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Introduction

The purpose of this guide is to serve as a manual for the Office of the State Superintendent of Education
(OSSE) Division of Early Learning (DEL) Curriculum Approval Process QuickBase application.

The Curriculum Approval Process serves as the foundation for OSSE DEL to determine whether curricula
are aligned to the District of Columbia Early Learning Standards (DC ELS) and publish a list of approved
curricula for child development facilities to reference. The purpose of this QuickBase application is to
facilitate the Curriculum Approval Process and archive data related to the Curriculum Approval Process.

Application Modules

Below is the list of major QuickBase application functions in the Curriculum Approval Process:

e Registration and sign in;
e  Submit application;

e Decision letters;

e Downloadable forms; and
e (Contact us.

Role Permissions

OSSE Administrator

QuickBase users with OSSE administrator role accessing the Curriculum Approval Process application
should be able to:

e View all applications;

e Send notifications;

e Assign user roles;

e Approve new user registrations;

e Check and uncheck the certification box(es); and
e View and edit all forms and tabs.

Reviewer

QuickBase users with reviewer role accessing the Curriculum Approval Process application should be able
to:

o View all applications;
e Complete and edit the curriculum evaluation protocol;
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e Complete and edit the curriculum evaluation rubric; and
e Complete the “Contact Us” form but may not view the inquiries sent.

Applicant

QuickBase users with applicant role accessing the Curriculum Approval Process application should be able
to:

e View and work on their own application(s) tabs.
Viewer

QuickBase users with viewer role accessing the Curriculum Approval Process application should be able
to:

e View the QuickBase application tabs only.
Note:

e For OSSE administrator and reviewer roles, “Applications,” “Curriculum Evaluation Rubric” and
“Curriculum Evaluation Protocol” tabs are displayed in the QuickBase application.

Access the Curriculum Approval Process
QuickBase Application

1. To register or sign in to the Curriculum Approval Process QuickBase application, the following
web address should be used: https://octo.quickbase.com/db/bpfhi7zx3.

Registration and Sign In

This section explains the step-by-step process for registration and sign in to the Curriculum Approval
Process QuickBase application.

Applicant Registration

Below are the steps in sequence for applicants:

1. Applicant clicks the “Register” button to register.
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? | signin

Home

Curriculum Approval Process

% EDUCA“'H 0 N Curriculum Approval Process

Welcome to the Office of the State Superintendent of Education (OSSE) Division of Early Learning (DEL) Curriculum Approval Process.

The curriculum approval process serves as a foundation for OSSE DEL to determine whether curricula are aligned to the DC Early Learning Standards (DC ELS) and publish a list of approved curricula for
child development facilities to reference.

To be able 1o complete the initial approval application, you must first register for 2 Quick Base account. Please click on the “Register” button below. Once successfully registered, you will receive an email
with instructions on how to set up a Quick Base account and how o access the application

If you are already registered or already have a Quick Base account, please sign in using the “Sign In™ button below.

3D

2. Applicant registration page is displayed.

? | Sgnin

APPLICANT REGISTRATION

Name of Indrvidusal/Primary Contact *

Reenter Emad Address

Type*
Work
Cel
Other

Maling Address *

Selecta State/Region

3. Applicant enters all the required information on the “Applicant Registration” page and submits
their registration.

4. System displays the user’s applicant registration saved page.
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=

5 MyApps

G

Applicant Reglstration * Christie Pest Mo v

1.9 ltgmnﬂonundi

APPLICANT REGISTRATION
Name of Indrvidual/Primary Contact
Christe

Tite/Position
Test Analyst

Email Addres;

il Address

Tolophone Number
(7033431623

Type

Other

Meiling Address

Sl % & Mapbox © OpenStreelMag Improve this map

entity i legally entitied to access such data.

Created today at 9:54 AM (EST). Owned by Anonym

(© Registration saved

5. Applicant receives first email upon registration.

Registration Request Submitted box x & 2
notify@quickbase.com 9:54 AM (2 minutes ago) Yy &
P

Your registration request for Curriculum Approval Process has been received. You may expect to receive a reply to your registration request within 24 hours or the next business day, excluding state and/or national
holidays. After your registration request is approved. you will be sent a link to begin the Curriculum Approval Process application

"*This is an auto-generated message Please do not respond to this message ™

 Reply » Forward

6. Applicant receives second email within 24 hours of their registration with the link to the
application which requires user(s) to create their QuickBase account that they can use to sign in
to the Curriculum Approval Process QuickBase application.
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Q) 8E”

@ Jibran Waris invites you to join
Curriculum Approval Process

| want to share the Quick Base "Curriculum Approval Process" app
with you

{IS APP IN QUICK BASE

Note:
e Applicant is not able to proceed with their application if any of the required fields are left
empty. System displays an error message if any of the required fields are not completed on the

“Applicant Registration” page.

