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 (
Kentucky Adult Education
Council on Postsecondary Education
1024 Capital Center Drive, Suite 250
Frankfort, KY 40601
)

The note below is an example of how the Adult Education Academy, under a contract from Kentucky Adult Education, recruited coaches to work with the mathematics standards.  The same basic information was used with English Language Arts coaches. 

As people expressed interest, they were called to gauge their experience with mathematics or language arts and working with standards and to answer their questions about the project. 

Sources for coaches with strong expertise were university Masters of Arts in Teaching (MAT) faculty, community and technical college faculty, and retired teachers.

In 2011-2012, Kentucky Adult Education (KYAE) started a three-year initiative to introduce adult basic education (ABE) instructors to the Common Core Standards and provide professional development in using standards to guide instruction.  The plan calls for dividing the state into ten regions and engaging approximately 20-30 directors and instructors in each region.  

I’ve copied below just what KYAE expects the Academy to deliver regarding coaching for the 10 regions, tentative meeting dates and locations, and the budget.  Coaches will be paid approximately $ (total).  Meals and lodging will be reimbursed as well.  Support for coaches will be in the form of a two-day orientation on (date) in (location), training material, online resources, and Academy staff to assist you and answer questions.

I hope you will review the material and let me know if you are interested in working with the Academy next year, and, if so, what communities you would be willing to work with, keeping in mind that you will travel to that region for only two days.  I would also appreciate it if you would recommend others I might contact.

Connie Spencer-Ackerman
c.spencerack@moreheadstate.edu
606-783-9377



Expectations

The Academy will provide -- 
· Up to ten coaches, one per learning community
· Materials for each coach, including the KYAE facilitator’s guide and an online course for posting materials 
· Two days of coaching orientation in (location) including training in using the online course 
· Online  support for coaches
· A one-day instructors’ training in (month) 201__
· A second one-day instructors’ training in (month) 201__ (four weeks after original dates)
· A summary of the coaches’ feedback on learning community activities to KYAE
Academy coaches will --
· Follow the KYAE facilitator’s guide.
· Provide online coaching support to one learning community and guide participants in the completion of standards professional development activities. 
· Participate in two days of coaching orientation in (month) 201_ and two days of instructors’ training in (month) and (month) 201__ for a total of four days. 
· Develop a schedule of professional development activities In consultation with learning community participants.
· Use non-supervisory and non-evaluative coaching methods. 
· Conduct coaching virtually, including monitoring task submissions online, providing timely feedback regarding tasks, and facilitating online discussion (expectation of no more than 8 hrs/week for 8 weeks). 
· Report to the Academy bi-weekly on the status of the learning communities’ progress and activities. 

Proposed Meeting Sites and Dates

Coaches’ Orientation – (Location) and (Dates)

Instructors’ Training – Tables below

	
(Month) 201__ Meeting Sites and Dates
(Tentative)
 “Unpacking the Standards” 

	Learning Community
	Location
	Date

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	




	
(Month) 201__ Meeting Sites and Dates
(Tentative)
 “Aligning Resources”

	Learning Community
	Location
	Date

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	






Budget


	· 2 days of coaching orientation/stipend
· 2 days of instructor training/stipend
· Work with learning communities
· Reimbursement for meals & lodging
	$500 x 2 days = 1,000
$500 x 2 days = 1,000
 Up to $70 x 8hrs/wk x 8wks  = 4,480
Up to $130 per day





This letter is an example of how the Academy confirmed information regarding the coaches’ orientation.




Dear _______________:


I am writing to provide details on the upcoming orientation for mathematics standards.  The orientation will cover background on Kentucky’s professional development approach, an overview of adult basic and literacy education in Kentucky, experience unpacking/deconstructing the Common Core Standards, the coach’s role in this project, and training in the use of Kentucky’s online course management system.

Orientation will be held at (facility), (address), in (location) on (dates).  The first day will begin at 9:00 and conclude no later than 3:45; the second day, 9:00 to 2:30.  Lunch will be provided each day.  Nearby hotels include (_______).  Please ask for the state government rate.  Knowing that room temperatures can fluctuate, it might be prudent to bring a sweater or jacket.

Thank you for being willing to participate in Kentucky adult education’s state-wide professional development this coming year.  We are confident that the use of standards is critical in improving teaching and learning in our adult basic education programs.  

Feel free to contact me if you have any questions.



Coaches’ Orientation
Tab Labels and Order of Binder Contents

[bookmark: _GoBack]Tab 1 – Common Core State Standards for Mathematics  http://kyae.ky.gov/educators/contentstandards.htm 

Tab 2 -- PPT Slides
· Insert a copy of the PowerPoint presentation slides handout.

Tab 3 – KYAE
· Insert material relevant to your state.
· Kentucky included the following:
· Kentucky Adult Education Profile
· GED Data
· GED Pass Rate
· GED Graduates Enrolling in Colleges and Universities within Two Academic Years

Tab 4 – SIA
· Insert a copy of Unit 1 from the Standards in Action Guide
http://kyae.ky.gov/NR/rdonlyres/9B4D9F18-9BB1-463F-83DF-CC7908570D26/0/Standards_In_Action.pdf 

Tab 5 – KYAE CCS PD (Kentucky Adult Education Common Core Standards Professional Development)
· Kentucky included the following:
· A state map showing county boundaries of learning communities
· A table showing names of counties in teams and learning communities, the number of participants in each team, and meeting dates
· A table showing a single schedule covering all learning center and team designations, names of directors and coaches, all activities and dates.

