To: Content Writers

From: Marcie, Katie, Sue

Date: March 28, 2010

Subject: Lesson Writing Reminders and Tips
Review the following conventions. Before submitting your lesson, please review the list to ensure that your lesson follows these conventions. These conventions are based on our observations in reviewing the lessons that have been submitted to date. 

Critical Review of Lesson

· How is this lesson better than the lesson in the textbook? If the lesson is a series of read this section, answer these questions —  it is time to revise the lesson.

Copyright Issues
· There should be no large passages of text pasted into a lesson from a source with copyright restrictions.

· Copyright should be checked for text, images, etc. and if it is restricted (all rights reserved), another source must be found.
Images

· Writers are responsible for identifying the image and location of that image and supplying that information.

· When reviewers read “find a world map” in a lesson, it is too vague and the comment will be for the writer to find it.

· If a writer has difficulty finding an image, it is the writer’s responsibility to contact the lead writers, editor, or project manager for help.

· Questions to guide choice of images: How does this image enhance the lesson? Is the image integrated into the lesson? 
Interactive Map

· Connect the interactive map to the lesson.

· Integrate the map into the lesson so that it is not be another reading activity standing in isolation from the lesson.

· Limit the number of words to 4-5 for the pushpins on the interactive map.

· Whole paragraphs of text cannot be used for push pins.
Key Terms

· Key terms are just that – terms. The convention announced at our initial meeting was that the key terms would not include dates, names, or places.

· Dates, names, and places may be defined in context within the lesson. Indicate to the developer if you want dates, names, and places in shaded boxes to give emphasis.
· Images can be added to the key term definition pop up pages and Word Bank (Articulate) exercises.


Interactive Elements

· There are many ways to design lessons that are interactive and flash choices are posted for your use. However, you may want something that isn't in an existing template. Describe what you want and we will try to make it happen. 
· Consider, also, that the parts of the lesson can be left to the classroom teacher. 
· This is your opportunity to be creative and make this a truly hybrid course.

· Be sure to check out the new flash templates that are now in the online course: Semantic Map, Three Circle Venn Diagram, and Cause and Effect Diagrams.

Key Questions in the Lesson

· Key questions are based on the Essential Question for each unit.

· Key questions may reflect one element of the Unit Essential Questions.

· Writers construct the key questions in the lesson.

· Review the quality of key questions before submission.

BCR/ECR

· Review the process for writing a BCR/ECR.

· A PowerPoint presentation is posted in Basecamp to review before submitting constructed responses in a lesson. Go to the Files Tab(select Style Guide Samples link on the right. 
· Information about writing a BCR/ECR is at http://mdk12.org/instruction/curriculum/hsa/government/ss_formatbcr.html
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