On the tab APPLICANT REGISTRATION, the
field Telephone Mumber is required.

Applicant Sign In

Below are the steps for applicants to sign in:

1. Applicant signs in to the Curriculum Approval Process QuickBase application by selecting the
“Sign In” tab on the welcome page.

Note:
e Applicant is required to enter email that they used during registration.
e Applicant cannot sign in with their QuickBase account if they have one already as the OSSE
administrator has to grant access individually for each applicant.
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e Applicant has to enter a password in the next screen. Applicant is able to create a new password
if they forget their password by clicking the “forgot password” button and following the
prompts.

?

Signin

(]

Home

Curriculum Approval Process

EﬁUCth ON Curriculum Approval Process

Welcome to the Office of the State Superintendent of Education (OSSE) Division of Early Learning (DEL) Curriculum Approval Process

The curriculum approval process serves as a foundation for OSSE DEL to determine whether curricula are aligned to the DC Early Learning Standards (DC ELS) and publish a list of
approved curricula for child development facilities to reference

To be able to complete the initial approval application, you must first register for a Quick Base account. Please click on the “Register” button below. Once successfully registered, you
will receive an email with instructicns on how to set up a Quick Base account and how fo access the application

If you are already registered or already have a Quick Base account, please sign in using the “Sign In” bution belaw.

YOUR EMAIL ADDRESS | |

Please DOUBLE-CHECK that this is your correct email address. Without your correct email
address you will be unable to complete registration.

Next >>>

Forgot my Password

Don't worry, it happens to everyone. We'll get you back into
Quick Base right away.

Email or user name

christieossetest@gmail.com

Reset my Password

Back to Sign In

2. Applicants sign in to the Curriculum Approval Process QuickBase application. Below is the
landing page.

© ? © | Houstseten ~

Chid Develo. Curncutum Ap.

Curriculum Approval Process.

E D U CATI o N Curriculum Approval Process

Suberit an Appicaton The CuTicUlum approval process Serves as 3 Toundation for OSSE DEL 10 Gelermine whether CWTicula are a8gnec to the DC Earty Leaming Standards (DC ELS) and pedlish a k|
CumCuta for early Care and eduCaNOn Tackes 10 reference
Decision Letter

-mEass g .-

Downloadable Forms
Contactus
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Submit Application

This section explains the step-by-step process to submit a curriculum for approval in the Curriculum
Approval Process QuickBase application.

1. Applicant selects the “Submit an Application” on the left side tab in the home page.

© 7?7 O | HiQuickbaseTest +

EPI School Pro... OSSE Applicati... 2019-20 McKi.... OSSE DEL First ... Child Develop... Trainer Approv... Curriculum Appr._.

Home

Curriculum Approval Process

DISTRICT OF COLUMBIA
E OFFICE OF THE STATE SUPERINTENDENT OF
’ EDUCATION Curriculum Approval Process |

Submit an
Application
The curriculum approval process serves as a foundation for OSSE DEL to determine whether curricula are aligned to the DC Early Leamning Standards (DC ELS) and publish a

Decision Letter list of approved curricula for early care and education facilities to reference.

Downloadable

Contact us
1 N 3. a
—  APplication ‘Curriculum Sample Curriculum is. Scored Rubric is
Submission ‘Submission Rewiewed Reviewed
Start

OSSE Application Requests Curriculum Approval Process

Applicant Registration Applicant Registration

CLICK ON THE PENCIL ICON BUTTON TO START ADDING AN APPLICATION OR CONTINUE WORKING ON YOUR PREVIOUSLY SUBMITTED APPLICATION.

1 Registration All
Name of Individual/Primary Contact = Title/Position ~ Email Address Telephone Number ~ Type
ADT QUickbase Test Counsellor adtquickbasel@gmail.com (202) 987-2728 Cell

t

3. Applicant clicks on the “Add Application" button.

Page 9 of 27



Curriculum Approval Process - User Guide

o 9 0 | Hi, Quickbase Test ~

EPI School Pro... OSSE Applicati... 2019-20 McKi... OSSE DEL First ... Child Develop... Trainer Approv... Curriculum Appr...

Home

4t Return
APPLICANT

Click on Add Application below to add new application, alternatively you can click on the pencil icon to edit or the other icon to view
your already submitted application

Note : You can submit a maximum of 3 applications.

