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	Process & Guidelines for Lesson/Units Submissions to ADE


This document outlines the process for submitting lessons and units to the ADE.  Lessons and units that are identified as “Exemplars” and “Exemplars if Improved” may be posted in an online repository for shared access to high-quality instructional materials.  ADE will accept submissions from districts, charters, school sites, and partner organizations.  Partner organizations can include institutes of higher-ed, non-profit organizations, regional centers, etc.  Submission procedures are as follows:
1. [bookmark: _GoBack]For evaluation by the ADE, a lesson or unit must first be reviewed thoroughly by the submitting organization; the lesson/unit must have received an overall rating of an E (Exemplar) or E/I (Exemplar if Improved) on the EQuIP Rubric.

We recognize that districts, charters, schools and partner organizations will determine their own structures for completing this initial review; however, we expect for materials submitted to ADE have been reviewed thoroughly by the submitting organization. To be considered, the lesson/unit must have received an overall rating of an E or E/I on the EQuIP Rubric. 

2. The submitting entity must complete the ADE Lessons/Units Submission Cover Sheet and provide the FINAL electronic rubric feedback form for the lesson or unit.

The submission cover sheet provides detailed guidelines regarding the materials and information that should be included in all submissions for both ELA/literacy and math. In addition, your organization is required to submit a completed ADE Lessons/Units Submission Cover Sheet and include the completed FINAL electronic rubric feedback forms used to evaluate the lesson or unit. (Achieve has made available training materials and e-Learning modules to support states, districts, schools and partner organizations interested in establishing an EQuIP quality review process for language arts and mathematics lessons/units. These resources can be found http://www.achieve.org/EQuIP).  Webinars and professional development opportunities are available around the state through ADE and Regional Centers.

3. A lesson or unit and accompanying materials can be submitted via email to K12Standards@azed.gov

· ADE staff will confirm that all the necessary materials concerning the lesson or unit have been submitted.  Any questions from ADE staff will be directed to the point of contact listed on the ADE Lesson/Unit Submission Cover Sheet.
· Submitting organization has included any and all appropriate permissions for any lesson or unit that contains copyrighted material.
· Submitting organization allows ADE to publish and make submissions available under a Creative Commons Attribution-NonCommerical-ShareAlike 4.0 International License. 

4. ADE will notify the submitting organization of lesson or units that will be included in the state online repository.
· ADE staff will email the point of contact with a timeline as to when the lesson or unit will be posted.

ADE Lessons/Units Submission Cover Sheet
Submit materials electronically in a document that can be easily formatted and edited.
	Submitting District/Charter and appropriate point of contact: 

	District/Charter Name:
School Name:
Point of Contact:
Email address:
Phone number:
County: 

	Material(s) provided: [Check all that apply]

	      Lesson
      Unit or longer lesson
      Student Work
      Assessment 


	EQuIP Scoring:

	Prior to submitting, this lesson/unit has received an overall rating of an E (Exemplar) or E/I (Exemplar if Improved) on the EQuIP Rubric.  
Overall Rating________
Please include the EQuIP feedback forms from two separate reviews that indicate an overall rating of E or E/I.

	Title:

	


	Grade level/grade band:

	

	Subject area / Course name:

	



	Please list the Arizona College and Career Ready Standards (AZCCRS) that are targeted in this lesson or unit.  

	


	If this lesson/unit is designed to be taught in a content course (science, social studies, PE, music, etc.), please list all other K-12 Academic Standards that are targeted in this lesson/unit, and describe how the targeted AZCCRS standards will be used to develop understanding of these discipline-specific content standards.  

	



	How were the EQuIP Rubrics and quality review process used in the creation or revision of this lesson/unit? Please attach the completed electronic rubric feedback forms that were used to evaluate the lesson/unit.  
We recognize that districts, charters, schools and partner organizations will determine their own structures for completing this initial review; however, we expect that materials submitted to ADE have been reviewed thoroughly by the submitting organization. The lesson/unit must have received an overall rating of an E/I or E on the EQuIP Quality Rubric.

	



	For ELA/literacy lessons or units, please provide information about analysis on the complexity of the text used in the lesson/unit for any texts used in the lesson/unit. 
For additional information on selecting text(s) that measure within the grade-level text complexity band and are of sufficient quality and scope for the stated purpose, see the AZCCRS-ELA, the Supplement for Appendix A: New Research on Text Complexity as well as Quantitative and Qualitative Measures and the Publisher’s Criteria at http://www.azed.gov/azccrs/elastandards/.

	



	For ELA/literacy lessons or units, please provide the text(s) as an attachment or as a link and do NOT embed within the lesson/unit.  Please provide text references within the lesson/unit.
I have provided enough information about the text as stated above.

	      Yes
      No

	For mathematics lessons or units, please list the Mathematical Practice(s) that are fully addressed in the lesson/unit.

	



	Please provide a short description how the lesson or unit is organized. Please reference page numbers for the assessment opportunities, answer keys, rubrics, etc. for evaluating assessments.

	




	Online Repository:  I understand that should these materials be identified by ADE as “Exemplars” or “Exemplars if Improved,” the materials and/or the feedback may be posted in an online state repository for shared access to high-quality instructional materials.

	      Yes
      No

	Final Submissions: I understand that not all submissions will be posted in the ADE repository. ADE reserves the right to select final submissions to go into or come out of the repository.  

	      Yes
      No

	COPYRIGHT:  I understand that I must include appropriate permissions for any content in the lesson/unit that I do not own as these resources will be made be made available publically.   I have included appropriate permissions for any copyrighted content.

	      Yes
      No

	CREATIVE COMMONS LICENSE:  I understand that the ADE will use the submissions under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License.

	      Agree
      Disagree
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