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PBS TeacherLine Peer Connection User Guide

PBS TeacherLine Peer Connection combines the power of online communication and
collaboration with trusted, valuable content. Here you will find a rich, flexible set of tools to help
coaches search for appropriate professional development resources, save these resources using
a unigue custom labeling system, and share them with the educators you're coaching. You will
also find a wide variety of resources designed specifically to help you build your professional
skills as a coach or mentor. Our collection of professional development modules are self-paced
and provide coaches and mentors with suggestions for study, reflection, and planning. Peer
Connection is the productive, collaborative, and innovative way to support your instructional
coaching methods and reach more teachers.

About Us

PBS TeacherLine is one of the most trusted names in online professional development. We offer
over 100 courses for teachers featuring articles, lessons, activities, and computer interactives
authored by the most respected names and organizations in education today. The product you
are about to use offers you the ability to access, review, and share these materials as part of your
effort to ensure that every child is receiving the very best teaching in his or her classroom.

This user’s guide will help you learn how to find and share professional development resources,

as well as participate in an online community seeking to learn more about what it takes to be an
excellent educator in the information age.
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Using “Search” in PBS TeacherLine Peer Connection

How can | use the Search feature of PBS TeacherLine  Peer Connection?
There are two types of searches on the Search page: Search Content and Search Community.

Search Content

NOTE: The Search Content function is available only at the Professional Developer and Account
Administrator user levels. Users enrolled at the Member level can only search within the Peer
Connection community. If you are enrolled as a Member (teachers and other educators), please
skip to the Search Community  section of this guide.

As a professional developer — an instructional coach or mentor — you want to find resources such
as professional development articles, activities, computer interactives, or videos modeling best
practices to share as part of the professional development plan you are creating for your
teachers. In addition, Peer Connection contains a rich collection of resources and learning
modules designed specifically for your own enrichment as a professional developer. Peer
Connection allows you to access both types of resources through Search.

To begin your search, click on the “Search” tab near the top of the “Home” page. “Content” is the
default option in the Search Content function.

Elaine Larson
«Logout | &

PBS TeacherLine.

Peer Connection Search|  Sived tems Suggestions @m o v unity @ Help

My Saved Searches 9 Welcome to Content Search et

Peer Connection offers a huge amount of professional development content. Finding the right resources to
&£ adult learning & months ago help your professional development activities can be challenging, but our robust Search capabilities are here

to help. Enter keywords or terms of interest in the box below to begin searching.
View all Saved Searches

-~ Search Peer Connection

|~ content @ Community

Search

Not sure where to start?
Ifyou're not sure where to start searching Peer Connection Contert, try using our handy Browse feature
Click here to browse Peer Connection Content. #

The content of this tool was developed under  grant from the U.S. Departrnent of Education. However, the ContactUs Be more
contents do not necessarily represent the policy of the U.S. Department of Education, and you should not assume @ Help

endorsement by the federal government. Terms of Service

There are two ways to find content on the Search page — by entering search terms in the search
box or by browsing the content.

1. Option 1: Using Search Terms
- Click inside the “Search Terms” text box and enter your keyword(s).
Click the “Search” button.
Peer Connection’s search engine will return any resources, including coaching
modules, mentor modules and professional development modules that pertain to
your keyword(s).

2.  Option 2: Browsing the Content
Click on the text under the Search Terms box that reads, “Click here to browse
Peer Connection Content.”
The search engine will return all resources in Peer Connection’s collection.
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O rxs e
Peer Connection: Search ‘ Saved ltems

9 Welcome to Content Search

Suggestions B ® My Community 2 Help

* Hide Info
My Saved Searches
Peer Connection offers a huge amount of professional development content. Finding the right resources to

] adult learning 5 months ago help your activities can be but our robust Search capabiltties are here
to help. Enter keywords or terms of interest in the box below o begin searching.

View all Saved Searches

- Search Peer Connection

- Content & Community
IS&ENC“ Terms. pe
Search
Not sure wi

B0t Sure where to start searching Peer Connection
Click here to browse Peer Connection Content. %

mgging our handy Browse feature.

