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Purpose 
In performing your duties as a Peer Review Coach 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 coach for various content areas and grade levels, 

• confirm your acceptance of coaching assignments,  

• enter peer review data for each assignment, 

• upload assigned designer’s unit document on their behalf, and 

• upload decision rubrics regarding each assigned instructional unit’s readiness for 

jury processing. 

 

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 Peer Review Coach for the Delaware Model Unit Gallery, you must take 

the Department of Education’s Peer Review Training Course.  To sign up for the course, 

please contact Juley Harper or Dusty Shockley of the Department of Education: 

 

• Juley Harper, jharper@doe.k12.de.us, (302) 735-4180 

• Dusty Shockley, pshockley@doe.k12.de.us, (302) 735-4180 

 

Volunteering to Coach 
Once you have completed the course, you will make your request to be a Peer Review 

Coach through the Instructional Unit Processing System.  IUPS 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 IUPS main screen (Figure 1): 
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Figure 1: IUPS main menu 

  

Click the menu option that says I would like to be a Peer Review Coach.  You will see 

the following screen (Figure 2):   

 

 
Figure 2: Introduction to Volunteering 

 

Click the check box to indicate you have completed the Peer Review Training Course and 

click the Continue button.  You will be taken to the screen shown in Figure 3. 
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Figure 3: Volunteer to be a Peer Review Coach 

 

You will volunteer to coach 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 coach 

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 like that shown in Figure 4. 
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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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Figure 5: Acknowledgement of your request to be a Peer Review Coach 

 

Click Return to Home Page to return to the IUPS 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 accepted as a Peer Review Coach 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 coaches in 

those areas.  The email you receive will resemble the one in Figure 6. 
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Figure 6: Peer Review Coach Acceptance Email 

 

Receiving an Assignment 
Once you have been approved to coach by the staff of the Delaware Recommended 

Curriculum Group, you will be assigned to coach individuals interested in submitting 

instructional units to be reviewed for inclusion in the Delaware Model Unit Gallery.  

When you are assigned to coach a designer, you will be notified in an email like the one 

in Figure 7. 

 

 
Figure 7: Peer Review Coach Tentative Assignment 

 

Accepting an Assignment 
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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. 

 

 
Figure 7: Current Coaching Assignments 

 

You will be shown a screen which will lists all of your coaching assignments whether 

they are tentatively assigned, accepted, or completed.  See Figure 7.  Click the Select 

button next to the new, tentative assignment to view its details. 

 

 
Figure 8: New Assignment Detail 
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The screen in Figure 8 shows everything that 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. 

 

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. 

 

 
Figure 9: Declining an assignment 

 

If you choose to decline this assignment, your task is complete until you are tentatively 

assigned another designer to coach. 

 

If you accept the assignment and clicked the Accept Assignment button as shown in 

Figure 8, an email will be sent to you and the designer introducing you to each other (see 

Figure 10).  The email will contain each of your names, email addresses, and telephone 

numbers (if known).  It will then be your responsibility to make contact with the designer 

to begin the coaching process. 
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Figure 10: Sample acceptance email (please note that for this example, the coach and designer are the 

same person; this would normally not be the case!) 

 

Note that the Peer Review Agreement Form will be attached to the acceptance email.  

This is a form that both the coach and the designer will complete.  Each will enter the 

data from this form in to IUPS at a later date. 

 

Submitting Results of the Assigned Peer Review 
Once you have finished your peer review coaching duties, you must enter the results in to 

the IUPS application.  As a coach, you must enter your results from the Peer Review 

Agreement Form and the DE Model Unit Gallery Peer Review Coach’s Rubric  to 

support your decision as to whether or not the designer’s instructional unit is ready for 

peer review.  If the unit is ready for peer review, you must upload the designer’s unit 

document on their behalf.  Please note the designer must formally submit the unit for 

jurying, but the coach is responsible for submitting the unit document. 

 

To enter your peer review data, select the Show the People I am Coaching option from 

the IUPS main menu.  Select the unit with which you are working from the list of 

coaching assignment shown on the next menu.  You will be presented with a screen that 

mimics the Peer Review Agreement Form (see figure 11). 
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Figure 11: Peer Review Agreement data entry screen 

 

• You MUST answer each of the seven questions “Y” or “N” in Step 1.   

• For the first six questions, you MUST also provide comments to support your answer.  

You are limited to 1,000 characters per comment.   

• You MUST also supply an electronic copy of your completed rubric document to the 

IUPS system in Step 2.   

• IF you have indicated that the designer’s instructional unit is ready for jury review, you 
MUST also supply an electronic copy of the designer’s unit document in Step 3.   

• You MUST supply all of the required data and documents in order to save your data.  

Once you have supplied all of the required data and documents, click the Save Data 

button in the bottom center of the screen.  You will receive a response back from the 
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IUPS application that your data and document(s) have been successfully saved (see 

figure 12).  If you do not receive this message, your data has NOT been saved. 

 
Figure 12: Success Message. 

 

Once you have successfully entered your data and document(s) and received the success 

message shown above, your coaching assignment is considered complete.   Click the 

Return to Home Page button at the bottom of the screen to return to the IUPS main 

menu. 

 

If you indicated the designer’s unit is ready for jury review, inform the designer that he or 

she can submit their unit into the IUPS.  They will complete this task via the IUPS 

application. The submittal process is found in the “New User” document, available from 

the first menu item on the IUPS 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). 


