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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 Contactus.

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:

e 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.

” u

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

% “EDUCAM'H ON Curriculum Approval Process

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

The curmculum approval process serves as a roundation Tor OSSE DEL 10 determing whether cummcula are aligned 1o the DC Early Leaming Standards (DC ELS) and publish a list of approved curmicula Tor
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” bution below. Once successfully registered, you will receive an email
with instructions on how to set up a Quick Base account and how 1o access the application

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

m

2. Applicant registration page is displayed.

? | signin

APPLICANT REGISTRATION

Name of Indaidual/Primary Contact *

Reantor Emai Address

Type*
Work
Call
Other

Select 2 State Region v

Orgsnization Mame.

Is your arganization adress ssme e your maing address ©
N
i . ). |
 that il nfarmation that|
‘entity i logally entiflod to access such data. *

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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i MyApps

Applicant Registration - Christie P Edit Moraw

| @ Registrationsaved |

APPLICANT REGISTRATION
Nama of Indricus Primary Catact
Christie

Tia/Psition

Test Annlyst

Emil Address.

| Tologhone Number
70313481623

Type
Other

Mailing Address

mAraYe s map:

i -
i oty et o b oy
) Registration saved
5. Applicant receives first email upon registration.
Registration Request Submitted nbox x & 2

notify@quickbase.com

tame =

SS4AM (2 minutes ago)  Tr

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

*This is an auto-generated message. Please do not respand to this message ™

4, 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) e

@ Jibran Waris invites you to join
Curriculum Approval Process

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

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 Number 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.

?

Sign in

]

Home

Curriculum Approval Process

EDUCMATl ON Curriculum Approval Process

Welcome to the Office of the State Superintendent of Education (OSSE) Division of Early Leaming (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” bulton below. Once successlully registered, you
will receive an email with instructions an how to set up a Quick Base account and how to access the application

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

=B ET

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.

© 7 O | voudkssele -

buﬁtmﬂf|0N Curriculum Approval Process

T i approrst process serve g et fox GSSE DEL I Geferine whviher i a abgned b . Eary Leaiing Stardarcs (OC ELS) and pubich 2
CRATMCUA TOF ST (AT NG SIUCERON TACHES [0 FETETEnis.

B EBa< i_g_ {

i

Deocinicn Letter
Dimeniaciatibe Forma

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.

© ? O | H.QuickbaseTest ~

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

f

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 Learning Standards (DC ELS) and publish a

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

Downloadable

Forms
Contactus
L 2 Y a
e /\pplication Curviculum Sample Curiculum is Scored Rubric is
Submission Submission Reviewed

3t MyApps 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 Al
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.
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o ]

GOV mmmm

© ? O | HiQuickbaseTest ~

Trainer Approv... Curriculum Appr...

iff MyApps EPI School Pro.... OSSE Applicati... 2019-20 McKi... OSSE DELFirst ... Child Develop...

Home

4 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

(ie. 5 to the Office

' Did you 4
- oftheState =~ Application -
(POC) Author(s)/Editor(s) Background, review the Superintendent | Status Rubrics
Address curriculum i
Name Related of Education

Published (OSSE)
Work)

Point of

POC )
view | Nameof | oo ont | 1sBN | Ediion | ConBct Email | Publisher | Namelshof Educational

Curriculum

Note:

e 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.

© ? O | Hifestiest -

Curriculum Approval Process

£ Return
APPLICANT

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

Note : You can submit a maximum of 3 applications
[
FulReport | More v 2 Applications
Author's Qualifications

.. Eveatrorel Backapourd, Did you review the
Related Pubished Work] e

Narmo of i Foint of Contact
Comiclors COPO BN Edon (o030 e

Namelgof
Authorts)/ Editor{s|

3 TestCumiculom 2018 Test User (555)555-5555.  Tast Usar OSSE DELgomail com  Tast Test Tt ot 0228-20201200AM

& voeppicatons 0 T

ompiete

e 02.28202012.00 A fubres
. R
100% Comglete.

