Intel® Teach Program



Essentials Course

Master Teacher Training
Course Preparation Checklist for Intel® Teach Essentials Course 
v 10.1 

 
Prior to Start of the Course
 FORMCHECKBOX 

Communicate with MT Training Key Contact as indicated on the logistics form via e-mail or phone to introduce yourself at least 2 weeks prior to the start date of the course.


 FORMCHECKBOX 
  Ask MT Candidates to be sure they have their Intel Teach Course Management Tool  Login ID and Password (each MT Candidate should have received 2 welcome emails): 

· User Id is in: Intel Teach Program - Welcome Master Instructor Candidate (1 of 2) 

· Password is in: Welcome to the Intel Teach Course Management Tool (2 of 2) 

Any MT Candidate who does not have their User ID should contact their LEA or ITA immediately.

 FORMCHECKBOX 

Review the current version of the curriculum and digital manual resources and ST Resources on the Intel® Education Online Community site (http://engage.intel.com). Post all URLs for reference (see Module checklists in the ST Resources). 
 FORMCHECKBOX 

Print MT agenda and class attendance sheet (unless uploading it to a collaborative editing site).
 FORMCHECKBOX 

Plan to stay at least an extra half hour the last day of the course to wrap things up and debrief with the MT Training Key Contact and/or ITA Coordinator.

 FORMCHECKBOX 

Choose and set up the online resources (tagging/bookmarking, blog, wiki, and online collaborative resources). Send sign-up instructions to the Master Teacher applicants prior to the course. You may also want to e-mail the Login Information form as an attachment so that teachers can easily keep track of their login and password information. 

 FORMCHECKBOX 

Choose a tagging/bookmarking resource to demonstrate during Module 1. See "Online Tagging and Bookmarking Sites" in the Internet Resources, Web 2.0, Web Resources folder in the Resources tab. You may want to select a site that does not require the installation of a toolbar since you will be using computers in a lab. The recommended tagging site for MT trainings, unless the LEA/teachers have their own preferred site, is Diigo (www.diigo.com). Use Diigolet for lab computers, rather than the full-featured toolbar that requires a download and installation: www.diigo.com/tools/diigolet  
 FORMCHECKBOX 

Choose a blogging site for your Participants to use for the reflection activities at the end of each module. See “Blog Sites” in the Internet Resources, Web 2.0, Web Resources folder in the Resources tab. The recommended blogging site for MT trainings, unless the LEA/teachers have their own preferred site, is: www.21classes.com 
 FORMCHECKBOX 

If using www.21classes.com, include the option of including a drop-down list of all participants’ blogs on the home page. From your “dashboard,” select Layouts > Layout for your Portal’s homepage > All Features > Blog Directory. Put a checkmark at Show blog list on portal and Show blog list on weblogs.
 FORMCHECKBOX 

Choose a wiki site for your course. The wiki site is required in Module 3 for the Pedagogical Practices. It is optional for use during other Pedagogical Practices, Pair and Share activities, as well as in the Showcase. See “Wiki Sites” in the Internet Resources, Web 2.0, Web Resources folder in the Resources tab. 
 FORMCHECKBOX 

Create the starting page of a wiki and appropriate subpages. See digital manual for setup instructions.
 FORMCHECKBOX 

Choose an online collaborative resource. See “Collaborative Web Sites” in the Internet Resources, Web 2.0, Web Resources folder in the Resources tab.  The recommended collaborative editing site for MT trainings, unless the LEA/teachers have their own preferred site, is: http://docs.google.com 
 FORMCHECKBOX 

Set up the online collaborative spreadsheets for Module 2, Activity 2 and Module 3, Activity 6. See digital manual for setup instructions.
 FORMCHECKBOX 

Send a Senior Trainer letter of introduction to Master Teacher candidates with a cc to the MT Training Key Contact and the ITA Coordinator at least 2 weeks prior to the training start date that includes instruction on registering for web-based resource sites. (See sample letters in the Templates folder in ST Resources.)
 FORMCHECKBOX 

Review and follow the appropriate agenda.

 FORMCHECKBOX 

Have all contact numbers with you.  

 FORMCHECKBOX 

Have contingency plans for technical problems/outages.

 FORMCHECKBOX 

Have 3 x 5 cards available for all four days.

Day 1

 FORMCHECKBOX 

Review the Module 1 and 2 Checklists.
 FORMCHECKBOX 

Arrive at least 30 minutes early the first day of the course to meet with the LEA Coordinator. 
 FORMCHECKBOX 

Have all contact numbers with you (MT Training Key Contact, ITA Coordinator, lab contact, and  teacher.training@intel.com
 FORMCHECKBOX 

Check to see where MTs should save their Unit Portfolio files. Check for login passwords or restrictions, such as downloading files. Check on lab rules (food and drink, etc.).
 FORMCHECKBOX 

Check to see if audio equipment (such as external computer speakers) are available for the Curriculum-Framing Questions presentation so that your MTs will be able to hear the video clips.

