00

SECT 1  W  4/19/2023
8:30 AM - 4:00 PM

LOCATION:  Century East Campus - 1733 
NOTE: Prerequisite: Accounting I and II.  
Bring a calculator to class. 

5S for All of Us

5S is more than organization, it’s a visual management 
system.  Learn about continuous improvement techniques 
for your space, both physical and digital.  This interactive 
course walks you through the techniques and a simple 
activities you can apply immediately wherever you are 
working today.

Course: 2LEF-0546
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  W  5/17/2023
1:00 PM - 3:00 PM

LOCATION:  Online via Zoom 
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Data Practices - Personnel Data

Need of a refresher or new to personnel data as a 
manager, employer or human resources professional? This 
course is for you! A major source of liability for employers 
and managers is how personnel data and records are 
handled or sometimes mishandled. Learn what personnel 
data is and what it includes, the classifications of 
different types of personnel data and how to handle 
data on applicants, volunteers, employees and former 
employees. Understand how to properly handle discipline 
records and data as well as background and reference 
checks. We will thoroughly cover Minn. Stat. §13.43.

Course: 2LEF-0371
Instructor: Richard Hodsdon
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Th  4/27/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 OR 
Online via Zoom** 
NOTE: You choose whether to attend in person or 
virtually. 

Building and Leading a Diverse Team

The 21st century workplace has more age, gender, racial, 
and cultural diversity than ever before. Additionally, 
many organizations and employers have a renewed 
commitment to inclusion and diversity in the past two 
years. This training session will provide an overview of 
why building and leading a diverse team is important, and 
practical steps managers can do to create environments 
where diversity thrives and inclusion is a priority. The 
session includes personal, interpersonal, managerial, 
and organizational skills managers can build to help their 
teams leverage diversity and thrive.

Course: 2LEF-0552
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Th  3/16/2023
9:00 AM - 11:00 AM

LOCATION:  Online via Zoom** 

Coach the Coach

Coaching conversations that bring forth reflection and 
action to the forefront of the conversation have a much 
greater impact than the traditional ‘what to do & how to 
do it’ conversation. Using practice scenarios and a brain-
based four-step model, you will learn the framework of 
coaching, the strategy behind it, and how to apply it to all 
preferred communication styles.

Course: 2LEF-0505
Instructor: Liz Nolby
Post:  Not eligible
Post Hours: N/A
Tuition: $179.00

SECT 1  F  3/10/2023
8:00 AM - 12:00 PM

LOCATION:  Online via Zoom** 

**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 5



Effective Meetings

Do you wonder why a 30-minute meeting is still droning 
on after 60-minutes without covering the stated topic, 
if there even was one? Change the culture of the poorly 
planned, never-ending meeting. Learn to create, prepare, 
and facilitate effective and efficient meetings. Discover 
methods and tools you can use tomorrow to make the 
meetings you attend and run more valuable to all who 
attend.

Course: 2LEF-0547
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  4/11/2023
8:30 AM - 4:00 PM

LOCATION:  Online via Zoom** 

Employee Retention and Onboarding Skills

Does your organization struggle with high turnover? Can’t 
find people to hire? Then this workshop is for you! Many 
organizations unknowingly drive employees away the first 
day or have such poor on-boarding methods people leave 
the first week. Sometimes superstar employees up and 
leave while leaving scant information in the exit interview 
as to why they are leaving. Learn the most common 
mistakes to avoid such as putting new hires through 
“hours or weeks of watching training videos” or the big 
neon “help wanted” billboard posted out in front of the 
building. Organizations can easily be brighter and sharper 
in attracting and keeping quality staff! 

...continues on next page

Employee Retention and Onboarding Skills
...continued from previous page

Learn some new tricks to build and keep a high quality, 
stable workforce.

Course: 2LEF-0554
Instructor: Michael Kiefer
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Tu  3/7/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 

Ethical Challenge: 
Finding Courage During Difficult Times

This seminar has never been so important as it is today 
for it addresses many of the difficulties in policing from 
a moral or ethical standpoint. Shortly after the George 
Floyd incident I was requested to develop and present 
an ethical class that was not about blaming or judging 
but helping those caught in the middle. Those individuals 
were now being judged not for their actions but for the 
actions of a few. Ethics is not a soft subject, and it takes 
great courage to be the ethical officer when faced with a 
difficult situation. 

