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Essentials Online Course

Module Preparation Checklist 
Face-to-Face Task List
 
Required:

 FORMCHECKBOX 

Add the URLs for the tagging/bookmarking, wiki, and blogging sites to the presentation.

 FORMCHECKBOX 

Ensure all university and/or professional development credit forms and information are ready to pass out to Participant Teachers.
 FORMCHECKBOX 

All Local Education Agency (LEA) incentives, university and professional development options and requirements, and any other localization information have been added to the Course Overview Presentation.  
 FORMCHECKBOX 
 Confirm that all participants are comfortable with the navigation of the course and course features.

 FORMCHECKBOX 
 Allow time for participants to browse through the course and become comfortable with the features and navigation if they were not able to during the Orientation. 

 FORMCHECKBOX 
 Review the concept of ‘backward design’ and emphasize the importance of identifying standards and creating objectives at the beginning of the unit planning process. 

 FORMCHECKBOX 
 Emphasize the importance of addressing 21st century skills and higher-order thinking in units. This ensures participants will create assessments and activities that reflect those outcomes.
 FORMCHECKBOX 
 Show participants how to adjust their message settings so messages not read within three days are sent to the participant’s outside email account. 
Confirm that:
 FORMCHECKBOX 

All required course materials have been prepared including copies of the Course CD-ROM and printed copies of the agenda.

 FORMCHECKBOX 

Computers for the face-to-face training meet the Essentials Online course system requirements. 

 FORMCHECKBOX 

The online course environment has been tested for any potential technical issues, such as pop-up blockers.

 FORMCHECKBOX 

The Essentials Online course URL has been bookmarked on each computer.

Confirm that you have:

 FORMCHECKBOX 

Reviewed the course presentation and agenda
 FORMCHECKBOX 

Reviewed Course Facilitation Tips

 FORMCHECKBOX 

Opened Modules 1 through 3 of the online course

 FORMCHECKBOX 

Ensured that the module links and End of Module Surveys are working properly 

 FORMCHECKBOX 

Updated all discussion prompts 

 FORMCHECKBOX 

Sent a message reminding participants of important tasks to prepare for the face-to-face training.  See “Sample Messages”.

 FORMCHECKBOX 

Made sure that the wiki and blog sites are set up and participants have been informed how to sign up for them.

 FORMCHECKBOX 

Completed the Task Lists for Modules 1, 2, and 3 in the online environment

 FORMCHECKBOX 

Completed the online collaborative document for Module 3. 

 FORMCHECKBOX 

Checked the wiki and blog you set up to be sure they are still accessible and are not blocked from your lab computers. 

 FORMCHECKBOX 

Ensured a contingency plan is in place to counter technical problems or outages.
Optional:

 FORMCHECKBOX 

Check to see if additional audio equipment (such as external computer speakers) is available for showing the Curriculum-Framing Questions presentation to your participants so that they will be able to hear the video clips adequately. The audio clips are optional links, so you can skip them if desired.
 FORMCHECKBOX 

Create a flag system so participants can indicate they need help.

 FORMCHECKBOX 

Create name tags and name tents. 
 FORMCHECKBOX 

Ensure extra pens, pencils, highlighters, and sticky notes are available.

 FORMCHECKBOX 

Provide coffee and/or treats.

 FORMCHECKBOX 

Send invitations to district/LEA representatives and principals inviting them to the Portfolio Showcase (Module 8).
 FORMCHECKBOX 

Have all contact numbers with you (District/LEA coordinator, technology contact).

 FORMCHECKBOX 

Ensure that a working phone (with an outside line) is available in the lab and/or bring a cell phone; find out if any access numbers are required when using the phone. 

 FORMCHECKBOX 

Verify the availability of a printer. If a printer is available, bring a ream of paper.

 FORMCHECKBOX 

Ensure supplies are available, such as white board markers, printer paper, poster paper, and so forth.

 FORMCHECKBOX 

If you are training at a school other than your own, talk to the custodian and secretary, introduce yourself, and confirm course dates and times.
 FORMCHECKBOX 
  Discuss successful online learning experiences. Remind participants to review Tips for Success [link to doc] and Guidelines for Discussions [link to doc] in the Resources tab > Orientation link.
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