The content of this taol was develaped under a grant from the U.S. Departrment of Education. However, the ContactUs Be more
contents do not necessarily represent the palicy of the U.S. Department of Education, and you should not assume @ Help

endorsement by the federal government. Terms of Service

NOTE: You will be able to refine your search on the results page to yield a more
manageable and pertinent list of results.

Seeing Your Search Results

What happens after | perform my search?
With either the Search Terms option or Browse option you will get a search results page that
looks something like this:

There are several things that you can do from this screen to maximize the effectiveness of your
search results.
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Refine Your Search
You can use the options in the Modify Search left sidebar to further refine your search results.
1. Change your search terms: enter new keyword(s) or add to your original keyword(s) and
click on “Update”.
2. Filter your results by Type of content, Grade Levels, and/or Subject Areas. The numbers to
the right of each filter option show how many results you will see if you select that option.

For example, if you entered the keyword “mathematics” but you only want to see content that
includes lesson plans for mathematics in grades 3-5, first click on “Lesson Plan” under Type
and then on “3-5” under Grade Levels to get a list of results specific to your needs.

If you want to remove a previously selected filter, simply click on it a second time.

To further refine your results, you can select from the drop-down menus in the Instructional
Strategies or Topics filter and click “Update Results”.

Save Your Search
Click on “Save this Search” at the top of the left sidebar if you want to save this search for future
use.

Viewing Your Search Results

Once you have refined the list of results, you can view the list of resources in the main section of
the Search page. You can sort the results by relevance, title, rating, or content type. General
information about each resource (type, audience, subject, grade level, and brief description) will
appear below its title.

To view a resource, click on its title. This will take you to an individual Resource page, where you
can click on “View Resource Content.” (Right clicking on the button will allow you to open the link
in a new tab or new window.) Once you have viewed the Resource content, you can discuss,
save, or share it by clicking on the respective icon in the Resource Actions section in the upper
right corner of the Resource page.

Save to Your Saved Items
You can click on the "Save" icon under each search result to save a resource to your Saved
Items. Saving resources allows you to tag them for easy organization and share them with others.
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Use Quick Suggest
You can use the Quick Suggest feature to build a list of resources to use in a suggestion you will
send to your teachers. Click the "Share" icon under Resource Actions to add the item to your
Quick Suggest list. NOTE: Once you send the suggestion, a copy of this resource will be in your
Saved Items area for easy retrieval. You will see the Share link and the Quick Suggest box in
several locations around Peer Connection. It will always remember what you've previously added
to your Quick Suggest list.

O

Once you have added some resources to your Quick Suggest list, you can click on "Create" to
create a draft suggestion. This will automatically add the resources to the new draft suggestion.
You can then remove any resources you decide not to use by clicking on the @icon to the left of
the resource. You can also remove items from the Quick Suggest list itself by clicking the @ icon.
Go to the Using “Suggestions” in Peer Connection section of this guide for more information
about sharing resources with your teachers through suggestions.
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How can | see more Search results on each page?

Find the “Show Per Page” options on the right side of the screen just below the header. Click the
desired number of items you wish to appear on your Search results page. You can change the
number displayed at any time. By default, Peer Connection displays 10 Search results per page.

Search Community

On the Peer Connection Search page you can find a learning community — a Network or Group —
that you would like to join.

Search for a Group or Network of interest to you by using keywords and terms of interest. Or, if
you know the name of a Group or Network, you can enter the name in the search box. If you're
not sure where to start searching the Peer Connection Community, use the Browse feature by
clicking “Click here to browse the Peer Connection Community” and you will see a listing of all the
public and private Networks and Groups.

You can join any public Network on Peer Connection, and any public Group(s) within a public
Network. Click on the community’s name to see information about that Group or Network and to
see their group activities. You cannot participate in any group activities until you join. If you're
interested, click the “join this Group/Network” link.

If you find a private Network or Group that interests you, you can send an Invitation Request to
the administrators of that Network or Group. If your request is approved, you will receive an e-
mail message indicating acceptance, and you will gain immediate access.

Go to the “Creating Networks and Groups " section of this guide for more information about
creating your own Network or Group.
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Using “Save” in Peer Connection

Saving Resources

| found great resources in Peer Connection. How can | save them and easily find them
again for later use?

