Facilitation tab > Manage Training


	Task List: Prepare for the Course
Task List


	Check each box when the following tasks are completed then click on the "Save Changes" button.
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	Review the MT Milestones checklist [link to document - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/MT_Milestones.doc] open in new window] (DOC; 2 pages) found in Facilitation Guide > Section 7: Accessing Facilitation Resources for a high-level overview of required outcomes for Master Teachers.

	
	If you are facilitating the course with a colleague, review Co-Facilitation Tips and Strategies [http://download.intel.com/education/common/en/resources/EO/facilitation_resources /Co-Facilitaton_Strategies.doc - open in new window] (DOC; 3 pages). This document provides suggestions for dividing responsibilities and offers strategies for co-facilitating the training.

	
	Decide on the dates to start the Orientation and the face-to-face training. 
· Review the Sample Course Schedules [link to document - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Sample_Course_Schedules.doc - open in new window] (DOC; 1 page with 3 embedded XLS files) for suggested training timelines. 
· Review the PT Agenda [link to http://download.intel.com/education/common/en/resources/EO/facilitation_resources/PT_Agenda.xls] (XLS; 3 worksheets) for the face-to-face portion of the training. Decide if you will follow the recommended agenda or whether you will need to add days between sessions or additional time to the agenda.

	
	After deciding on the schedule for your training, adjust the preloaded schedule with the dates for your training. This functionality is found in the Facilitation tab > Set Up Schedule [link to feature]. If needed, instructions for adapting the schedule are found in the Facilitation Guide > Section 3 [insert link]. 

	
	For the face-to-face training, secure a computer lab that meets the requirements listed in the Computer Lab Checklist [link to document - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Computer_Lab_Checklist.doc- open in new window] (DOC; 4 pages).

	
	Follow the directions on the Participant Teacher Registration [link to document - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Participant_Teacher_Registration.doc - open in new window] (DOC; 1 page). Fill out the Online Course Registration Template embedded in the registration document and send it to teacher.training@intel.com. Be sure that you have registered your PTs at least two weeks prior to the start of your course. If you have any questions, send an e-mail message to: teacher.training@intel.com.

	
	Send Introductory E-Mails [link to document - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Introductory_E-mails] (DOC; 4 pages) to all course participants starting two weeks prior to training.

	
	Keep track of the number of Participant Teachers who have signed up for your course, along with their e-mail addresses. In addition to using e-mail for general communication, you will need Participant Teacher e-mail addresses to set up Web-based resources for your course. Encourage participants to use or set up personal e-mail accounts; many business e-mail accounts blocks communication from the Web 2.0 sites used in the course.  

	
	Ensure that all modules are open for the Orientation so participants can preview the course. This functionality is found in the Facilitation tab > Show/Hide Modules [add link]. Ensure that the module links, animated demonstrations, and End of Module Surveys are working properly. 

	
	Choose a blogging site and set up the course blog and structure for the participant’s individual blogs. See Setting Up a Blog Site for Your Course [add link to Section 2, Part 2] in the Facilitation Guide > Section 2. 

	
	Review the section on Using the Course Wiki [link to Section 2, Part 2] in the Facilitation Guide > Section 2.  Go to the Course Wiki tab and practice setting up rows. 

	
	Choose an online collaborative Web site and set up the spreadsheets. See Setting Up an Online Collaborative Web Site [add link to Section 2, Part 2] in the Facilitation Guide > Section 2.

	
	Choose a tagging/bookmarking resource to demonstrate during Module 1. See Selecting a Tagging-Bookmarking Site [add link to Section 2, Part 2] in Facilitation Guide > Section 2. You may want to select a resource that does not require the installation of a toolbar since you will be using computers in a lab. 

	
	Link the blog, online collaborative Web site, and tagging site to the My Links section on your course Home tab. Add the URLs, login IDs and passwords to a new Login Information [insert link: http://download.intel.com/education/Common/en/Resources/EO/Resources/About_This_Course/Login_Information.doc] document (DOC; 2 pages).



	
	Update your profile and attach your picture.

	
	Unenroll the following “dummy” names in your course: Wiki Creator, Facilitator, Facilitator primary, MT, and PT. If you need instructions for unenrolling, see Unenroll Participants [insert link] in the Facilitation Guide > Section 3.

