Adaptation Overview


Intel® Teach Program 
Leadership Forum v.3.5
Curriculum Adaptation Support
Introduction

These adaptation resources (language: U.S. English) serve as a guide as you adapt your own Intel® Teach Leadership Forum curriculum materials. 
It is recommended that you refer to these resources prior to and during the adaptation of your Leadership Forum curriculum. Review each topic in the left navigation. 
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Leadership Forum Adaptation Resources:

· This site contains Files to Localize and Files for Publishing (language: U.S. English). You may use these files as models or directly adapt the content to meet your needs. 
· The U.S. distributes a Resource CD with the curriculum that you may wish to use as a model. These files are available in the Content and Files "Forum Resources" section of this site. You may adapt and provide them as needed. 
· Also, as an alternative, the U.S. hosts a "Course Updates Site”, where the latest versions of resource files (more current than the CD) are available for download. Visit https://teachonline.intel.com/courseupdates to view the site as a model. 
· Reference the Intel® Teach Curriculum Guidelines: go to http://brand.intel.com (register if you haven’t already), and search for IBC #15455.
Contacts
If you have questions about implementation in your location, please contact Shelley Shott, Shelley.shott@intel.com 
If you have content-related questions, please contact Biz Northup, elizabethx.a.northup@intel.com 
Software Requirements for Adapting Intel® Teach Leadership Forum

To create your curriculum, we recommend the following software:

	Recommended Software
	Adobe Acrobat Reader* is required to:

· View the complete curriculum (language: U.S. English) [PDF versions]

· View the Curriculum Guidelines [PDF version]
Note: this is available free to download at www.adobe.com

	
	Neo Sans Intel font family in your country’s language (or Intel CBID approved alternative) is required to:

· Create your curriculum manuals
Information on how to acquire this font is in the File Sharing Site 

	
	Microsoft Word* is required to:

· View the curriculum content documents and resources

	Optional Software
	QuarkXPress 6.0* or higher is required to:

· View and modify the curriculum template files1 (language: U.S. English) [Quark versions]: this is also viewable in PDF, see above
1Note: If you are using publication software other than QuarkXPress, you will need to recreate the templates in that software (visually, they should look identical and should align to the Curriculum Guidelines).


Adaptation Process for Leadership Forum
NOTE: This assumes you are beginning new - if you already have the previous version of curriculum, v 3.1, use the Word documents with tracked changes, provided in Content and Files section Curriculum Files, to update your existing curriculum files.
	Planning 
	· Review (and translate for your production team’s use if needed) all adaptation documents. 

· Establish your adaptation team and adaptation timeline. 

· Review the Software Requirements for use in Leadership Forum adaptation and production (purchase if needed). 

	Step 1 
	Review your localized versions or alternate activity options for these online resources referenced by the Leadership Forum manual: 

· An Innovation Odyssey is used to demonstrate examples of innovative uses of technology in classrooms. These stories are well received by attendees worldwide, and we highly recommend, if you currently do not have these, that you adapt a starter set and include local stories of your own to host on your Intel Education web site or to have on your CD, printable PDF or the appendix of your manual to refer to during your forum. (View a recommended starter set that includes a range of grades and subjects). (See pages 2.07-2.10 in the curriculum manual). 
· Designing Effective Projects is designed to provide teachers a foundation for good planning and supports educators in adapting or creating original project-based units. This resource includes a collection of exemplary unit plans that integrate technology into classroom projects. Most of the units have been developed by teachers participating in the Intel Teach Program, and we highly recommend you collect and adapt local unit plans from your Intel Teach course participants if you have not already done so. You may distribute Unit Plans on CDs, use another location's online Unit Plans, or if you wish to host a DEP Web site, review the file sharing site. (See pages 2.10-2.13 in the curriculum manual). 
· Assessing Projects is used to show administrators the value this resource provides in supporting assessment of 21st century skills. It’s an opportunity – if you have this resource in your language or can use the English version – to introduce this to your participants. If you wish to host Assessing Projects on your Web site, review the file sharing site. (See pages 2.14-2.15 in the curriculum manual). 
· The Visual Ranking thinking tool is used in an activity to rank leader behaviors in order of importance to facilitate technology integration for student learning in the classroom. If you do not have Visual Ranking in your local language, you may set up a project on the corporate site (in English) and type information in using your local language. For information about setting up a project, reference the Master Leader Appendix, G.07. If this option does not work, you can create a visual ranking activity using paper and pencil. (See page 1.01, Activity 2 and page 1.13, Activity 5 in the curriculum manual). 

	Step 2 
	Translate and localize text: 

All text is provided for you in Word documents housed in the Content and Files tab. Translate and localize the Word documents for your country’s local language. 

	Step 3 
	Replace screenshots: 
Retake all screenshots in the manual using the software applications in your local language.

	Step 4 
	Input content into production templates: 
If using Quark: Input your translated and localized text and images into the provided curriculum templates. Format the text using the style sheets within the QuarkXPress files. 

