Sample Messages

These sample messages are designed to contain only the information necessary; add your own tone and personality to create personalized messages. The messages are associated with specific modules, activities, and course events. You do not need to send out every single message. Use the messages as a guide and then decide what is best for your training situation. 
Note: The highlighted text in the sample messages needs to be replaced with information relevant to your course.

	Module/Activity
	Text: Messages

	B.1

Two weeks before the face-to-face training
	Hello  MACROBUTTON  AcceptAllChangesInDoc "Training Location" Participant Teachers,

I would like to introduce myself before the first day of our Intel® Teach Essentials Online course. My name is facilitator name, and I will be your facilitator for both the face-to-face training on list the training dates and the online training that continues until list the end date. I live in city and state and have been teaching your subject area specialty at name of school and/or school district for number of years you have been teaching. 

<Introduce co-facilitator if applicable>
It is almost time for our face-to-face training and I am really excited about getting a chance to work with all of you and expose you to this wonderful program. It can make a huge difference in the ways teachers are feeling about integrating technology into their existing curriculum, and I’m sure you will see the same transformation in yourself.
In this hybrid online training you will be creating elements of a Unit Portfolio, which consist of the following: 
· Unit plan

· Student sample project

· Assessment resources

· Plus facilitation and student support materials for one curricular unit.  
Please consider a unit that you currently teach that would most benefit from the integration of technology. Teachers sometimes find it easier to work with a partner rather than complete separate unit portfolios. If this is the case, choose a partner and discuss what unit to work on before the class, or wait to see if you find someone in class who would like to work together on a unit. Either way, come with an idea for a unit.
The first part of the training actually begins before our face-to-face training. You will receive an email from me with instructions on insert day email will be sent on how to register and log in to the online course. You then have one week to complete the Orientation Module. It is imperative that the Orientation module is completed before the face-to-face Training; the two days we spend together will be much more productive for you. 

To ensure the face-to-face portion of our training goes smoothly, please bring the following items:
· Bring a unit that you teach or will teach that you want to do a better job of targeting higher-order thinking skills and integrating technology. (We’ll look at that unit from the foundation up—Curriculum-Framing Questions, standards and benchmarks, etc., as well as the actual activities you build into the unit.) 
· Bring books, lessons, scaffolding materials, rubrics—anything associated with the unit. (If you have a wonderful unit but don’t have all the items I mentioned, don’t worry. Bring the unit anyway. You’ll have that and more when you leave on Friday.) 
· If you are out of the classroom, bring a unit you loved during the time you were a classroom teacher or talk to teachers in your school for a unit you could bring back to them.

This Participant Teacher training will be an action-packed three days!  Every minute of the training is accounted for in our agenda, so we will be starting at  MACROBUTTON  AcceptAllChangesInDoc "Starting Time" A.M. sharp and end at  MACROBUTTON  AcceptAllChangesInDoc "Ending Time" .  MACROBUTTON  AcceptAllChangesInDoc "Mention lunch options as information is available to you through the LEA" 
We are meeting in room 104 at Jefferson High School. Attached is also a map of the building and parking location. Mention travel arrangements and airport pick up procedures if appropriate. 

Before we even begin, I want to say, “Thank you!” It is educators like you who make the difference for colleagues and every student in your school. I look forward to meeting you on insert date.
Sincerely,
 MACROBUTTON  AcceptAllChangesInDoc "Facilitator Name" 
 MACROBUTTON  AcceptAllChangesInDoc "Email Address" 


	B.2

One week before the Face-to-Face
	Purpose: To get PTs into the course for Orientation

*************************************************
Subject: Essentials Online Course: URL, Orientation and other trial Pre-Work

Hello, Participant Teachers,
As we mentioned earlier this week, we are delighted to be your co-facilitators as we journey together through the Intel® Teach Program Essentials Online Course. This voyage officially begins insert date. It is time to log in to the course and start your work on the Orientation Module. The purpose of the activities in the Orientation prepares you for the face-to-face and online components of this course. This should take 2-4 hours of your time and needs to be completed before the face-to-face training. 
This e-mail contains instructions regarding:

· Accessing the Site

· Online Orientation

· Permission to Use Work

· Face-to-Face Training

Accessing the Site

You are currently enrolled in the following class:

