
Lesson Submission Process
Evaluation Criteria
All content writers will be evaluated based on the following criteria:
· meets deadlines

· communicates effectively and regularly

· submits quality lesson plans 

· adheres to writing template and style guides

· revises lessons as needed
Writing Guidelines/Checklist
Below are a few guidelines you must adhere to for the duration of this project.  Deadlines are extremely important so that prompt feedback may be provided. 
· use the Lesson Template provided for you

· submit work in Microsoft Word 2003

· complete the lesson in Verdana 10 point font

· turn off automatic formatting, including auto correct, indentations, numbering, bulleting, etc.

· do not use text boxes

· do not include icons for student instructions

· do not embed macros in lesson

· include student resource sheets and answer keys to support the lesson activities and assessments.

· check reading level (aim for 8th grade)

· use and correct spelling and punctuation (use spell and grammar checks especially for parallel construction, verb tense, etc.)

· provide clear lesson instructions that can be easily followed

· use explicit directions for editors and technical developers using highlighting (see page 8)

· cite the interactive template name (as identified in the D2L Community) to indicate the type of activity requested/envisioned

· include explicit instructions for students (e.g. “After reading the material above, record the definition of rule of law on your student resource.”) 

· include explicit directions when asking students to view an external Web site for information they will be assessed on in the lesson (e.g. “You will be using the Magna Carta Web site throughout this lesson. Make sure the sound on your computer is turned on. Read the directions below first, then link to the Magna Carta Web site…”)

· use PowerPoint to develop an activity where students will view a presentation; please use  Verdana 32pt font (To see an example of a presentation, see addendum to completed lesson plan template) 

· submit descriptions of image(s) you would like to include with the activity/page; the image editor will find an image for you

· consider Bloom’s Taxonomy:  http://techlearning.com/article/8670 
Basecamp Instructions

1. Go to https://keganassociates.basecamphq.com/clients. 

2. Login using the username and password you were assigned.

3. Select the World History Hybrid Link on the right to enter the project area.

4. Select the Files tab and upload your lesson. Be sure the lesson is properly named and is placed in the correct category.  Send an email notification to Sue Spencer. 
5. Select the the To-Do Tab and check off your task. 
6. If needed, use the Messages Tab to send Sue a note regarding your lesson. 

7. Be sure to upload new versions of a lesson draft to the original file.

Workflow
1. Lesson Outline is Drafted by Writers
Content Writer works with his/her partner to develop the lesson draft, using the writing template and style guide.  Content Writer contacts the lead writers with questions (as needed) to draft lesson. Writers are encouraged use the eCommunity to post questions and identify needs, etc.
2. Lesson Draft is Submitted to Content Editor (Sue) 
Content Writer submits his/her lesson to Basecamp and notifies Sue via email (check box).  Editor reviews the lesson for content. 
( Content Editor approves the lesson draft and sends the lesson to Usability Reviewer via Basecamp.
( Content Editor sends the lesson outline back to writers with requested modifications.

3. Lesson Draft is Submitted for Usability Review (Peggy) 
Editor reviews the lesson for language, reading level, special education concerns, etc.  

( Usability Reviewer approves the lesson draft and sends the lesson to Style and Copyright Editor via Basecamp and notifies Content Editor.
( Usability Reviewer sends the lesson back to the Content Editor for requested modifications.
4. Lesson Draft is Submitted to Style Editor (TBD) and Copyright Editor (TBD) 
a. Style Editor reviews the lesson for style guide adherence, image selection, and accessibility.  The editor makes development notes, as needed.
( Style Editor submits the lesson review notes to Basecamp and notifies Katie (Project Manager) via email.
b. Copyright Editor reviews the lesson (as needed) and all copyrighted or restricted materials are noted.
( Copyright editor uploads the copyright notes for the lesson to Basecamp and notifies Katie (Project Manager) via email.
5. Lesson Draft is Submitted to Project Manager/Technical Lead for Online Development (Katie) 
The lesson is reviewed and development notes are added (as needed) and sent to the appropriate developers (html, flash, articulate). The tasks and timeline for lesson development is set in Basecamp.
( Lesson is developed online. 
6. Online Lesson is Reviewed (Writers/Lead Writers)
The online lesson is reviewed by the writer(s). Edits are noted (as needed) and posted to Basecamp. The Project Manager (Katie) is notified by email.
( Writer approves the online lesson and notifies Katie via Basecamp.
( Writer requests lesson edits and uploads the edits to Basecamp and notifies Katie. Katie works with developers to ensure the edits are completed.

7. Online Lesson is Submitted to Content Office for Approval (Marcie) 
Content Office reviews the online lesson for content. The content office makes edits and notes, as needed.

( Content Office approves the online lesson and notifies Katie.
( Content Office sends the lesson back with requested edits.  Katie works with the project team to ensure the edits are completed.
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