	
	Post the following welcome announcement. Name and date of post are auto-populated in online course environment
Hello! My name is <<Facilitator’s Name>>, and I am your facilitator for the Intel® Teach Essentials Online Course. You can learn more about me by clicking my name and reading my profile. Your first task is to complete the Orientation Module activities. Click the Essentials Course tab to access all modules from the left navigation. I will be available to address any of your questions during my Office Hours (when I am online in the course) on <<Date and Time>>. You can also send me a message. I am eager to learn from your insights and listen to your feedback throughout this course.

Welcome to Essentials Online!


	Task List: Orientation
Task List
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 Check each box when the following tasks are completed then click on the "Save Changes" button.
Ensure all tasks have been completed from Prepare for the Course [insert link] task list.
Review the Orientation Module and embedded Facilitation Tips. 

Review the Course Schedule [insert link] to ensure accuracy.

Post Office hours and chat announcement: 

My office hours are <<Date and Time>>. My office hours are dedicated to addressing any of your questions, concerns, or comments. I look forward to working with you.

Send a message titled Blogging Registration with detailed information on how to register for the site. Attach the Login Information [insert link: http://download.intel.com/education/Common/en/Resources/EO/Resources/About_This_Course/Login_Information.doc] (DOC; 2 pages) document for each participant. See Orientation Messages [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Orientation_Messages.doc] (DOC; 4 pages).
Post the first blog entry titled Unit Topics on the course blog (See Blog Prompts. [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources//blog_prompts.doc- open in new window] (DOC; 4 pages).
Post a blog entry titled Create Your Personal Blog with directions for helping participants create their personal blog.
Post the following as an announcement or message at the appropriate time for your schedule: 
The face-to-face training begins tomorrow, <<Date>>, at <<Place Name>>. We will start promptly at <<Time>>, and <<refreshments>> will be provided! Remember to bring resources for any topics that you have considered for your unit. Also be sure you have completed the Orientation activities. Come prepared for an exciting and fulfilling few days. I look forward to meeting you face to face.
Review the blog responses on the course blog and provide feedback.

Send follow-up messages, as desired, using the sample text from the Orientation Messages [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Orientation_Messages.doc] (DOC; 4 pages).
Review the Course Progress [insert link] of participants and send Progress Messages [insert link - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/sample_Progress_Messages.doc - open in new window] (DOC; 6 pages).
Review the Orientation Survey. [insert link]
Summarize the key learnings and comments from the Orientation and share through an entry in the course blog.



	


	Task List: Face-to-Face
Task List


	Check each box when the following tasks are completed then click on the "Save Changes" button.
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	Ensure all university and/or professional development credit forms and information are ready to distribute to Participant Teachers. 

	
	Confirm that the following items are ready before the face-to-face training (if the ITA is responsible for an item, confirm completion):

The Resource Folder which includes the Curriculum Resource CD and the following printed assessments:

· Agenda
· EO_P2_Course_Overview.doc 
· Unit Plan Overview.doc
· Portfolio_Checklist.doc 

· Guidelines for Online Interactions.doc

· Portfolio_Rubric.doc 

· Assessment_Plan_Checklist.doc

· CFQ_Rubric.doc 

· Standards_and_Objectives_Rubric.doc
· Project_Characteristics_Checklist.doc
· Portfolio Showcase Feedback Form.doc  



	
	Review the PT Presentation [Link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/PT_Presentation.ppt] (PPT; 34 slides).
· Add all Local Education Agency (LEA) incentives, university, and professional development options and requirements, and any other localization information to the presentation. 
· Add the URLs for the tagging/bookmarking, blog, and online collaborative Web site to the appropriate slides.

	
	Confirm that all tasks on the Computer Lab Checklist [link to document - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Computer_Lab_Checklist.doc- open in new window] (DOC; 4 pages) are complete.

	
	Have a contingency plan in place to counter technical problems or outages. Review Alternative Offline Activities [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Alternative_Offline _Activities.doc - open in new window] (DOC; 3 pages). Add your own ideas as needed. 



	
	Complete all tasks for Modules 1-3 in the Facilitation tab > Manage Training [link to manage training]. The task list can also be downloaded from the Facilitation Guide > Section 7: Accessing Facilitation Resources [link to section 7]. 

	
	Practice using the Help Guide (both online and Web versions).


	
	Review the Face-to-Face Checklist [insert link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Face-to-Face_checklist.doc - open in new window] (DOC; 1 page) for optional ideas on preparing for the face-to-face training.