Name: Essentials Online Maves 4-13-07
Date: April 13, 2007 – May 14, 2007

Senior Trainer: Theresa Maves & Vikki Costa
To access the course, complete the following steps: 

1. Go to: http://teachonline.intel.com/us/login/
2. Click on the button Yes, help me log in
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3. In the E-mail field, enter the e-mail address that this message was sent to. Your e-mail address is also your Login ID.
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4. Click OK, a confirmation message will appear
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5. Check your e-mail account to confirm your reset password request.  Follow the directions in the e-mail. 

a. If you do not receive an e-mail within 24 hours please contact customer service at [teacher.training@intel.com]
6. A second e-mail with a new password will be sent. It is recommended that you change your password when you enter the site.

7. Once you have entered the site you will land on the Available Courses page. Note: You will see that you are enrolled in three courses. 
a. Essentials Online facilitator name and date
b. Essentials Online Training Community: online environment that provides support for conducting your participant teacher training

c. Essentials Online your last name
8. Select the link for this course: facilitator name and date
9. You should be directed to the course Home Page.

10. To access the course for future sessions, you will need to know the URL and your login information. Save the URL to your links button for easy access.

Online Orientation 

As previously stated, the first part of the training actually begins with an Online Orientation. It is imperative that the Orientation module is completed before the face-to-face training; the two days we spend together will be much more productive for you. The following steps guide you to the 2-hour Orientation Module.

1. Go to: http://teachonline.intel.com/us/login/
2. Select the course facilitator name and date
3. Upon entering the course, read the announcement on the Home tab
4. Select the Essentials Course tab, read the course overview.
Click Orientation to enter the pre-work.  The directions in the Orientation will guide you through the online environment and completing the required tasks. 
Face-to-Face Training

In order to arrive at the training on time please insert directions and instructions for your course.
We will see you online!

Sincerely,   

Co-facilitator’s names


	B.3

Several days before the face-to-face

Put in the subject line: Blog and Wiki Registration
	Hello  MACROBUTTON  AcceptAllChangesInDoc "Training Location" Participant Teachers,

We are one week closer to the face-to-face training and there are a few more items to take care of before we meet. By now you should have received log-in information to access the Intel® Teach Essentials Online Course so you can complete the Orientation Module before we meet. It is imperative that the Orientation module is completed before the face-to-face training; the two days we spend together will be much more productive for you. 

Also, during the course, we will be using some web-based resources that require registration. In preparation for course activities, it will make it easier if I  register you and obtain logins and passwords ahead of time. The sites below will require that you have an active e-mail account, which you may need to check in order to obtain passwords. . Please use the attached “Login Information” document to record your login and password information. You will notice that I have filled in some of your user names and passwords for the sites I have pre-registered you for. You can change those once you log in to the site. Please print the document when you have completed the registrations so that you will have your login information available at the first class session.

 MACROBUTTON  AcceptAllChangesShown "Click here and type the blogging site name" 
 MACROBUTTON  AcceptAllChangesShown "Click here and type blogging site URL--new registration page" 
Blogging site we will use throughout the course. Access this site now and set up your blog page. 
 MACROBUTTON  AcceptAllChangesShown "Click here and type the wiki site name" 
 MACROBUTTON  AcceptAllChangesShown "Click here and type wiki site URL--new registration page" 
Wiki site we will use to share our ideas and Unit Portfolios. Access this site now to make sure you can login to the site. 
If you have difficulty registering at any of the above sites, please contact me—or I can help you register at our first class session. Also, please look for announcements in the online course environment with details regarding these web-based tools as we encounter their use in each module.

Sincerely,

 MACROBUTTON  AcceptAllChangesInDoc "Facilitator Name" 
 MACROBUTTON  AcceptAllChangesInDoc "Email Address" 


	
	

	B.4
During Orientation, Activity 2
	From: Facilitator
To: All course participants

Cc: ITA Coordinator and LEA Coordinator

Subject: Orientation to Intel® Teach Program Essentials Online Course
Hello again!
I see that many participants have been hard at work completing the Orientation activities. I hope you enjoyed the Course Tour and that you are looking forward to the training. I notice that some participants have completed their online profiles.
We are one week away from the face-to-face portion of the training, so please find time to complete the Orientation activities. I will check each day to see your progress. If you have any questions or concerns, contact me and I will assist you. Also, please remember to complete the Orientation Survey.
Facilitator name

Facilitator online office hours

	
	

	B.5
During Orientation

(prior to the start of face-to-face training)
	From: Facilitator

To: All registered course participants
Subject: Tips and Reminders for Intel® Teach Program Essentials Online Course
Hello,

Please review the following tips before the face-to-face portion of our training begins:

· Please review the attached agenda.