There are two ways to save resources, depending on where you are in Peer Connection.

1. From the Search results page: Below each resource in your search results list, you will see
an icon labeled “Save.” When you find content you want to save for later use, just click on the
“Save” icon below the desired resource. The black computer disk icon will turn into a green
checkmark to indicate that Peer Connection has added this resource to your “My Saved
Items” page. From there you can view the resource any time or share it with others on Peer
Connection.

O

2. From the “Resource” page: If you are viewing the Resource page for an individual
resource, you will find the heading “Resource Actions” on the upper right of the screen.
Click on “Save” under Resource Actions. The black computer disk icon will turn into a
green checkmark to indicate that Peer Connection has added this resource to your “My
Saved Items” page.
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Finding Saved Resources
There are two ways to find and view your Saved resources:

1. From the Saved Items tab: Click the “Saved Items” tab near the top of the screen. Your
most recently saved items will appear on the screen. Find “My Saved Items” sidebar on
the left side of the screen.

Click “Content” if you want to find your Peer Connection resources.
Click “Searches” if you want to find your saved searches.
Click “Files” if you want to find any files you have uploaded.

2. From the My Peer Connection home page: Your most recent saved resources,
searches, and files are listed under “My Resources” in the left sidebar on your home
page. Click on the title or select “View All of My Resources” to be taken to the Saved
page to see your complete list of most recently saved items.

Adding and Saving Files

| have some files | would like to share. How can |  add those to “My Saved Items™?
To upload documents, images, and other files from your computer to the “My Saved Iltems”
section:

1. Click on the “Saved Items” tab near the top of the screen.

2. Click on “Files” under My Saved Items in the left sidebar.

3. Click on “Upload a File”.

4. Give your file a name by typing it into the “File Name” text box.

5. Enter a description of the file. NOTE: This field is mandatory. Even if you can't think of a
description type in something like, “No description.” You can always go back and edit
your description later.

6. Click the Browse button to choose your file to upload and click “Upload File.”
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Uploading Files to a Group or Network
You can also upload a file as a member of a Group or Network if you are the Group/Network
administrator or if the administrator has given you permission.
1. Click on the name of the Group or Network to go to the Group/Network main page.
2. Click on “Files”.
3. Onthe Files page, click on “Upload a File” in the upper right corner of the page.
4. Follow steps 4-6 above to complete uploading your file.

How do | delete resources, searches I've saved, and files I've uploaded?
As you move your mouse over the title of the saved item you wish to remove on the Saved Items

page or Quick Suggest list, the & icon appears to the left of the file name. Click on the icon, and
the file will be removed from your “Saved Files”.

Tagging Resources

What are “tags” and how can | use them?

A tag is a word or term you assign to a resource that helps describe the resource and makes it
easier to find again when browsing. For example, if you save an article about teaching reading,
you might tag it with terms such as “phonics” or “phonemic awareness” or “early literacy.” Then,
to find the article again you can click on the term in the list under My Tags on your Saved ltems

page.

You can assign tags to the items you have saved. Click the + sign below each saved item in

order to add new tags. Type the word or term you want to use as a tag, click the * or the “Enter”
key and your tag will appear. You can add several tags by using a comma between each
word/term, like this: tagl, tag2, tag3.
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You can click on any tag you've added under an item or in the left sidebar under “My Tags” to find
all items you've tagged with that term.

Creating Suggestions for Teachers

How do | share selected resources with my team of t  eachers to support their professional
development programs?

Sharing resources is a key activity in Peer Connection. That's why we offer several ways to share
suggestions and resources with your teachers. In Peer Connection we use the term “suggestion”
to refer to the message and resource(s) you share.

From the “Suggestions” Tab
First, read the tip box at the top of the page for an overview of the Suggestions page features.

To create a suggestion:
1. Click on “Create a Suggestion”.

>

2. Select recipient(s) from the list in the pop-up window and click “Done”.
You can search for a person’s hame by entering it in the Keywords search space,
and then clicking on the Filter Available Items button.
You can also filter by Network by selecting the Network from the drop down box,
and then clicking on the Filter Available Items button. Select the name or names
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of people in that network that you want to send the suggestion to, then clicking
Done.