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 7 O | HiTestwest v

Curiculum Approval Process

n | Next 3

¢| APRLCANT INFORMATION | CURRICULUM APPROVALAPPLICATION — APPENDIX A: CURRICULUM AGREEMENT FORM  DCEARLY LEARNING STANDARDS AUGNMENT  DEVELOFMENTALLY APFROPRISTEPRACTICE  CURRICULUM SAMPLE  CURRICULUM EVALUATION AL 3

7]

APPLICANT INFORMATION

Mame of Carriculum *

Test Curriculum
# Copyright * o 1SEN -
2012 w | 12345
Ediion *
2nd edition v

Point af Contact [POC) Hame *

Test User
) POC Phane Number * POC Email Address *
(553} 555-5555 ‘Test.Lisar OSSE. DEL@gmail.com
Publisher*
Test
A4
Name(z) of Authorl/Editorls) *
Test
A

Suther's Gualiications L.e., Educstional Backround, Related Pulished Work) *
Test

il you review the curriculum *

s v

0225202012004
~ CERTIFICATION

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

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.

& APPUICANT INFORMATION CURRICULUM APPROVAL APPLICATION APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNING STANDARDS AUGNMENT DEVELOFMENTALLY APFT 3

©

CURRICULUM APPROVAL APPLICATION

Besporse  Fvidence  Upload(s)

No curriculum spprovals found

Add Application

~ CERTIFICATION
Please chack the box below to cerify the above information. Note: Upon checking this box your form will no longer be editable
Do not check this bos il you plan o make changes to this form In addibon, your application will nol be dispalched unless thes box s
checked

| Cartity
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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 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 Centify

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.

e 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 theirapplication.

APPUICANT IBFORMATION CLERCULLM APPROVEAL APFUCATION | APPERDD A CLRRICLULIM AGREEMENT FORM DT BARY L EARMENG STRMDARLES. ALIGHINVEN DEVELOPMENTALLY APF

CURRICLLUM APPROVAL AFPLICATION

Fll fonpeort | Morw w1 Curricwbrs dgprresd

e R et Gty Comp S sl

=~ CERTIFICATION

Plaase chick Ma bax Balow 16 caility he above nibimabon. Node: Upaa chedking this box your Toem wall i leger be adiable
Do nod check Bhe Boo @ wou plan Yo make changés 1o Ff lorm. In addBion. youd applicalion will nol 'bé ddpdbched unkeds Wil bax =
chacload

ISty M—

L e Ll —

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

e 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 theirapplication.
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o 9 0 | Hi,TestTest ~

Curriculum Approval Process

N

Home

1t Return | Next 3

{ 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 Certify

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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© 7 © | HiQuickbaseTest v

Appendix B : DCELS Alignment - Add Appendix B m Cancel

~ APPENDIX B : DCELS ALIGNMENT
P—

Porcentage Met
0.00000%

§ APPROACHES TO LEARNING/LOGIC & REASONING | COMMUNICATION ANDLANGUAGE  LITERACY  MATHEMATICS  SCIENCEANDENGINEERING  SOCIALSTUDIES ~ THEARTS SO 3

1. Attends and engages with curiosity

Evidence Uploadis)

Choase File | Nofile chosen

Mot Standard

2 Shows persistence

Evidance Uplesdtis)

Chaose File | No file chosen

Met Stantard

3. Approaches tasks lexibly

Evidance Uploadis)

Choosa File | No file chosen

Met Standard

4. Uses symbols and takes an pretend roles

Evidence Uplosdis)

Chaase File | No file chosen

Mat 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 AppendixB:DCELS Alignment - Add Appendix B m Corel )} Cuniornian i Form

¥ Ragonts & Charty

ST t

Curmcuum

Percantage Met
0 00000

¢ APPROACHES IO LLARBNING/LOGIC & REASONING  COMMUNICATIONAND LANGUAGE  LTERADY  MATHEMATICE  SCENCEAMD ENGRMERING  SOCMMSTUDNS  THUARTS  SOCALAND LMOTKMAL CLVELGRMENT P 3

1. Aiends and engapes with curiosdy

Tvicenca Upioati

[T

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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i SRCHE a5 Changes yor ay nat be saved
Canoel
3. Approaches tasks flexbly m

Evidence Uploedia}

Chooss File | No file choen

Mot Standard

4, Uses symbols and takes on pretend roles
Evidence Uptosslal

Choose File | No file choven

ot Stanclare

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.