...continues on next page

**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 6



Improving Work Ethic and Personal 
Responsibility

The Minnesota Department of Employment and Economic 
Development (DEED) conducts worker surveys of the state 
workforce and consistently finds at the top of the training 
needs list is “work ethic”. Other nationwide surveys 
have been conducted with the same exact results. 
Does your organization struggle with: poor attendance, 
negative attitudes, entitlement mentality, time theft, poor 
meeting attendance, dress code issues, e-mail etiquette, 
internet abuse, cell phone addiction, basic organizational 
respect, social media problems, etc.? This session covers 
over twenty common workplace abuses and unethical 
behaviors and discusses how to make improvements. 

...continues on next page

Lean Principles

Not just for manufacturing – the concepts of lean 
and continuous improvement may be applied in any 
organization, to any process.  This introductory session 
teaches the foundations to build a lean system: including 
how to identify value and waste, the elements of a 
lean system, and how everything is based on the needs 
of the customer.  The session is highly interactive, 
participants will use hands-on activities to practice 
concepts in real-time.  After this course, participants 
can start their continuous improvement journey using a 
common language and common tools throughout their 
organization.

Course: 2LEF-0545
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  W  4/26/2023 
1:00 PM - 3:00 PM

LOCATION:  Online via Zoom** 

Ethical Challenge: 
Finding Courage During Difficult Times
...continued from previous page

This is not about judging right or wrongs, but to give 
you more tools to draw upon when confronted with an 
ethical dilemma rather than just acting instinctively and 
facing the devastating consequences of your actions or 
failing to act. This is a hands-on seminar which requires 
small group and direct involvement. We all bring our own 
stories, experiences, and can learn and grow together.

Course: 2LEF-0519
Instructor: Everett Doolittle
Post:  9250-0943
Post Hours: 7
Tuition: $299.00

SECT 1  W  3/15/2023 
8:00 AM - 3:30 PM

LOCATION:  Century East Campus - 2306 

Improving Work Ethic and Personal 
Responsibility
...continued from previous page

This session is especially helpful for: new hires, 
supervisors, leads, students, managers. Numerous case 
studies and eye-opening stories illustrate the principles 
presented. Help yourself and your organization become 
ethically healthy!

Course: 2LEF-0550
Instructor: Michael Kiefer
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Tu  2/7/2023
8:00 AM - 12:00 PM

LOCATION:  Century East Campus - 2313 
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Managing Consultants and External Teams

Project managers, leaders, and supervisors are often 
tasked with managing vendor and contract relationships. 
In many cases, this is a new experience for these 
individuals and they may have limited business 
experience. This session will introduce managing external 
teams as a unique business practice, outline some of 
the skills and tools needed to be successful, and provide 
best practices to allow you to develop or improve your 
skills. When properly applied, these skills will allow you 
to advance in your career, and make your organization 
successful.

Course: 2LEF-0559
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  W  5/17/2023
9:00 AM - 11:00 AM

LOCATION:  Online via Zoom** 

Maximizing Performance Reviews

A performance review is a valuable tool that is often 
undervalued by both managers and their direct reports. 
When done well, a performance review will create 
alignment, create a clear vision for career growth, inspire 
performance, and advance the organization’s goals. This 
session focuses on how to prepare for, execute, and 
implement employee performance reviews and resource 
managers with the knowledge and skills to deliver a 
valuable, and even enjoyable performance review.

Course: 2LEF-0556
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Th  4/13/2023
1:00 PM - 3:00 PM

LOCATION:  Online via Zoom**

Mindfulness

With everything you’re trying to accomplish, clearing 
out an overflowing inbox, juggling a calendar that’s 
racked and stacked, deadlines, bosses, employees, 
customers, family commitments, personal care, running 
your household, the list goes on, it’s no wonder you feel 
overwhelmed. Because of the demands of a ‘do-more-
with-less’ environment and a hyper-connected way of 
life, individuals find themselves in a chronic state of fight 
or flight. The effects of that can be devastating, for your 
professional and personal effectiveness and satisfaction. 
During this session, we will review what happens when 
you’re overworked and overwhelmed, and how practical, 
easy-to-do mindful exercises can help you feel less stress 
and show up at your best.