Add Application [ ]

Author's
Qualifications Date Submitted

Point of POC (i.e., Didyou to the Office
5 - Contact = - Namef(s) of Educational 2 oftheState  Application 5 Add
EpEn | kel | EE (POC) ! LA Author(s)/Editorls) ~ Background, = ror e Superintendent  Status Rubrics | o bric
N Address curriculum -
ame Related of Education
Published (OSSE)
Work)

Name of

View .
Curriculum

Note:

After adding and saving an application, the application will appear in the table on this page. All
of the applications the applicant submits will appear in the table.

Curriculum Approval Process

£ Retun
APPUICANT

Click on Add Application below to add new application, alternatively you can click on the pencil icon to edit of the other icon to view
your already submitted application

Note : You can submit a maximum of 3 applications.

Narma of Point of Contact Namals)of
View  Comcuum  Commoht  ISBN - Editon  (poc)Name » Authoris)/Editorls)

GEE3 TestCumculum 2018 12345 2nd Test User (555)555-5555  Jost User OSSE DELggmailcom  Test Test Test Yes 0228-20201200AM & Rubsics
editon B Your Applicationis Add ek
O3 Test 1980 Tt Jstedition Text (555)555-5555  Test 2eomeilcom Test Test Test Yz 02-26-202012:00 AM Rubricz
B your Appicationis Add hubeic
100% Complete

e Applicant is allowed to create a maximum of three applications per user registration. The
applicant can create a second user registration using a different email address if the applicant
has more than three curriculum submissions.

e Applicant must complete all application tabs — Applicant Information, Curriculum Approval

Application, Appendix A: Curriculum Agreement Form, Appendix B: DC Early Learning Standards

Alignment, Appendix C: Developmentally Appropriate Practice, Curriculum Sample — for each
curriculum added.

4. Applicant enters information in the “Applicant Information” page.
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Q@ ? 0O | HiTestlest ~

Curriculum Approval Process

L Return | Next »

APPUICANT INFORMATION CURRICULUM APPROVAL APPLICATION APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNING STANDARDS ALIGNMENT DEVELOPMENTALLY APPROPRIATE PRACTICE CURRICULUM SAMPLE CURRICULUM EVALUATION RL 3

©

APPLICANT INFORMATION

~

Mame of Curricubum *
Test Curriculum
Copyright * 1s8H *
2018 v | | 12345
Edition
2nd edition v

Point of Cantact (FOC) Name *

Test User
PEC Phone Number * BOC Email Address *
(5555555555 Test Liser OSSE DELigmail com
Publisher *
Test
P
Mamels) of Autharts)/Ediarish *
Test
&
Educational Backgraund, Work) *
Test
4
Didyou review the caicuium *
s A
ofthe sE)

02-25-20201200AM
~ CERTIFICATION

Please check the box below to cerify the above information. Note: Upon checking this box your form will no longer be editable
Do not check this box if you plan to make changes to this form. In addition, your application will not be dispatched unless this box is
checked.

| Certily

Note:
e User is able to navigate to the next tab using the “Next Tab” button after entering all the
required fields.

5. System displays the “Curriculum Approval Application” page where user clicks the “Add
Application” button, certifies and navigates to the next tab.

¢ APPLICANT INFORMATION CURRICULUM APPROVAL APPLICATION APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNING STANDARDS ALIGNMENT DEVELOPMENTALLY APPF 3

©

CURRICULUM APPROVAL APPLICATION

. Response | Evidence  Uploadis)

No curriculum approvals found

Add Application

~ CERTIFICATION

Please check the box below to certify the above information. Note: Upon checking this box your form will no longer be editable
Do not check this box if you plan to make changes to this form. In addition, your application will not be dispatched unless this box is
checked

Cicertity
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6. System displays the “Add Application” page with the 15 mandatory questions where applicant
enters the required information.

¢ APPLICANT INFORMATION CURRICULUM APPROVAL APPLICATION APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNING STANDARDS ALIGNMENT DEVELOPMENTALLY APPF 3

©

CURRICULUM APPROVAL APPLICATION

. Response  Evidence = Upload(s)

No curriculum approvals found

——
~ CERTIFICATION
Please check the box below to certify the above infermation. Nete: Upon checking this box your form will no longer be editable

Do not check this box if you plan to make changes to this form. In addition, your application will not be dispatched unless this box is
checked

[ I Certify

Note:
e Applicant is not able to proceed if any of the required fields are left blank. If a required field is
left empty, an error message is displayed.

