NATIVEACCENT® LOCAL ADMININSTRATION PLANNING GUIDE v.2

This form is intended to help the local administrator to organize and record the course set up information and teacher assignments.  Please send a copy of the completed form to support@edurep.com.  This will enable EduRep to provide administrative and instructional support when needed.

Sales and Support:  
EduRep, Inc
800-568-9604
   Type of License:
US Education
License Start Date:
 


License Expiration Date:         
	Licensed Product
	Type of License*
	Number of Licenses

	NativeAccent
	
	


*TYPES OF LICENSES:  Annual Revolving Single User License, Annual Concurrent User License OR School Partnership License (no number of licenses required for School Partnership Licenses).
SCHOOL NAME: YOUR SCHOOL NAME

TEACHERS:  Enter teachers name, email, requested login and assigned course short name (see course set-up information sheet below for NativeAccent course short name)
	Teacher Name
	Teacher Email
	Teacher Login
	Assigned Short Name(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


COURSE SET-UP INFORMATION SHEET
Complete a Course Set-Up Information Sheet for each NativeAccent Course.
1. The Long Name should correspond to the course designator, for example English Language Pronunciation 201. 

2. The Short Name should be an abbreviation of that name, for example ELP201
a. You need both a long course name and a short name to complete your implementation.  

3. The Course Key Code is used to enroll students into the correct course. Generate a different  alpha numeric key code for each course.  
	Course Name
	Key Code

	Long Name
	
	

	Short Name
	
	


Course Hours are determined by how many hours’ students are expected to use the program per academic session (quarter, semester, summer).  For example, if a semester is 15 weeks long, and the course meets twice a week for one hour, the course hours will be 30.  Gross Hours allow up to twice the course hours for student practice (60 hours maximum allowed per student).  Replace values below with your calculated course hours and gross hours.
Hours:    __30__ Course Hours (Cycle Hours)
___60____ Student Hours (Gross Hours)
Course Content –  assign a percent to each curricular area based on the needs of your program.  Replace values below with values totaling 100%

___% Pronunciation   
 ____% Word Stress
 ____% Fluency 
____% Grammar

Primary Point of Contact for Training

Name:  
Email:

Phone:  
Primary Point of Contact for IT support (local)

Name:   
Email:


Phone:  
Primary Point of Contact for IT support (Vendor)

Name:   David Oberlin

Email:
  support@edurep.com
Phone:  800-568-9604

STUDENT ENROLLMENT 
(please choose one option and delete the other option)
Option 1:  Students will self-enroll.  
Please create ( Qty ) validation codes for this semester.

Option 2:  Carnegie Speech will bulk enroll your students with the information that you provide.  
1. Download and complete the Student Bulk Enrollment form available at http://edurep.com/xtras/StudentBulkEnrollmentForm.xls.  
2. Email the completed form along with this completed NativeAccent Local Administration Planning Guide  to support@edurep.com 
REPORTING AND COMMUNICATIONS 
Who sends codes and welcome email to participants?  Local Admin / Teachers   (                   )

Welcome email templates can be found at 

· http://edurep.com/Teachers/Sign-up%20procedures.htm for school purchased licensees OR
· http://edurep.com/xtras/Teacher%20email%20to%20student%20template.htm for school partnership program
Send weekly course level, student usage reports to teachers- YES/NO  (              )
Study Reminders: Study reminders have been shown to increase regular student participation, and therefore increase student performance.  These email reminders are generated at the end of each week and are customized based on the users time on task compared to the overall instructional hours assigned.  

Do you want your students to receive email reminders? YES/NO   (           )
· If Yes, please download and modify the sample email texts available at http://edurep.com/xtras/NativeAccentEmails.doc and send along with this NativeAccent Local Administration Planning Guide to support@edurep.com 
· What are the study goals and thresholds?  The following information will be needed to complete the email templates.
· How many weeks in a semester or other period where students will be expected to use NativeAccent?  [      weeks ]
· How many Hours per week are students expected to study?  [       hours]
· If a user studies less than [ 85% ] of goal, they get a “You need to spend more time-on-task” email
· If more than [ 85% ] of goal, they receive a “Keep up the good work” email
For help completing this form, contact EduRep, Inc, support@edurep.com. 800-568-9604

