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Purpose

In performing your duties as a juror for the Delaware Model Unit Gallery, you will be
interacting with the Delaware Recommended Curriculum (DRC) Group’s Instructional
Unit Processing System (IUPS). Within IUPS, you will:

apply to jury various content areas and grade levels,
confirm your acceptance of jury assignments,

enter your decision for each assignment,

upload decision rubrics to support your decision.

This document will guide you through all of the above tasks using screen captures from
the IUPS application to help you along the way.

Training

In order to be a juror for the Delaware Model Unit Gallery, you must take the Department
of Education’s Juror Training Course. To sign up for the course, please contact Juley
Harper or Dusty Shockley of the Department of Education:

e Juley Harper, jharper@doe.k12.de.us, (302) 735-4180
e Dusty Shockley, pshockley@doe.k12.de.us, (302) 735-4180

Volunteering to be a Juror

Once you have completed the course, you will make your request to be a juror through
the Instructional Unit Processing System. TUPS is available through the Department of
Education’s Single Sign-On system at https://login.doe.k12.de.us . Click on
Instructional Unit Processing System from the Single Sign-On menu. You will see the
ITUPS main screen (Figure 1):
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State of Delaware

The Official Website for the First State

Welcome to the Delaware Department of Education’s

Instructional Unit Processing System

Here's what you can do today: ) Announcements...

Wew User of this Systern? Click Here to Get Started| December 15

Browse the Resource Library Welcome to our new

Web site for
Request a Peer Review Coach submitting curriculum
i o units to be considered
I would like to be a Peer Review Coach P
T would like to be a Juror Delaware Model Unit
- Gallery! We welcome
Return to Single Signn Menu your participation in

this worthwhile
endeavor, Thank you

welcome back, Jeff.

+_TOP

s || cabout site || e

5 || translate || dela

Figure 1: [IUPS main menu

Click the menu option that says I would like to be a Juror. You will see the following
screen (Figure 2):

W \awiz
[(s good
being first:

State of Delaware

The Official Website for the First State

Instructional Unit Pros

partment of Education

INTRODUCTION TO VOLUNTEERING

To volunteer o be & juror, you must first take the Department of Education’s training course on being a juror. To sign up to take this training course, please contact Juley Harper of the
Department of Education at 302-735-4180 or via email at jharpenf@doe k12.de.us or Dusty Schockley at pshockleyi@doe k12 de.us . If you have already taken this course, please check the
box below and click the ‘Continue’ button

[ By clicking here, | signify that | have taken the Department of Education's jurar training course and | am volunteering to became a juror

‘ Return to Home Page | ‘ Continue

+_ToP

doe Home | site map || &bout site | contact us | translate | delaware.gov

Figure 2: Introduction to Volunteering

Click the check box to indicate you have completed the Juror Training Course and click
the Continue button. You will be taken to the screen shown in Figure 3.
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LA State of Delaware

7[ ; The Official Website for the First State

repartment of Education Instructional L

VOLUNTEER TO BE A JUROR

The chart below specifies the content areals) and grade level(s) that you are willing to juror. You must
specify at least one content area and grade level. To add a content area and grade level, select the
appropriate content area and grade level from the drop down boxes and press the Add button, Repeat
this process for each content areafgrade level combination that you wish to wolunteer to jury.

Content Area Grade Level | Taught This
| AgriScience | A Grades =] T

|Retum ta Main Menul | Apply |

+_TOP

doe home |

site map || about site - || contact wus || translate || delaware.gow

Figure 3: Volunteer to be a Peer Review Coach

You will volunteer to be a juror for one or more content areas and grade level
combinations. You must select the content area and grade level for each content/grade
level combination for which you are applying. For example, if you wish to volunteer to
jury English Language Arts for grades 9 through 12 select the Content Area “English
Language Arts” from the left hand drop down list, select “Grade 9” from the right hand
drop down list. If you have taught this content area/grade level combination, check the
box for I Taught This. Click the Add button next to add this content area/grade level
combination to the list of areas for which you are volunteering. Repeat this for grade
levels 10 through 12. When finished, your screen should look like that shown in Figure
4.
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hes _gm,.;\-. State of Delaware

being [irst; The Official Website for the First State

-

artment of Education

VOLUNTEER TO BE A JUROR

The chart below specifies the content area(s) and grade level(s) that you are willing to juror. ¥ou rmust
specify at least one cantent area and grade level. To add & content area and grade level, select the
appropriate content area and grade level from the drop down boxes and press the Add button, Repeat
this process for each content areafgrade level combination that you wish to volunteer to jury.