The field Evidence is required.

The field Response is required.

o C(Click “Ok” on the error message to go back to the mandatory questions screen to enter the
information.

e The “Save and Previous” button takes the user back to the previous page.

SAVE AND PREVIOUS

e Applicant is able to save the information entered and continue at a later time with “Save and
Close” button.
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7.

Once the applicant enters all the necessary information and completes all required fields, the “I
certify” box needs to be checked off. Once this box is checked off, the applicant will not be able
to edit any information in that section. In addition, the application will not be dispatched
unless this box is checked.

e Applicant can now select the “Next Tab” button to continue with their application.

EFPUICAMT INFORPMENCN CLRFICULLM APPRONE APFLICATION APPENDEY A CURRCLLLIM AGREEMENT FORM. D EAREY LEARMIMNIG STAMDARDSS. AUGHMENT DEVELOPMENTALLY AFF

CURRICLILLM AFFROVAL AFFLICATION

ol fiwpeort | Morw w1 {urricwho Loperesl

Y v Lieietia Giaioly Oy e gl

=~ CERTIFICATION

Plaase chack e box Balow 50 cerify the sbove nfomaton. Note: Lipon checkng this bo your form will no longer B& adtable
Do not chisck s B i you plan o make changés 10 Tis form. In addifion, your applcation will nol be dspatched unks tis bax is
chaciad

ity A—

Bl e —

“Appendix A: Curriculum Agreement Form” screen is displayed where applicant is able to go
back to the previous page with the “Previous Tab” button.

o Applicant reads and affixes their name in the signature field.

e Once the applicant enters all the necessary information and completes all required fields,
the “I certify” box needs to be checked off. Once this box is checked off, the applicant will
not be able to edit any information in that section. In addition, the application will not be

dispatched unless this box is checked.

e Applicant can now select the “Next Tab” button to continue with their application.
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o ? o | Hi, Test Test ~

Curriculum Approval Process

Home

4 Return | Next »

¢ APPLICANT INFORMATION CURRICULUM APPROVAL APPLICATION APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNING STANDARDS ALIGNMENT DEVELOPN %

©

APPENDIX A: CURRICULUM AGREEMENT FORM

The publisher agrees to the following

1. The publisher certifies that the curriculum has been properly vetted and edited for errors.

2. The publisher may contest findings and correct all errors listed on the corrective action plan.
3. Once corrections are made, the publisher must ensure that all materials have been vetted.
4. The curriculum can be approved or denied at the discretion of OSSE.

Signature of Publisher/Point of Contact

Date
02-25-2020

~ CERTIFICATION
Please check the box below to certify the above information. Note: Upon checking this box your form will no longer be editable

Do not check this box if you plan to make changes to this form. In addition, your application will not be dispatched unless this box is
checked.

[ 1 certity

9. Inthe next section, system displays the “DC Early Learning Standards Alignment” tab. Applicant
clicks the tab then clicks the “Add DC Early Learning Standards Alignment” button to start
working on this section.

e Applicant clicks the “Add DC Early Learning Standards Alignment” button. Add Appendix B
screen is displayed.
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Hi, Quickbase Tast

7?0

Appendix B : DCELS Alignment - Add Appendix B

APPENDIX B : DCELS ALIGNMENT

<

Curricutum

Percantage Met
0.00000%

APPROACHES TO LEARNING /LOGIC & REASONING

-~

‘COMMUNICATION AND LANGUAGE

LITERACY

MATHEMATICS

SCIENCEANDENGINEERING ~ SOCIALSTUDIES ~ THEARTS 503

1. Attends and engages with curiosity

Evidence Uplaadis)

Chaase File | No file chosen

Mat Standard

2 Shows persisience

Evidence Uplaadi)

Choose File | Nofile chosen

Mat Standard

3. ApproACNEs tasks Nexibly

Evidonce Uploadis)

Chaase File

Met Standard

4 Uses symbols and takes on pretend roles

Evidence Uploadis)

Choase File | No file chosen

Mt Standard

e Applicant enters information and proceeds by clicking the “Save & Close” button. The “DC
Early Learning Standards Alignment” screen is displayed for the applicant to certify and

proceed with their application.

o Appendix B : DCELS Alignment - Add Appendix B
» Reports & Charts

~ APPENDIX B : DCELS ALIGNMENT

Curriculum

Percentsge Mt
000000%

APPROACHES TO LEARNING/LOGIC & REASONING  COMMUNICATION AND LANGUAGE  LITERACY

MATHEMATICS

SCIENCE AND ENGINEERING

SOCIALSTUDIES ~ THEARTS  SOCIALAND EMOTIONAL DEVELOPMENT  PHY( )