Course: 2LEF-0368
Instructor: Lisa Sorensen
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Th  2/9/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 

Management & Supervision: A Quest in 
Becoming the Ethical Leader

Whether you are new to the role or been in supervision 
for some time, this hands-on course is for all levels. Using 
a combination of individual and small-group interaction, 
we will focus on the leadership challenges in becoming 
an ethical leader who serves others; the importance 
of setting clear goals and objectives; strategies for 
managing conflict; how to build proactive teams; how 
and when to delegate; the difficulties and challenges 
of motivation and, accountability in performance and 
standards.

Course: 2LEF-5863
Instructor: Everett Doolittle
Post:  Not eligible
Post Hours: N/A
Tuition: $559.00

SECT 1  Tu, Th  2/28/2023 - 3/2/2023
8:00 AM - 3:30 PM

LOCATION:  Century East Campus - 2313 
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**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class.

Resilience: Bending During Times of 
Changes

Change takes its’ toll on our ability to accomplish 
personal and organizational goals unless we know how 
to bounce back when things don’t go as planned. Yet, 
life is full changes, good and bad. While we can’t stop 
change from happening, we can change our response to 
it.  Resilient people don’t dwell on things that didn’t work.  
They accept the situation, learn from the experience, and 
move forward.   As a result, resilient people tend to be 
happier, more productive, and more innovative.  Doesn’t 
that sound like a better way to deal with change?

Course: 2LEF-0412
Instructor: Nanette Gesche
Post:  9250-0936
Post Hours: 4
Tuition: $159.00

SECT 1  Th  5/18/2023 
8:00 AM - 12:00 PM

LOCATION:  Century East Campus - 2313

Situational Leadership

In times where resources are limited, change and growth 
are occurring and effectiveness is crucial, leaders need to 
ensure they are performing at their best. Now more than 
ever, leaders need to ensure they are effective at getting 
the job done and working as effectively and efficiently 
as possible. The Situational Leadership Model is an 
essential tool for assessing the needs of the workplace 
and responding to the needs of others in the most 
effective and efficient manner. 

...continues on next page

Situational Leadership
...continued from previous page

This model is proven, practical, and has been thoroughly 
updated to meet today’s business challenges. This 
eye-opening experience can result in fast professional 
development.

Course: 2LEF-0372
Instructor: Lisa Sorensen
Post:  09250-0916
Post Hours: 4
Tuition: $159.00

SECT 1  W  3/8/2023
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 

The Lost Art of Customer Service

When was the last time you had a great customer service 
experience? Most customer service training programs 
have been long forgotten. Many employees don’t have 
any idea on how to deliver excellent service. This session 
focuses on service through empowered, knowledgeable 
employees. In most cases when customer service 
complaints escalate, they result in big losses and serious 
public image/social media damage for the organization. 
This can all be avoided with proper training. This session 
covers: individual responsibility, the “bucket theorem”, 
organizational public image, exact factors that contribute 
to poor and excellent service, a formula for dealing with 
difficult customers, the CPR technique, going the extra 
mile, speed of service, creating surprise and delight in the 
customer’s mind. Learn what works in today’s society.

Course: 2LEF-0560
Instructor: Michael Kiefer
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Tu  5/16/2023
8:00 AM - 12:00 PM

LOCATION:  Century East Campus - 2311 
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PROJECT 
MANAGEMENT

**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class.

Project Management - Organizational 
Change for Project Managers

Often the results of a project will impact an organization 
- in this class, we will discuss the role of the project 
manager in helping the organization change and adopt 
the deliverables from the managed project. 

Course: 2LEF-0510
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  5/2/2023
10:30 AM - 12:00 PM

LOCATION:  Online via Zoom** 

Project Management - Project Execution/
Monitoring and Control/Project Closure

With both the team in place and the plan in hand, 
the hard work begins.  Learn how to execute the plan 
through the controls needed to monitor the work, all of 
the integrated parts of the project and project closure.  
Review what a good project manager will do to ensure 
their organization gets the most value from the completed 
efforts, and what the responsibilities of the project 
manager are relative to the team and organization.

Course: 2LEF-0506
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  4/25/2023
10:30 AM - 12:00 PM

LOCATION:  Online via Zoom** 

Project Management - Project Initialization

This module focuses on things that must be done before 
a project begins. Learn about project charters and which 
parts are required for any project. Review resources a 
project manager should reference, and create a list of 
possible activities needed to be completed for a large 
project.

Course: 2LEF-0502
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  4/18/2023
8:00 AM - 9:30 AM

LOCATION:  Online via Zoom** 

Project Management - Project Planning, 
Part 1

A project charter has been created and signed; what 
happens next to prepare for the project work to begin? 
This class will focus on the first half of planning a project 
that will meet the expectations of the charter.

