Adaptation Overview


Intel® Teach Program Skills for Success Course v.2.0
Curriculum Adaptation Overview
Introduction

This document is designed to help you adapt the curriculum materials for the Intel® Teach Skills for Success Course. The intent of this document and the associated templates is to serve as a guide as you create your own curriculum materials, using the completed sample curriculum (language: U.S. English) as a model.
It is recommended that you refer to this document prior to and during the development of your Skills for Success curriculum.
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Other Related Adaptation Documents:

All documents are housed on the File Sharing site: http://teachonline.intel.com/content 
· Complete Curriculum Samples (language: U.S. English): Production files for the curriculum books (language: U.S. English) are provided in Quark: there is a Student Book and a Teacher Book. You may use these files as models or directly adapt the contents to meet your needs. 
· Additional Adaptation Documents: Additional documents are provided to assist you with adaptation of the curriculum books. These include Converting Curriculum from Learn to Skills spreadsheet and Screenshot Production Information document.
Contacts:

If you have questions or need assistance with adaptation, please contact Peter Broffman, peter.broffman@intel.com.

Software Requirements
To create your curriculum, you must meet or exceed the following software requirements:
	Mandatory Software Requirements

	Adobe Acrobat Reader 5.0* or above is required to:
· View the complete sample curriculum (language: U.S. English) [PDF versions]
· View the curriculum template files [PDF versions]

	Neo Sans Intel font family in your country’s language (or Intel CBID approved alternative) is required to:
· Create your curriculum manuals
If you do not have this font, contact Alison.elmer@intel.com for information.

	Microsoft Excel 2000* or higher is required to:

· View the Converting from Learn to Skills spreadsheet

	Microsoft Word 2000* or higher is required to:

· View the adaptation documents


	Optional Software Requirements

	QuarkXPress 5.0* or higher is required to:
· View and modify the curriculum template files1
· View and modify the complete sample curriculum (language: U.S. English)
1Note: If you are using publication software other than QuarkXPress, you will need to recreate the templates in that software.

	Screenshot production software is used to:

· Create screen captures used in the Help Guide

Note: Refer to the Screenshot Production Information document (located on the Production Kit DVD) for more information about various screenshot production software applications.


Adaptation Processes
Below is an overview of the adaptation process for the Skills for Success curriculum books. Two processes are provided, depending on whether or not you have already adapted the Intel® Learn curriculum.  
	Adaptation Process if You Already Have Localized Intel Learn Curriculum

	Pre-Production: 
· Review (and translate if needed) all adaptation documents for Skills for Success.
· Establish your adaptation team and adaptation timeline.
· Purchase software for use in adaptation and production (if needed).

	Step 1: If a local language version of the Intel® Education Help Guide (digital version) does not already exist for your country, you will need to translate and localize it for use with the Skills for Success program. Refer to the Help Guide Adaptation Toolkit for more information.

Note: Version 2.0 of the Skills for Success curriculum uses the digital version of the Help Guide. If you would like to use the print version of the Help Guide instead, contact Paula Mattler to discuss additional localization changes you will need to make to the curriculum.

	Step 2: Obtain the most recent version of your adapted Intel Learn curriculum.
Note: If curriculum changes have been identified for your Intel Learn curriculum books, it is recommended that you update the Intel Learn curriculum master files before proceeding. Please reference the Intel_Learn_Identified_Concerns document on Production Kit DVD for changes already identified for the completed sample curriculum (language: U.S. English).

	Step 3: Copy and paste text and images from your Intel Learn curriculum into the Skills for Success Teacher Book templates. Reformat the text using the style sheets within the QuarkXPress files. Refer to the Intel Teach Curriculum Guidelines for information on correct formatting using the style sheets in the QuarkXPress templates.

	Step 4: Translate and localize the curriculum sections that are new to Skills for Success, using the complete sample curriculum (language: U.S. English) provided on the Production Kit DVD. These sections are identified for you in the Converting Curriculum from Learn to Skills spreadsheet. Remove all localization notes from the curriculum manual.

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

	Step 6: Create the Student Book by changing removing the margin notes from the Student Book (Teacher Edition) section of the Teacher Book. Change the page footers to remove “(Teacher Edition)”. Save all files as Student Book. Conduct an edit/review of all materials and make any identified changes. Save the final files.

	Step 7: Choose a Certificate of Completion design that best meets your needs (from the available template options). Adapt (translate and localize) the certificates. Refer to the Curriculum Guidelines for more information.

	Step 8: Send a PDF version of your final Teacher Book, Student Book, certificates, and training documents to Peter Broffman at peter.broffman@intel.com for a high-level review. 

Make any identified changes to your books and finalize them.

	Step 9: If you are creating printed books: Print your final files. Refer to the Intel® Teach Curriculum Guidelines for information on print specifications and paper and binding recommendations.
If you are creating the Student Curriculum CD: Please refer to the separate Skills for Success CD Production Kit for adaptation information and a complete CD sample. Contact Peter Broffman for more information.


	Adaptation Process if You do Not Have a Localized Intel Learn Curriculum

	Pre-Production: 
· Review (and translate if needed) all adaptation documents for Skills for Success.
· Establish your adaptation team and adaptation timeline.
· Purchase software for use in adaptation and production (if needed).