1. Attends and engages with curiosity

Evidence Uploadls)

Choose File | Nofile chosen

Met Standard *

e When applicant selects the “Cancel” button, an error message is displayed to inform the
applicant that the changes may not be saved. When applicant selects the “Leave” button on
this error message, the “DC Early Learning Standards Alignment” screen is displayed for the
applicant to complete the needed information on this page. Applicant can use the “Cancel”
button to stay in the “Add Appendix B” section.
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a B:DCELSA Add g Changes youmade may not be saued a n e
3. Approaches tasks flexibly
Evidence Upload(s)
Choose File | No file chosen
Y
Met Standard

4. Uses symbols and takes on pretend roles

Evidence Upload(s)

Choose File |No file chosen

Met Standard

Save&close v [EReVLY]

e Applicant certifies information entered in the “DC Early Learning Standards Alignment”
section and continues with their application by selecting “Next Tab” which is Appendix C:
Developmentally Appropriate Practice (DAP). Once the applicant enters all the necessary
information and completes all required fields, the “I certify” box needs to be checked off.
Once this box is checked off, the applicant will not be able to edit any information in that
section. In addition, the application will not be dispatched unless this box is checked.

10. In the next section, the system displays “Appendix C: Developmentally Appropriate Practice
(DAP)” screen where applicant reviews the information presented, certifies and selects the
“Next tab” button to proceed with their application. Once the applicant enters all the necessary
information and completes all required fields, the “I certify” box needs to be checked off. Once
this box is checked off, the applicant will not be able to edit any information in that section. In
addition, the application will not be dispatched unless this box is checked.

] -4 &
APPLICANT INFORMATION CURRICULUM APPROVAL APPLICATION APPENDIN A- CURRICULUM AGREEMENT FORM DC EARLY LEARMING STANDWRDS ALGHMENT DEVELOPMENTALLY APPROPRLATE PRACTICE

APPEMDIX C: DEVELOPMENTALLY AFPROPRIATE PRACTICE (DAF)

ansnips wWith poars.
g srateges and

eompalanes:
unt mastery and also when thay have

w : g, cogrition ar
re challenged o achieve al a kevel jusk e
e @ Nasibility: in um, thase dsposiions

nachas 10 learming, such as parsishance, in

CERTIFICATION

Pleaze check the bax below 1o cerlify the abave infarmalion. Nofe: Upan checking this bax yaur form will no langer be editale
Do not chieck this box if you plan 1o make changes b this form. In addifon, your application will not be dispatched unless this bex s
checked

“ | Carttly

11. In the next section, the system displays the “Curriculum Sample” page where applicant enters
information by clicking the “Add Sample” tab.
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12. Once the applicant enters all the required information, applicant clicks the “Save & Close”
button. After clicking the “Save and Close” button, the system will navigate back to the previous
page where applicant certifies the section. Once the applicant enters all the necessary
information and completes all required fields, the “I certify” box needs to be checked off. Once
this box is checked off, the applicant will not be able to edit any information in that section. In
addition, the application will not be dispatched unless this box is checked.

Curriculum Sample page:

©

CURRICULUM SAMPLE

Submit a curriculum sample by uploading it here or mailing the sample to:
Office of the State Superintendent of Education (OSSE)

cf/o Buen Abo
1050 First St. NE, Sixth Floor
Washington, DC 20002

T ——

How is the curriculum sample
being submitted?

Upload(s)

Mail Carrier
(if applicable; e.g., USPS, FedEx)

Tracking Number (if applicable)

Mo samples found

~ CERTIFICATION

Please check the box below to certify the above information. Note: Upon checking this box your form will no longer be editable
Do not check this box if you plan to make changes to this form. In addition, your application will not be dispatched unless this box is

checked

1 Certify -~

Add Sample screen:

Curriculum Sample > Add Sample

Curriculum Sample

Submit a curriculum sample by upleading it here or mailing the sample to.
Office of the State Superintendent of Education (O0SSE)

c/o Buen Abo

1050 First St. NE, Sixth Floor

‘Washington, DC 20002

How is the curriculum sample being submitted?

[ .

