Unit Portfolio Revision Checklist
Unit Plan Template and Matrix

The following two documents are designed to help plan and design an original Unit Plan or to revise and adapt an existing Unit Plan. Use them along with the checklist below to ensure you have included all the necessary components.

Unit Plan Template - This annotated document provides descriptions, examples, and resources for each of the components included in a completed Unit Plan.
Unit Plan Matrix - This working document is to be used when revising a Unit Plan. The matrix should be filled in with the current Unit Plan information and then modified with suggested edits to the Curriculum-Framing Questions, the project-based learning idea/scenario, and any other ideas for improving the components associated with the unit being revised. Once edits are noted this document can be reviewed by another author or manager before the author continues with revisions.
Scripts and File Management

If the unit portfolios you have collected do not include a file management document we recommend that a file management spreadsheet be created to track and organize all the documents associated with the unit portfolio. The following Community Decisions Unit Portfolio file management is an example of a completed file management document. 
 FORMCHECKBOX 
 Create a file management document, a record of all scripts/pages of the Web site.

· For Leaf Pages use underscore between words. Truncate names if appropriate

· When you save the original document, make sure the word “final” is not in the file name and make sure the file name matches the name in the file management sheet.

· Display Name/Graphic Title in the File Management sheet is the Web page header

· Make sure that each document is in the file manager 

 FORMCHECKBOX 
 Put all scripts and file management in one folder for each Unit Plan and name
Content Edits
Effective Use of Technology

 FORMCHECKBOX 

Minimally required technology resources are included in the Unit Plan and include a reference for how they will be used. (e.g., Spreadsheet program for tabulating polling results.)

Student-Centered Approaches, Project-Based Learning, Inquiry

 FORMCHECKBOX 
    The project requires students to consult, research, and investigate several sources.
 FORMCHECKBOX 

Content (sentences/vocabulary/conceptual understanding) and design elements are appropriate and what you would expect from the targeted student age group.

Higher-Order Thinking Skills and Essential Questions

 FORMCHECKBOX 

Curriculum-Framing Questions are appropriate.

 FORMCHECKBOX 

The Essential Question is open-ended, targets higher-order thinking skills, is written in “kid” friendly language, and can be used over several units in either the same classroom or across academic disciplines. The same key word(s) are not used in both the EQ and UQ. There is only one Essential Question.

 FORMCHECKBOX 

Unit Questions are open-ended, target higher-order thinking skills, and have language that is clearly linked to the specific unit being taught. There are one to three Unit Questions.

 FORMCHECKBOX 

Content Questions are fact-based questions that you would typically find on a multiple choice or short answer test. There is basically only one correct answer for each Content Question. There are three to five well-represented samples of Content Questions included.

 FORMCHECKBOX 

Use hyphen for Curriculum-Framing Questions. Capitalize Essential, Unit, and Content Questions
 FORMCHECKBOX 

Assessment tools, student samples, and Unit Plan procedures all reflect the use and influence of Curriculum-Framing Questions. The questions are answered in meaningful and varied ways.

 FORMCHECKBOX 

Detail within the assessment tools is content-specific and clearly matches both the student samples and the Curriculum-Framing Questions.
 FORMCHECKBOX 

Explicit thinking skills instruction is included throughout the unit and is referred to in the Unit Plan. (See Thinking Skills in DEP)





 FORMCHECKBOX 
  The At a Glance highlight box lists the thinking skills targeted in the Unit Plan.

Instructional Strategies for Engaged Learning

 FORMCHECKBOX 
     A variety of instructional strategies are used throughout the unit to:


 FORMCHECKBOX 
  Teach higher-order thinking


 FORMCHECKBOX 
  Assess learning


 FORMCHECKBOX 
  Reach learning objectives


 FORMCHECKBOX 
  Meet the needs of all students


 FORMCHECKBOX 
  Create a student-centered environment   

Ongoing and Multiple Methods of Assessment

 FORMCHECKBOX 

Multiple types of assessment are used. 



 FORMCHECKBOX 
 Assessment is embedded throughout the unit. 



 FORMCHECKBOX 
 Rubrics, checklists, scoring guides are included. (At least one is used and others may be incorporated)



 FORMCHECKBOX 
 The name of the assessment clearly matches our definition.  




 FORMCHECKBOX 
 Student thinking is clearly assessed.
 FORMCHECKBOX 

Use “assessment,” not “evaluation”. Use title case caps for all items in assessment plan. 
. 

Technical Edits
 FORMCHECKBOX 

All Web addresses do not include http:// except for those that do not start with www.
 FORMCHECKBOX 

All Web addresses are appropriate, working sites.
 FORMCHECKBOX 

Put all questions in itals throughout the Unit Plan, but not under the CFQ headings

 FORMCHECKBOX 

Bullet prerequisite skills, even if just one

 FORMCHECKBOX 

On the Standards page, bullet all the standards even if only one. Do not bold “Students will” and do use a colon. Bullet objectives even if only one

 FORMCHECKBOX 

Bullet Web sites, hardware and software even if only one

 FORMCHECKBOX 

All content needs to be within copyright guidelines. Any multimedia content (images, sounds, video clips) are from clipart, Encarta Encyclopedia (appropriately obtained—not screenshots and no videos), free image resource Web sites (double check free sites, they are not always free), or Intel’s IMA image database. (See ImageResources.htm on the Intel Teach Essentials Online Course.) Except for clipart, all multimedia resources include references as to where the author obtained the image—both on the slide/page with the image (unless a copyright notice is already included on the image, as is done with Encarta images), as well as an age-appropriate full citation on the last slide/page. 
 FORMCHECKBOX 

Intel Corporate Writing Style Guide and Intel® Education Writing Guidelines are checked and followed.
Specific Edits for Web Units 

 FORMCHECKBOX 

All Web addresses that are not from Intel’s Web site are followed with an asterisk (*). Asterisks are not hyperlinked and there are no spaces between the Web address and the asterisk.
 FORMCHECKBOX 

Notations have been included to note what files have changed—especially for changes in PowerPoint. Specifically called out are the slides that were changed/added/deleted in the file management document.

 FORMCHECKBOX 

Links are listed on the file management document for those that are not changed.
Sending Unit for Review if needed
 FORMCHECKBOX 

Send complete unit portfolio to reviewer.

 FORMCHECKBOX 

Reviewer turns on track changes for any suggested revisions. (Originator can use the drop-down menu on the Reviewing toolbar to show “Final” to help in reading the edited version.)
Sending Final Unit for Web

 FORMCHECKBOX 

All files within the final unit portfolio have changes accepted and tracked changes formatting has been turned off. 

 FORMCHECKBOX 

The entire portfolio is zipped and sent to Technical Team.