Content Area Grade Level | Taught This
English Language Arts Grade @ 7]
English Language Arts Grade 10 7]
English Language Arts Grade 11 B
English Language Arts Grade 12 E Edit-l i Delete-l
| AgriScience = |l Grades | T Add
| Return to hain bdenu | | Apply—l
t _ToP
doe home || 3ite map || about site || contact us || translate || delaware.gow

Figure 4: Volunteer to be a Peer Review Coach for ELA grades 9 through 12

When you have selected all of the content area/grade level combinations for which you

are applying, press the Apply button. You will be taken to a screen acknowledging your
application.
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Tl State of Delaware

l_}{'-iil_‘..'{'. first; The Official Website for the First State

tment of Education

Thank you for volunteering to be a Jurorl Your reguest will be processed as
soon as possible and a decision will be sent to you via email.

| Return to Home Page

+_TOP

doe home | 3ite map | about site || contact us | translate | delawace.gow

Figure 5: Acknowledgement of your request to be a juror.
Click Return to Home Page to return to the [UPS main menu as shown in Figure 1.

Within a week or two, you will receive an email from the IUPS application indicating
whether or not you have been accepted as a juror for the Delaware Model Unit Gallery.
You may be accepted for all of the content area/grade level combinations for which you
applied, some of them, or none of them depending on the need for jurors in those areas.
The email you receive will resemble the one in Figure 6.
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From: DRC_DoMotReply@doe k12, de.us Sent:  Thu 7/31/2008 11:37 AM

Tao:
o
Subject: DRC: You have been accepted as a Juraor!

Wour application to become a juror has been approved! You hawve heen approved:J
to jury the following areas:

English Language Arts grade 9
English Language Arts grade 10
English Language Arts grade 11
English Language Arts grade 12

Thank wvou for wolunteering to serve as & Juror for the Delaware Department of
Education. We appreciate wour contributions to this wery worthwhile process.
With wour help, we can create & rich repository of instructional units to serve
as & resource to build guality, authentic teaching in every classrool.

Please do not reply to this autowated emwmail. No humanh will see it. If wou
hawve gquestions regarding this email or the jury selection process, please
contact the Delaware Recommended Curriculunm group at 302-735-41580 or
jhansenfdiamondtcechnologies.com or garagedudelfomail.com.

Fincerely,
DIelaware Recomrended Curriculin
Delaware Department of Education

Figure 6: Juror Acceptance Email

Receiving an Assignment

Once you have been approved to be a Juror by the staff of the Delaware Recommended
Curriculum Group, you will be assigned to jury instructional units for inclusion in the
Delaware Model Unit Gallery. When you are assigned to be a juror, you will be notified
in an email like the one in Figure 7.
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From; DRC_DoMotReply@doe ki2.de.us Sent; ‘Wed 7/30/2008 10:12 AM
To: Hansen Cebbie

o Harper Juley; Shockley Prestan

Subject: DRC: ¥ou have a new jury assignment!

The Department of Education (DOE) has assigned vou to be a juror for the following Instructional ;I
Tnit:

Tnit: FBack to the Future
Content Level(s)/Grade (8): Visual and Performing Arts 7, &, 9, 10, 11, 12

Please log in to the DOE's Instructional Unit Processing System to review this assigrmwent and
indicate whether you will accept or decline this assigrment. Please do this by midnight on
g/6/2005.

Tou can access the Instructional Unit Processing S3vystem through the DOE’'s Single J3ignOn Svystem at
https:// login.doe.kl2.de.us/DDOESE0/ Home / Howe . aspx

Please do not reply to this sutomated email. No human will see it. If you have gquestions
regarding this email or your assigmmwent, please contact the Delaware Recommended Curriculum group
at 302-735-4180 or jharperfdoe.klZ.de.us or pshockleyldoe.k1Z.de.us.

Thank vyou for participating as a juror!
Sincerely,

Delaware Recormended Curriculum
Delawvare Departmwent of Education

Figure 7: Juror Tentative Assignment

Accepting an Assignment

This assignment is only tentative until you log in to the IUPS application and accept it.
The link to Single Sign-On in the application is a live link, so you may click it to be taken
directly to that application to log in. Sign in as described on page 1 of this document.
Once at the IUPS main menu, select the Show the People I am Coaching option.

NALLETS
s gom]\ State of Delaware
6

heing first: The Official Website for the First State

Instructional Unit

SELECT JURY ASSIGNMENT

Theses are the units you have been assigned or tentatively igned to jury. Press the "Select’ button on the row
containing the unit you wish to view or process.