Select up to 20 choices

Upload(s)
Choose File | Nofile chosen

Mail Carrier (if applicable; e.g., USPS, FedEx)

Tracking Number (if applicable)
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&  Application Information S ' PCridedit B Emal More €4 Customize this Page

[ | @Ap,ﬁuﬁm.....d‘

9 Applications Al

Date Submitted to ookl
ot o POC it Offem Name) of (o, Ecucationsl  Dd¥ou
Copyright 158N Editon | Contact(POC)  Phone POC Email Address ofthestate | Publsher pameRISL L | L, Beeal reviaw the
Name Number Superintendent ) i izt curmiculum
Published Work)

Name of

View | Cumiculum

of Education (OSSE)

& EEE Ta 1ann Tast i Tact (G581 588, Tack llear MESE NEL I@mmail ram 02959090 1900 AM Tact Tact Tast Vas

13. Applicant should reach out to the OSSE administrator if any information needs to be updated by
creating and sending a message using the “Contact Us” tab in the home page. OSSE
administrator will then reject that section of the application so that the applicant can update the
information.

OSSE Review section and page navigation options:

(7]

APPENDIX A: CURRICULUM AGREEMENT FORM

The publisher agrees to the following

1. The publisher certifies that the curriculum has been properly vetted and edited for errors.
2. The publisher may contest findings and correct all errors by Dec. 27, 2019,

3. Once corrections are made, the publisher must ensure that all maternais have been vetted.
4. The curriculum can be approved or denied at the discretion of OSSE.

Signature of Publisher/Point of Contact

Date
02-06-2020

v CERTIFICATION

Please check the box below to certify the above information. Note: Upon checking this box your form will no longer be editable
Do not check this box if you plan to make changes to this form. In addition, your application will not be dispatched unless this box is checked.

[ 1Centity

=

v OSSE REVIEW
Reviewed by OSSE Review Date

—

Note:

e Applicant must save the information entered using the “Save and Close” button before reaching
out to the OSSE administrator.

e Once the OSSE administrator rejects the application, applicant can then open the current
application and select the pencil (edit) icon to make updates where needed, certify and proceed.
Applicant can only edit the pages which OSSE administrator has rejected.

e When the OSSE administrator rejects a section, the “I Certify” box becomes unchecked allowing
the applicant to edit or update.

e (OSSE Review section is displayed only for the OSSE administrator(s) view.

Save and close message screen:
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8 i Gnd Edit Email More v Customize this Pz
g ‘ Poistin Elinat Noww Qsamcsistge

‘ & Application saved ‘
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Decision Letters

Once the OSSE administrator reviews the curriculum application, they can either approve or deny the
application based on which decision letter is generated from the below:

e Approval Notification Letter;
e Denial Notification Letter; or
e Contest Denial Notification Letter.

Applicant can view any/all decision letters for their application(s) under the “Decision Letters” tab in the
home page.

DC s
. © 7?7 © | HiQuickbaseTest ¥
iti MyApps EPI School Pro.... OSSE Applicati... 2019-20 McKi... OSSE DELFirst ... Child Develop.... Trainer Approv... Curriculum Appr....

Home

Curriculum Approval Process

. DISTRICT OF COLUMBIA
E OFFICE OF THE STATE SUPERINTENDENT OF
E D U CATI 0 N Curriculum Approval Process

Submit an
Application
The curriculum approval process serves as a foundation for OSSE DEL to determine whether curricula are aligned to the DC Early Learning Standards (DC ELS) and publish a
Decision Letter «st of approved curricula for early care and education facilities to reference.
Downloadable
Forms
Contactus
L 2 3. a
Application Curriculum Sample: Curviculum is Scored Rubric is
Submission Submission Reviewed L

Start

Sample Approval Notification Letter

We would like to thank you for your interest in seeking approval from the Office of the
State Superintendent of Education (OSSE) for your curriculum. Your curriculum has been
approved and established alighnment with DC Early Learning Standards. Your curriculum
information will be accessible on the OSSE website by July 1, 2020 for providers and other
stakeholders to view.
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If you have questions, please reach out to Buen Abo via email at Buen.Abo@dc.gov or via
phone at (202) 724-7876.

Thank you,
Office of the State Superintendent of Education
Division of Early Learning

Sample Denial Notification Letter

We would like to thank you for your interest in seeking approval from the Office of the
State Superintendent of Education (OSSE) for your curriculum. Your curriculum has not
been approved. Please complete the attached corrective action plan and submit the
needed information on or before May 31, 2020.

If you have questions, please reach out to Buen Abo via email at Buen.Abo@dc.gov or via
phone at (202) 724-7876.