Tab 6 – Role of the Coach
· Instructional Support Planning Guide
· Coaching Resource Guide and Tips
· Coaches’ Report

Tab 7 – CCS PD Materials
· Kentucky included the following:
· A copy of the PowerPoint presentation slides handout from the first training session with directors and instructors
· Course Maps
· Quick Reference Guide for Mathematics
· Handout – Components of Standards – Definitions
· Handout – The Unpacking Process/Confirming the Unpacking
· Blank Unpacking Chart

Tab 8 – ANGEL (Kentucky’s online course management system)
· ANGEL Quick-Start Guide
· How to Upload a Lesson File







Tab 3 Binder Materials
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Tab 5 Binder Materials
[image: ]
 (
Handout 2
)KYAE Common Core Standards Professional Development 2011-2012
Mathematics Schedule
All face-to face meetings are scheduled for 9 to 4, local time.
See last page for make-up days if weather causes cancellations.
Learning Community (LC)
	LC
	Teams
	Coach
	Dates
	Activities

	1
	1 – McCracken - Betty Myrick
2 – Henderson - Pamala Wilson
     Daviess – Vicki Boyd
     Ohio - Susan McPherson
3 – Marshall - Vicki Bloodworth
      Trigg  - Andrea Hampton
4 – Christian - Gary Dawson
     Caldwell - Jeri Hooks

	
Peggy Marable
peggymarable@yahoo.com
	1/10-1/23
	LC Initial Activities, ANGEL

	
	
	
	1/24
Face to Face Meeting
	Unpacking the Standards 
Madisonville C & T College
Brown Badgett Sr. Center, Rm. 270

	
	
	
	1/25 – 2/20
	Local Team Work
Consulting w/ Coach

	
	
	
	2/21
Face to Face Meeting
	Aligning Resources
Madisonville C & T College
Brown Badgett Sr. Center, Rm. 270

	
	
	
	2/22 – 3/20
	Local Team Work
Consulting w/ Coach

	
	
	
	2/22 – 3/20
	Local Team Work
Consulting w/ Coach

	
	
	
	
	

	2
	1 – Barren - Jayme Garrett
2 – Grayson - Sheila Meredith
3 – Hart - Mandy Rexroat
     Edmonson - Penny Poteet
4 – Logan – Sharyl Markham
     Warren - Mary Ford
	
Becky Galloway
rl.galloway@yahoo.com
	1/11-1/24
	LC Initial Activities, ANGEL

	
	
	
	1/25
Face to Face Meeting
	Unpacking the Standards 
Bowling Green Technical College
Building F Conference Room

	
	
	
	1/26-2/21
	Local Team Work
Consulting w/ Coach

	
	
	
	2/22
Face to Face Meeting
	Aligning Resources
Bowling Green Technical College
Building F Conference Room

	
	
	
	2/23-3/22

	Local Team Work
Consulting w/ Coach

	
	
	
	2/23-3/22
	Local Team Work
Consulting w/ Coach

	
	
	
	
	

	3
	1 – LaRue - Sarah Hornback
      Nelson - Belinda Carter
2 – Meade - Dianne Bratcher
     Breckinridge - Julie Melton
     Washington - Eddie Swain
3 - Jefferson - Joyce Griffith
4 - Jefferson 2 - TBD
     Bullitt - Chad Hutchison
5 - Bluegrass Challenge – Troy Hampton

	
Marti Stuckey
mhstuckey@yahoo.com
	1/20-1/30
	LC Initial Activities, ANGEL

	
	
	
	1/31
Face to Face Meeting
	Unpacking the Standards 
Elizabethtown C & T College
Regional Postsecondary Center, Rm.303

	
	
	
	2/4-2/29
	Local Team Work
Consulting w/ Coach

	
	
	
	3/1
Face to Face Meeting
	Aligning Resources
Regional Postsecondary Center, Rm.303

	
	
	
	3/2-3/29

	Local Team Work
Consulting w/ Coach

	
	
	
	3/2-3/29

	Local Team Work
Consulting w/ Coach

	
	
	
	
	

	4
	1 – Metcalf - Paulette Burks
     Adair - Mary Ann Branham
     Russell - Rodney Johnson
2 – Pulaski – Shirley Henderson
3 – Casey - Michael Lafavers
      Lincoln - Melissa Rolph
4 –Taylor - Diana Salmon
     Marion - John Sparrow
	
Donna Grief
jimgrief@bellsouth.net
	1/18-1/31
	LC Initial Activities, ANGEL

	
	
	
	2/1
Face to Face Meeting
	Unpacking the Standards 
Campbellsville University 
Technology Training Center, Rm.203

	
	
	
	2/2-2/27
	Local Team Work
Consulting w/ Coach

	
	
	
	2/28
Face to Face Meeting
	Aligning Resources
Campbellsville University 
Technology Training Center, Rm.203

	
	
	
	2/29-3/28
	Local Team Work
Consulting w/ Coach

	

	5
	1 – Franklin - Mike Rosenstein
2 – Fayette - David Sturgill
3 - Woodford - Tammy Bramlett
     Anderson - Darlene Urban
4 – Jessamine - Janice Crane
      Mercer - Amy Matthews
	
Donna Grief
jimgrief@bellsouth.net
	1/17-2/1
	LC Initial Activities, ANGEL

	
	
	
	2/2
Face to Face Meeting
	Unpacking the Standards 
Versailles (Ignore street address!)
KCTCS Offices, Rm. 102A

	
	
	
	2/3-28
	Local Team Work
Consulting w/ Coach

	
	
	
	2/29
Face to Face Meeting
	Aligning Resources
Versailles (
KCTCS Offices, Rm. 112-113

	
	
	
	3/2-3/29
	Local Team Work
Consulting w/ Coach

	
	
	
	
	

	6
	1 – Campbell - Nichole Kent-Cottongim
2 – Kenton - Peg Russell
     Grant - Amelia Cloud
3 – Trimble – Angela Stethen
      Carroll – Susie Roberts & Cristina
                     Marsh
      Boone - Martha Karlage
4 – Pendleton - JoEllen Mitchell
     Harrison - Mike Fryman
     Bourbon - Janet Compton
	
Tim Conner
t.conner@moreheadstate.edu
	1/11-1/24
	LC Initial Activities, ANGEL

	
	
	
	1/25
Face to Face Meeting
	Unpacking the Standards 
Gateway C & T College
Boone County Campus
Center for Advanced Manufacturing, B104

	
	
	
	1/26-2/21
	Local Team Work
Consulting w/ Coach

	
	
	
	2/22
Face to Face Meeting
	Aligning Resources
Gateway C & T College
Boone County Campus

	
	
	
	2/23-3/22

	Local Team Work
Consulting w/ Coach

	

	7
	1 - Laurel - Kathryn Hardman
2 - Clay - Pat Burchell
3 - Whitley - Susan Dixon
4 - Knox - Julie Walsh-Hembree

	
Nancy Satterfield
nsatterfield@insightbb.com
	1/10-1/23
	LC Initial Activities, ANGEL

	
	
	
	1/24
Face to Face Meeting
	Unpacking the Standards 
London
Laurel County ABE Site – back door

	
	
	
	2/25-2/20
	Local Team Work
Consulting w/ Coach

	
	
	
	2/21
Face to Face Meeting
	Aligning Resources
London
Laurel County ABE Site

	
	