If using other publication software: Create templates in the software you have and input the text and images. 

Refer to the Intel Teach Curriculum Guidelines for information on correct formatting.

	Step 5 
	Finalize files: 
Save your completed curriculum files. Conduct an edit/review of all materials and make any identified changes. Save the final files and output a PDF. 

	Step 6 
	Translate and localize Senior Facilitator and Master Leader resources: 
Resources are available on the Content and Files tab, including presentations used during the forum. Translate and localize these resources, and determine how you will provide these resources. Optional examples include: 

1) providing CDs to participants 

Resource 

Type/ Size 

Description 

Date Updated 

RoboHelp Tips 

[image: image1]
(601 KB) 

Tips, tricks, and recommended process steps to adapt or create a curriculum CD, using MacroMedia* RoboHelp. 

July 2008 

CD Contents RoboHelp 

[image: image2]
(2940 KB) 

CD files and resources necessary to create your Leadership Forum Resource CD. 

August
2008 

2) hosting resources on a Web site (see https://teachonline.intel.com/courseupdates as an example: note, this is a self-registering site, follow the steps at the right of the page to register) 

NOTE: wait to produce final assets (CDs, printed manuals) until after step 8. 

	Step 7 
	Translate and localize certificates: 

Choose a certificate of completion design that best meets your needs (from the available template options). Adapt (translate and localize) the certificates. At a minimum, you’ll want Master Leader and Participant Leader versions. 

	Step 8 
	Review: 
Send a PDF version of your final curriculum, certificates, and training documents to Shelley Shott, Shelley.shott@intel.com for a high-level review.

	Production 
	· Printing manuals : Deliver your final files to the printer. Refer to the Intel Teach Curriculum Guidelines for information on print specifications and paper and binding recommendations. 

· Optional: Resource CD and/or Resource Web site: time availability/launch to be live before any scheduled trainings. 

	Step 9
	Production items may take 3 weeks or longer Printing the materials may take three weeks or longer. Distribution time will vary based on the number of participants and locations involved. If you plan to create the Resource CD that will take additional time. 


Adaptation Timeline (Recommended Model)

This is a model for an approximate timeline/schedule for completing production of the curriculum manual. Please use this timeline as a guide and adapt it to suit your own production needs. 
· Assumed resources: 2 full-time production people, 1 part-time editor, and 1 part-time project manager 
· Acceleration options: This production timeline could be shortened if you add additional resources to work on the project. 
Note: Post-production items (printing, producing CDs/Web site) occur after the production process steps below:
· Printing the materials may take three weeks or longer, depending on your printer’s schedule. 
· Distribution time will vary based on the number of participants and locations involved. 
· If you plan to create the Resource CD or Web site, that will take additional time. 
	Steps  

(described above)
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 
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	Pre-Production: Review adaptation documents (and translate for your production team, if needed). Access the File Sharing Site to download all files you’ll need. 
	
	
	
	
	
	

	Pre-Production: Establish adaptation team & timeline
	
	
	
	
	
	

	Pre-Production: Purchase software used in production (if needed)
	
	
	
	
	
	

	Step 1: Adapt resources used in the forum 
	
	
	
	
	
	

	Steps 2-4: Adapt the curriculum
	
	
	
	
	
	

	Step 5-8: Edit/review/finalize text.
Adapt and review resources and certificate. 
	
	
	
	
	
	


Frequently Asked Questions (FAQs)
Q: How do I use the Word documents and PDFs?
A: Word documents are provided for your use in translating/localizing: replace the text with your version. 
· If you have the Leadership Forum curriculum, version 3.1, you can use the “tracked changes” Word documents provided in the File Sharing Site to make use of your localized version. 
· PDFs are provided to show you what the final layouts should look like. You would only use the example PDFs to print if you do not wish to make any changes. Once you adapt your version using the Word documents, then flow the text into your production software (Quark or similar) templates, you may output PDFs for review. 
Q: Why do you provide Quark files? Can we use an alternative design/layout software to Quark? 
A: Quark is the page layout software the content team used to create the Leadership Forum curriculum. 
· If you use Quark, you will use the provided template files to flow your adapted text into, to save time. 
· If you choose not to use Quark, you may use any layout software you like, but please ensure the pages look exactly like the PDF examples (use the Curriculum Guidelines for reference). 
Q: Can I replace the provided images with images that are more representative of those in my country? 
A: Please do. This is an important part of the adaptation process: images should be authentic to your location. Please refer to photography guidelines in www.brand.intel.com and be sure you have signed permission forms from anyone appearing in the images. 
Q: Do I need to follow the script provided in the notes section of the PowerPoint? 
A: The script is there to use as a reference. The information provided should be shared but not read word for word. Please be sure to review all content, notes, and slides prior to the start of your forum. 
Q: What if content within a module is not relevant to my audiences needs? 
A: Please refer to the Master Leader Appendix, E.09, Localizing the Forum for suggestions and options for each module. 
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