Guidelines for Curriculum Writing Projects
Updated May 2008

Process:
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3.

Principals/Department Chairs/Directors/Supervisors should submit Part I of Curriculum
writing project form to Merryl Rogers, Assistant Superintendent for Curriculum and
Instruction.

Only after approval of this project and Board approval of staff can the project begin.

The approved form will be returned to you so that you can submit Part Il when the project
is completed.

The guidelines below should be distributed to any staff member who is approved by the
Board of Education for curriculum writing work.

Once the project is completed and ready for submission, Part Il of the form should be
completed and submitted with a copy of the completed curriculum.

Guidelines:

The project must be submitted as print ready and proofread by the person who submitted
the request. The targeted completion date should take this into account.
All curriculum writing projects must include the following:
a. Title page as a cover that includes:
i. School District name
ii. Subject/Department/Course/Grade
iii. Date of project i.e. Winter 2008, May — June 2008
iv. Title of curriculum writing project
v. Name(s) of persons completing the project
b. Curriculum must be aligned with NYS Standards. Curriculum writing should
directly reference and address specific performance indicators (ELA, Arts, Phys Ed,
LOTE, and Science), content objectives (Social Studies), or process and content
strands (Math) as outlined in the core curriculum guides. However, the guide need
not be a replica of the standards. Those can easily be found on the web.
c. Specific standards and performance tasks must be identified throughout the guide.
i.e. “The student will be able to..”
d. All pages should be paginated.
e. Supporting materials, bibliography, etc. should be included.

i. Final projects should be submitted with Print Room Request forms attached
indicating the number of copies that are needed or indicate if the copies will
be printed at the building.

f. Electronic submission of curriculum project is also required.
Blue slips must be submitted along with the final project. There is no provision to pay for
hours that are submitted beyond the approved posting.
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CURRICULUM WRITING PROJECT - Part |

Submit to Office of Assistant Superintendent for Curriculum and Instruction for approval
1.) Submit Part | for approval, posting, and onset of project. Project may begin when project is approved and
signed form is returned to Principal and/or Supervisor.
2.) Submit Part 11 after project is completed, reviewed, and ready for print.

PART I
Person Requesting Project Date submitted:
School Subject Course Grade level

What are the specific requirements of this curriculum writing project? (To use for posting)

Number of persons anticipated to complete the project: What certification is required?

Number of hours per person anticipated to complete the project:

Total anticipated cost:

Targeted date to submit project for review by person requesting project:
Targeted date of completion and submission to Assistant Superintendent:

Signature of Department Chair: Principal’s signature

District Supervisor Signature:

The following to be filled out by Assistant Superintendent’s office:

Posting sent to Personnel

Board has approved candidates for curriculum writing

Approval to proceed with project:

Date

Signature (Asst Supt Instruction/Curriculum)

Please be sure that staff is familiar with Guidelines for completing curriculum writing projects.

CURRICULUM WRITING PROJECT - Part Il

Signature

The project has been proofread.

Includes the following: Cover, title page, date and
name(s) of staff completing the project.

Blue Slips are completed and attached.

Electronic copies have been submitted to:

Copies will be made:
At the building At District Office
If D.O., how many needed? Is form attached?

Completed project has been reviewed by Building Principal signature
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