Unit Name  Designer Submitted On Assig t Date Assig Status Meets Standard? Decision Date
test 20080325 Jeff Hansen 372572008 12:00:00 AM  3/26/2008 12:00:00 AM  Assigned i /2502008 12:00:00 AM | Select
hlath 101 Jeff Hansen 971072007 4:17:43 FM 9/0/2007 4:2421 PM | Tentatively Assigned | Select

Return to Home Page

+_TOP

doe Home |

Figure 7: Current Coaching Assignments

You will be shown a screen which will list all of your jury assignments whether they are
tentatively assigned, accepted, or completed. See (some Figures are written with a capital
F and some are lower cased) Figure 7. Click the Select button next to the new, tentative
assignment to view its details.
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PROCESS UNIT

Assignment Status:  Tentatively Assigned
Response Deadline: 5/7/2003

Accept Decline |

Designer: .Jeff Hansen
District: CHRISTINA SCHOOL DISTRICT

Unit Name: Math 101
Unit Summary: [\ew math unit =]

Content and Grade Levelis): Mathematics 5

Design Principles:

¥ Bth Grade Technalogy Literacy
T International Education

IT Differentiated Instruction

T Universal Design for Learning
¥ 215t Century Learning

Wiew Unit Document | Wiew Peer Review Data | Get Rubric

Return to Main Menu | Return to Assigned Units |

Figure 8: New Assignment Detail

The screen in Figure 8 will summarize your tentative assignment. You will know who
the designer is, the district in which they are employed, and the basic details they
provided about their instructional unit. You will also able to view the unit document and
Peer Review data.

Any new assignment will be labeled as “tentatively assigned” until you confirm that you
will accept it. Accepting the assignment is at your discretion. If you know that there are
reasons that will preclude you from completing the assignment in a timely fashion, you
have the option to decline the assignment. You have seven days from receipt of the
email to log in and accept or decline the assignment. If after seven days you have not
acted upon this invitation, this assignment will automatically be declined on your behalf.
If you know you are not going to be able to accept the assignment, please decline it as
soon as possible so that another coach may be assigned.

Click the Accept Assignment button to accept this assignment or the Decline
Assignment button if you wish to decline. Please note that if you decline the assignment,
you will be asked to provide the reason for declining. Your reason will be shared with
the Department of Education.
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elawiap

State of Delaware

The Official Website for the First State

Delaware Departrment of Education

DECLINE JURY ASSIGNMENT

Unit: Math 101
Submitted by Jeff Hansen

Please specify the reason you are declining this jury assi Note that this reason will be shown to DOE.

Characters left 512

| Decline Assignment

| Return to Home Page I ERetum ta Assighment

s

doe home || site map || about site | contact ws | tramslate [ dels re. gov

Figure 9: Declining an assignment

If you choose to decline this assignment, your task is complete until you are tentatively
assigned to coach another designer.

If you accept the assignment and clicked the “Accept Assignment” button, as shown in
Figure 8, a confirmation email will automatically be sent to the [UPS system
administrator, and also to you, confirming acceptance of this assignment. You are now
ready to jury the unit you have accepted.

Working With IUPS to perform your Jury Review
Once you accept the assignment, you will note that the screen you were looking at has
changed slightly (see Figure 10 — compare to Figure 8).
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PROCESS UNIT

This assignment has heen marked as accepted. Please check your email for assignment confirmation.

Assignment Status:  Assigned

Designer: Jeff Hansen
District: CHRISTINA SCHOOL DISTRICT

Ask Designer a Question | Wiew Designer's Answer

Unit Name: ath 101
Unit Summary: [hew math unit =]

Content and Grade Levelis): Mathematics 5

Design Principles:

[# fith Grade Technology Literacy
[T Intemational Education

[T Differentiated Instruction

= Universal Design for Learning
[# 215t Century Learning

“Wiew Unit Docurnent | “Wiew Peer Review Data | Get Rubric

Render a Decision | Digcuss with Other Jurars |

Return to Main Menu | Return to Assigned Units |

Figure 10: Unit detail screen after jury assignment has been accepted.

Note the Accept and Decline buttons have been replaced by the Resign button. Use the
Resign button if you must terminate this jury assignment. You will need to provide a
reason for the termination.

Two additional buttons appear at the bottom of the screen. Let’s go through all of them.

View Unit Document: clicking this button will open the designer’s unit document. You
may save it to your hard drive if you wish.

View Peer Review Data: clicking this button will allow you to view the Peer Review
Coach’s data for this unit. You will also have the opportunity to view the coaching
rubric that the Peer Review Coach submitted.