	
	2/22-3/20
	Local Team Work
Consulting w/ Coach

	
	
	
	2/22-3/20
	Local Team Work
Consulting w/ Coach

	
	
	
	
	

	8
	1 – Madison - Jerry Haffner
     Jackson - Joey Neeley
2 – Lee - Cheryl Botner
     Breathitt – Kayla Watts
3 – Magoffin - Brenda Minix
4 – Montgomery - Razetta Carpenter
     Powell - Julie Hendrix
     Menifee - Gail Mills
     Morgan - Rebecca Bowersock
	
Diane Davis
davi268@bellsouth.net
	1/17-2/1
	LC Initial Activities, ANGEL

	
	
	
	2/2
Face to Face Meeting
	Unpacking the Standards 
MSU @ West Liberty
Commonwealth Room

	
	
	
	2/3-2/28
	Local Team Work
Consulting w/ Coach

	
	
	
	2/29
Face to Face Meeting
	Aligning Resources
MSU @ West Liberty
Commonwealth Room

	
	
	
	3/2-3/29
	Local Team Work
Consulting w/ Coach

	

	9
	1 - Bracken/Robertson/Lewis – Bill
                     Teegarden
    Fleming - Ballard Shumate
2 – Carter - Vickie Rose
3 – Boyd – Rudy Rhodes
     Greenup - LeeAnn Snedegar
4 – Johnson - Jennifer Leedy
      Lawrence – Rosie Murray
	
Patty Hardin
p.hardin@
moreheadstate.edu
	1/20-2/2
	LC Initial Activities, ANGEL

	
	
	
	2/3
Face to Face Meeting
	Unpacking the Standards 
Morehead
Rowan County Public Library

	
	
	
	2/4-2/29
	Local Team Work
Consulting w/ Coach

	
	
	
	3/2
Face to Face Meeting
	Aligning Resources
Morehead
Rowan County Public Library

	
	
	
	3/3-3/29
	Local Team Work
Consulting w/ Coach

	
	
	
	
	

	10
	1 - Floyd - Kay Hale Ross
2 – Knott - Tracy Hoffman
     Letcher - Bill Bates
3 - Harlan & Bell - Brenda Morris
4 – Leslie - Flo Sizemore
     Perry - Charlene Fugate

	
Cindy LaFreniere
lafrenierc1@nku.edu
	1/18-1/31
	LC Initial Activities, ANGEL

	
	
	
	2/1
Face to Face Meeting
	Unpacking the Standards 
MSU @ Prestonsburg, Rm. 131

	
	
	
	2/2-2/27
	Local Team Work
Consulting w/ Coach

	
	
	
	2/28
Face to Face Meeting
	Aligning Resources
MSU @ Prestonsburg, Rm. 131

	
	
	
	2/29-3/28
	Local Team Work
Consulting w/ Coach

	

	**
	Make up workshop if needed for LC’s 1-5
	Pat Marshall
pmarshal2002@bellsouth.net
	Day 1 - 2/9
Day 2 - 3/7
	9 a.m. to 4 p.m.
Madisonville -- tbd

	
	
	
	
	

	**
	Make up workshop if needed for LC’s 6-10
	Connie Spencer-Ackerman
c.spencerack@
moreheadstate.edu
	Day 1 - 2/9
Day 2 - 3/7
	9 a.m. to 4 a.m.
Lexington -- tbd




KYAE Common Core Standards PD FY2011-2012
Mathematics Learning Community Work Teams

Learning Community 1  (LC1)					Madisonville    1/24 & 2/21
	Team
	Counties
	# of Participants

	1
	McCracken

	6

	2

	Henderson/Daviess/Ohio
	7

	3

	Marshall/Trigg
	6

	4

	Christian/Caldwell
	6

	Coach – Peggy Marable  peggymarable@yahoo.com
	25




Learning Community 2 (LC2)					Bowling Green   1/25 & 2/22

	Team
	Counties
	# of Participants

	1

	Barren
	3

	2

	Grayson
	6

	3

	Hart/Edmonson
	6

	4

	Logan/Warren
	7

	Coach – Becky Galloway  rl.galloway@yahoo.com
	22



Learning Community 3 (LC3)					Elizabethtown   1/31 & 3/1
	Team
	Counties
	# of Participants

	1

	LaRue/Nelson
	6

	2

	Meade/Breckenridge/ Washington
	8

	3

	Jefferson 1
	6

	4

	Jefferson 2/Bullitt
	7

	Coach – Marti Stuckey  mhstuckey@yahoo.com
	27







Learning Community 4 (LC4)					Campbellsville   2/1 & 2/28
	Team
	Counties
	# of Participants

	1

	Metcalf/Adair/Russell
	7

	2

	Pulaski
	5

	3

	Casey/Lincoln
	6

	4

	Taylor/Marion
	7

	Coach – Jennifer Van Waes  jennifer.vanwaes@wkec.org
	25



Learning Community 5 (LC5)					Versailles   2/2 & 2/29
	Team
	Counties
	# of Participants

	1

	Franklin
	6

	2

	Fayette
	9

	3

	Woodford/Anderson
	5

	4

	Jessamine
	3

	Coach – Donna Grief  jimgrief@bellsouth.net
	23



Learning Community 6 (LC6)				Gateway/Boone   1/25 & 2/22
	Team
	Counties
	# of Participants

	1

	Campbell
	8

	2

	Kenton/Grant
	5

	3

	Trimble/Carroll/Boone
	5

	4

	Pendleton/Harrison/Bourbon
	4

	Coach – Tim Conner  t.conner@moreheadstate.edu
	22





Learning Community 7 (LC7)						London   1/24 & 2/21
	Team
	Counties
	# of Participants

	1

	Laurel
	5

	2

	Clay
	5

	3

	Whitley
	4

	4

	Knox
	8

	Coach – Nancy Satterfield  nsatterfield@insightbb.com
	22



Learning Community 8 (LC8)					West Liberty   2/2 & 2/29
	Team
	Counties
	# of Participants

	1

	Madison/Jackson
	6

	2

	Lee/Breathitt/ Magoffin
	6

	3

	Montgomery/Powell/Menifee/Morgan
	5

	Coach – Diane Davis  davi268@bellsouth.net
	17



Learning Community 9 (LC9)						Morehead   2/3 & 3/2
	Team
	Counties
	# of Participants