 FORMCHECKBOX 

Determine an easy way to distribute any revised MT files to all MTs (updated versions of files are provided within the Intel® Education Online Community: http://engage.intel.com) 
 FORMCHECKBOX 

Check with the lab technician for clean-up requirements on the last day. For instance, you may not need MTs to delete their files if the lab has an automated process to restore the computers to their original state.

 FORMCHECKBOX 

Check with MT session host/ITA Coordinator for lunch location(s), layout of the facility.

 FORMCHECKBOX 

Check with the ITA Coordinator to see if local university credit will be available. If not, go over the process during the Course Overview presentation and print appropriate forms if MTs want to sign up. (www.ceed.pdx.edu/itf)
 FORMCHECKBOX 

Ask an on-site contact to check that all materials have been delivered to the lab site.
 FORMCHECKBOX 

On the first day, collect information from MT Candidates to complete the MT T-shirt Form and send it immediately to teacher.training@intel.com. 
 FORMCHECKBOX 

Please note that the SMART Board Donation guidelines may have changed in 2010.  This training session you are conducting may be eligible for a SMART Board donation.  Contact the ITA for eligibility and details.
 FORMCHECKBOX 

Sometime during the week, either print Master Teacher names on Certificates of Completion or handwrite them, and sign the certificates.

 FORMCHECKBOX 

Have class attendance sheet available for MT candidates to sign in and out each day.

 FORMCHECKBOX 

Pass out 3 x 5 cards to elicit feedback from Master Teacher applicants. Collect the cards at the end of each session or break, and address questions, concerns, and so forth at the end of the day or at the beginning of the next session.
Day 2
 FORMCHECKBOX 

Review the Module 2, 3, and 4 Checklists.
 FORMCHECKBOX 

Decide on a method for grouping Master Teachers in grade/subject similar groups for the upcoming Pair and Share activities.
 FORMCHECKBOX 

For homework, have Master Teacher applicants complete the Master Teacher Self-Reflection form or complete the electronic version that is available in the Resources tab in the digital manual.
Day 3
 FORMCHECKBOX 

Review the Module 5 and 6 Checklists. 
Day 4
 FORMCHECKBOX 

Review the Module 7 and 8 Checklists. 

 FORMCHECKBOX 

Sign Certificates of Completion.
 FORMCHECKBOX 
  Log on to the Intel Teach Course Management Tool (http://coursemanagement.intel.com). Evaluate and certify Master Teachers who have completed the course requirements.  For questions, refer to the Course Management Tool User Guide (the first link on your home page).    


If an MT is a no-show or does not complete the course, click “Edit” next to their name in the roster, uncheck the “Certified?” box, and add “Did not complete” to the comments field.
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 FORMCHECKBOX 

Go to the Intel Teach Course Management Tool at http://coursemanagement.intel.com. On the home page, find the first link on the page to go to the Course Management Tool User Guide. 

Show the Master Instructor Quick Reference Guide linked from page 5 to review the functionality that supports Master Instructors in their role (1. Schedule, 2. Order, 3. Close classes). 
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Ask MTs to check their Personal Profile, and if necessary, to add or update their information.

 FORMCHECKBOX 

Ensure all Master Teachers complete the Course Evaluation on the Intel Teach Course Management Tool the last day of the Master Teacher training at: http://coursemanagement.intel.com
 FORMCHECKBOX 

Submit any university credit or district CEU paperwork to MT session host/ITA Coordinator and provide grades as necessary.

 FORMCHECKBOX 

Give all excess materials to the ITA Coordinator except flash drives. All extra flash drives need to be returned to Intel. See packaged directions in your shipment order or send an email to: teacher.training@intel.com
 FORMCHECKBOX 

After class is finished, clean the lab:
 FORMCHECKBOX 

Collect excess materials, except flash drives, and give to the LEA Coordinator.

 FORMCHECKBOX 

Leave computer lab in the same, or better, condition as you found it.

 FORMCHECKBOX 
  Provide a copy of the completed attendance to the ITA Coordinator. Keep a copy for yourself and mail the original attendance sheet to ICT.

Within one week of completing each Master Teach class:

 FORMCHECKBOX 

Mail the class roster and applications/payment to the appropriate university for any Master Teachers who want university credit. (Check appropriate Web site for specific information, available at: www.ceed.pdx.edu/itf)
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