PRODUCTION PROCESS
In production, we work with our authors to fine-tune their books before publication, maintaining your voice and vision while producing a quality product on schedule. 
Your production editor (PE) will be your guide through each step of the process, outlined in the following diagram.
[image: ]
Your involvement will be required in the copyediting, proofreading, and corrections stages. Your PE will keep you apprised of the production schedule so that you know when to expect those steps.


[image: ]Step 1: Copyediting
Production starts with a careful review of your manuscript. Your PE makes sure that the manuscript is complete and follows up with any questions. Then the PE contracts a copyeditor to edit the text for grammar, style, and consistency. The copyeditor will also double check the citations and references and query for clarity. The copyeditor will send the edited files to you for your review.
We use Microsoft Word’s Tracking feature so that you can clearly see the edits made. 
[image: ]
In the below image, the red text represents the copyeditor’s query (providing a callout for a figure) and the blue text represents the author’s edit.
[image: ]
After receiving your edits and responses to the queries, the copyeditor finalizes the edits and returns clean manuscript files to the PE.

[image: ]Step 2: Typesetting and Page Layout
The PE reviews the files once more before sending them to typesetting. This is the process in which the text is designed and displayed in pages, just as it will appear when published. The text takes on new life!
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[image: ]Step 3: Proofreading and Indexing
The PE sends the page proofs provided by the typesetter to you, to a professional proofreader who will carefully read through the pages, and to an indexer who will create an index for the book. If you wish, you may send your PE minor edits, but please note that a thorough review isn’t required, as only the most critical corrections can be made at this stage.
See Electronically Marking Proof Corrections for instructions on reviewing your proofs; your PE will be happy to answer any questions or concerns about this process.
[image: ]
[image: ]Step 4: Corrections
The PE reviews all the corrections and sends them to our typesetter, who provides revised pages. The PE will send you the new page proofs, including the completed index, for approval before the PE finalizes everything for printing. 
[image: ]Step 5: To Press
[image: ]The PE sends the final pages to our printer. The cover artist, who has been designing the cover during this process, also sends the cover file to press. 
Step 6: Publication! 
Within three to four weeks, your published book arrives in our warehouse. Now it’s time to celebrate and start fulfilling orders! 
PRODUCTION TIPS
References
Follow the Publication Manual of the American Psychological Association for references and citations. If you have any questions about style, punctuation, or grammar, please consult The Chicago Manual of Style. Remember that your copyeditor will also be double checking and adjusting the formatting/style as necessary.
Photo Quality
Photos, graphics, and other images must be provided as high-resolution art files. An image may look fine on screen, but in print, it may appear blurry.
[image: ]
It’s fine to embed graphics in the Word files for placement purposes, but because Word tends to reduce the art quality, we request that you also provide separate high-resolution art files.
A good indicator of the photo quality is the file size. A high-res art file will usually be about 1 to 2 MB. 
JPEG, GIF, and TIFF files are all acceptable.
Check your photo’s quality by setting your folder View to Details. Right click on the column heads (Name, Date modified, Type, Size) and select “More.” You’ll see a screen where you can pick “Dimensions” (which lists the width and length of the photos in pixels) as a field.
[image: ]
· If you divide the width and length of your image, listed under the Dimensions heading, by 300, you’ll get a sense of how large the photo can print without losing quality. In the sample photo above, the dimensions are 2592 x 1936, which means that it can be set as large as 8 x 6 inches (2592/300 x 1936/300). 
· A small photo might be 300 x 300 pixels. To preserve the quality, we could size it at 1 x 1 inches. We can set it larger, but the quality will further reduce and the image may look pixelated or grainy.
Your editorial team and production editor will be in touch if they have any concerns about the photos.
Clipart and Illustrations
Corwin books typically don’t include clipart, and Corwin does not commission illustrations. Please talk to your editorial team if you’d like to include either.
Permissions
Please resolve your permission issues as early as possible. If permissions aren’t received by the time typesetting is scheduled to begin, the book is put on hold while we determine how to move forward. 
Indexing
Our indexers are professionals and produce excellent work, but as the content expert, you may wish to provide a list of key terms as a guide, and the indexer will be happy to include them in the completed index.
Text Elements
[bookmark: _GoBack]In your manuscript, set any boxed text elements, tables, or sidebars apart using instructions in different colors. Please do not use text boxes or tabbing.
[image: ]


Use similar callouts to indicate where figures should appear.
[image: ]
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In onder to be able to manage change,
one needs to know what the change is.
‘As Evans (2007) discovered when she worked with three different
schools, changing demographics redefines schools or gives them an
‘uncertain identity. Our work with the Changing Suburbs Institute
professional development schools has shown that, while all eight
schools have had an increase of 7 percent or more Hispanic students
in the last four years, they still are very different demographically
‘and, as a result, have very different needs. Six schools have Hispanic
students as the majority student population (ranging from 45 percent
1093 percent) one school has whie students as the majoriy (70 percent),
and one school has African American students as the majority (49
‘percent). Four schools are primarily Hispanic and African American,
‘whereas the other four are primarily Hispanic and white, with either
Hispanic students or white students in the majority. These demo-
sraphics provide different portraits of student needs, especally in
relation to standardized testing, drop out and graduation rates, and
college acceptance rates. The predominately white district continues
to be able to highlight its merit scholars, Ivy League college accep-
tance rates, and advanced placement test scores. The predominately
Hispanic and Hispanic/ African American schools are focused on
statewide standardized tests pass rates and possibly two-year and
four-year college acceptance rates. Understanding the demographics
is crucial for settng ealistic goals for the school and district.
Demographics, o the attributes of population in a particular geo-
‘graphical area, usually include race, ethnic origin, income, age range,
‘gender, occupation, employment status, education, family size, rli-
gion, spoken language, disabilites, mobilty, and home ownership.
Demographic trends describe the changes in demographics in @
‘population over time (for example, the average age of a population
may increase or decrease over time). The National Center for
Education Statitics (NCES) of the United States Department of
Education looks at information about demographics, which includes
social and economic characteristics of children and school districts.
‘These pieces of information all influence students. Demographics
show that students living in poverty struggle more in school than
those coming from midle.class families. Satisically, parents who