Thank you,
Office of the State Superintendent of Education
Division of Early Learning

Sample Contest Denial Notification Letter

We would like to thank you for your interest in seeking approval from the Office of the
State Superintendent of Education (OSSE) for your curriculum. At this point, we are unable
to approve your application. The corrective action plan did not fully establish alignment
with DC Early Learning Standards. You may submit your curriculum again once the process
reopens next year.

If you have questions, please reach out to Buen Abo via email at Buen.Abo@dc.gov or via
phone at (202) 724-7876.

Thank you,
Office of the State Superintendent of Education
Division of Early Learning

Note:
e Applicant receives a notification email with any change in their application status.

Curriculum Reviewers

This section is for curriculum reviewers.
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Reviewer Registration and Sign In

This section explains the step-by-step process for registration and sign in to the Curriculum Approval
Process QuickBase application. Below are the steps in sequence for reviewers:

1. Reviewer receives an email with the link to the application which requires user(s) to create their
QuickBase account that they can use to sign in to the Curriculum Approval Process QuickBase
application.

Q QUICK
BASE

@ Jibran Waris invites you to join
Curriculum Approval Process

| want to share the Quick Base "Curriculum Approval Process"” app
with you

GO TO THIS APP IN QUICK BASE

Note:

e Reviewer that already has a QuickBase account needs to enter their username and password
and open the Curriculum Approval Process QuickBase application.

Username

Password

My apps

Adh

“ ==

[[] Keep me signed in on this computer

I fergot my password

Curriculum Approval
Not a Quick Base user? Create alog-in. rocess
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e Reviewer is able to create a new password if they forget their password by clicking the “forgot

password” button and following the prompts.

YOUR EMAIL ADDRESS | |

Please DOUBLE-CHECK that this is your correct email address. Without your correct email
address you will be unable to complete registration.

MNext >>>

Forgot my Password

Don't worry, it happens to everyone. We'll get you back into
Quick Base right away.

Email or user name

christieossetest@gmail.com
Reset my Password
Back to Sign In

2. Reviewer signs in to the Curriculum Approval Process QuickBase application. Below is the
landing page.

=i MyApps (OSSE Application Requests Curriculum Approval Process _

n

Home

Curriculum Approval Process

EDleAT'ON Curriculum Approval Process

Applications The curriculum approval process serves as a foundation for OSSE DEL to determine whether curricula are aligned to the DC Early
curricula for early care and education facilities to reference.

proved—
1 2 EX a.
.—- Application Cuniculum Sample: Curriculumis Scored Rubricis
Submission Submission Reviewed Reviewed
Start
nied—

Decision Letters
Downloadable Forms

Contact us

Reviewing Submitted Application(s)

This section explains the process to evaluate the curriculum/curricula assigned to a reviewer using the
Curriculum Approval Process QuickBase application.

1. Onthe home page, reviewer clicks on the “applications” tab and locates the curriculum that
needs to be reviewed.
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(OSSE Application Requests Curriculum Approval Process

Informati Application + New Application More =

12 Applications

Author's
i Date Submitted to Qualifications
Point of o
i Comact | poon s Name(s) of Educational
View Copyright ISBN Edition (POC) Phone POC Email Address ofthe State Publisher Author(s)/Editorls) Back d
Name Number Superintendent orls)/ Editorls) R:E: &rjoun B
of Education (OSSE) Aersbert
Work)

Curriculum

1. Reviewer clicks the pencil icon next to the name of curriculum to view the curriculum being
reviewed.

2. Reviewer scrolls to the right using the cursor and clicks the “Curriculum Evaluation Rubric” tab.

CURRICULUM EVALUATION RUBRIC

3. Reviewer clicks the “add rubric” button and completes the curriculum evaluation rubric.

¢ APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNI

©

CURRICULUM EVALUATION RUBRIC

Add Rubric

Aligned
to DC Theories
Date Overall Early in Early

Evaluated R Score Leaming Childhood
Standards | Education
(DCELS)

4. Once all the fields are complete, reviewer clicks on the “save and close” button to save the
completed fields.

Note:
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e Reviewer may also download the curriculum evaluation rubric using the “downloadable forms”
tab in the home page in order to complete the rubric offline.

5. Reviewer is now ready to complete the curriculum evaluation protocol. After clicking the “save
and close” button from the curriculum evaluation rubric, reviewer clicks the next tab, curriculum
evaluation protocol.

CURRICULUM EVALUATION RUBRIC CURRICULUM EVALUATION PROTOCOL  »

6. Reviewer clicks the “add curriculum evaluation” button and completes the curriculum
evaluation protocol.

CURRICULUM EVALUATION PROTOCOL

Add Curriculum Evaluation

7. Once all the fields are complete, reviewer clicks on the “save and close” button to save the
completed fields.

Save &close - Cancel

Note:
e Reviewer may also download the curriculum evaluation protocol using the “downloadable
forms” tab in the home page in order to complete the protocol offline.