· Start thinking about ideas for the unit plan you will create or modify during the course. Here are some ideas to help you brainstorm:
· If you are considering creating a high school English unit, review the core literature for your state to be sure you choose appropriate literature.
· If you are considering creating a middle school mathematics unit, focus on a concept that has real-world applications.

· If you are an elementary school teacher, choose an interdisciplinary unit that places students in decision making roles as they work on a real problem in their school or community.
· Did you have any problems signing up for the class wiki and blog?If so, let me know.
I look forward to working with you.

Facilitator name

Facilitator online office hours

	
	

	B.6
During Orientation, Activity 3
	From: Facilitator

To: All course participants
Cc: ITA Coordinator and LEA Coordinator
Subject: Upcoming Training for Intel® Teach Program Essentials Online Course
Hello future participant!
Just one more day before we meet each other in person! I am pleased to see all of the participants who have posted their profiles and unit topics. Thank you for completing the Orientation Survey.

A few final reminders and suggestions before we meet for our face-to-face training:
· The training is held at place from time to time.
· Parking is available where.
· You will have an hour for lunch, which is list details, such as provided or on-your-own, with several restaurants nearby.

· Please remember to bring resources for any topics that you are considering for your unit. These resources will assist you while you develop your unit plan.
Facilitator name

Facilitator online office hours

	
	

	B.7
Orientation Progress
	From: Facilitator

To: Each participant who has not completed all Orientation activities

Cc: ITA Coordinator and LEA Coordinator
Subject: Orientation Completion
Hello participant,
I noticed that you have only completed Activity number and name in the Orientation. Completing all of the Orientation activities is imperative so that you are prepared for the face-to-face component of our training. If you are having difficulty, please contact me or your ITA/LEA for assistance as soon as possible.
Facilitator name

Facilitator online office hours

	
	

	B.8
End of Orientation 
	From: Facilitator

To: All course participants who have completed all Orientation activities

Cc: ITA Coordinator and LEA Coordinator
Subject: End of Orientation

Hello participant,
Congratulations on completing the Orientation activities! I look forward to meeting with you in person as we continue to work through the course together.

Facilitator name

Facilitator online office hours

	
	

	B.9
Start of Online Work (middle of Module 3)
	From: Facilitator

To: All course participants
Subject: Welcome to the Online Portion of the Intel® Teach Essentials Online Course!
Hello participant,
Welcome to the online portion of the course! I enjoyed working with you in the face-to-face environment. We have now entered the fully online portion of this course.
At this time, you will continue working through Module 3. Refer to the announcement for details on this module.

Many online discussions will take place in Module 3, including discussions on web-based resource use and safety in the classroom. As you work through discussions, please review the Discussion Board Rubric. (See the My Work tab > Rubrics > Discussion Board Rubric link.)
Remember the ways we can communicate with each other in the online course environment:
· Teachers’ Lounge discussion forum

· Chat room

· Message

· E-mail
Please contact me if you have any questions as you work through the online material.
Facilitator name

Facilitator online office hours

	
	

	B.10
Start of Module 4
	From: Facilitator

To: All course participants
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.
Please contact me if you have any questions or suggestions. I look forward to seeing your work!

Facilitator name

Facilitator online office hours

	
	

	B.11
End of Module 4
	From: Facilitator

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

Hello participant,
I am pleased to see that most of the group is progressing through this week's modules. So far, X number completed Module 3, and X numbers have completed Module 4.

Please work to meet the deadline Day, Time of Day for Module 5.