If you wish to remove a name from the recipients list, click the @ icon that
appears next to the name you wish to remove.

3. Give your suggestion a title and type a description of the resource, discussion questions,

or other pertinent messages you wish to convey to your teachers in the “Content” text
box.

4. Select the resource(s) you want to share with your recipient(s) and click on “Done.”

5. Click on “Save & Send” to send immediately or on “Save Draft” to revise and/or send
later. NOTE: You can retrieve your sent, received, or saved drafts from the left frame of
the “Suggestions” page at any time.
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From Quick Suggest

The Quick Suggest feature is a quick way to send a suggestion while you are viewing resources
on the Saved Items or Resource pages. Locate Quick Suggest in the lower left corner of the
“Saved Items” page and from any Resource page.

Selecting Quick Suggest Resources from Search Results

1.
2.

3.
4.

Find the resource you want to share in a suggestion from your search results list.
Click on the “Share” button located under the resource description. Your selected
resource will appear under “Quick Suggest” in the lower left corner of the screen.
Select other resources you may want to add to the list in the same manner.

Note that the number of resources you have added is indicated in the green box to the
right of “Quick Suggest”. Click on the arrow to see the list of resources that you have
accumulated.

O

5. When you have the resources you wish to share, click on “Create” and follow steps 2-5

above to complete your suggestion.

NOTE: You can remove any resource from your Quick Suggest resource list by clicking on
the @ icon to the left of the resource title.

From the Resource Page
1. Open the Resource page of the resource you'd like to share with your teachers.
2. Click on the “Share” icon in the upper right corner, under Resource Actions.
3. Follow steps 2-5 above to complete your suggestion.

Using “Suggestions” in Peer Connection

The “Suggestions” page is a repository of all the suggestions you have received, sent, or drafted.
You can also initiate suggestions from this page. (Refer to Creating Suggestions for Teachers

for more information.) You can see the number of any unread suggestions in the green oval to the
right of the Suggestions link at the top of every page.
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Some special features of the “Suggestions” page include:

Marking Suggestions
You can quickly and easily return to an exceptional or especially useful suggestion that you have
sent or received when it has been Marked. Any suggestion you have marked is listed under your
Marked Suggestions in the left frame. To mark a suggestion:
Click on “mark” under the suggestion title in your list of Sent or Received suggestions, OR
Open the suggestion by clicking on the title and then click on “mark” in the right frame
under “About this Suggestion.”

Cloning Suggestions
If you find yourself repeating the same content in suggestions to different colleagues, make use
of the Clone feature to save a lot of time! Cloning a Suggestion creates a copy that you can edit
and send to new recipients. To clone a suggestion:
Click on “clone” under the suggestion title in your list of suggestions, OR
Open the suggestion by clicking on the title and then click on “clone” in the right frame
under “About this Suggestion.”

How will teachers receive these suggestions?

Your teachers will be notified via e-mail from the no-reply@pbs.org address. The e-mail will
include a link directly to your suggestion on Peer Connection. They will have to login to Peer
Connection to read the suggestion.

Are teachers able to respond to these suggestions?

Yes, teachers can respond by posting a comment in the “Response to this Suggestion” box on
the suggestion page. You will receive an e-mail notifying you of their response. Remind your
teachers not to reply back to the no-reply@pbs.org address.

Rating Resources

How can | indicate how effective or useful a resour  ce has been for me? How can | find out
what others thought about this resource?

Peer Connection offers resources that are vetted and research-based. To build and grow a
community of practice, we want to gather and make available your professional input on our
resources. How did these resources work for you? Which resources do you recommend most
highly? We hope this feature will help you find just the right resources, as it helps us select new
resources to add to Peer Connection.

You can assign a rating to a resource by clicking on the stars below the resource title — either in

the search results list or on the Resource page for that resource. To leave a comment about the
resource, go to the Resource page and click on “Discuss” under the Resource Actions heading.
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Using “Discussions”

How can | participate in a discussion on Peer Conne  ction— or start a discussion among my
teachers?

