Intel® Teach Program



Essentials Online Course

Sample Messages

These sample messages are designed to contain only the information necessary; add your own tone and personality to create personalized messages. The messages are associated with specific modules, activities, and course events. You do not need to send out every single message. Use the messages as a guide and then decide what is best for your training situation.
Note: The highlighted text in the sample messages must be replaced with information relevant to your course.
State Coordinator’s Emails: 

NSW: IntelTeach@det.nsw.gov.au   

Queensland: intel@qed.qld.gov.au  

Victoria: Teach.Future@edumail.vic.gov.au 
	Time to Send
	Text: Messages

	Two Weeks Prior to the Face-to-Face Training
	From: Facilitator
To: All Course Participants

Cc: State Coordinator and education@tmd.com.au 
Subject: Facilitator Introduction for Intel® Teach Program Essentials Online Course
Hello Training Location Participant Teachers,

I would like to introduce myself before the first day of our Intel® Teach Essentials Online course. My name is Name, and I will be your facilitator for both the face-to-face training on Dates and the online training that continues until End Date. I live in City, State and have been teaching Subject Area Specialty at Name of School and/or District for Number years.
<Introduce co-facilitator if applicable>
Our face-to-face training will be starting soon, and I am excited about having the opportunity to work with all of you and expose you to this wonderful program. This program has already had an enormous effect on the way many teachers feel about integrating technology into their existing curriculum, and I am sure you will see the same transformation in yourself.
In this hybrid online training, you will create elements of a Unit Portfolio, which consists of the following:
· Unit Plan
· Student sample project

· Assessment resources

· Facilitation and student support materials for one curricular unit
Please consider a unit that you currently teach that would most benefit from the integration of technology. Some teachers find working with a partner is beneficial. If this is the case, choose a partner and discuss what unit to work on prior to class, or you may want to see if you can pair with someone in class who would like to work with a partner on a unit. It is strongly recommended that you come along with a unit of work you have taught in the past.  If this is not possible,, come with an idea for a unit.

The first part of the training actually begins before our face-to-face training. You will receive an e-mail from me with instructions on Date on how to register and log on to the online course. You then have one week to complete Orientation. The Orientation module must be completed before the face-to-face training. This preparation will help make the days we spend together as productive as possible for you.
To ensure the face-to-face portion of our training goes smoothly, please bring the following items:

· Unit that you teach or will teach that you want to do a better job of targeting higher-order thinking skills and integrating technology. (We will look at the unit from the foundation up—Curriculum-Framing Questions, standards/syllabus outcomes, and so forth as well as the actual activities you build into the unit.)
· Bring books, lessons, scaffolding materials, assessment resources—anything associated with the unit. (If you have a wonderful unit but don’t have all the items I mentioned, don’t worry. Bring the unit anyway. You’ll have that and more when you finish the course.)
· If you are out of the classroom, bring a unit you loved during the time you were a classroom teacher or talk to teachers in your school for a unit you could bring back to them.

This Participant Teacher training will be an action-packed Number days! Every minute of the training is accounted for in our agenda, so we will be starting at Start Time a.m. sharp and ending at End Time. Mention lunch arrangements. For example, We are meeting in room 104 at Riverside Secondary School. Attached is also a map of the building and parking location. 
Please advise me if you have any special dietary requirements.
Before we even begin, I want to say, “Thank you!” Educators like you make a difference for colleagues and every student in your school. I look forward to meeting you on Date.

Sincerely,

Facilitator Name

Facilitator Online Office Hours 

	One Week Prior to the Face-to-Face Training

	Purpose: To get PTs into the course for Orientation

*************************************************
From: Facilitator
To: All Course Participants

Cc: State Coordinator and education@tmd.com.au 
Subject: Accessing the Intel® Teach Program Essentials Online Course and completing the Orientation
Hello Participant Teachers,
As mentioned earlier this week, I am delighted to be your facilitator as we journey together through the Intel® Teach Essentials Online Course. This voyage officially begins Date. The time has arrived for you to log on to the course and start your work on the Orientation. The activities in the Orientation prepare you for the face-to-face and online components of this course. This should take approximately two hours of your time and needs to be completed before the face-to-face training.
This e-mail contains instructions regarding:
· Accessing the Site

· Online Orientation

· Permission to Use Work

· Face-to-Face Training

Accessing the Site

1. Go to: : http://teachonline.intel.com/au/login
2. Enter your login and password provided on the attached login sheet. 

3. We recommend that you change your password when you enter the site. You will be given this option when you first log in. You can also change it on your profile page once you enter the course. 

4. Accept the Terms of Use Policy

5. Once you have entered the site, you will see the Available Courses page. 

6. Select the link for this course: Essentials Online Course - T.Maves 06-09-07
7. You should be directed to the course Home Page.

8. Read the announcement on the Home Page.

9. Click the Essentials Course tab, read the course overview.

10. Click Orientation from the left navigation to enter the Orientation Module. 

11. To access the course for future sessions, you will need to know the URL and your login information. Save the URL to your links button for easy access.