	Step 1: If a local language version of the Intel® Education Help Guide (digital version) does not already exist for your country, you will need to translate and localize it for use with the Skills for Success program. Refer to the Help Guide Adaptation Toolkit in the File Sharing Site for more information.

Note: Version 2.0 of the Skills for Success curriculum uses the digital version of the Help Guide. If you would like to use the print version of the Help Guide instead, contact Peter Broffman to discuss additional localization changes you will need to make to the curriculum.

	Step 2: Copy the text for all Teacher Book files into a word processing document. Translate and localize it for your country’s local language. Remove all localization notes from the curriculum manual.
Note: If the Skills for Success curriculum materials have already been adapted in another country using the same local language, it is possible that you can use their curriculum.

	Step 3: Retake all screenshots in the Teacher Book using the software applications in your local language. Follow the instructions in the Screenshot_Production_Information document to properly capture screenshots for print.

	Step 4: Input your translated and localized text and images into the Teacher Book curriculum templates. Format the text using the style sheets within the QuarkXPress files. Refer to the Intel Teach Curriculum Guidelines for information on correct formatting using the style sheets in the QuarkXPress templates.

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

	Step 6: Create the Student Book by removing the margin notes from the Student Book (Teacher Edition) section of the Teacher Book. Change the page footers to remove “(Teacher Edition)”. Save all files as Student Book. Conduct an edit/review of all materials and make any identified changes. Save the final files.

	Step 7: Choose a Certificate of Completion design that best meets your needs (from the available template options). Adapt (translate and localize) the certificates. Refer to the Curriculum Guidelines for more information.

	Step 8: Send a PDF version of your final Teacher Book, Student Book, certificates, and training documents to Peter Broffman for a high-level review. 

Make any identified changes to your books and finalize them.

	Step 9: If you are creating printed books: Print your final files. Refer to the Intel® Teach Curriculum Guidelines for information on print specifications and paper and binding recommendations.
If you are creating the Student Curriculum CD: Please refer to the separate Skills for Success CD Production Kit for adaptation information and a complete CD sample. Contact Peter Broffman for more information.


Adaptation Timelines (Recommended Models)
This is a model for a recommended timeline/schedule for completing production of the curriculum books. Please use this timeline as a guide and adapt it to suit your own production needs. Two timeline models are provided, depending on whether or not you already have an adapted version of the Intel Learn curriculum.

Adaptation Timeline: With Adapted Intel Learn Curriculum
· Assumed resources: 2 full-time production people, 1 part-time editor, and 1 manager to oversee project management aspects part-time

· Acceleration options: This production timeline could be shortened if you add additional resources to work on the project.
· Note: Post-production items are not on this timeline. Those take place after this 5-week production timeline. Printing the materials may take three weeks or longer; distribution time will vary based on the numbers and locations of teachers involved.
	
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6

	Pre-Production: Review (and translate, if needed) adaptation documents
	
	
	
	
	
	

	Pre-Production: Establish adaptation team & timeline
	
	
	
	
	
	

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

	Step 1: Adapt the Help Guide (if needed)
	
	
	
	
	
	

	Step 2: Update your Intel Learn curriculum (all books)
	
	
	
	
	
	

	Steps 3-4: Adapt the Teacher Book.
	
	
	
	
	
	

	Step 5: Edit/review Teacher Book.
	
	
	
	
	
	

	Step 6: Create Student Book from final Teacher Book files.
	
	
	
	
	
	

	Step 7: Adapt the certificate
	
	
	
	
	
	

	Step 8: Send final books, certificates, and training docs to Peter Broffman for high-level review. Finalize all materials.
	
	
	
	
	
	


NOTE: Post-production items are not on this adaptation timeline. 
· 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 Student Curriculum CD, that will take additional time. For more information on the CD version of the Student Book, please refer to the separate Skills for Success Production Kit CD or contact Peter Broffman.

Adaptation Timeline: Without Adapted Intel Learn Curriculum
· Assumed resources: 2 full-time production people, 1 part-time editor, and 1 manager to oversee project management aspects part-time

· Acceleration options: This production timeline could be shortened if you add additional resources to work on the project.

· Note: Post-production items are not on this timeline. Those take place after this 6-week production timeline. Printing the materials may take three weeks or longer; distribution time will vary based on the numbers and locations of teachers involved.

	
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7

	Pre-Production: Review (and translate, if needed) adaptation documents
	
	
	
	
	
	
	

	Pre-Production: Establish adaptation team & timeline
	
	
	
	
	
	
	

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

	Step 1: Adapt the Help Guide (if needed)
	
	
	
	
	
	
	

	Steps 2-4: Adapt the Teacher Book.
	
	
	
	
	
	
	

	Step 5: Edit/review Teacher Book.
	
	
	
	
	
	
	

	Step 6: Create Student Book from final Teacher Book files.
	
	
	
	
	
	
	

	Step 7: Adapt the certificate
	
	
	
	
	
	
	

	Step 8: Send final books, certificates, and training docs to Peter Broffman for high-level review. Finalize all materials.
	
	
	
	
	
	
	


NOTE: Post-production items are not on this adaptation timeline. 
· 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 Student Curriculum CD, that will take additional time. For more information on the CD version of the Student Book, please refer to the separate Skills for Success CD Production Kit or contact Peter Broffman.
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