	1

	Bracken/Robertson/Lewis/Fleming
	7

	2

	Carter
	5

	3

	Boyd/Greenup/Lawrence
	6

	4

	Johnson Co.
	4

	Coach – Patty Hardin  p.hardin@moreheadstate.edu
	22



Learning Community 10 (LC10)					Prestonsburg   2/1 & 2/28
	Team
	Counties
	# of Participants

	1

	Floyd
	7

	2

	Knott/Letcher
	6

	3

	Harlan/Bell
	5

	4
	Leslie/Perry

	8

	Coach – Cindy LaFreniere  lafrenierc1@nku.edu
	26












Tab 6 Binder Materials


KYAE Common Core Standards Professional Development 

Coaches’ Report

 (
Enter your responses in the shaded areas and save this document to your computer.  Then submit
 to Anissa Carlisle at 
a.carlisle@moreheadstate.edu
 
beginning two weeks after your first meeting 
along with your request for reimbursement
.  Subsequent reports are to be submitted every two weeks.
The Academy is required to submit a report of coaching activity to KYAE; therefore, please be as detailed as possible
)







1.  Which reporting period does this report cover?  Click on the shaded box and then the arrow to see choices.
Choose an item.


2.  List questions you have received from participants and your responses.  
[bookmark: Text8]     



3.  List the names/titles of any resources you have recommended.  Attach copies if possible.
[bookmark: Text2]     


4.  List any problems you have encountered with directors.  Explain how you addressed the problem.
[bookmark: Text3]     


5.  Other observations to report
[bookmark: Text5]     



6.  Name
[bookmark: Text9]     


7.  Date
[bookmark: Text10]     


KYAE Common Core Standards PD: Unit 1 FY 2011-2012

Coaching Resource Guide and Tips

Planning with Directors
· See Professional Development Instructional Support Planning Guide.
· Directors will lead the planning process, determining how they will lead and support their team throughout the entire process. 
· Directors will unpack 28-33 assigned standards, which will vary by team, and additional standards they will choose, to total 50.  
· Each learning community will have 3 - 4 teams. Each team will be given a list of standards assigned by KYAE.
· Team members will determine how they will divide up those standards in order to make a schedule of weekly submissions.
· The Academy will list the assigned standards for each team on the planning guide and post it on ANGEL for team directors to download and complete planning.
· They will work on the planning guide at the first face-to-face meetings and submit it to the Academy and the coaches within two weeks.
· Directors and coaches will touch base once a week by e-mail, conference call, or web conference (SKYPE).

Following each face-to-face session -- 
· Touch base with directors weekly to -- 
· Answer questions
· Provide feedback on submissions
· Suggest resources

Feedback Tips
· Encourage directors and instructors to take time to work through the process.  Initially, it will take more time until they become more comfortable with the process.
· Identify and highlight strengths.
· If you notice significant patterns of incomplete work or work that does not seem to follow the process, intervene as soon as possible.  You will provide feedback on the first ten at the first meeting.
· To intervene --
· Review the definitions of the components of the standards.
· Assure that directors are comfortable with the process.
· Offer guidance on the process.
· Conduct a “think aloud” on the process.
· If they are comfortable and knowledgeable with the process and yet the charts appear to be inadequate --
· Choose a few to review.
· Talk through the “confirming the unpacking” process.
· Ask questions related to identifying cognitive demand (e.g., Bloom’s Taxonomy) and student activities related to the standards.
· Offer to model a “think aloud” on unpacking the standards.
· Give examples.
· If they are not progressing and are becoming frustrated about completing the unpacking process --
· Remind them that the process will proceed more quickly with practice.
· Review their plan and provide guidance on adjusting the plan.
· If it doesn’t look like they will complete packing the standards, contact the Academy director as soon as possible.  He or she will contact KYAE.  

Coaches’ Roles (compiled from the 1st Coaches’ Orientation)

	Facilitate the Unit 1 Process:
· Timekeeper
· Liaison
· Provide feedback
· Support
· Encourage confidence
· Cheerleader
· Flexibility
· Professionalism
	Communicator:
· Asking questions
· Active listening
· Positive feedback
· Constructive feedback
· Cheerleading
· Trustworthy
· Positive body language
· Professionalism
· Facilitator
· Show respect (work and people)


	Affective:
· Readiness
· Professional
· Caring
· Trusting
· Dependable
· Encouraging
· Positive Attitude
· Shepherding
· Understanding
· Building a relationship
· Flexible 
· Humor
	Expertise:
· Know the standards
· Know the PD format and process (for this year)
· Know PD goals and objectives
· Know the Unit 1 process and tools (e.g. how to unpack the standards, build student activities, and align to resources
· Math content knowledge
· Coaching/mentoring skills
· Facilitation skills





This form is used by directors and coaches to organize their work throughout the professional development initiative.  They can complete as much as possible during the directors’ orientation, with the understanding that the remainder will be completed and sent to the coach within one week. 

KYAE Common Core Standards Professional Development
Instructional Support Planning Guide

Team ____
 (
To be completed by the program director 
and coach at the first face-to-face meeting and 
sent to 
________@moreheadstate.edu at the Adult Education Academy and 
assigned coach 
within 1 week of that meeting -- ________________.
)





1.  Within the KYAE Common Core Standards for Mathematics, you are assigned a set of 28-33 standards to unpack and align to resources. Please select an additional ___ standards that are likely to address the needs of your students.  Enter your selections in the boxes below, and save the document on your computer before sending it to the Academy and your coach.  You will find a copy of the mathematics standards in your ANGEL course.

Self-Selected Standards: (list the standard identifier only, e.g. 3.NBT, 4.OA)

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	




KYAE-Assigned Standards:

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	




2.  Please develop a timeline with target dates for completing all activities.  KYAE’s expectation is that at least twelve standards will be posted weekly.  However, do not post your second set of unpacking charts until your coach has provided feedback on the first set.  That will give you an opportunity to receive constructive feedback so that subsequent work is of high quality.  

It is imperative to make weekly submissions on schedule so that your work will receive timely feedback from your coach.  After receiving feedback, you or a staff person will post charts in the ANGEL drop box, where they can be viewed by others.

In cases where a team has members from two or more programs and they divide up the work on standards among those programs, each posting must be one consolidated document.  Please do not post or send to the coach separate sets of standards.



	Activity (What)
	On or By (When)
	By Whom

	Submit second set of 12 unpacked standards & sample activities to coach (either via ANGEL drop box or by direct e-mail).
   
	after receiving feedback on 1st set
	

	Submit third set of 12 unpacked standards & sample activities to coach (either via ANGEL drop box or by direct e-mail).   