Online Orientation
As previously stated, the first part of the training actually begins with an Orientation. The Orientation must be completed before the face-to-face training. The two days we spend together will be much more productive for you if you complete the Orientation. 
Face-to-Face Training

To arrive at the training on time, please Insert Directions and Instructions for Your Course.
We will see you online!

Sincerely,
Facilitator Name

Facilitator Online Office Hours

	Four days after login information is sent 
	Purpose: To ensure all PTs have logged in to the course for Orientation

*************************************************
From: Facilitator
To: All Course Participants

Cc: State Coordinator and education@tmd.com.au 
Subject: Accessing the Intel® Teach Program Essentials Online Course and completing the Orientation—reminder

Hello, 

Our records show that you have not yet logged into the course to complete your Orientation activities. I realize you have plenty of time left to do this; I just wanted to ensure you are not experiencing any problems and you have all the information you need. Three critical emails have been sent with important details about the training (see list below and also attached). Please let me know if you need more direction from me and I would be happy to assist. If our records are not accurate, let me know that as well. I wish you safe travels and I will see you soon!

· Date—from Facilitator Name—“Welcome to Intel Teach Essentials Online!” 
· Date—from Facilitator Name --“Accessing the Intel Teach Program Essentials Online Course and completing the Orientation” 
· Date-- from Facilitator Name —“Blog and wiki Registration for Intel Teach Program Essentials Online Course” 
Sincerely, 

Facilitator Name


	One Week Prior to the Face-to-Face Training

	From: Facilitator
To: All Course Participants
Cc: State Coordinator and education@tmd.com.au 
Subject: Blog and Wiki Registration for Intel® Teach Program Essentials Online Course
Hello  Essentials Online  Course Teachers,

We are a few days closer to the face-to-face training, and we have just a few more items to take care of before we meet. By now, you should have received login information to access the Intel® Teach Essentials Online Course, so you can complete the Orientation before we meet. Remember, the Orientation must be completed before the face-to-face training. The two days we spend together will be much more productive for you if you complete the Orientation.

Also, during the course, we will be using some web-based resources that require registration. The sites below will require that you have an active e-mail account, which you may need to check in order to obtain passwords. 

Please use the attached “Login Information” document to record your login and password information. Please print the document when you have completed the registrations so that you will have your login information available at the first class session. Also, please save this document electronically because you will add it to your course Portfolio folder that is created in Module 1.
http://test.edublogs.org/ Enter Blog Name
Is the blogging site we will use throughout the course.  To register, first log on to http://edublogs.org/ . Select sign up for free (in the blue box on the right of the page). You can select to register only or to create a blog of your own. If you like you can create a blog now to use in the course. Once you are registered, you can log in to our course blog. Access this site now and explore the course Community Blog. We will discuss the use of blogs for educational learning during the course.
http://test.wikispaces.com/space Enter Wikispaces Name
Is the Wiki site we will use to share our ideas and Unit Portfolios.  To register for wikispaces first go to http://www.wikispaces.com/site/for/teachers and register. You can either create your own wikispace if you would like to create one for this course, or you can just register. Then you can access our course site to make sure you can log on to the site. I have sent you an invitation for this site.
If you have difficulty registering at either of the above sites, please contact me—or I can help you register at our first class session. Also, please look for announcements in the online course environment with details regarding web-based tools as we encounter their use in each module.
 
We will also be using Zoho and del.icio.us web sites. We will be registering for these sites during the face to face part of the course. If you would like to register before next Wednesday and have a look at these sites, please feel free to do so.

Please advise me as soon as possible  if you have any special dietary requirements if you haven’t already done so.

Sincerely,

Facillitator Name
Office hours Sunday 9 - 10 am.
Or you can contact me at work on Telephone  this Friday from 7:45 am to 3:30 pm or by email which I check every day. 
 

	One week: 

Alternative Message for Blog and Wiki sites—includes different registration process
	From: Facilitator
To: All Course Participants

Cc: State Coordinator and education@tmd.com.au 
Subject: Blog and Wiki Registration for Intel® Teach Program Essentials Online Course
Hello Senior Trainers,

We have one week before the face-to-face training, and we have just a few more items to take care of before we meet. By now, you should have received login information to access the Intel® Teach Essentials Online Course, so you can complete the Orientation before we meet. Remember, the Orientation must be completed before the face-to-face training. The days we spend together will be much more productive for you if you complete the Orientation.

Also, during the course, we will be using some web-based resources that require registration. In preparation for course activities, you will need to register following the directions below. The sites below will require that you have an active e-mail account, which you may need to check in order to obtain passwords. Please check to see if your e-mail will block outside communications from public blog and wiki sites. If so, use a personal e-mail account such as Google’s Gmail and send address to your facilitator. 

Please use the attached “Login Information” document to record your login and password information. You will notice that I have filled in some of URLs for the sites that we will use during the week. Please print the document when you have completed the registrations so that you will have your login information available at the first class session. Also, please save this document electronically because you will add it to your course Portfolio folder that is created in Module 1.
http://edublogs.org/ is the blogging site we will use throughout the course. Access this site now and explore the course community blog. We will discuss the use of blogs for educational learning during the course. 
1. Click on the URL above and sign up to register for a blog.  You need to be registered before you can access our community blog.
2. Record your log in and password information on the attached document.