Course: 2LEF-0503
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  4/18/2023 
10:30 AM - 12:00 PM

LOCATION:  Online via Zoom** 

10



Project Management - Project Planning, 
Part 2

A good plan is key to a project manager’s successful 
delivery of a completed project. Having taken into account 
the parts of planning a project, this module will continue 
to plan, making sure all 10 project areas are considered. 

Course: 2LEF-0543
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  4/25/2023
8:00 AM - 9:30 AM

LOCATION:  Online via Zoom** 

Project Management - Projects, Programs, 
Portfolios, and Change

This class will look at building a great project team.  We 
will think about a project supportive organization and 
culture, review the bigger picture to prepare project 
managers to work together to support the long term goals 
of the organization, and to bring value to the organization 
through coordinated effort.  

Course: 2LEF-0509
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Tu  5/2/2023
8:00 AM - 9:30 AM

LOCATION:  Online via Zoom** 

Project Management Capstone Project

Armed with the knowledge and understanding of project 
management gained in the six project management 
classes - we will put that learning to use with a hands 
on class project. The class will break into several project 
teams all working on different facets of a large hands-on 
project build. We will work with our sponsor to finalize 
our charter, work on a plan, and then execute the plan. 
There may be issues that arise and need to be resolved as 
we go back to our plan and determine our best next steps. 
The goal will be to finish the project and deliver to our 
sponsor the final product and then close out our project.

Course: 2LEF-0544
Instructor: Carolyn Vreeman
Post:  Not eligible
Post Hours: N/A
Tuition: $279.00

SECT 1  Tu  5/9/2023
8:00 AM - 3:30 PM

LOCATION:  Century East Campus - 2313 
NOTE: NOTE: You must have taken all six Project 
Management modules before attending this class. 

Interested in other courses?

View the 
Century College CECT 

Spring Catalog!

century.edu/training
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**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class.

MINDFUL 
PERFORMANCE SERIES

Creating Mindful Interactions in the 
Workplace

How can we bring mindfulness to our teams and company 
cultures? Theresa Rose, author of Mindful Performance: 
How to Powerfully Impact Profitability, Productivity, and 
Purpose, delivers an engaging, practical session on how 
you can improve your communications, get aligned with 
your colleagues in purpose and approach, and focus on 
what is truly important to reach personal and collective 
objectives. Your productivity will improve, but more 
importantly, your sense of balance, satisfaction, and 
personal success will skyrocket. The Mindful Performance 
Series may be taken as single classes. An advanced 
certificate in Mindful Performance is available for 
completion of all three as a series.

Course: 2LEF-0555
Instructor: Theresa Rose
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Th  3/23/2023 
1:00 PM - 3:00 PM

LOCATION:  Online via Zoom** 

Energy Management Using Mindful 
Performance

Discover how you can show up more powerfully in any 
situation -- at work, at home, and all day long -- by 
intentionally managing your energy. By focusing on 
your health, growth, and resilience, you will be able 
to take deliberate, consistent actions on the important 
tasks, not just the “urgent” ones. Theresa Rose, author 
of Mindful Performance: How to Powerfully Impact 
Profitability, Productivity, and Purpose, will be facilitating 
this engaging, highly-motivating experience and give 
you the strategies and tools you need to manage the 
most important resource at your disposal: YOURSELF. 
The Mindful Performance Series may be taken as single 
classes. An advanced certificate in Mindful Performance 
is available for completion of all three as a series.

Course: 2LEF-0553
Instructor: Theresa Rose
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Th  3/16/2023
1:00 PM - 3:00 PM

LOCATION:  Online via Zoom**

Getting to Yes: Persuasive Communication 
through Mindful Performance

It is not enough to “do a good job” if we aren’t able 
to consistently persuade others to act on important 
initiatives or agree to our proposed offers. By learning 
how to intentionally improve our online and in-person 
presence, attitude, and aptitude, we will be setting up 
all the pieces we need to build those critical connections 
required to meet goals and improve work satisfaction. 
Join Theresa Rose, author of Mindful Performance: 
How to Powerfully Impact Profitability, Productivity, and 
Purpose, as she guides a meaningful discussion on what 
it takes to get to YES, regardless of your educational 
background, organizational role, or sales abilities. 

