Intel® Teach Program



Essentials Online Course

Sample Announcements

The following sample announcements are provided for you to use and modify as needed. They are designed to contain only the information necessary. You should add your own tone and personality to create personalized announcements.
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Note: The highlighted text in the sample announcements needs to be replaced with information relevant to your course. If you have difficulty removing the highlighting, click the Clean Word HTML button     after you paste the announcement text into the online course environment.
	Module and When to Post
	Subject
	Suggested Text for Announcements

	A.1

One Day before the Course Opens
	Welcome!
	[Name and date of post are auto-populated in online course environment]
Hello! My name is Facilitator’s Name, and I am your facilitator for the Intel® Teach Essentials Online Course. You can learn more about me by clicking my name and reading my profile. Your first task is to complete the Orientation Module activities. Click the Essentials Course tab to access all modules from the left navigation. I will be available to address any of your questions during my Office Hours (when I am online in the course) on Date and Time. You can also send me a message. I am eager to learn from your insights and listen to your feedback throughout this course.
Welcome to Essentials Online!

	
	
	

	A.2

Office Hours Reminder
	Office Hours Reminder
	My office hours are Day, Time of Day. My office hours are dedicated to addressing any of your questions, concerns, or comments. I look forward to working with you.

	
	
	

	A.3

Orientation, One Day Prior to Face-to-Face Training
	Preparation for Face-to-Face Training
	The face-to-face training begins tomorrow, Date, at Place Name. We will start promptly at Time, and refreshments will be provided! Remember to bring resources for any topics that you have considered for your unit.  It is recommended that you bring a unit of work you have used in the past. Also be sure you have completed the Orientation activities. Come prepared for an exciting and fulfilling few days. I look forward to meeting you face to face.

	
	
	

	A.4
During Module 1 (after Activity 1)
	Blog Site
	During this course, you will use the course Community Blog to reflect on your learning over time. You were asked to register for the course blog site during Orientation. If you did not do so, please follow the directions below to register for the blog site before the Reflection activity in Module 1.
For this course, we will use the following blog site, Blog Site Name and URL. To register for the site, Provide Directions. Follow these steps to use the blog site:

1. Go to blog site URL and register for an account.

2. Post comments to an entry.
3. If you would like, create your own blog space and experiment with the features of the site.
[Change the highlighted text above to match the functionality of the blog site you chose.]
Be sure to fill in your login information on your “Login Information” document saved in your Portfolio folder and create a direct link to it on the Home Page.

	
	
	

	A.5
End of Module 1, Face-to-Face Training
	Great Training
	Congratulations on completing your first module. We had a very productive training session.
During the next module, you will develop your objectives and Curriculum-Framing Questions, and create a presentation to gauge student needs. You will also experiment using a wiki and an online collaborative spreadsheet.
Make sure that all your questions are answered as we move through the remaining activities during the face-to-face portion of our training.

	
	
	

	A.6
During Module 2
	Wiki Site
	In this course, we will use a wiki to share ideas during some activities as well as share our projects in the Module 8 Portfolio Showcase. You were asked to register for the course wiki site during Orientation. If you did not do so, please follow the directions below to register for the wiki site before the Pedagogical Practices activity in Module 2.
For this course, we will use the following wiki site, Wiki Site Name and URL.
Explain where on the site participants can find instructions for creating the following:
1. New subpage
2. Title for a page
3. A 2-column, 8-row table with the headings "Concerns" in the left column and "Solutions" in the right column

	
	
	

	
	
	

	A.7
End of Face-to-Face Training
	Successful Face-to-Face Training
	Congratulations on completing the face-to-face portion of the training. You accomplished so much during this time, and you are now ready to complete the rest of the course fully online.
Continue to refer to Resources and My Work tabs throughout the online modules and we can all use the Teachers’ Lounge, chat rooms, and course Community Blog to communicate with each other about concerns, questions, suggestions, comments, and reflections. Please also feel free to contact me via e-mail (Facilitator’s E-mail Address). You should complete Modules 3: Making Connections by Day, Date. I look forward to working with you online.