You can participate in discussions in several ways — at the Network level, the Group level, or the
resource level.

Participating in Discussions

Network Level
1. From your Home page click on one of the Networks listed in the left frame — your school
Network, Public Support, or another Network to which you belong.
2. Click on “Discussions” under your Network’s name.

-

3. Read through the Recent Activity list and scroll down to get a quick view of each
discussion topic that has been posted.
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4. Click on the title of a discussion you would like to join, read any replies, and post your
reply.
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5. Use the “Select Resources” feature under the comment box to add any of your saved
resources or files, as appropriate.

6. Click “Post Reply”.

Group Level

1. From your My Peer Connection page click on one of the Networks listed in the left frame
— your school Network, Public Support, or another Network to which you belong.

2. Click on “All Groups” in the left frame under your Network title to get the list of all public
and private Groups in your Network. NOTE: For more information about public and
private groups, see the Creating Networks and Groups _ section of this guide.

3. Select the Group you would like to access and click on the Group title or “View Group.”

4. Click on “Discussion” under the Group description. The number to the left of “Discussion
will tell you how many discussions are going on in this Group.

5. Read through the list of Recent Activity and scroll down to get a quick view of each
discussion topic that has been posted.

6. Click on the title of a discussion you would like to join, read any replies, and post your
reply.

7. Use the “Select Resources” feature under the comment box to add any of your saved
resources or files, as appropriate.

8. Click “Post Reply”.

Resource Level
You can initiate or participate in a discussion specifically related to a Resource in Peer
Connection. This is where you can share ideas about the resource.
1. Open the Resource page for your selected resource.
2. Click on “Discuss” in the top right corner of the page, under Resource Actions.
3. Read and participate in any discussions you find there OR start a discussion topic by
clicking on “Create Topic” in the upper right corner or on the “Create one!” link.
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Creating a Discussion Topic — Starting a Discussion

You can create a new discussion topic within any Network or Group discussion page.
1. Click on “Create Topic” in the upper right corner of the Discussions page.
2. Give your topic a subject and write your message in the box provided.
3. Add any saved resources or files you would like to include in your discussion.
4. Click “Create Topic”.

NOTE: If you are enrolled as a Professional Developer or Administrator—or if you are given
permission by your site administrator—you can also “Lock” your new discussion topic or make it
“Sticky”. Sticky topics "stick" to the top of discussion lists for easy access. Locking a topic means
that other members can read the topic but not post a reply. Notice the Sticky and Lock icons
under the first message in the topic.
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Creating Networks and Groups

What are Networks and Groups, and how can they bene  fit my professional development
activities on Peer Connection?

A Peer Connection Network is a community of educators—coaches, mentors, teachers, and
others—who come together to share ideas and resources and learn from each other. You
automatically became a member of your school’s Network when you were enrolled in Peer
Connection.

Groups are formed within Networks. A Group is a subset of a Network. Group members can
share and discuss specific topics or issues. For example, a coach might decide to create a Group
that focuses on differentiated instruction. Or, a math teacher might create a Group with other
math teachers to share resources or discuss strategies.

Any Peer Connection user can create Networks and Groups.

NOTE: Keep in mind that once Networks and Groups are created in Peer Connection they cannot
be deleted. They can, however, be edited. Take care in setting up your new Network or Group.

To Create a Network

1. Click on “Create a New Network” in the left frame of your My Peer Connection page.

2. Give your Network a name. You can name your Network whatever you'd like. You may
alter the name of your Network in the future, but Network names must be unique.

3. Write a short description of the purpose for your Network in the Description box.

4. Determine your Access Type. The Access Type allows you to control who can join your
Network or Group. There are two choices: Public or Private. A Peer Connection Public
Network allows users to join the Group/Network without an invitation. However, users
must be invited to join Private Networks and Groups—or they can request an Invitation
from the Private Network or Group Administrator. A link is provided on Group and
Network pages for that purpose.

5. Click “Save”.
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6. Invite teachers and others to join your Network by clicking on “Invite Members” in the
upper right corner. Click on “Select Users” to choose the Peer Connection member to
invite. You may wish to include a message with your invitation.