	Task List: Module 1 Teaching with Projects
Task List
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 Check each box when the following tasks are completed then click on the "Save Changes" button.
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Click on the Show/Hide [insert link] function under the Facilitation tab. Show Orientation Module and Module 1: Teaching with Projects. Ensure all other modules are closed. 

Review Module 1 and the embedded Facilitation Tips
Review the Course Schedule [insert link] to ensure accuracy.

Post the following announcement:

During this course, you will use the Course Blog to reflect on your learning over time. You were asked to register for the course blog site during Orientation. If you did not do so, please follow the directions below to register for the blog site before the Reflection activity in Module 1.

For this course, we will use the following blog site, <<Blog Site Name and URL>>. To register for the site, <<Provide Directions>>. Follow these steps to use the blog site:

1. <<Go to blog site URL and register for an account.

2. Post comments to an entry.

3. If you would like, create your own blog space and experiment with the features of the site.>>
[Note: Change the bold text above to match the functionality of the blog site you chose.]

Be sure to fill in your login information on your Login Information document saved in your Portfolio folder and create a direct link to it in the My Links on the Home tab.

Practice using the tagging/bookmarking site you have selected to use for this training. 

If necessary, review project-based learning resources [link to project learning course resource pages] and sample publications. 

Post the following announcement at the end of the first module:

Congratulations on completing your first module. We had a very productive training session. During the next module, you will develop your objectives and Curriculum-Framing Questions, and create an assessment to gauge student needs. You will also experiment using a wiki and an online collaborative spreadsheet. Make sure that all your questions are answered as we move through the remaining activities during the face-to-face portion of our training. 

Review the Course Progress of participants [insert link] and send Progress Messages [insert link - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/sample_Progress_Messages.doc - new window] (DOC; 6 pages). 

Review the personal blog reflections and provide feedback.

Review the Module 1: Teaching with Projects End of Module survey. [insert link]
Summarize the key learnings and comments from Module 1: Teaching with Projects and post to the course blog.

Task List: Module 2 Planning My Unit
Task List
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Check each box when the following tasks are completed then click on the "Save Changes" button.[image: image7.png]



Show [insert link] Module 2. Keep previous modules open.
Review Module 2 and the embedded Facilitation Tips
Review the Course Schedule [insert link] to ensure accuracy.
Review the Pedagogical Practices for Module 2. 
Practice setting up the initial discussion thread for Activity 5: Creating a Presentation about My Unit

Step 5: Uploading to the Sharing Tab [insert link]. Follow the directions in the Module 2 Sharing document [insert link - http://download.intel.com/education/common/en/resources/EO/resources/About_this_course/Module_2_Sharing.doc] (DOC; 3 pages). When you are finished practicing, delete your practice post.
Prepare and send invitations for CFQ Practice Template [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/CFQ_Practice_Template.xls open in new window] (XLS; 1 worksheet) in Module 2, Activity 2, Step 1: CFQ Practice [insert link]. See instructions in the Facilitation Guide > Section 2. [link to Guide, Section 2, Part 2].
If necessary, review local standards and benchmarks, 21st century skills, Curriculum-Framing Questions, and assessment strategies from Module 2.
Review the Course Progress [insert link] of participants and send Progress Messages [insert link - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/sample_Progress_Messages.doc - new window] (DOC; 6 pages).
Review the personal blog reflections and provide feedback.

Review the Module 2: Planning My Unit End of Module survey. [insert link]
Summarize the key learnings and comments from Module 2: Planning My Unit, and post in the course blog.

Remind participants to visit the course blog to read and respond to your reflection post for Module 1.
Task List: Module 3 Making Connections
Task List
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	Check each box when the following tasks are completed then click on the "Save Changes" button.

	Show [insert link] Module 3. Keep previous modules open.
Review Module 3 and embedded Facilitation Tips.
Review the Course Schedule [insert link] to ensure accuracy.

Create groups for the Pair and Share: Sharing Unit Portfolio Presentations. 

Post the following announcement at the end of the face-to-face training: 

Congratulations on completing the face-to-face portion of the training. You accomplished so much during this time, and you are now ready to complete the rest of the course fully online.