	
	

	Submit fourth set of 12 unpacked standards & sample activities to coach (either via ANGEL drop box or by direct e-mail).   
	
no later than 2 days prior to 2nd face-to-face meeting
	

	Submit second set of resource alignment charts to coach (either via ANGEL drop box or by direct e-mail).   

	
	

	Submit third set of resource alignment charts to coach (either via ANGEL drop box or by direct e-mail).   

	
	

	Submit fourth set of resource alignment charts to coach (either via ANGEL drop box or by direct e-mail).  
 
	
	





3.  Who will post all documents on ANGEL?




4.  As an instructional leader supporting your team through this process, what responsibilities will you assume? 




5.  What support do you want from a coach?




6.  How (e.g., phone, e-mail, ANGEL, etc.) and when (day of the week & approximate time) will you communicate with the coach 












Tab 7 Binder Materials



 (
Handout 1
) (
Format
) (
Activity
) (
Course Objectives
Program Directors and Instructors will be able to.
.
.
) (
Course Goals
)
 (
Pre-session activities
Online- ANGEL
Discussion Board
) (
View introduction and read articles
.
)
 (
Understand the purpose for 
the Kentucky Adult Education Common Core Standards
 for Mathematics
) (
Identify the purpose for using the standards with adult education and literacy students
.
)

 (
Reflect on readings by answering discussion board questions
.
)



 (
Review the purpose of understanding the standards and using them with students
.
Develop a consensus with learning community team 
a.
To unpack the components of standards and
b.
To construct real-world activities 
that align
 to assigned standards.
 Apply a process for unpacking the standards by completing an unpacking chart.
Reflect on the unpacking process
.
)
 (
Discuss with 
learning
 community the skills, concepts, and level of thinking for a set of standards; complete unpacking charts.
)


 (
Part 1A- Face-to-face
Information, modeling and group work
6 hours
)


 (
With learning community, develop student activities and record on the unpacking chart.
)
 (
Develop a learning community as a result of engaging in a process to unpack the KYAE Common Core Standards
)




 (
Apply a process for unpacking the standards
.
Develop a consensus with learning community team on the skills, concepts, context, and cognitive level of thinking by unpacking 
≈
50 standards
.
Develop a consensus with learning community team on student activities for each of the 50 standards
.
Reflect on the unpacking process
.
)
 (
With learning community team, complete unpacking charts for 53 standards.
) (
Part 1A- Interim
Practice with teams at the workplace w/ coaching
15 hours
)


 (
Answer discussion questions in ANGEL reflecting on the process and outcomes of unpacking standards.
)








 (
Format/Timeframe
) (
Course Goals
) (
Course Objectives
Program Directors and Instructors will be able to
..
) (
Activity
)


 (
Discuss with 
learning
 community the process and extent of alignment of program resources to standards.
) (
Discuss components of making and sustaining change.
Apply a process for aligning
 
standards with program resources.
Develop a consensus 
on the alignment of program resources to standards and complete an alignment chart.
Reflect 
on the resource alignment process.
Discuss completing materials for instructional use
)
 (
Part 1B
- Face-to-face
Information, modeling and group work
6 hours
)



 (
Complete alignment charts aligning program resources to standards.
)

 (
Develop program resource awareness by implementing a process to align program resources with the KYAE Common Core Standards
)






 (
Part 1B
- Interim
Practice with teams at the workplace w/ coaching
15 hours
) (
Apply a process for aligning 53 standards with       program resources.
Develop a consensus on the alignment of program resources to standards and complete the alignment chart.
Reflect on the resource alignment process.
Complete materials for instructional use.
) (
With participants from your program, complete an alignment resource chart, aligning program resources to standards.
)




 (
Answer discussion questions in ANGEL reflecting on the process and outcomes of aligning program resources to standards.
)








KYAE Common Core Standards Professional Development for Mathematics 2011–2012
Quick Reference Guide

INTRODUCTION
“Common Core State Standards provide a consistent, clear understanding of what students are expected to learn, so teachers and parents know what they need to do to help them. The standards are designed to be robust and relevant to the real world, reflecting the knowledge and skills that our young people need for success in college and careers. With American students fully prepared for the future, our communities will be best positioned to compete successfully in the global economy.” 

“The Common Core State Standards Initiative is a state-led effort coordinated by the National Governors’ Association Center for Best Practices (NGA Center) and the Council of Chief State School Officers (CCSSO). The standards build upon the foundation laid by states in their decades-long work in crafting high-quality educational standards. The standards were developed in collaboration with teachers, school administrators, and experts, to provide a clear and consistent framework to prepare our children for college and the workforce. The NGA Center and CCSSO received initial feedback on the draft standards from national organizations representing, but not limited to, teachers, postsecondary educators (including community colleges), civil rights groups, English language learners, and students with disabilities. Following the initial round of feedback, the draft standards were opened for public comment, receiving nearly 10,000 responses.” 

“The standards are informed by the highest, most effective models from states across the country and countries around the world, and provide teachers and parents with a common understanding of what students are expected to learn. Consistent standards will provide appropriate benchmarks for all students, regardless of where they live. These standards define the knowledge and skills students should have within their K-12 education careers so that they will graduate high school able to succeed in entry-level, credit-bearing academic college courses and in workforce training programs. The standards - 
· Are aligned with college and work expectations; 
· Include rigorous content and application of knowledge through high-order skills; 
· Build upon strengths and lessons of current state standards; 
· Are informed by other top performing countries, so that all students are prepared to succeed in our global economy and society; and are evidence-based.” 

“For over a decade, research studies of mathematics education in high-performing countries have pointed to the conclusion that the mathematics curriculum in the United States must become substantially more focused and coherent in order to improve mathematics achievement in this country.  To deliver on the promise of common standards, the standards must address the problem of a curriculum that is a mile wide and an inch deep.  These standards are a substantial answer to that challenge.”

Excerpts taken from http://www.corestandards.org/about-the-standards and The Common Core Standards for Mathematics
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How to read the standards -- 

· Domains are larger groups of related standards.  Standards from different domains may sometimes be closely related.
· Clusters are groups of related standards.  Standards from different clusters may sometimes be closely related, because mathematics is a connected subject.
·  (
Grade Level
)Standards define what students should understand and be able to do.
 (
Domain
)


Number and Operations – Fractions	 							4.NF
 (
Cluster Title
)
Build fractions from unit fractions by applying & extending previous understandings of operations on whole numbers.