M & &
APPLICANT INFORMATION CURRICULLM APPRONAL AFPLICATION APPENDIN A= CURRICULUM AGREEMENT FORM DC EARLY LEARNING STAMDARDS ALUGHMENT CEVELOPMENTALLY AFPROPRIATE FRACTICE

APPEMDIX C: DEVELCPMENTALLY APPROPRIATE PRACTICE (DAR)

a5 W promaiing .
re: challenged o achieve al a'level jusi beyand the

haLhos 10 (GaTing, Sach &5 persishodnod, et o fusib

CERTIFICATION

Pleaze check the box belaw |o cerlify the abowe infarmalion. NobB: Upan checking Lhis bax yaur form wil no langer be edilzble
D hech thiz bex if you plon b make chenges a this farm. n addiion, yeur spplicsfion will ned be dispalehed unless this bes =
chacked

=

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:

o

CURRICULUM SAMPLE

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

c/o Buen Abo

1050 First 5t. NE, Sixth Floor

Washington, DC 20002

CI —e—

How is the curriculum sample Upload(s) Mail Carrier Tracking Number (if applicable)

being submitted? (ifapplicable; e.g., USPS, FedEx)

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

L1 Certify =g

Add Sample screen:
Currlcul S. Il Add Sampl

Curriculum Sample

Submit a curriculum sample by uploading it here or mailing the sample lo.
Omce of the State Superntendent of Education (OSSE)

/o Buen Abo

1050 First St NE, Sixth Floor

Washinglen, DC 20002

Hew is 2 ]

Upload(s)

Chaase File | Mo bkle

Mail Carrior [ applicable; o.g., USPS, FedEx)

Tracking Number (i spplicable)
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& Application Information SR P GridEdit B Emal More s €4 Customize this Page

r | ° nw&uﬁmu...d|

9 Applications Al

Date Submitted to Author's

Name of
Curriculum

Point of poC the Office i ot ﬁ‘:“'::ﬁ“ﬁ‘"{":ﬁl Didyou
Copyright 15BN Editon | Contact(POC)  Phone POC Email Address oftheSiate | Publisher MATeRISL L Le bl review the
Name Number Superintendent oI i e curmiculum
of Education (OSSE) Published Work)

View

B oa s o Tae 1ann Tast iE Tast (G581 888.  Tact llear MESE NEL Idamail fam 07752090 19400 AM Tact Taut Tast Vax

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:

©

APPENDIX A: CURRICULUM AGREEMENT FORM

The publisher agrees 1o the following.

1. The publisher certifies that the curmiculum has been properly vetted and edited 101 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 maierials 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

+ CERTIFICATION

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

(D 1certity

=

~ OSSEREVIEW
Reviewed by OSSE Review Date

|

Note:

e Applicant must save the information entered using the “Save and Close” button beforereaching
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:

Page 18 of 28



Curriculum Approval Process - User Guide

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;

e Contest Approval 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.

© ? © | HiQuickbaseTest ~

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

Curriculum Approval Process

DISTRICT OF COLUMBIA
% 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
- 1 2 3. a
§ Applcation Curriculm Sample Curriculum is Scored Rubric i
o — S—_ — i
rt

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 alignment with DC Early Learning Standards. Your curriculum
information will be accessible on the OSSE website by June 1, 2023 for providers and other
stakeholders to view.
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If you have questions, please reach out to Renata Naylor via email at
Renata.Naylor@dc.gov.

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, 2023.

If you have questions, please reach out to Renata Naylor at Renata.Naylor@dc.gov.

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

Sample Contest 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 alignment with DC Early Learning Standards. Your curriculum
information will be accessible on the OSSE website by July 1, 2023 for providers and other
stakeholders to view.

If you have questions, please reach out to Renata Naylor at Renata.Naylor@dc.gov.