...continues on next page
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Getting to Yes: Persuasive Communication 
through Mindful Performance
...continued from previous page

This course is part of the ‘Mindful Performance 
Leadership Series.’ Course may be taken independently. 
If classes are completed as a series a certificate will be 
awarded for the series. 

Course: 2LEF-0529
Instructor: Theresa Rose
Post:  Not eligible
Post Hours: N/A
Tuition: $79.00

SECT 1  Th  3/9/2023 
1:00 PM - 3:00 PM

LOCATION:  Online via Zoom** 

MARKETING &
COMMUNICATION

Better Work Through Interpersonal 
Communication

Each of us is unique.  Not only does this make 
communication interesting, it makes communication 
frustrating!  There is a simple reason; we all have a 
preferred communication style.  Find out why other 
people don’t communicate like you do, why it drives 
you crazy, and what you can do about it. You will 
learn how to: Identify assertiveness behaviors Identify 
responsiveness behaviors Determine a communication 
preference Understand your communication preferences 
Identify the communication preferences of others 
Recognize when and why we fight back 

...continues on next page

Better Work Through Interpersonal 
Communication
...continued from previous page

Manage difficult interactions Adapt your communication 
style to improve relationships and productivity A textbook 
will be included in the course fee and provided in class.

Course: 2LEF-0348
Instructor: Jeannette Grace
Post:  9250-0965
Post Hours: 6
Tuition: $299.00

SECT 1  Th  5/11/2023
8:00 AM - 4:00 PM

LOCATION:  Century East Campus - 2313

Communicate with Style

In a meeting, you observe a teammate with their brows 
furrowed and arms crossed.  You believe they are angry. 
They could simply be demonstrating behaviors common 
to their learning style.  Another team member jumps to 
conclusions without seeming logical thought.  This could 
be an outcome of their preferred learning style.  Move 
from assumptions to sound reasoning for communication 
behaviors. Discover your preferred learning style and 
how it shows up in day-to-day work life.  Lacking an 
understanding of learning styles, can lead to negative 
assumptions and an unhealthy work environment. This 
class will bring many “aha” moments about yourself 
and your co-workers. The formal learning assessment 
completed during the workshop is the 4MAT Leadership 
Behavior Inventory. 

Course: 2LEF-0534
Instructor: Liz Nolby
Post:  Not eligible
Post Hours: N/A
Tuition: $179.00

SECT 1  F  2/10/2023
8:00 AM - 12:00 PM

LOCATION:  Online via Teams* 

*SPECIAL NOTICE: This course will be held virtually through Microsoft Teams.  You will need an internet connection and an email address.  
Approximately three days before the start of class, you will receive an email with the link to your class.  To prepare for the class, test your 
connection by clicking HERE. Your instructor will not be able to troubleshoot technology issues during class. 13
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**SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class.

Conversational Intelligence

Business at its core is about people connecting with 
people, with everything happening through conversations. 
It isn’t always how smart you are, rather how effective 
you are in creating powerful conversations to build 
trusting relationships and mutual success. Sharing 
and challenging different perspectives comes with 
the territory of moving up the ladder. Authentic 
communication can be a challenge, and if done poorly, 
can lead to miscommunication, lack of trust, and poor 
collaboration between team members. If you tend to 
put off business conversations and want to expand your 
conversation skills to help you create buy-in for ideas, 
make better-informed decisions and obtain committed 
action from others, this class is for you.

Course: 2LEF-0524
Instructor: Nanette Gesche
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Tu  3/28/2023
8:00 AM - 12:00 PM

LOCATION:  Online via Zoom** 

Developing Critical Thinking

Critical thinking is the ability to think clearly and 
rationally, understanding the logical connection 
between ideas. Critical thinking has been the subject 
of much debate and thought since the time of early 
Greek philosophers such as Plato and Socrates and has 
continued to be a subject of discussion into the modern 
age. Critical thinkers rigorously question ideas and 
assumptions rather than accepting them at face value. 
They will always seek to determine whether the ideas, 
arguments and findings represent the entire picture and 
are open to finding that they do not. Become familiar 
with different styles of thinking, identify your personal 
critical thinking preferences, and learn how to use 
critical thinking to challenge assumptions and expand 
perceptions about situations.