Continue to refer to Resources and My Work tabs throughout the online modules and we can all use the course blog or Teachers’ Lounge to communicate with each other about concerns, questions, suggestions, comments, and reflections. Please also feel free to contact me via e-mail <<(Facilitator’s E-mail Address)>>. You should complete Modules 3 by <<Day, Date>>. I look forward to working with you online.
Also, remember to visit the course blog to read and respond to my reflection post for Module 2.
Review participant’s Unit Portfolio Presentations and provide feedback.
Complete the facilitator survey [link to survey] at the end of the face-to-face training.

Post the following announcement a few days after the face-to-face: 

Welcome to the online portion of the course! As you continue working through Module 3, you will explore various Internet resources and share ways to use the resources effectively with students. 

I just finished reviewing your Unit Portfolio Presentations. Look for my comments and suggestions on the Sharing tab.
As you participate in online interactions with colleagues, remember to reference the Discussion Checklist in the Resources tab > Assessments link often to help you create high-quality posts and provide helpful feedback to your colleagues.

Remember the ways we can communicate with each other in the online course environment:

· Course blog- visit the blog to add your reflections and insights throughout the course, view what your facilitator and colleagues are thinking, and read module summaries 

· Teachers’ Lounge discussion forum - use this to start your own discussion about any topic you wish 

· Chat room - use this with other colleagues who are online at the same time 

· Message - this is an internal messaging system that works like e-mail but only within the course 

· E-mail - for messages outside of the course 

Please contact me if you have any questions as you work through the online material.

Review the Pedagogical Practices for Module 3. Add rows to the table for the number of participants in your course.
Prepare and send invitations for Using the Web 2.0 spreadsheet [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Using_the_Web_2.0_Spreadsheet.xls open in new window] (XLS; 2 worksheets) in Module 3, Activity 6, Step 2 [insert link]. See instructions in Setting up Web 2.0 Tools [link to Guide, Section 2, Part 2] in the Facilitation Guide > Section 2. 
Post the following Announcement at the end of Module 3:

You are well on your way to becoming an effective participant who integrates technology and 21st century learning into the classroom to improve teaching and student learning.

You have finished Module 3 and are now ready to create a student sample publication, wiki, presentation, or blog to demonstrate student learning in Module 4.

Review the Course Progress [insert link] of participants and send Progress Messages [insert link - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/sample_Progress_Messages.doc - new window] (DOC; 6 pages).
Review the personal blog reflections and provide feedback, if necessary.

Review the Module 3: Making Connections End of Module Survey. [insert link]
Summarize the key learnings and comments from Module 3 and post an entry in the course blog.




	Task List: Module 4 Creating Samples of Learning
Task List
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	Check each box when the following tasks are completed then click on the "Save Changes" button.[image: image11.png]




	
	Show [insert link] Module 4. Keep previous modules open.

	
	Review Module 4 and embedded Facilitation Tips. 

	
	Review the Course Schedule [insert link] to ensure accuracy.

	
	Review the Pedagogical Practices for Module 4. Add rows to the table for the number of participants in your course.


	
	Send the following Message:
Subject: Welcome to Module 4: Creating Samples of Learning
Hello Participant,

Welcome to Module 4! You have an opportunity in this module to gain the perspective of a student by creating a student sample of your project. You will also draft your Instructional Procedures. Think about where in your student sample the student demonstrates understanding of the Essential and Unit Questions. Also, think about your unit’s standards and objectives and how those will be assessed.

You start this module receiving feedback on how you plan to incorporate the Internet in your units. Please respond to the same group members you had during the face-to-face portion of the course. The groups are shown below:

<<Add the group members in a list here>>.
Remember to visit the course blog and read and/or respond to my reflection post for Module 3.
Please contact me if you have any questions or suggestions. I look forward to seeing your work!

<<Facilitator Name

Facilitator Online Office Hours>>

	
	Review participant Unit Plans, focusing on the CFQs and objectives, and provide feedback.

	
	Post the following announcement during the middle of Module 4: 
Please work to meet the <<Day, Date>> deadline for Module 4: Creating Samples of Learning. Your goal is to incorporate a project approach to learning and show how your student sample will answer your unit’s Curriculum-Framing Questions and meet the learning objectives. Remember, you can use the course blog or Teachers’ Lounge to interact with your colleagues on topics that interest you.

Remember to update your personal blog with your reflections for each module.