7. Your invitees will receive an e-mail message from no-reply@pbs.org notifying them of
your invitation and asking them to click on the embedded link to either accept or decline
your invitation.
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To Create a Group
Groups are created within Networks.

1.

2.

Select the Network within which you want to create a new Group by clicking on the name
of that Network in the left frame of your My Peer Connection page.
Click on “All Groups”.

Click on “Create a New Group” in the upper right corner or, if no Groups have been
created, on “Create a Group now!” in the center of the page.

Give your Group a nhame. You can name your Group whatever you'd like. You may alter
the name in the future, but Group names must be unique.

Write a short description of the purpose for your Group in the Description box.
Determine your Access Type. (Refer to #4 in “To Create a Network” above for more
information about Access Types.)

Click “Save”.

Invite teachers and others to join your Group by clicking on “Invite Members” in the upper
right corner. You may wish to include a message with your invitation.

Your invitees will receive an e-mail message from no-reply@pbs.org notifying them of
your invitation and asking them to click on the embedded link to either accept or decline
your invitation.
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Managing Your Network or Group

When you create a Network or Group you are the administrator of that community space. You
can manage the roles available to members of your Network and Groups and assign various
roles to other members.

1. Click on “Manage Group/Network” on the right side of your Network or Group page.

2. Click on “Manage Roles".

3. Determine the names you will give to the various roles in your Network or Group, Create
new roles for members or click on “Edit Roles” to edit the roles that have already been
created. Default permissions have been set for each role. However, you can change the
permissions by selecting or deselecting the box next to the permission.
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4. Click on “Manage Members”.

5. Decide which role/privileges you will give to the different members of your Network or
Group. The available roles will be determined by how you revised the member roles in #3
above.
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Using Coaching Modules

The coaching modules suggest ways that instructional coaches and mentors can organize the
Peer Connection resources into a coherent professional development plan to use with teachers.
Coaching modules integrate professional development outcomes and objectives with resources
and ideas for how you can work more effectively with your team of teachers.

| have access to all these resources, but where can | get ideas about using them as part of
a professional development plan?

As a professional educator, your time is valuable, and Peer Connection is designed with that
consideration in mind. To assist you in your professional development efforts, our resources are
organized in to Coaching Modules. These modules suggest strategies and activities to help you
and your teachers get the most out of the readings, videos, and other professional development
resources you will find on PBS TeacherLine Peer Connection.

What kinds of materials will | find in a Coaching M odule?

In addition to readings, videos, interactives and other resources, each Coaching Module offers
suggestions to help you plan professional development activities. The Introduction and
Expectations sections present a succinct overview of the module, so you can quickly determine
whether it meets your teachers’ specific professional development needs. Observation Feedback
Forms are also provided to help you and your teachers gauge the success of your efforts. The
Resource section makes it more convenient to access, view, Save, and Share all of the module’s
featured content.

How do | locate Coaching Modules on PBS TeacherLine Peer Connection?

When you use Search to find professional development resources, you can choose to view
Coaching Modules exclusively. On your Search results page, you will find the “Modify Search”
sidebar on the left side of the screen. Here, you can select the type of resources you wish to see.
Simply click “Coaching Module” and Search will filter out all other types of content, leaving only
Coaching Modules in your Search results list.
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How do | view different sections of a Coaching Modu le?

First, view the module by clicking on its title in a Search results list or your Saved items. Then,
look in the left frame of the screen to find the “Module Navigation” sidebar. There, you'll see links
to each section of the module. This sidebar allows you to move easily from section to section of
the module.

How do | view a resource in a Coaching Module?

As you work through a module, you can view the suggested resources by simply clicking on the
title of the resource. Or you can access resources from the Resources section of the module.
Either method takes you to the detail page for the resource. Here you will see a brief description
of the resource, hyperlinked keywords to help you find similar resources, and a list of the
purposes and topics the resource addresses. Click on “View Resource Content” in the upper left
frame of the screen to see the content itself. NOTE: Right clicking on the button will allow you to
open the link in a new tab or new window.

>
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Why do some Coaching Modules include “Mentoring Sug gestions”?