Get Rubric: clicking this button will open a copy of the rubric you will use to jury this
unit. Save this document to your hard disk and record all required information in it. You
will be responsible for uploading this document to the [IUPS application when you
are finished reviewing this instructional unit.

Discuss with Other Jurors: clicking this button will take you to a discussion forum
where you can anonymously communicate with the other two jurors assigned to jury this
unit. You may communicate with the jurors before or after you render your decision, but
before is generally the best time.
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State of Delaware
The Official Website for the First State

nstructional Unit Pro

re Department of Education

JURY DELIBERATION

Jury Deliberation for unit Math 101

There has heen no discussion on this unit. Please enter your gquestion or comment helow if you wish to converse with the other jurors about this unit.

Enter your text below (2500 characters or less). Optionally attach a document, then click 'Submit' to submit your discussion itern to the other jurors of this unit

Characters left: 2500

Attach docurnent (optional) | || Browse..

‘ Return ta Main Menu | | Retumn ta Unit

=il

doe home || sice map || about site || contact us || tran

Figure 11: Jury Deliberation.ﬁ

Once you submit a question to the other jurors, the IUPS application will both jurors an
email indicating your action. When either has provided feedback to your question, you
will receive an email from the application indicating there has been a response to your

query.
Render a Decision: clicking this button will take you to the screen where you will

record a “meets the standard” / “does not meet the standard” decision. You will also
upload your completed rubric document from this screen (see Figure 12).

<oliva
NGELE P

A State of Delaware

o first; The Official Website for the First State

Diepartment of Education

RENDER A DECISION

Unit Name. Math 101
Designer: Jeff Hansen

Please indicate your decision regarding this unit.
€ This Unit Meets the Standard
€ This Unit DOES NOT Meet the Standard

Enter the name of the file you are submitting which contains the rubric for the unit you juried. The name of the file should include the full path to the location on your
computer where the file resides. You may press the Browse button to locate the file.

At this time, only Microsoft Word (.doc) and Adobe Acrobat (.pdf) files less than 4 MB can be accepted. If your file is greater than 4 MB, it may not upload properly.

| | Browse.. |
Submit Decision
‘ Return ta Main Menu | [ Retum to Unit
+_TOP
doe home || site map || sbout site | contact ws || tramslate [ delaware.gov

Figure 12: Render a Decision.
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e You MUST supply an electronic copy of your completed rubric document to the
IUPS application when submitting your verdict.

e You MUST supply the required data and document in order to save your
decision.

Once you have supplied the required data and documents, click the Submit Decision

button at the bottom of the screen. You will receive a response back from the IUPS

application that your decision and document(s) have been successfully saved (see Figure

13). If you do not receive this message, your decision has NOT been saved.

PROCESS UNIT
Your decision has been recorded. Thank you!

Assignment Status:  Assigned

Designer: Jeff Hansen
District: CHRISTINA SCHOOL DISTRICT

Ask Designer a Question I “iew Designer's Answer

Unit Name: Math 101
Unit Summary: [\ew math unit =]

Content and Grade Levelis): Mathematics 5

Design Principles:

¥ Bth Grade Technalogy Literacy
T International Education

IT Differentiated Instruction

T Universal Design for Learning
¥ 215t Century Learning

On 7/31/2008 2:25:31 PM you determined this unit MEETS THE STANDARD.

Wiew Linit Document | Wiew Peer Review Data | Get Rubric

Render a Decision | Discuss with Other Jurors |

Return to Main Menu | Return to Assigned Units |

Figure 13: Decision successfully saved.

Once you have rendered your decision, you are finished with this jury assignment, at least
for the time being. If the unit is found to have met the standard by at least two of the
three jurors and confirmed by the supervising Education Associate, this unit will be
considered worthy of inclusion in the Delaware Model Unit Gallery and your job as a
juror for this unit is complete. If two of three jurors and/or the Education Associate find
that this unit does NOT meet the standard for inclusion in the Delaware Model Unit
Gallery, you may be asked to reconsider subsequent submissions of this instructional

unit. If this is the case, you will perform these same steps to reconsider any subsequent
submissions.

You may change your decision at any time up until the current jurying period closes.
After the jurying period closes, your decision is locked and cannot be changed.

Once you have successfully entered your data and document(s) and received the success
message shown above, your jury assignment may or may not be considered complete.
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Click the Return to Home Page button at the bottom of the screen to return to the [UPS
main menu.

If you are unsure when the next unit submission period begins and ends, please contact
Juley Harper or Dusty Shockley for this information (contact information at the top of
this document).
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