 (
Cluster
) (
Standard
s
)3. Understand a fraction a/b with a>1 as a sum of fractions 1/b.

4. Apply and extend previous understandings of multiplication to multiply a fraction by a whole number.

a. Understand a fraction a/b as a multiple of 1/b.
 (
Support for the Standard
)
b. Understand a multiple of a/b as a multiple of 1/b, and use this understanding to multiply a fraction by a whole number.

c. Solve word problems involving multiplication of a fraction by a whole number, e.g., by using visual fraction models and equations to represent the problem.
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	DOMAINS OF MATHEMATICS STANDARDS K-8

	
	k
	1
	2
	3
	4
	5
	6
	7
	8

	Counting & cardinality   (CC)
	X
	
	
	
	
	
	
	
	

	Operations & algebraic thinking   (OA)
	X
	X
	X
	X
	X
	X
	
	
	

	Numbers & operations in base ten   (NBT)
	X
	X
	X
	X
	X
	
	
	
	

	Numbers & operations – fractions   (NF)
	
	
	
	X
	X
	X
	
	
	

	Measurement & data   (MD)
	X
	X
	X
	X
	X
	X
	
	
	

	Ratio & proportional relationships   (RP)
	
	
	
	
	
	
	X
	X
	

	The number system   (NS)
	
	
	
	
	
	
	X
	X
	X

	Expressions & equations   (EE)
	
	
	
	
	
	
	X
	X
	X

	Functions   (F)
	
	
	
	
	
	
	
	
	X

	Geometry   (G)
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Statistics & probability   (SP)
	
	
	
	
	
	
	X
	X
	X





 (
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Progressions Table
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 (
K.G – Identify & describe shapes; analyze, compare, create, & compose shapes
) (
K.MD – Describe & compare measurable attributes; classify objects & count the # of objects in categories
) (
K.NBT – Work w/numbers 11-19 to gain foundations for place value
) (
K.OA – Understand addition as putting together, adding to; subtraction as taking apart, taking from
) (
Mathematical Domains & Clusters
Grades K - 5
) (
K.CC –
Know number names & the count sequence; count to tell the # of objects; compare #s
) (
1.G
 – Reason w/shapes & their attributes
) (
1.MD
 – Measure lengths indirectly & by iterating length units; tell & write time; represent & interpret data
) (
1.NBT
 – Extend the counting sequence; understand place value; use place value understanding & properties of operations to add & subtract
) (
1.OA
 –Represent & solve problems involving addition & subtraction; understand & apply properties of operations & the relationship between addition & subtraction
 
;add & subtract w/in 20; work w/addition & subtraction equations
) (
2.G
 – Reason with shapes & their attributes
) (
2.MD
 – Measure & estimate lengths in standard units; relate addition & subtraction to length; work with time & money; represent & interpret data
) (
2.NBT
 – Understand place value; Use place value understanding & properties of operations to add & subtract
) (
2.OA
 – Represent & solve problems involving addition & subtraction; add & subtract w/in 20; work with equal groups of objects to gain foundations for multiplication 
) (
3.G
 – Reason with shapes & their attributes
) (
3.MD
 – Solve problems involving measurement & estimation of intervals of time, liquid volumes, & masses of objects; represent & interpret data; 
G
eometric measurement: understand concepts of area & relate area to X & to +; geometric measurement: recognize pe
rimeter as an attribute of plane
 figures & distinguish between linear & area measures
) (
3.NBT
 – Use place value understanding & properties of operations to perform multi-digit arithmetic 
) (
3.OA
 – Represent & solve problems involving X & ÷;  understand properties of X & the relationship between X & ÷; multiply & divide w/in 100; solve problems involving the 4 operations & identify & explain patterns in arithmetic
) (
4.G
 – Draw & identify lines & angles, & classify shapes by properties of their lines & angles
) (
4.MD
 – Solve problems involving measurement & conversation of measurements from a larger unit to a small unit; represent & interpret data; 
G
eometric measurement: understand concepts of angle & measure angles
) (
4.NBT
 – Generalize place value understanding for multi-digit whole numbers; use place value understanding & properties of operations to perform multi-digit arithmetic
) (
4.OA
 – Use the 4 operations w/whole numbers to solve problems; gain familiarity w/factors & multiples; generate & analyze patterns
) (
4.NF
 – Extend understanding of fraction equivalence & ordering; build fractions from unit fractions by applying & extending previous understanding of operations on whole numbers; understand decimal notation for fractions, and compare decimal fractions
) (
5.G
 – Graph points on the coordinate plane to solve real-world & mathematical problems; classify 2-demensional figures into categories based on their properties
) (
5.MD
 – Convert like measurement units within a given measurement system; represent & interpret data; 
G
eometric measurement: understand concepts of volume & rela
te volume to multiplication & 
addition
) (
5.NBT
 – Understand the place value system; perform operations w/multi-digit whole numbers & with decimals to 100ths
) (
5.OA
 – Write & interpret numerical expressions; analyze patterns & relationships
) (
5.NF
 – Use equivalent fractions as a strategy to add & subtract fractions; apply & extend previous understandings of multiplication & division to 
 multiply & divide fractions
)KYAE Common Core Standards for Mathematics – Quick Reference Guide E



 (
8.F
 – Define, evaluate, & compare functions; use functions to model relationships between quantities.
) (
8.G – Understand congruence & similarity using physical models, transparencies, or geometry software; understand & apply the Pythagorean Theorem; solve real-world & mathematical problems involving volume of cylinders, cones, & spheres.
) (
7.EE
 – Use properties of operations to generate equivalent expressions; solve real-life & mathematical problems using numerical & algebraic expressions & equations
) (
8.EE
 – Work w/radicals & integer exponents; understand the connections between proportional relationships, lines, & linear equations; analyze & solve linear equations & pairs of simultaneous linear equations.
) (
Mathematical Domains & Clusters
Grades 6 - 8
) (
6.RP
 – Understand ratio concepts & use ratio reasoning to solve problems
) (
6.NS
 – Apply & extend previous understandings of multiplication & division to divide fractions by fractions; compute fluently w/multi-digit numbers & find common factors & multiples; apply & extend previous understandings of numbers to the system of rational numbers
) (
6.EE
 – Apply & extend previous understandings of arithmetic to algebraic expressions; reason about & solve 1-variable equations & inequalities; represent & analyze quantitative relationships between dependent & independent variables
) (
6.G
 – Solve real-world & mathematical problems involving area, surface areas, & volume
 