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 Renata Naylor at Renata.Naylor@dc.gov.

Thank you,
Office of the State Superintendent of Education
Division of Early Learning
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Note:
e Applicant receives a notification email with any change in their application status.

Curriculum Reviewers

This section is for curriculum reviewers.

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 1o share the Quick Base "Curriculum Approval Process" app
with you

Note:
e Reviewer that already has a QuickBase account needs to enter their username and password
and open the Curriculum Approval Process QuickBase application.
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Username
Password
My apps
Ad

“ ‘ s

[ Keep me signed in on this computer

| forgot my password
Curriculum Approval
Mot a Quick Base user? Create alog-in. rocess

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.

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.
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Curriculum Approval Process

EDUCMAT|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 1. a
.—. Application Curriculum Sample Curriculumis ‘Scored Rubric is
Submission Submission Reviewed Reviewed
Start
nisd—

Decision Letters
Downloadable Forms

Contactus

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. On the home page, reviewer clicks on the “applications” tab and locates the curriculum that
needs to be reviewed.

OSSE Application Requests Curriculum Approval Process

Home

+New Application [V

Application Infor ApPF tion

12 Applications
Author’s

Point of Date Submitted to Qualifications
nact | POC the Office

(ie.
Contact Name(s) of Educational

Name of 5 e . i
View Copyright  ISBN Edition (POC) Phone POC Email Address oftheState | Publisher Author{s)/Editorls) | Background,

Curriculum A
Number Superintendent Related

Name i
of Education (OSSE) Published
Work)

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.
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Note:

{ APPENDIX A: CURRICULUM AGREEMENT FORM DC EARLY LEARNI

©

CURRICULUM EVALUATION RUBRIC

Add Rubric

Theories
Date Overall = Early in Early

Evaluated = EVAUator | “gone | leaming | Childhood
Standards Education

(DCELS)

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

Save &close - Cancel

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

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 FROTOCOL  »

Reviewer clicks the “add curriculum evaluation” button and completes the curriculum
evaluation protocol. Reviewing scores given using the curriculum evaluation rubric will be
helpful in completing this section.

©

CURRICULUM EVALUATION PROTOCOL

Add Curriculum Evaluation
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7.

Note:

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

Save i close - Cancel

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

After completing the curriculum evaluation rubric and protocol, reviewer notifies the OSSE

administrator by contacting Renata Naylor at Renata.Naylor@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 ~

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
E D U CATI O 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  -eiiffmmm
Forms
Contactus
L 2. 3 a
Application Curriculum Ssmple: [ Scored Rubric i
- Submission Submission Reviewed L]
o

Child Development fAs Traneer Appeoval Progr (OSSE DEL First Shep M OSSE Hulp Desk
f S a8 i}

Homa Uers Applicant Registration  Cuericutum Evakiasion

D loadable Forms - D loadable Form copy

I

5 Forms Al
Filename Description Dowmload

Camiculum Evaluation Rubrnic a
Curriculm Evaluation protocal @
Curriculum Application Form u
Caormectree Achion Plan g
Appendix B: DC Carly Leaming Standards Alignment Form a

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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EP1 School Profiles. OSSE Apphcation Requests. 201920 McKinney-Vento. OSSE DEL Furst Step Moni,

Contactus + Contact #7

@ Contactsaved
CONTACT US

+ CONTACT US

Have questions? contact the Division of Earty Leaming (DEL) t2am using the fomm below

Uinalble fos recne cortact ut smai

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 toreference.

2. How will I know if my curriculum application is approved?
- Below is the Curriculum Approval Process timeline:
- March 1-April 28: Application Period
- May 1-15: Curriculum Review Period
- May 16: Notifications are released
- May 16-31: Contest Denial Period
- June 1: Approved curricula are posted on the OSSE website
- 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.

Page 27 of 28


https://osse.dc.gov/publication/research-based-curricula

Curriculum Approval Process - User Guide

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 Renata Naylor via
email at Renata.Naylor@dc.gov 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 (ifany).

Appendix C: Developmentally Appropriate Practice (DAP) — This section 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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