Coaching Modules that include “Mentoring Suggestions” are specifically designed to help mentors
meet the specific professional development needs of novice teachers. However, many of the
resources and suggestions in these modules may provide purposeful professional development
for more experienced teachers as well. The Coaching Modules are designed to be adapted to
meet your teachers’ individual needs and teaching situations.

I would like to share a resource | found in a Coach  ing Module. How do | do that?
NOTE: We recommend sharing only the resources included in Coaching Modules rather than
sharing entire modules with your teachers. The modules are intended for coaches and mentors
only.
To share a resource from a Coaching Module with your teachers, go to the module’s Resources
section by clicking on the Resources link in the “Module Navigation” sidebar. Then, do the
following:
1. Click on the Share icon that appears under the title of the resource you wish to Share.
2. Notice that the number “1” appears to the right of “Quick Suggest” in the bottom left
corner of the screen, indicating that you have added one resource to this Suggestion.
You will also see the title of the resource listed below.

3. If you wish to save this resource so you can easily return to it later, click the Save icon
also located under the title of the desired resource. A green checkmark will appear next
to the word “Save” to indicate the resource is now in your Saved Items.

4. To create your suggestion using this and other resources you have selected to share,
click the “Create” button located to the right of “Quick Suggest”.

5. When the “Edit Suggestion” screen pops up, click on “Select Recipients” and Peer
Connection will present you with a list of the teachers in your Network.
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10.

11.

12.

Select the recipient(s) of this suggestion by clicking on their names. Notice, as you click
each name, it moves from the Network list on the left to the recipients list on the right.

If you wish to remove a name from the recipients list, click the @ icon next to the name
you wish to remove.

Click on “Done” when your recipients list is complete.

Add a title to your suggestion by highlighting the text in the “Title” text box, and typing
your desired title.

Type a description of the resource, discussion questions, or other pertinent messages
you wish to convey to your teachers in the “Content” text box.

Review your resources list for this suggestion. It appears below the “Content” text box.
You should see the title of the resource you selected earlier. NOTE: Don't click on the
title of the resource unless you want to remove it from the suggestion.

When your Quick Suggestion is ready to send, click on “Save & Send”. NOTE: Clicking
the grey “Save Draft” button allows you to finish writing and sending your suggestion at a
later time. Saved Drafts of suggestions can be found in the Share area under “Drafts”.
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Using Professional Development Modules

What is a Professional Development Module?

Professional Development (PD) Modules are collections of resources specially designed to help
coaches and mentors build their skills. The modules are self-paced and provide coaches and
mentors with suggestions for study, reflection, and planning.

What kinds of materials will | find in a Profession al Development Module?

In addition to readings, videos, and other resources, PD modules offer self-directed activities and
guestions that guide you through the resources and help you to refine your own thinking and
learning. There are six main components to the PD modules on Peer Connection:

1. Introduction and Objectives: A succinct overview of the module, so you can quickly
determine whether it meets your specific professional development needs.

2. Road Map: A more detailed, section-by-section summary of the module, allowing you to
easily select the sections of the module that are right for you.

3. Sections: The ‘meat’ of the module where you will find activities and questions.

4. Reflection: An area for your written reflections on the module content. It can be used to
solidify your understanding of the concepts presented in the module. You can also post
your comments, receive feedback from other professionals, and see what experts say
about the reflection questions.

5. Resource: The place to access, view, save, and share all of the module’s featured
content.

6. Optional Resources: Additional resources that will deepen your understanding of the
topics presented in the module.

How do | locate Professional Development Modules on Peer Connection?

When you use Search to find professional development resources, you can choose to view
Professional Development Modules exclusively. On your Search results page, you will find the
“Modify Search” sidebar on the left side of the screen. Here, you can select the type of resources
you wish to see. Simply click “Professional Development Module” and Search will filter out all
other types of content.
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How do | view a resource in a Professional Developm  ent Module?