	
	Send the following message during the middle of Module 4:

Subject: Completing Course Work

Hello <<Participant>>,
<<I understand you are feeling concerned about the amount of time it is taking to complete the activities or I understand you are feeling pressure about completing the components of your Unit Portfolio.>> Please remember, this course is designed to meet practical and professional needs of all teachers regardless of subject area, grade level, or professional interests. You will find it rich with resources and opportunities for further exploration and work. This means at times, you will feel some tension between wanting to dig more deeply into a topic but feel that time requires you to move on. You may feel rushed and have to make choices to be less thorough on some topics or choose to research one topic more deeply than another. Fortunately, the course material is revisited. This course is iterative—activities in later modules circle back to activities initiated in earlier modules. In many cases, you will return to earlier work. Also, the course materials and all your work are available for 6 months. You can return to materials and resources after you complete the course. 

<<Facilitator Name

Facilitator Online Office Hours>>

	
	Send the following message at the end of Module 4: 

Subject: Update on Intel® Teach Essentials Online Course: Modules 3 and 4 Should be Finished

Hello Participant,

I just finished reviewing your Unit Plan. Look for my comments and suggestions on the Sharing tab. I am pleased to see that most of the group is progressing through this week's module. So far, << Number>> have completed Module 3, and, << Number>> have completed Module 4. Please work to meet the deadline <<Day, Time of Day>> for << Module 5>>.
Keep up the good work. I look forward to seeing your student sample and assessment in Module 5.

<<Facilitator Name

Facilitator Online Office Hours>>

	
	Review the Course Progress [insert link] of participants and send Progress Messages [insert link- http://download.intel.com/education/common/en/resources/EO/facilitation_resources/sample_Progress_Messages.doc] (DOC; 6 pages).

	
	Review the personal blog reflections and provide feedback, if necessary.

	
	Review the Module 4: Creating Samples of Learning End of Module Survey. [insert link]

	
	Summarize the key learnings and comments from Module 4 and share through an entry in the course blog. 


	Task List: Module 5 Assessing Student Projects
Task List
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	Check each box when the following tasks are completed then click on the "Save Changes" button.[image: image13.png]




	Show [insert link] Module 5. Keep previous modules open.
Review Module 5 and embedded Facilitation Tips. 

Review the Course Schedule [insert link] to ensure accuracy.
Review the Pedagogical Practices for Module 5. Add rows to the table for the number of participants in your course.
Review the Assessing Projects Application used in Module 5. 

Post the following announcement: 

In this module, you will begin by sharing your student sample and ask for feedback on ways to improve your work during the Module 5: Pair and Share. Later in the module, you will participate in the Pedagogical Practices discussion, Involving Students in the Assessment Process.

You will examine assessment strategies and reflect on your current assessment practices. And finally, you will create an assessment for your student sample and revise your student sample based on this assessment. You have <<Number of Days>> to complete this module.

Remember to visit the course blog and read and/or respond to my reflection post for Module 4.
Send the following message at the start of Module 5:

Subject: Welcome to Module 5: Assessing Student Projects
Hello Participant,

Welcome to Module 5: Assessing Student Projects. In this module, you create an assessment for your student sample and then revise the sample based on the assessment created. You will also discuss ideas about the challenges and possible solutions for including students in the assessment process.

The Pair and Share allows all participants to share their samples as well as offer feedback for others. During the Pair and Share, please respond to the group members shown below:
<<Add the group members in a list here>>.

<<Facilitator Name

Facilitator Online Office Hours>>
Review participant student samples and feedback and provide your own comments and suggestions.
Post the following announcement during the middle of Module 5:

I just finished reviewing your Unit Plan and student sample. Look for my comments and suggestions in the Sharing tab.

Send the following message at the end of Module 5:

Subject: Blogs
Hello Participant,

You should now be finished with Module 5. I enjoyed reviewing the student samples. The student samples included a wide variety of tools, <<including wikis, blogs, presentations, and publications>>. Please review my feedback in the Sharing tab. I also created a blog entry in the course blog with a summary of participants’ suggestions for the Module 5: Pedagogical Practices discussion.

In addition, continue to add to your personal blog with your reflections and learnings from each module. 

<<Facilitator Name

Facilitator Online Office Hours>>
Review the Course Progress [insert link] of participants and send Progress Messages [insert link- http://download.intel.com/education/common/en/resources/EO/facilitation_
Resources/sample_Progress_Messages.doc] (DOC; 6 pages).
Review the personal blog reflections and provide feedback, if necessary.

