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Section 1 | Terms for Design and Discovery
This section provides guidelines for specific terms and formats within Design and Discovery Web and Print resources.

activity

In Design and Discovery, capitalize the word activity when referring to a specific activity. When activity is part of the name of an activity, then it is capitalized and appears in italics. Otherwise, it’s lowercase and in regular text. In references to Home Improvement activities, activity is lowercase in regular text. See Design and Discovery Cross-References.

Correct: Session 6 has three activities.
Correct: See Session 6, Activity A.
Correct: Session 1, Activity A: Build a Better Paper Clip
Correct: Session 2 Home Improvement activity, Improvement of Everyday Things
Activity Mapping

In Design and Discovery, Activity Mapping is in initial caps.

Correct: The Activity Mapping technique …

design brief

Use lowercase.

Correct: A design brief is a …

design process

Use lowercase for the term design process. When you are referring to a specific step in the design process, the word Step is in initial caps as is the description of the step.

Correct: In Session 2, you learn about the design process.
Correct: In the design process, Step 1 is Identify a Design Opportunity.

Facilitator Guide

For Design and Discovery, it is a Facilitator Guide (singular with initial caps).

InCorrect: Leader Guide
InCorrect: Leader’s Guide
InCorrect: Facilitator’s Guide
InCorrect: Facilitators Guide

handout

One word. Capitalize the word handout when it is part of the name of the handout. Otherwise, it’s lowercase. See Design and Discovery Cross-References.

Correct: Session 2 Home Improvement handout, Improvement of Everyday Things
Correct: 1A Handout: The Perfect Paper Clip
Home Improvement

In Design and Discovery, the word Home Improvement is always capitalized and is not italicized. See Design and Discovery Cross-References.

Correct: Session 2 Home Improvement activity
Correct: Session 2 Home Improvement handout

Key Concepts

Within Design and Discovery, this term is in initial caps.
reading

In Design and Discovery, capitalize the word reading when it is part of the name of the reading. Otherwise, it’s lowercase. See Design and Discovery Cross-References.

Correct: 1A Reading: Build a Better Paper Clip

SCAMPER

Within Design and Discovery, this term is in all caps.
session

In Design and Discovery, capitalize the word session when referring to a specific session. Otherwise, it’s lowercase. The word session is only in italics when it’s part of a name of an activity. See Design and Discovery Cross-References.

Correct: Design and Discovery consists of 18 sessions.
Correct: See Session 6.
Correct: Session 1 Jump Into Design 
Correct: Session 1, Activity A: Build a Better Paper Clip

step

Usually lowercase.

In Design and Discovery, when you are referring to a specific step in the design process, the word Step is in initial caps. The name of the step is in title case.

Correct: In the design process, Step 1 is Identify a Design Opportunity.

Student Guide

For Design and Discovery, it’s a Student Guide (singular) with initial caps.

InCorrect: Student’s Guide
InCorrect: Students Guide

Section 2 | Design and Discovery Cross-References
The following are guidelines for references in Design and Discovery to specific sessions, activity, readings, and handouts.

References to an activity or session
In Design and Discovery, capitalize the word activity or session when referring to a specific activity or session. Otherwise, they are lowercase and in regular text. The word Home Improvement is always capitalized and is not italicized. Reading and handout are lowercase and in regular text, unless they are part of the name.

Correct: Session 6 has three activities.
Correct: See Session 6, Activity A.
Correct: Session 2 Home Improvement activity
Correct: Session 2 Home Improvement handout

Names of specific activities, readings, or handouts
In Design and Discovery, use initial caps for the name of a specific activity, reading, or handout and put the name in italics. There are two formats: a short version and a long version.
Short Version (most common):

· 1A: Build a Better Paper Clip
[all italics] 

· 1A Reading: Build a Better Paper Clip
[all italics] 

· 1A Handout: The Perfect Paper Clip
[all italics] 

· Session 2 Home Improvement handout
[No italics. Session number is optional.]

Long Version

· Session 1 Jump Into Design 
Session 16 Test It!
[The word Session is capitalized and is in regular text. The name of the session is in title case and italics. A comma may or may not be needed between the session number and the name, depending on context.] 

· Session 1, Activity A: Build a Better Paper Clip
[All in italics: the word Session followed by the session number, a comma, the word Activity followed by the activity letter, a colon, and the name of the activity.] 

· Session 2 Home Improvement activity, Improvement of Everyday Things 
[Session number and name are optional. If the name is provided, it should appear in italics.] 

· Session 2 Home Improvement handout, Improvement of Everyday Things
[Session number and name are optional. If the name is provided, it should appear in italics.]
· Incorrect: Session 14A: Prototype Planning 
[The word Session should not appear here.]
Links
There are few instances within Design and Discovery Web pages, where references to prior sessions, activities, handouts, and readings are text links. In general, do not provide a link for:

· General reference to a session
Session 10

· A reference to an activity, reading, handout, or Home Improvement in the same session, the session that was immediately prior or immediately follows.
Example: In activity 4B, it refers to activity 4A. This is just text, not a link.
Example: In activity 10A, the facilitator debriefs the Home Improvement activity from the prior session, Session 9. This is just text, not a link.

· Handouts or readings (since theses are designed to be printed)
Example: The 11C handout refers to 11B activity. This is just text, not a link.

· The Facilitator Guide or the Student Guide PDFs


Create text links within the Web pages for:

· A reference to an activity, reading, handout, or Home Improvement that occurred at least two sessions prior or is at least two sessions in the future.
Example: In 7A, we provide a link to the 2C handout.

· References from Implementation, Resources, or Curriculum to one of the other sections.

Section 3| Design and Discovery Format
Notes Pages

The Design and Discovery Facilitator Guide and Student Guide are designed to be printed two-sided. The guides are designed so that selected materials can be easily reproduced and handed out.

In the Facilitator Guide, every session starts on an odd-numbered page and ends on an even-numbered page. When there is a “cover” page at the start of a new section (such as Understanding the Design Process), it’s followed by a Notes page. A Notes page is also used, when needed, at the end of a session so that each session ends on an even-numbered page. 

In the Student Guide, the following items start on odd-numbered pages:

· Handout

· Reading

· Home Improvement handout

Notes pages are used, when needed, on even-numbered pages. 

Spacing Between Lines

In Design and Discovery, use a blank line between long paragraphs of bulleted or numbered text. 

Short numbered or bulleted text may omit a blank line between items. 

Be consistent within a bulleted or numbered list where all items in that list have a blank line or none do. However, there can be variations on a page. For example, if the preparation steps are short sentences, there may be no blank lines between the items, but the long numbered procedural steps may have blank lines between each step.
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