As with Coaching Modules, you can view the suggested resources by simply clicking on the title
of the resource in the text of the module. Or you can access resources from the Resources
section of the module. Either method takes you to the details page for the resource. The details
page includes a brief description of the resource, hyperlinked keywords to help you find similar
resources, and a list of the purposes and topics the resource addresses. Click on “View Resource
Content” on the upper left side of the screen to see the content itself. NOTE: Right clicking on the
button will allow you to open the link in a new tab or new window

5O

How do | use the Reflection section of a Profession  al Development Module?

The Reflection section of a PD module is provided to give you an opportunity to think about what
you have learned through the PD module and how you might apply it to your work as an
instructional coach or mentor. Using this Web 2.0 tool, you have several opportunities to reinforce
your ideas. Written responses require you to think through each topic thoroughly, compare your
ideas with "what the literature says," and even see how other coaches and mentors have
responded to the same question. You can choose to make your responses public, adding your
own ideas to the pool of knowledge on the topic.

Click the “Reflection” link in the Module Navigation sidebar on the left side of the screen. Each
Reflection area poses two questions for you to consider. By default, the first question and a space
for your response will appear. At the very bottom of the reflection area, you will find the second
guestion. To respond to this question, simply click on it. The question will move to the top of the
reflection area and the space for your response will appear.
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Responding to a Reflection Question

Select your reflection question by clicking on it. Then type your response in the box below. If you
want to use additional ideas related to the question as a springboard for your response, click on
“View What Others Have Said” and you can read responses written by other Peer Connection
users. Click on “What Literature Says about This Question” to see what experts have written
about the topic.

When you've finished your reflection, decide whether you wish to allow others to view it. By
clicking “Allow others to view this reflection?” you place a checkmark in the “Yes” box, indicating
that you want others to read your comments. When you click on “Request feedback on
reflection” you allow other Peer Connection users to respond to your reflection. If you would like
feedback, be sure the “Yes” box is checked.

Click the “Save” button when your reflection is complete or “Undo Changes” to clear the
response box and start over. You can always go back and edit your saved reflection response
later if you wish.

Once saved, your reflection will be available for others to view unless you have chosen to keep it
private. If you are requesting feedback, it will appear at the bottom of the reflection area as
others post their responses to your reflection.

| would like to share a resource | found in a Profe  ssional Development Module. How do |

do that?

NOTE: We recommend sharing only the resources included in Professional Development
Module rather than sharing entire modules with your colleagues. The modules are intended for
coaches and mentors only.

To share a resource from a Professional Development Module with your colleagues, go to the
module’s Resources section by clicking on the Resources link in the “Module Navigation” sidebar.
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Then, do the following:

1.
2.

10.

11.

12.

Click on the Share icon that appears under the title of the resource you wish to Share.
Notice that the number “1” appears to the right of “Quick Suggest” in the bottom left
corner of the screen, indicating that you have added one resource to this Suggestion.
You will also see the title of the resource listed below.

O

If you wish to save this resource so you can easily return to it later, click the Save icon
also located under the title of the desired resource. A green checkmark will appear next
to the word “Save” to indicate the resource is now in your Saved Items.

To create your suggestion using this and other resources you have selected to share,
click the “Create” button located to the right of “Quick Suggest”.

When the “Edit Suggestion” screen pops up, click on “Select Recipients” and Peer
Connection will present you with a list of the teachers in your Network.

Select the recipient(s) of this suggestion by clicking on their names. Notice, as you click
each name, it moves from the Network list on the left to the recipients list on the right.

If you wish to remove a name from the recipients list, click the @ icon next to the name
you wish to remove.

Click on “Done” when your recipients list is complete.

Add a title to your suggestion by highlighting the text in the “Title” text box, and typing
your desired title.

Type a description of the resource, discussion questions, or other pertinent messages
you wish to convey to your teachers in the “Content” text box.

Review your resources list for this suggestion. It appears below the “Content” text box.
You should see the title of the resource you selected earlier. NOTE: Don't click on the
title of the resource unless you want to remove it from the suggestion.

When your Quick Suggestion is ready to send, click on “Save & Send”. NOTE: Clicking
the grey “Save Draft” button allows you to finish writing and sending your suggestion at a
later time. Saved Drafts of suggestions can be found in the Share area under “Drafts”.

Peer Connection v2 User Guide Version 1.0 32