Course: 2LEF-0359
Instructor: Lisa Sorensen
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Tu  4/11/2023 
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 

Microaggressions in Everyday Life (and 
How to Deal with Them)

Microaggressions are the everyday verbal, non-verbal, 
and environmental slights, snubs, or insults, whether 
intentional or unintentional, which communicate hostile, 
derogatory, or negative messages to target persons. 
While microaggressions are often not systemic and often 
covert, it can be very difficult for employers to identify 
and manage. Taking steps to positively address and 
mitigate microaggressions in the workplace requires 
identifying what microaggressions are and understanding 
the impact they can have. 

...continues on next page
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Microaggressions in Everyday Life (and 
How to Deal with Them)
...continued from previous page

Participants will learn what microaggressions are and 
the negative effects they can have on others, why certain 
remarks are considered microaggressions, and how to 
respond to microaggressions positively and effectively.

Course: 2LEF-0520
Instructor: Lisa Sorensen
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Th  1/19/2023 
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 

Persuasive Communication Skills

No matter what position you hold or the industry in 
which you work, communication skills are crucial to 
your success in the workplace. Every job requires human 
interaction, whether it’s with your supervisors and 
colleagues or with clients and customers. Developing 
strong communication skills can help facilitate these 
interactions with others, enabling you to perform your 
job more efficiently and productively.

Course: 2LEF-0557
Instructor: Lisa Sorensen
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Tu  4/25/2023 
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2313 

Positive Workplace Attitudes and Respect 
with People Reading

Let personality clashes become a thing of the past with 
this insightful motivational workshop! Learn about 
yourself and others. Participants will be positively 
empowered with essential people reading skills. This 
workshop is foundational knowledge for all managers, 
supervisors and team members! Participants will learn 
how to maintain strong cooperative and respectful 
working relationships. You will learn skills to modify 
your communications with others to develop “likability.” 
This is a very inspirational, fun session, studded with 
entertaining real-life experiences to illustrate the 
concepts along with small group activities. It is based on 
the four personality types and detailed information on the 
characteristic strengths and communication preferences 
of each style will be provided. Bonus! All participants 
will take a short survey to determine their individual 
personality style.

Course: 2LEF-0447
Instructor: Michael Kiefer
Post:  Not eligible
Post Hours: N/A
Tuition: $159.00

SECT 1  Th  1/12/2023 
8:00 AM - 12:00 PM

LOCATION:  Century East Campus - 2311 
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MICROSOFT 
APPLICATIONS

Theories of Conflict

From conflict spirals to game theory, conflict management 
gives a taste of how to approach conflict today. Using 
examples from conflicts playing out globally and locally 
we will try to understand the “how” in how we got 
here. Don’t worry, it’s not all doom and gloom, we will 
also look at effective strategies when faced with common 
conflict patterns. 

Course: 2LEF-0563
Instructor: Benjamin Lacy
Post:  Not eligible
Post Hours: N/A
Tuition: $279.00

SECT 1  W  2/15/2023 - 2/22/2023
8:00 AM - 12:00 PM

LOCATION:  Century East Campus - 2313 

Verbal Judo

Being an effective communicator under stress is a skill 
that can be invaluable in both personal and professional 
situations. Yet for many, dealing with tense situations 
is an area full of trepidation. One practical tool that has 
been around for years, and that can provide immediate 
techniques to help de-escalate a tense situation is Verbal 
Judo.  Verbal Judo is a simple and effective verbal 
method to reduce the possibility of increasing negative 
emotion or violence while remaining professional and in 
control. This class will introduce you to the practical and 
powerful techniques that you can use in any situation. 
These techniques can help you decrease stress, gain 
control and remain professional, no matter what you are 
facing.

Course: 2LEF-0202
Instructor: Lisa Sorensen
Post:  09250-0966
Post Hours: 4
Tuition: $159.00

SECT 1  M  5/15/2023 
12:00 PM - 4:00 PM

LOCATION:  Century East Campus - 2311 

Formulas and Functions in Excel

This class will focus solely on the use of formulas and 
functions. Spend time learning the proper way to use 
Dates, Lookup, and If functions. Discover the value of 
Named Ranges and where to use them. What about the 
new XLookup? And the Spill area? Step up your game, 
increase your confidence, and build a better data story.

Course: 2LEF-0525
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $119.00

SECT 1  W  2/22/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 2019/365: Access Level I

Let this class introduce you to the basics of database 
design theory and development.   Build and use queries, 
forms, reports, modify database structure, and tables.

