Intel® Teach Program

Essentials Online Course


Co-Facilitation Tips and Strategies
Co-facilitating the Intel® Teach Essentials Online Course with a colleague is highly recommended. Co-facilitation works best if a lead facilitator (mentor) pairs with a facilitator in training. This document suggests methods for dividing the work while allowing each facilitator to experience all facilitation aspects involved in the course. To distinguish the facilitators’ roles, the titles lead facilitator and co-facilitator are used throughout this strategy guide.
Preparing for the Course
The lead facilitator schedules a planning meeting to determine roles and responsibilities. Both facilitators preview the course and all facilitation materials prior to the meeting. The lead facilitator documents all decisions during the meeting and e-mails the documentation to the co-facilitator after the meeting. Use the Course Preparation Checklist and Computer Lab Checklist located in the Resources tab > Prepare for Course link. Insert facilitator’s initials beside each task to indicate which facilitator is responsible for each task.
The tasks required for preparing the course can be divided into four main sections: 
· Communication: The lead facilitator is responsible for all communication involved in preparing for the course. This includes all messages and e-mails sent prior to Orientation. Participants must have one contact person during this stage so that important communications are not missed. This responsibility also includes communication with teacher.training@intel.com and the LEA/ITA.
· Blog and Wiki Setup: Either facilitator can set up the blog and wiki sites. However, because the lead facilitator has many responsibilities during the beginning stages, the recommendation is to assign this task to the co-facilitator. The facilitator who creates the sites needs to communicate the administrative user name and password to the other facilitator (some sites allow more than one administrator). Additionally, the facilitator who sets up the sites fills in the Login Information document for each participant and sends these documents to the other facilitator. Both facilitators need to become familiar with the sites because each uses them in different activities throughout the course.
· Setting Up the Online Environment: The lead facilitator is responsible for the initial course setup. This includes setting up the schedule, sending initial announcements and messages, and loading the discussion prompts for at least the Orientation. The lead facilitator must also ensure that each facilitator has a facilitator role in the course and that all participants are able to access the course.
· Setting Up the Face-to-Face Training: The lead facilitator is responsible for securing the training facility and verifying the computer lab requirements for the face-to-face training. This also includes all other logistical aspects of the face-to-face training.
Orientation

Both facilitators interact with participants during Orientation. Each facilitator sends messages to participants, replies to discussions, and visits participants’ blogs. The lead facilitator is responsible for the tasks on the Orientation Task List located in the Manage tab and also for verifying that every participant is able to get in the course and access the wiki and blog site.
Face-to-Face Training

During the course planning meeting, use the face-to-face agenda to determine which facilitator conducts each activity. Add a column and insert the facilitator’s initials beside each activity. Consider each facilitator’s strengths and expertise when assigning activities to facilitate. Each facilitator is responsible for practicing, preparing, and planning the logistics of assigned activities. Both facilitator’s should meet to discuss transitions and review the flow of the entire face-to-face portion before the training.
While one facilitator is conducting the activity, the other facilitator has the following three responsibilities:
· Walk around the room to ensure participants are progressing through the activity and answer questions

· Interact in the online environment (such as posting replies to discussions, checking course progress, sending messages, posting announcements, giving feedback on work, and so forth)
· Preview the next activity to prepare for facilitation
Once participants have chosen their unit themes, divide the participants equally between the facilitators. This decision can be based on interest, expertise, and/or grade level. From this point forward, the designated facilitator is responsible for delivering feedback on the group’s Unit Portfolios for the duration of the course. The designated facilitator also becomes the participants’ advocate, encouraging them and providing any necessary attention throughout the course.
Refer to the F2F Task List located in the Resource tab > Conduct F2F link. Insert facilitator’s initials beside each task to indicate which facilitator is responsible for each task. Additionally, refer to the Module Task Lists located in the Manage tab for Modules 1 through 3 and decide which facilitator is responsible for the setup tasks in each list.
Online Modules

Divide modules between facilitators. Modules may be divided alternately or based on preference. Decide who will facilitate each module by the end of the face-to-face training. Facilitators then take responsibility for completing all tasks associated with their assigned modules.
While one facilitator is facilitating a module, the other facilitator is responsible for the following two tasks:
· Provide feedback on assigned participants’ Unit Plans as the participants proceed through the module. The facilitator may also choose to leave comments in discussions as time and interest allows. At a minimum, the alternating facilitator should review the discussions to get a sense of what has taken place.
· Provide feedback to any uploaded documents in the Pair and Share discussions for assigned participants.
Although one facilitator is responsible for Module 8, both facilitators participate in the Portfolio Showcase.
Closure

The lead facilitator certifies participants and closes out the course according to the instructions provided in the Manage Task List for Module 8.
Collaboration Tips

Many participants will decide to collaborate on one Unit Portfolio. In an online environment, this poses special considerations. Please direct participants to follow the following collaboration recommendations:

· Encourage participants to use a file sharing site, such as Google Docs, to upload the shared Unit Plan template and all other documents that are created collaboratively during the course
· Ensure that, when prompted in the course, each partner copies and pastes the contents of their Unit Plan from their file sharing site into the Unit Plan space in the online environment
· Ensure that the facilitator responsible for delivering feedback on the Unit Plan copies and pastes the same feedback in each Unit Plan space so each participant will see the same feedback
During Pair and Share discussions, participants are asked to upload a component of their Unit Portfolios and receive feedback from a partner. The facilitator should pair partners in the discussions so that participants who are collaborating on a Unit Portfolio are not paired together. Collaborators will receive twice the feedback from their colleagues. After a Pair and Share discussion, each partner is responsible for visiting the other partner’s Pair and Share grouping to view the feedback.
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