Review the Module 5 Assessing Student Projects End of Module Survey. [insert link]
Summarize the key learnings and comments from Module 5 and share through an entry in the course blog.




	Task List: Module 6 Planning Student Success
Task List
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	Check each box when the following tasks are completed then click on the "Save Changes" button.[image: image15.png]




	Show [insert link] Module 6. Keep previous modules open.
Review Module 6 and embedded Facilitation Tips. 

Review the Course Schedule [insert link] to ensure accuracy.

Review the Pedagogical Practices for Module 6. Add rows to the table for the number of participants in your course.
Post the following Announcement at the beginning of Module 6:
In this module, you will begin by sharing your student sample and your assessment, and you will ask for feedback on ways to improve your work during the Module 6: Pair and Share. You will also share your ideas on how to support the diverse needs of learners during the Pedagogical Practices activity.

As you look over the work you have already done and determine what you will be refining, keep in mind the Module 6 questions:

· How can I help my students become self-directed learners?

· How can I support the diverse needs of learners?
You have <<Number of Days>> to complete this module.

Remember to visit the course blog and read and/or respond to my reflection post for Module 5.
Send the following message at the start of Module 6: 
Subject: Welcome to Module 6: Planning for Student Success
Hello Participant,

We completed Module 5! We are now moving into Module 6: Planning for Student Success. During the Pair and Share activity, you receive feedback on your student sample and assessment. Please respond to the group members shown below:
<<Add the group members in a list here>>.

In the Pedagogical Practices discussion, share ideas about ways to differentiate for student learning. The activities in this module will prepare you to meet the needs of all learners in a project-based classroom. You will create an assessment to foster student self-direction, create student support material, and plan facilitation materials. Feel free to pose any questions or suggestions in the course blog, Teachers’ Lounge, or contact me directly.

<<Facilitator Name

Facilitator Online Office Hours>>
Review participant’s student samples, assessments, and feedback and provide comments and suggestions.
Send the following message at the end of Module 6:

Subject: Update on Modules 5 and 6
Hello Participant,

I just finished reviewing the student samples and the assessments you created. Please check the Sharing tab for my comments and suggestions. 
I posted a summary of the Module 6: Pedagogical Practices discussions and the End of Module surveys for Module 5 and 6 to the course blog. Continue to visit the blog to share your reflections and insights.

<<Facilitator Name

Facilitator Online Office Hours>>
Review the Course Progress [insert link] of participants and send Progress Messages [insert link – http://download.intel.com/education/common/en/resources/EO/faciliation_
Resources/sample_Progress_Messages.doc] (DOC; 6 pages).
Review the blog reflections in the personal blog space and provide feedback, if necessary.

Review the Module 6: Planning for Student Success End of Module Survey. [insert link]
Summarize the key learnings and comments from Module 6: Planning Student Success and share through an entry in the course blog.



	Task List: Module 7 Facilitating with Technology
Task List
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	Check each box when the following tasks are completed then click on the "Save Changes" button.[image: image17.png]




	Show [insert link] Module 7. Keep previous modules open.
Review Module 7 and embedded Facilitation Tips. 

Review the Course Schedule [insert link] to ensure accuracy.

Post a blog entry titled Implementing A Successful Project on the course blog for Activity 3: Implementing a Successful Project

Step 2: Planning for a Successful Project [insert link]. See Blog Prompts [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources//blog_prompts.doc] open in new window] (DOC; 4 pages).
Post the following Announcement: 

During Module 7, you will self-assess your current facilitation practices, create facilitation materials to support a student-centered classroom, plan for implementation of your unit, and put the finishing touches on your Unit Portfolio.

Remember to visit the course blog and read and/or respond to my reflection post for Module 6.
Post the following Announcement during the middle of Module 7:

You should be revising and adding the finishing touches on your Unit Portfolio. Make sure that you have participated in all discussions, and your surveys and checklists are completed. Use the assessments found in the Resources > Assessment link.
Feel free to post any questions or suggestions to the course blog or in the Teachers’ Lounge or send me an e-mail.

We are getting close!
Send the following Message to participants at the end of Module 7:

Subject: Completion of Module 7
Hello Participant,

You should now be finished with Module 7. I look forward to reviewing your facilitation materials and your final products during the showcase in Module 8.