	
	
	

	A.8
After Pair and Share of Module 3
	Welcome to the Online Modules!
	Welcome to the online portion of the course! As you continue working through Module 3, you will explore various Internet resources and discuss ways to use the resources effectively with students.

In the first online activity, you explore copyright procedures and then think about ways to incorporate the Internet into your classroom to further enhance 21st century skills. Later in the module, you will use an online collaborative site, and then share ideas for using blogs, wikis, and online collaborative sites in the classroom. In the Pedagogical Practices activity, you will discuss how Web 2.0 technologies can impact on student learning and how to help students use these and other Internet applications safely and responsibly.
As you participate in the online discussion forums, remember to reference the Discussion Board Rubric (see the Resources tab > Assessments link) often to help you create high-quality posts and provide helpful feedback to your colleagues.

I just finished reviewing your Unit Plan. Look for my comments and suggestions in the My Work tab.

	
	
	

	A.9
Middle of Module 3
	Online Collaborative Site
	During the course, you will have the opportunity to share feedback with colleagues through an online collaborative Web site. You were asked to register for the course online collaborative site at the end of the face-to-face training. If you did not do so, please follow the directions below to register for the online collaborative site before the Online Collaborative Site activity.
For this course, we will use the following online collaborative site, Online Collaborative Site Name and URL. To register for the site, Provide directions.
Be sure to fill in your login information on your “Login Information” document saved in your Portfolio folder and add the site to My Links on the Home Page.

	
	
	

	A.10
End of Module 3
	Successful Completion of First Online Module
	You are well on your way to becoming an effective participant who integrates technology and 21st century learning into the classroom to improve teaching and student learning.
You have finished Module 3: Making Connections and are now ready to create a student sample publication, wiki, presentation, or blog to demonstrate student learning.

Before you begin your new project, share your ideas on how your students will use the Internet for research, collaboration, and communication with a partner in the Module 4: Pair and Share. Then, plan your student sample and share planning ideas with your colleagues. Later in the module, you will participate in a Pedagogical Practices discussion on how to help students successfully adapt to and actively participate in a project-based, student-centered classroom.

	
	
	

	A.11
Middle of Module 4
	Progress Check
	Please work to meet the Day, Date deadline for Module 4: Creating Samples of Learning. Your goal is to incorporate a project approach to learning and show how your student sample will answer your unit’s Curriculum-Framing Questions. Remember to use the Teachers’ Lounge or chat room to interact with your colleagues on topics that interest you.
Remember to update the Community Blog with your reflections for each module.

	
	
	

	A.12

End of Module 4
	Summary of Modules 3 and 4
	I created a blog entry with 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.
I just finished reviewing your Unit Plan. Look for my comments and suggestions under the My Work tab.

	
	
	

	A.13
Start of Module 5
	Welcome to Module 5
	In this module, you will begin by sharing your student sample and ask for feedback on ways to improve your work during the Module 5: Pair and Share. Later in the module, you will participate in the Pedagogical Practices discussion, Involving Students in the Assessment Process.
In Module 5, you will examine assessment strategies and reflect on your current assessment practices. You will create a summative assessment for your student sample and revise your student sample based on this assessment. You have Number of Days to complete this module.
Continue to visit the Teachers’ Lounge and participate in the chat rooms.

	
	
	

	A.14
Middle of Module 5
	Involving Students in the Assessment Process
	For the Module 5: Pedagogical Practices, we will use an online collaborative document to capture ideas.

Go to Online document URL for this activity and record your ideas. You can also access the site by referring to your “Login Information” document saved in your Portfolio folder or the My Links section on the Home Page.

If your participants decide to hold a chat for this activity, provide details in the announcement.
After all participants have commented, review their ideas and then participate in the Pedagogical Practices discussion forum.