Course: 2LEF-0483
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $199.00

SECT 1  M, W  3/27/2023 - 3/29/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 
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*SPECIAL NOTICE: This course will be held virtually through Microsoft Teams.  You will need an internet connection and an email address.  
Approximately three days before the start of class, you will receive an email with the link to your class.  To prepare for the class, test your 
connection by clicking HERE. Your instructor will not be able to troubleshoot technology issues during class.

Microsoft Office 2019/365: Access Level II

Expand your database design skills! Take a deeper dive 
into queries, forms and reports, advanced query wizards 
and other advanced design features.

Course: 2LEF-0484
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $199.00

SECT 1  M, W  4/3/2023 - 4/5/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 2019/365: Access Level III

Be empowered to design Access as a user-friendly tool 
for others. Expand your knowledge by using sub forms, 
creating form letters, importing and integration with 
Excel, Word and other databases.

Course: 2LEF-0485
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $199.00

SECT 1  M, W  4/10/2023 - 4/12/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Excel for Absolute 
Beginners

Are you afraid to take an Excel class as you’re an 
absolute beginner? Welcome aboard! This class is 
directed to those who have never opened Excel. Learn 
data entry, basic formulas, sheet manipulation, row/
column management, sort, and number formats. Obtain 
skills to promote yourself to our Level 1 class. Materials 
will be included.

Course: 2LEF-0541
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $119.00

SECT 1  W  1/18/2023 
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Excel Level I

Whether you are new to Excel or an experienced user, 
this class is a building block to future classes. Lay the 
foundation for Excel files. Break old habits and learn new 
techniques. Topics include charts, statistical formulas, 
21st century format tools, data entry shortcuts, headers/
footers, tip & tricks, and more.

Course: 2LEF-0469
Instructor: Donna Seys
Post:  9250-0959
Post Hours: 7
Tuition: $199.00

SECT 1  M, W  1/23/2023 - 1/25/2023
8:00 AM - 11:45 AM

SECT 2  M, W  4/17/2023 - 4/19/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 
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*SPECIAL NOTICE: This course will be held virtually through Microsoft Teams.  You will need an internet connection and an email address.  
Approximately three days before the start of class, you will receive an email with the link to your class.  To prepare for the class, test your connection 
by clicking HERE. Your instructor will not be able to troubleshoot technology issues during class.

Microsoft Office 365: Excel Level III

All roads have led you to this destination. Dive into Pivot 
Reports and learn the solution to slice and dice data 
within Excel. Discover how tools from previous classes 
are brought together for a complete solution. Learn to: 
exchange data between Excel and other programs, work 
in a single file simultaneously, customize features to your 
liking, and advanced Macro instruction.

Course: 2LEF-0471
Instructor: Donna Seys
Post:  9250-0961
Post Hours: 7
Tuition: $199.00

SECT 1  M, W  2/6/2023 - 2/8/2023
8:00 AM - 11:45 AM

SECT 2  M, W  5/1/2023 - 5/3/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Excel Level IV

Produce powerful, interactive reports in minutes instead 
of hours. Drop data to Excel from another source? Save 
endless hours with Power Query to quickly import, clean, 
shape, and analyze disparate data sources. Construct and 
share data through geographical 3D Maps, PowerPivot, 
and dynamic dashboards. Transform those large data sets 
into clear summary reports.

Course: 2LEF-0472
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $199.00

SECT 1  M, W  2/13/2023 - 2/15/2023
8:00 AM - 11:45 AM

SECT 2  M, W  5/8/2023 - 5/10/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Excel Level II

Discover what you have been missing in Excel. Explore 
views, data protection, and the creation of Macros. 
‘What-if’ analysis tools discover all possible answers to 
changing variables in formulas. Tables, the gem of Excel, 
turns any dataset into a dynamic range.

Course: 2LEF-0470
Instructor: Donna Seys
Post:  9250-0960
Post Hours: 7
Tuition: $199.00

SECT 1  M, W  1/30/2023 - 2/1/2023
8:00 AM - 11:45 AM

SECT 2  M, W  4/24/2023 - 4/26/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Forms

Rolling out a company survey? Quizzing your audience? 
Microsoft Forms enables you to create a survey or quiz on 
any topic. Distribute on any device via the web, email, 
or the mobile app. Capture the information you need 
anywhere, anytime. With easy-to-use tools and clear 
design suggestions, we will create a fillable form. We’ll 
poll, gather answers, and examine the summary. Learn 
how Forms integrates with other Microsoft applications 
allowing for informed business decisions.