Following are a few comments on what I am seeing in the discussions and End of Module Surveys for Modules 3 and 4. I will provide summaries for Modules 5 and 6 on Day, Time of Day, so be sure to join the discussions and provide feedback in a timely manner.
Module 3 Summary

The discussion regarding the use of wikis, blogs, and online collaborative sites in the classroom is rich with wonderful ideas. I attached a summary of these ideas to this message so that you have them to build on during the course and reference in the future.
Although the group all felt positively about Module 3, one participant had an important concern: Insert highlights and key points from discussion and add response.
Module 4 Summary

The End of Module 4 Survey results indicated that participants are making progress on their units. I attached a summary of all Module 4 discussions to this message so that you have them to build on during the course and reference in the future.
Keep up the good work. I look forward to seeing your student sample and assessment in Module 5.

Facilitator name

Facilitator online office hours

	
	

	B.12
Start of Module 5
	From: Facilitator

To: All course participants
Subject: Welcome to Module 5: Assessing Student Projects
Hello participant,
Welcome to Module 5: Assessing Student Projects. In this module, you create a summative 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 and assessments as well as offer feedback for others. Based on this input, you will revise your assessment and complete your unit’s assessment summary.

Facilitator name

Facilitator online office hours

	
	

	B.13
End of Module 5
	From: Facilitator

To: All course participants
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 Module 5: Pair and Share discussion. I also posted a summary of participants’ suggestions for the Module 5: Pedagogical Practices discussion.
In addition, continue to add to your blog about your reflections and learnings from each module and review the information added to the wiki and online collaborative documents.

Facilitator name

Facilitator online office hours

	
	

	B.14
Start of Module 6
	From: Facilitator

To: All course participants
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. In the Pedagogical Practices discussion, please 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 Teachers’ Lounge or contact me directly.
Facilitator name

Facilitator online office hours

	
	

	B.15
End of Module 6
	From: Facilitator

To: All course participants
Subject: Update on Modules 5 and 6
Hello participant,
I just finished reviewing the student samples and the assessments you created. Please check the Module 6: Pair and Share and the Module 6: Pedagogical Practices discussions for my comments and suggestions. I also left comments about your Unit Plan in the My Work tab.

I can see by the End of Module 5 Survey and End of Module 6 Survey results that you are feeling very positive about the progress you made on your unit. Overall, the group’s Unit Plans are really beginning to come together. In addition, you indicate high ratings for making progress on your unit.
I posted a summary of the Module 6: Pedagogical Practices discussions to that discussion forum.
Facilitator name

Facilitator online office hours

	
	

	B.16
Start of Module 7
	From: Facilitator

To: All course participants
Subject: Welcome to Module 7: Facilitating with Technology
Hello participant,
Welcome to Module 7: Facilitating with Technology. This module assists you in creating facilitation resources that increase productivity or support instructional practice. You will also have an opportunity to create an implementation plan, revise your Unit Plan, and prepare for the Module 8 Portfolio Showcase.

In this module’s discussions, you will share facilitation ideas and discuss ways you can use questioning techniques to help your students think at deeper levels.

Feel free to post any questions or suggestions in the Teachers’ Lounge or send me an e-mail.

Facilitator name

Facilitator online office hours

	
	

	B.17
End of Module 7
	From: Facilitator

To: All course participants
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.

In the Module 7: Pedagogical Practices, I posted a summary of the group’s discussion. Please return to the discussion thread to read the summary.

Facilitator name

Facilitator online office hours

	
	

	B.18
Start of Module 8
	From: Facilitator

To: All course participants
Subject: Welcome to Module 8: Showcasing Unit Portfolios
Hello participant,
Welcome to Module 8: Showcasing Unit Portfolios. We will use the class wiki to showcase the portfolios and to give feedback.

In the Module 8: Pedagogical Practices discussion, you will share ideas and discuss challenges related to teaching and managing students in a technology-enhanced environment. Later in the module, you will share ideas about classroom showcases and you will review and give feedback on your colleagues’ showcases. Near the end of the module, you will reflect on your course experience and share insights with your colleagues.
I have thoroughly enjoyed reading your Units Plans and have provided feedback in your My Work space. If you need anything else, please e-mail me.

Facilitator name

Facilitator online office hours

	
	

	B.19
Closing the Course
	From: Facilitator

To: All course participants

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 class showcase wiki.
Before wrapping up, remember to address the following important action items:
· Please post your final Unit Plan and selected Unit Portfolio materials in the class wiki
· Remember to post your feedback to your partner and two other members of your choice

· Write a final entry in your blog 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