8. After completing the curriculum evaluation rubric and protocol, reviewer notifies the OSSE
administrator by contacting Buen Abo at Buen.Abo@dc.gov via email.
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Downloadable Forms

User(s) can open, view and download forms from the “Downloadable Forms” tab so that they can
complete the forms offline.

© ? O | HiQuickbaseTest ~

EPISchool Pro__. OSSE Applicati._. 2019-20 McKi... OSSE DELFirst .. Child Develop. .. Trainer Approv... Curriculum Appr._.

Home

Currlculum Approval Process

% OFFICE OF THE STATE SUPEAINTENDENT OF
= E D U CATI 0 N Curriculum Approval Process

Submit an
Application
The curriculum approval process serves as a foundation for OSSE DEL to determine whether curricula are aligned to the DC Early Learning Standards (DC ELS) and publish a

Decision Letter list of approved curricula for early care and education facilities to reference.

Downloadable i

Forms

Contactus

Quarterly TE.A.C.HGr... Child Development As... Trainer Approval Progr... OSSE DEL First Step M. OSSE Help Desk
)] S & i
Home Users Applicant Registration  Curriculum Evaluation ...
D loadable Forms > D loadable Form copy
|
5Forms All
Filename Description Download

Curriculum Evaluation Rubric
Curriculum Evaluation protocol
Curriculum Application Form

Corrective Action Plan

2o

Appendix B: DC Early Learning Standards Alignment Form

Note:
e  OSSE will evaluate applications that are completed using the QuickBase application only.
Curriculum application(s) submitted after the application period will not be evaluated.

Contact Us

Users are able to contact the OSSE administrator with questions related to this process using the “Contact
Us” tab. The OSSE administrator will receive a notification email with the information entered by the
user(s).
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EPI School Profiles 'OSSE Application Requests 2019-20 McKinney-Vento.. 'OSSE DEL First Step Moni.

Home

Contactus > Contact #7

CONTACT US

~ CONTACT US

Have questions? contact the Division of Early Learning (DEL) team using the form below.

Created today at 3:08 PM (EST). Owned by Test, Quickbase.

Frequently Asked Questions (FAQs)

1. What is the curriculum approval process?
- The Curriculum Approval Process serves as the foundation for OSSE DEL to determine
whether curricula are aligned to the District of Columbia Early Learning Standards (DC ELS)
and publish a list of approved curricula for child development facilities to reference.

2. How will I know if my curriculum application is approved?
- Below is the Curriculum Approval Process timeline:

April 1-30: Application Period
May 1-15: Curriculum Review Period
May 15: Notifications are released
May 15-31: Contest Denial Period
June 1-15: Contest Curriculum Review Period
June 15: Notifications for Contest Denial are released
July 1: Approved curricula are posted on the OSSE website

- All applicants who submitted an application(s) will receive a notification letter via email and
via the “Decision Letter” tab in the Curriculum Approval Process QuickBase application.

3. Once my curriculum is approved, where will it be posted?
- All OSSE approved curricula will be posted on the OSSE website under this link:
https://osse.dc.gov/publication/research-based-curricula

4. What happens if my curriculum is not approved?
- Curriculum applications that are not approved will receive a denial notification. Applicants
may either:
- Return the corrective action plan to the OSSE administrator; or
- Reapply with an updated curriculum aligned with DC ELS the following year.
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Note:
e If the applicant completes the contest form, the OSSE administrator will review the
additional information provided and issue an approval or denial decision to the contest.
e If the contest is denied, the applicant may reapply the following year.

5. Who should I contact if | have additional questions related to the curriculum approval process?
- All questions related to the curriculum approval process should be sent to Buen Abo at
Buen.Abo@dc.gov via email or by completing the required fields under the “Contact Us” tab
of the Curriculum Approval Process QuickBase application.

Glossary of Terms

Appendix A: Curriculum Agreement Form — This section lists actions that the publisher needs to agree
upon and affixes their name.

Appendix B: District of Columbia Early Learning Standards (DC ELS) Alignment Form — This section captures
the curriculum’s alignment with DC ELS by providing evidence(s) and upload attachment (if any).

Appendix C: Developmentally Appropriate Practice (DAP) — This sections defines developmentally

appropriate practice and enumerates the core considerations of DAP according to the National
Association for the Education of Young Children (2009).
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