<<Facilitator Name

Facilitator Online Office Hours>>
Review the Course Progress [insert link] of participants and send Progress Messages [insert link - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/sample_Progress_Messages.doc] (DOC; 6 pages).
Review the blog responses and provide feedback.

Review the Module 7: Facilitating with Technology End of Module Survey. [insert link]
Summarize the key learnings and comments from Module 7: Facilitating with Technology, and share through an entry in the course blog.




	Task List: Module 8 Showcasing Unit Portfolios
Task List
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	Check each box when the following tasks are completed then click on the "Save Changes" button.[image: image20.png]




	
	Show [insert link] Module 8. Keep previous modules open.

	
	Review Module 8 and embedded Facilitation Tips. 

	
	Review the Course Schedule [insert link] to ensure accuracy.

	
	Send the following Message:

Subject: Welcome to Module 8: Showcasing Unit Portfolios

Hello Participant,

Welcome to Module 8: Showcasing Unit Portfolios. During this module, you share ideas about conducting classroom showcases and then review and give feedback on your colleagues’ portfolios during the course showcase. Near the end of the module, you reflect on your course experience and share insights with your colleagues.
We will use the Sharing tab to showcase the portfolios and to give feedback. Please respond to the group members shown below:
<<Add the group members in a list here (be sure to add one additional participant to each group).>>
If you need anything else, please e-mail me.

<<Facilitator Name

Facilitator Online Office Hours>>

	
	Post a blog entry titled Showcasing Student Projects on the course blog for Activity 2: Planning a Showcase > Step 1: Showcasing Student Projects insert link]. See Blog Prompts [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources//blog_prompts.doc] open in new window] (DOC; 4 pages).


	
	

	
	Post a blog entry Reflecting on the Course on the course blog for Activity 4: Reflecting on the Course > Step 1: Blogging My Journey [insert link]. See Blog Prompts [link to doc - http://download.intel.com/education/common/en/resources/EO/facilitation_resources//blog_prompts.doc] open in new window] (DOC; 4 pages). Include your own reflections about the course in the entry.


	
	Review participant’s Unit Portfolios and provide feedback.

	
	Send the following message to participants receiving certification near the end of the course:  

To: All Course Participants Receiving Certification

Cc: ITA Coordinator and LEA Coordinator
Subject: Closing the Intel® Teach Program Essentials Online Course

Hello Participant,

You should now be finished with the course. Great work on your Unit Portfolio! Please see my final comments on your work in the Sharing tab.

Before wrapping up, remember to address the following important action items:

· Please post your final Unit Plan and selected Unit Portfolio materials in the Sharing tab
· Remember to post your feedback to your group and one other member 

· Participate in a final discussion about the course

· Complete the End of Training Survey—we welcome your feedback on the course

Thank you for your incredible dedication and time spent on these units.

<<Facilitator Name

Facilitator Online Office Hours>>

	
	Send following message to those not receiving certification:

To: All Course Participants Not Receiving Certification

Cc: ITA Coordinator and LEA Coordinator
Subject: Closing the Intel® Teach Program Essentials Online Course

Hello Participant,

We are nearing the end of your Intel® Teach Essentials Online Course. As I review the work you have completed during the course, I see that you are missing several key components:

<<Insert items not completed>>
I will not be able to certify you as completing the course because of these missing pieces. However, I do encourage you to register for the course again at a future time of your convenience. Upcoming courses:

<<Insert upcoming course dates and locations>>
I enjoyed working with you and look forward to seeing you again.

<<Facilitator Name

Facilitator Online Office Hours>>

	
	Review the blog responses and provide feedback.

	
	Summarize the key learnings and comments from Module 8: Showcasing Unit Portfolios and share through an entry in the course blog.

	
	Complete Certificates of Completion [link to pdf - http://download.intel.com/education/common/en/resources/EO/facilitation_resources/PT_Certificate_of _Completion- open in new window] (PDF; 1 page) for all participants who have successfully completed the course. E-mail certificates to participants with a congratulatory message. 

	
	Complete a facilitator survey [link to survey] at the end of the course.



	
	Close the class online and report the number of teachers trained. Review Section 6, Part 3 [link] of the Facilitation Guide for more details on closing your course. 

	
	Contact Customer Support (teacher.training@intel.com) to receive a copy of the End of Training Survey results for your course.


