Intel® Teach Program



Essentials Online Course

Course Preparation Checklist 

 
Required:

All items in bold can be found in the Resources tab > Prepare for the Course and are required for making your course run smoothly:

 FORMCHECKBOX 

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 (blogs, wikis, and collaborative files) for your course. 
 FORMCHECKBOX 

Be sure that you have ordered your PT materials online at least three weeks prior to the start of your course. If you have any questions, send an e-mail message to: teacher.training@intel.com
 FORMCHECKBOX 

Send a letter to all course participants two weeks prior to training. See “Sample Messages”.
 FORMCHECKBOX 

Check the setup, hardware, and software of lab computers using the “Computer Lab Checklist”.
 FORMCHECKBOX 

Check the module links, animated demonstrations, and End of Module Surveys in the Orientation Module to ensure they are working properly before opening it.
 

 FORMCHECKBOX 

Choose a tagging/bookmarking resource to demonstrate during Module 1. See "Selecting a Tagging-Bookmarking Site". 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. 
 FORMCHECKBOX 

Choose a blogging site for your Participants to use for the reflection activities at the end of each module. See "Selecting a Blog Site for Your Course”. 

 FORMCHECKBOX 

Choose a wiki site for your course. See "Setting Up a Wiki for Your Course”.  

 FORMCHECKBOX 

Create the starting page of a wiki and appropriate subpages.
 FORMCHECKBOX 

Choose an online collaborative resource. See "Setting Up a Collaborative Editing Web Site".  
 FORMCHECKBOX 

Link the blog and wiki to the Home Page of your course.  
 FORMCHECKBOX 
  Send sign-up instructions for the Web tools (blog, wiki, online collaborative editing Web Site) to your participants prior to the course. A sample e-mail is available in “Sample Messages”. 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 

Create an office hours announcement. See “Sample Announcements”.
 FORMCHECKBOX 

Update your profile and attach your picture.

 FORMCHECKBOX 

Ensure that the module links, animated demonstrations, and End of Module Surveys are working properly in all modules.
 FORMCHECKBOX 

Review the Course Schedule” to see when modules open and close.
 FORMCHECKBOX 

Set up Course Schedule in the Essentials Online Course.
 FORMCHECKBOX 

Review MT Milestones found in the My Training tab.
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