I just finished reviewing your Unit Plan. Look for my comments and suggestions in the My Work tab. I also reviewed your student sample. Look for those comments in the Module 5: Pair and Share.

	
	
	

	A.15
Start of Module 6
	Welcome to Module 6
	In this module, you will begin by sharing your student sample and your assessment, and you will ask for feedback on ways to improve your work during the Module 6: Pair and Share. You will also share your ideas on how to support the diverse needs of learners during the Pedagogical Practices activity.
As you look over the work you have already done and determine what you will be refining, keep in mind the Module 6 questions:
· How can I help my students become self-directed learners?
· How can I support the diverse needs of learners?
You have Number of Days to complete this module.

	
	
	

	A.16
End of Module 6
	Update on Unit Portfolio
	I just finished reviewing your student sample and assessment. Look for my comments and suggestions in the Module 6: Pair and Share. Additionally, look for my feedback on your Unit Plan under the My Work tab. You have created some effective ways to integrate technology into your unit and established a firm foundation for assessing a project-based unit.

Continue to visit the course Community Blog and share your insights, learnings, and reflections.

	
	
	

	A.17

Start of Module 7
	Welcome to Module 7
	In this module, you will begin by sharing your facilitation resource idea and ask for feedback during the Module 7: Pair and Share. You will also share your ideas during the Pedagogical Practices activity on how to use various questioning techniques to help your students think at deeper levels. During Module 7, you will self-assess your current facilitation practices, create facilitation material to support a student-centered classroom, plan for implementation of your unit, and put the finishing touches on your Unit Portfolio.

	
	
	

	A.18

Beginning of Module 7
	Summary of Modules 5 and 6
	I created a blog entry with comments on what I am seeing in the discussions and End of Module surveys for Modules 5 and 6. I will provide summaries for Modules 7 and 8 on Day, Time of Day.

	
	
	

	A.19
Middle of Module 7
	Progress Check
	You should be revising and adding the finishing touches on your Unit Portfolio. Make sure that you have participated in all discussions, and your surveys and checklists are completed.

Check that your blog reflections are up-to-date. You will be sharing in the Community Blog how your understanding and knowledge has changed over time with colleagues later in the module.

We are getting close!

	
	
	

	A.20
Start of Module 8
	Welcome to the Portfolio Showcase
	Welcome to the Portfolio Showcase! During the first activity of this module, you will use an Online Collaborative Spreadsheet to share resources. In the Pedagogical Practices activity, you will share ideas about how to manage technology use.
After the discussion, you will create management documents needed to implement your unit.
Later in the module, you will share ideas about classroom showcases. Finally, you will showcase your Unit Portfolio using the Class Wiki and provide feedback to your colleagues.
After the showcase, you will share your reflections about the course.
You have Number of Days to complete this module.
I look forward to seeing your final products!

	
	
	

	A.21
Start of Module 8
	Collaborative Site to Share Educator Web Sites
	During Module 8: Activity 1: Sharing Educator Web Sites, you will share Web resources that you found during the Module 7: Facilitating with Technology Planning Ahead activity. For this activity, we will use an online collaborative spreadsheet, located at Online Collaborative Site Name and URL.

	
	
	

	A.22
Early in Module 8
	Showcasing Unit Portfolios
	For the Portfolio Showcase, we will use a wiki, located at Wiki Site Name and URL. To register for the site, Provide Directions.
You can also access the site by referring to your “Login Information” document saved in your Portfolio folder and the My Links section on the Home Page.

Participants can provide feedback during the showcase in several ways. You may want to add in this announcement that participants should provide feedback in the same manner. Creating a sub-page of the wiki is most likely the simplest and most straightforward method for feedback.

	
	
	

	A.23

End of Module 8
	Summary of Modules 7 and 8
	I created a blog entry with comments on what I am seeing in the discussions and End of Module surveys for Modules 7 and 8.
Add personal reflections and observations to this announcement about the course in general.
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