) (
7.SP
 – Use random sampling to draw inferences about a population; draw informal comparative inferences about 2 populations; investigate chance processes & develop, use, & evaluate probability models
) (
8.SP
 – Investigate patterns of association in 
bivariate
 data.
) (
7.NS
 – Apply & extend previous understandings of operations w/fractions to add, subtract, multiply, & divide rational numbers
) (
8.NS
 – Know that there are numbers that are not rational, & approximate them by rational numbers.
) (
6.SP
 – Develop understanding of statistical variability; summarize & describe distributions
) (
7.G
 – Draw, construct & describe geometrical figures & describe the relationships between them; solve real-life & mathematical problems involving angle measure, area, surface area, & volume
) (
7.RP
 – Analyze proportional relationships & use them to solve real-world & mathematical problems
)KYAE Common Core Standards for Mathematics – Quick Reference Guide F
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Handout 
6
)KYAE Common Core Standards Professional Development 2011-2012
Unpacking Chart – Definitions
	1
Standard
	2
Skills Included 
in the Standard
	3
Concepts Included in the Standard
	4
Through a 
Particular Context
	5
Cognitive Demand/
Levels of Thinking
	6
Sample Activity

	List the standards here - one per row.
	Indicate what learners are expected to do to demonstrate mastery of the concepts and content.  Skills are represented by the verbs in the standard.

If multiple skills are included, align the concepts with the skills to which they apply.  This is unnecessary if the skills listed apply equally to all concepts.

Ask what learners are supposed to be able to do.
	Indicate the information or ideas that learners need to know.  The concepts are generally represented by the nouns or noun phrases in the standard. 


Ask what learners are supposed to know.
	Indicate in which context learners are required to use the standard’s skills and concepts, e.g., writing an essay, solving a problem.  Not every standard will have a stated context. 

Context can be represented by words or phrases that come before and after a particular word or phrase that help explain the full meaning.  It is the framework, perspective, or environment.  

Ask where, how, or in what context the skill is applied.
	Indicate the level of thinking required to meet the standard, using the selected taxonomy and considering all the information in columns 2-4. 

The cognitive demand is the level of thinking required if learners are to demonstrate the skill and concept within the context described. 

Ask what thinking process the learner must engage in.
	Add a teaching activity that encompasses the concepts and skills of this standard and is pitched at the right level of cognitive demand.




 (
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Chart for Unpacking Standards

	


Cluster Title
	1
Standard/Support
	2
Skills 

What are learners supposed to be able to do? 

	3
Concepts/
Content 

What are learners supposed to know? 

	4
Through a Particular Context

Where, how, or in what context is the skill applied? 
	5
Cognitive Demand/Level of Thinking

What thinking process must the learner engage in? 
	6
Sample Activities

	Domain &Grade Level  (gray bar)  -- 4.NBT

	Cluster Title (bold font) 

Generalize place value understanding for multi-digit whole n umbers.
	3. Use place value understanding to round multi-digit whole numbers to any place.


	
	
	
	
	

	Use place value understanding and properties of operations to perform multi-digit arithmetic.
	4.  Fluently add and subtract multi-digit whole numbers using the standard algorithm.

	
	
	
	
	

	4.OA

	Use the four operations with whole numbers to solve problems
	2. Multiply or divide to solve word problems involving multiplicative comparison, e.g., by using drawings and equations with a symbol for the unknown number to represent the problem, distinguishing multiplicative comparison from additive comparison.
	
	
	
	
	

	Generate and analyze patterns.
	5. Generate a number or shape pattern that follows a given rule.  Identify apparent features of the pattern that were not explicit in the rule itself.  For example, given the rule “Add 3” and starting number 1, generate terms in the resulting sequence and observe that the terms appear to alternate between odd and even numbers.  Explain informally why the numbers will continue to alternate in this way.
	
	
	
	
	

	4.NF

	Build fractions from unit fractions by applying and extending previous understandings of operations on whole numbers.
	3c. Add and subtract mixed numbers with like denominators, e.g., by replacing each  mixed number with an equivalent fraction, and/or by using properties of operations and the relationship between addition and subtraction.
	
	
	
	
	

	4.MD

	Geometric measurement: understand concepts of angle and measure angles.
	5. Recognize angles as geometric shapes that are formed wherever two rays share a common endpoint, and understand concepts of angle measurement. 
	
	
	
	
	

	Adapted from U.S. Department of Education, Office of Vocational and Adult Education, “Innovations for Standards-Based Education”
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Bloom’s Taxonomy
 (
Setting standards
Judging with purpose
Accepting or rejecting on the basis of criteria & standards through checking, in-depth reflection, criticism & assessment
) (
Putting information together in a new and creative way
Putting elements together to form a coherent or functional whole
Reorganizing elements into a new pattern or structure
) (
Analyzing structure
Recognizing assumptions
Breaking down material into parts
Determining how parts relate to one another or an overall structure
) (
Practicing theory
Solving problems
Using information in new situations or contexts
Using a procedure through executing or implementing
) (
Understanding uses and implications of terms, facts, methods, procedures, concepts
Constructing meaning from written or graphic messages by interpreting & translating what has been learned
) (
Learning terms, facts, methods, procedures, concepts
Retrieving, restating, recognizing, & recalling relevant knowledge from long-term memory
)
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	Team Guidelines
	The Unpacking Process
	Confirming Unpacking
	Sample Activities Criteria

	1. Review the unpacking process directions.

2. If there is support for a standard, consider it as it relates to the standard.

3. Allow everyone in the group to read the standard silently.

4. Ask one person to read it aloud.

5. Unpack the standard as a group and achieve consensus.

6. Confirm unpacking as a group.

7. Develop a sample activity.
	1. Review each standard/support in column 1 to identify the skill(s) addressed in the standard, and record in column 2.

1. Identify the content or concepts related to each skill contained within each standard, and record in column3.

1. Identify the context in column 4.

1. Use the selected taxonomy to identify the level of thinking/cognitive demand, and record in column 5.

1. Develop an appropriate sample activity in column 6.

	1. Cover up the standard or supports in columns 1.  Do the phrases listed in subsequent columns describe the standard?

1. Do the unpacked content, skills, and context contain only words actually appearing in the standard?

1. Is each unpacked skill linked to the appropriate unpacked content or concept?

1. As you read the content and skills, do they represent what you would really expect of a student in meeting this standard?