Course: 2LEF-0551
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $119.00

SECT 1  W  3/22/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

18

https://connectivity.office.com/


Microsoft Office 365: OneNote

Dive into the best Microsoft program you ar probably 
not using. Digitally capture and share thoughts, ideas 
and to-do’s from just about any device while keeping it 
all in one place. Share notebooks with others to view or 
edit, or share a snapshot with someone who does not 
have OneNote. Attach spreadsheets, video diagrams, 
and information from the internet. OneNote is a great 
21st century time management tool with unlimited 
possibilities. 

Course: 2LEF-0477
Instructor: Donna Seys
Post:  9250-0972
Post Hours: 4
Tuition: $119.00

SECT 1  W  1/11/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Outlook Tips & Tricks

Discover Outlook tools that help wrangle those emails. 
Learn to use folders, rules, reminders, alerts, categories, 
and tasks. Stay on top of your calendar. Learn to share 
calendars, and track events.  This is a tips class.

Course: 2LEF-0548
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $119.00

SECT 1  M  1/9/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Planner

Microsoft Planner helps project managers and their teams 
put together plans and assign tasks. Use as a super to-
do list for personal projects. Get Organized – Microsoft 
Planner makes use of task cards in a Kanban board to 
visualize project stages. Use the traditional Kanban setup 
of “to do, doing, and done.” This helps organize your 
work, collaborate on projects, and maximize efficiency. 
Work Better Together – work your plan from within Teams 
or in Planner for web and get notified when a task is 
assigned to you in Planner. Use the chat feature to foster 
collaboration; make charts to demonstrate progress. 
Create Workflows – monitor progress to keep the work 
flowing smoothly. With Planner, you get full transparency 
into work processes.

Course: 2LEF-0562
Instructor: Donna Seys
Post:  Not eligible
Post Hours: N/A
Tuition: $119.00

SECT 1  M  3/20/2023 
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Word Level I

Learn the basics of this tried and true word processing 
software. Write with confidence by creating, editing, and 
formatting documents, create and format tables and learn 
tips & tricks to expand your Word horizons. 

Course: 2LEF-0476
Instructor: Donna Seys
Post:  9250-0962
Post Hours: 7
Tuition: $199.00

SECT 1  M, W  2/27/2023 - 3/1/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 
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About Us
Century College Continuing Education and Customized Training 
(CECT) is Minnesota's largest provider of training and development 
for professions and the trades, serving 10,000 individuals annually. 
We serve both workers and employers through open enrollment 
classes at the campus and customized contract training at the work 
site. CECT offers a full-time, year-round staff of training experts, 
instructional support staff and customer service representatives.

Century College
Continuing Education and Customized Training

3300 Century Avenue North
East Campus, Room 2330

White Bear Lake, Minnesota 55110

CONTACT US

SLOT Program Information:
Sharon Mason
651-773-1743

sharon.mason@century.edu

General Information:
651-779-3341

CECT@century.edu

Ask to be subscribed to our SLOT Monthly Newsletter!

____________________________

QUICKLINKS:

How to Register

Browse Subject Areas

Online Courses

Teach at Century CECT

@CenturyCECT 

*SPECIAL NOTICE: This course will be held virtually through Microsoft Teams.  You will need an internet connection and an email address.  
Approximately three days before the start of class, you will receive an email with the link to your class.  To prepare for the class, test your connection 
by clicking HERE. Your instructor will not be able to troubleshoot technology issues during class.

Microsoft Office 365: Word Level II

Stay with the flow by illustrating documents with 
graphics, work with themes and building blocks, merge 
documents, work with styles and templates while 
developing multi-page documents. 

Course: 2LEF-0478
Instructor: Donna Seys
Post:  9250-0963
Post Hours: 7
Tuition: $199.00

SECT 1  M, W  3/6/2023 - 3/8/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 

Microsoft Office 365: Word Level III

Integrate with other programs and collaborate with 
co-workers, friends, or family while learning advanced 
graphics, how to build a form and customizing Word to 
best suit your needs. 

Course: 2LEF-0479
Instructor: Donna Seys
Post:  9250-0964
Post Hours: 7
Tuition: $199.00

SECT 1  M, W  3/13/2023 - 3/15/2023
8:00 AM - 11:45 AM

LOCATION:  Online via Teams* 
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