York, explains, somefimes prinipols gt caughi n he middle of pushing
toachers on mulple fusks without explaining why or how such fusks
should be implemented. She discovered from her feachers fhat boih
superiniendents and principols need o provide befer communicafion
about expecied changes. She used her end-of-year rfret fo have her
toachers idenify the issves and devalop recommended shaiegies fo
improve the commication system in her distic. (R. Toylor, personal
commuricafion, June 16, 2011}

workshops, teacher-university faculty collaborations, and confer-
ences contribute to_teachers’ ability to envision, implement, and

the value of new initiatives and strategies. Such professional
development nceds to be desired by teachers, not thrust upon the,
on making needed changes. See Principal Rosa Taylor's thoughts
about Communicating With Teachers in Bo 2.4

Teachers themselves also can become part of a plan for providing
professional development. These teachers can serve as role models
for working successfully with minority students. For example, a high
school African American English teacher consults with white teachers
0 help them become more aware of and inclined to use culturally
sensitive practices. She also developed a multicultural writing pro-
ram for the district (Sharp, 2003).

‘Another critical component of  plan mustinclude working with
the parent community to temper the discouragement of the estab-
lishment and encourage involvement of minority and immigrant
neswcomers. Such outreach can come from the schools themselves or
in consultation with colleges and universities. Stanton Wortham
from the University of Pennsylvania wrote about the New Latino
Diaspora across the United States, with specific emphasis on a
changing suburban school district in Norristown, Pennsylvania. A
‘major focus of his work is on increased immigrant parental involve-
ment in the schools by, for example, opening bilingual resource
rooms at several clementary schools to make bilingual staf avail-
able to meet with parents and students after school on 2 weekly
basis. This helps parents learn about teachers’ expectations and cre-
ate relationships with teachers and administrators so that they ulti-
‘mately become more involved in the school. As one parent explained,
he learned how to help his daughter with her homework only after
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[SET AS BOXED TEXT]

Highlights to Remember

o School officials may prohibit lewd, offensive, and vulgar cxpressions that originate on
campus before a student audience.

« School officials may prohibit language thatis offensive or highly threatening to others if
the expression meets the Tinker substantial disruption test.

 The Fraser standard docs not give schools automatic authority to sanction offensive
expressions created off campus.

« If on-campus vulgar expressions are made before a school audience, school officials may
react. No further showingis needed. No substantial disruption need oceur.

[END BOXED TEXT]
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[FIGURE 3.2 HERE (SEPARATE GRAPHIC FILE)]

Figure3.2  Status of Readers at Different Fluency Levels*

Source: Gregory & Kuzmich (20053, p. 45).
[FIGURE 3.3 HERE (SEPARATE GRAPHIC FILE)]

Figure3.3  Status of Writers at Different Fluency Levels*

Source: Gregory & Kuzmich (20053, p. 45).

Learning Styles

Rescarch shows that there is some connection between teaching to specific leamning styles and

increased achievement (Burke & Dunn, 2002; Farkas, 2003) while other rescarch finds no
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More recenly, data from the U.S mited States Conference of Mayors (2008), zeroing in
on larger cities, suggests that between 0.15% and 1.74% pescent of the total population is
“homeless and living on the streets, in emergency shelters, or in transitional housing on an
average night” (p. 16). In 2004, the National Law Center found that about 840,000 persons were
“literally homeless—on the street or in temporary housing—on any given day across the United

States™ (National Law Center on Homelessness and Poverty, 2004a, p. i). On a single night in

Tanuary 2008, the LS. Depastment o£ HUD (2009, p. §): counted 664,414 sheltered and street

homeless persons-{o—2)
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As Tony headed back to his office, he felt a sense of rlief that the data raised this
question and he didn’t have to. His work with this team was just getting started and now they had
2 focus for their weekly meetings. Sarah and Becca also indicated an interest in pairing up for a
coaching cycle focused on teaching mumber sense. And Sue requested help from Tony on an
informal basis just to be sure she was on theright track. Tony had done what he set out to do
with this team—he had helped them begin to see the power within the data, Figure 4.1 details

how Tony structured his conversation with the kindergarten team. -[Au: Please provide callout

in this paragraph for Figure 4
[CE/AU: PROVIDE CALLOUT PLEASE]
[BEGIN FIGURE 4.1]

Figure 4.1: Data-Driven Coaching Conversations

1. Identify key findings from relevant assessment data. What are the students’
strengths and needs as determined by the data?
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