	1. Relevant, real-life activity

2. Attract & hold student interest

3. Reflect right level of complexity, given cognitive demand

4. Result in meaningful end-product





Standards-in-Action: Innovations for Standards-Based Education, Unit 1-11, MPR Associates, Inc., Prepared for U.S. Department of Education, Office of Vocational and Adult Education, 2009.












Tab 8 Binder Materials


ANGEL Quick-Start Guide
This quick-start guide provides step-by-step directions for some of the basic operations you will need to perform in the ANGEL course management system. 
	
How to Create a Discussion Forum

ANGEL allows instructors to create an unlimited number of discussion forums. Each discussion forum is accessible in the appropriate section of the Lessons tab and in the discussion forums section of the Communicate tab. To create a discussion forum: 

1.  Log into your ANGEL course, click the Lessons tab, and click the Add Content link. 
2.  Click the Discussion Forum link or icon. 
· The New Discussion Forum page appears

3.  Click the Content tab. 

4.  Click in the Title field and enter a title for your discussion forum.
 
5.  Click in the Subtitle field and enter a subtitle for your discussion forum. 

6.  Enter text in the Directions field. 




7.  Click Save when all desired items are complete.

How to Post to a Discussion Forum

To post a message to a discussion forum: 

1. Log into your ANGEL course and click the Lessons tab. 

2. Click the desired discussion forum’s name or icon. 
· The forum opens on your screen.

3. Click the New Post button. 
· The Post a New Message window appears.

4. Type a subject in the Post Subject field. 

5. Type the body of your message in large text field. 
	· You can add an attachment to your post by clicking the Attachments button. 





Course Mail 
The Course Mail tool allows students and instructors to correspond with each other without the use of an Internet e-mail account. The Course Mail tool provides access to the HTML Editor and Spell Checker utilities, and supports attachments. Course Mail can forward messages to Internet email addresses and allows the sender and recipients to monitor who has and has not read a message. 

How to Send Course Mail

To send a course mail message: 

1. Log into your ANGEL course and click the Communicate tab. 
· You’ll see the Course Mail area of the tab.

2. Click the Quick Message hyperlink. 
· The Course Mail interface appears and displays the message composition window.

3. Click the To: button to open the Select Message Recipients dialog box. 
(Press and hold the Control key on your keyboard (or the Apple key on a Macintosh) to select multiple recipients. You may also send the message to students in other courses by selecting a different course from the View Section drop-down list). 


4. To select a recipient for your message, click his/her name in the left-hand pane of the dialog box, then click the To button to add the name to the list of recipients. 				(Click the Cc or Bcc button to ―copy or ―blind copy the message to the selected recipient.) 

5. Click OK to close the dialog box and return to the message window. 

6. Click in the Subject field and enter a subject for your message. 

7. Select a priority from the Priority drop-down list. By default, Normal is selected. 

8. Click in the large text box and type your message. Alternatively, you can use the inline HTML Editor to format your message. 

9. Click the Send button. 
· Click the Attach files link if you want to add an attachment to your message. Select the Send a copy to each recipient’s Internet e-mail checkbox to send a duplicate message outside the ANGEL environment to the recipients' e-mail address. You can save a draft of your message by clicking the Save Draft button. 

How to Forward Course Mail

	By default, users must log into ANGEL to send or read course mail messages. You can optionally configure ANGEL’s course mail forwarding settings to automatically forward course mail to an Internet e-mail address. (Course mail forwarding is a global setting. Therefore, enabling course mail forwarding forwards all course mail messages received in any course or group for which you are enrolled). 



To forward your ANGEL course mail to an Internet e-mail account:

1. Log into ANGEL and click the Personal Settings icon in Power Strip. The Preferences page appears. 

2. Click System Settings in the General User Settings area. The System Settings page appears. 

3. Locate the Mail Settings area, click the Forwarding Address field, and type the full e-mail address where your ANGEL mail should be sent. 

4. Click the Forwarding Mode drop-down list and select the forwarding mode of your choice. 

5. Click the Save button. 


To Create a Drop Box

1)  Click the “Add Content” hyperlink.

2) Choose the Drop box hyper link or icon ([image: http://angel.kyvu.org/Help/Faculty/img/image369.gif]).

3) Insert a title for the drop box and add a subtitle, if desired.

4) Select the “Review” tab; be sure to choose “Peer Reviewed” from the pull-down menu. This will allow all users to see all submissions. 

5) Click “Save”



To Add a File to a Drop Box

1) Click on the appropriate drop box.

2) Complete the fields for title and message. 

3) Add file/attachment. 

4) Click “Submit”

How to Grade a Drop Box Submission

1) Click on appropriate drop box.

2) Select the assignment you wish to grade.

3) Complete the following fields: 

· Grade:  The value for the grade. By default, the point value shows 100 max unless the instructor has assigned the drop box to the gradebook with a different value.
· Remarks:  Text of your message.
· Attachments:   Add files to your message.
· Send as email message to user:  Check if you want to send an email to users alerting them that their assignments have been graded. 
4) Click OK



How to Upload a Lesson File

The File option allows you to upload any type of electronic file to your ANGEL course to share with your students. Common uploaded file types include Web pages, word processing documents, spreadsheets, PowerPoint presentations, project files, etc.

To upload a file for a lesson: 

1. Log into your ANGEL course, click the Lessons tab, and click the Add Content link. 


2. Click the File hyperlink or icon ( ). 
· The Upload a File form appears.


3. Click the Browse… button. 
· A Choose file dialog box appears, allowing you to select the file from your computer. 


4. Locate the desired file, click the filename, then click Open. 
· In the Upload a File form, the file’s name appears in the File to Upload field. 


5. Type a title for the document into the Title field. 
	· The document title you enter in the Title field does not need to match the actual 

· The document title you enter in the Title field does not need to match the actual filename. The title you enter appears next to the file icon for your uploaded file. The File Type drop-down menu is set to auto-detect your file type by default. You can optionally use this drop-down menu to select the type of file that you are uploading. 




6. Click Upload File. 
· A File Upload Successful screen appears. 


7. Click OK. 
· To modify the file’s attributes (such as its title), click the Settings link that appears below the file’s title on the Lessons page. To delete the file, click the Delete link.

Creating


Evaluating


Analyzing


Applying


Understanding


Remembering
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