3. You are automatically assigned authorship of your own blog. This is your space to design and experiment as you wish.  

4. Click on Community Home Page links (located at the top of your page) to view the community blog we will use during the course.

http://www.wikispaces.com/site/for/teachers100K is the wiki site we will use to share our ideas and Unit Portfolios.  Access this site now and register.  You need to register before you can access the wikispace we will be using at: https://ritaessentialssept07.wikispaces.com/

1. 
 Record your log in and password information on the attached document.

2. If you do not receive your password, let me know. 
If you have difficulty registering at either of the above sites, please contact me. 

Sincerely,
Names
Facilitator Online Office Hours: Wednesday, June 13th, 8:00 am PDT (GMT-7)


	
	

	During Orientation, Activity 2
	From: Facilitator
To: All Course Participants
Cc: State Coordinator and education@tmd.com.au  
Subject: Orientation Follow-Up for Intel® Teach Program Essentials Online Course
Hello again!
I see that many participants have been hard at work completing the Orientation activities. I hope you enjoyed the Course Tour and that you are looking forward to the training. I notice that some participants have completed their online profiles.
We have a few days left before our face-to-face training. Remember the Orientation Module needs to be completed before Monday. This includes completing a wrap up survey and participating in a discussion about your unit (remember—bring a unit plan with you to revise). I also want to make sure you have received and read all emails that have been sent so far. If you need me to send them again, let me know. The following is a list:  

·  xxxxxxxxxxxxxxxxxxxx
Please make sure you have registered for the blog and wiki sites. Let me know if you are experiencing any difficulties. 

We are One Week away from the face-to-face portion of the training, so please find time to complete the Orientation activities. I will check each day to see your progress. If you have any questions or concerns, contact me and I will assist you. Also, please remember to complete the Orientation Survey.
Below is a screen shot of what I see as your facilitator. As you can see, we need about 20 more people to complete the Orientation before Monday. I would love to see 100% completed by Monday. There is still plenty of time to reach this goal. We will see you soon!

Facilitator Name

Facilitator Online Office Hours
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	During Orientation

(Prior to the Start of Face-to-Face Training)
	From: Facilitator

To: All Registered Course Participants
Subject: Tips and Reminders for Intel® Teach Program Essentials Online Course
Hello,

Please complete the following before the face-to-face portion of our training begins:

· Review the attached agenda.

· Start thinking about ideas for the unit plan you will create or modify during the course. Below are some ideas to help you brainstorm:
· If you are considering creating a middle years mathematics unit, focus on a concept that has real-world applications.

· If you are a primary school teacher, choose an interdisciplinary unit that places students in decision making roles as they work on a real problem in their school or community.
· Did you have any problems signing up for the class wiki and blog? If so, please let me know. 
I look forward to working with you.

Facilitator Name
Facilitator Online Office Hours

	
	

	During Orientation, One Day Prior to the Face-to-Face
	From: Facilitator

To: All Course Participants
Cc: State Coordinator and education@tmd.com.au
Subject: Upcoming Training for Intel® Teach Program Essentials Online Course
Hello Participant!
Just one more day before we meet each other in person! I am pleased to see all of the participants who have posted their profiles and unit topics. Thank you for completing the Orientation Survey.

A few final reminders and suggestions before we meet for our face-to-face training:

· The training is held at Place from Time to Time.

· Parking is available Where.

· Lunch and morning tea are provided.
· Please remember to bring resources for any topics that you are considering for your unit. These resources will assist you while you develop your Unit Plan.
· Inform me of any special dietary requirements if you haven’t already done so.
Facilitator Name
Facilitator Online Office Hours

	
	

	Near End of Orientation 
	From: Facilitator

To: Each Participant Who Has Not Completed All Orientation Activities
Cc: State Coordinator and education@tmd.com.au
Subject: Orientation Completion
Hello Participant,
I noticed that you have only completed Activity Number and Name in the Orientation. Completing all of the Orientation activities is imperative so that you are prepared for the face-to-face component of our training. If you are having difficulty, please contact me or Your State Coordinator for assistance as soon as possible.
Facilitator Name
Facilitator Online Office Hours

	
	

	End of Orientation 
	From: Facilitator

To: All Course Participants Who Have Completed All Orientation Activities
Cc: State Coordinator and education@tmd.com.au
Subject: End of Orientation

Hello Participant,
Congratulations on completing the Orientation activities! I look forward to meeting with you in person as we continue to work through the course together.

Facilitator Name
Facilitator Online Office Hours

	
	

	Start of Online Work (Middle of Module 3)
	From: Facilitator

To: All Course Participants
Subject: Welcome to the Online Portion of the Intel® Teach Essentials Online Course!
Hello Participant,
Welcome to the online portion of the course! I enjoyed working with you in the face-to-face environment. We have now entered the fully online portion of this course.
At this time, you will continue working through Module 3. Refer to the announcement for details on this module.

Many online discussions will take place in Module 3, including discussions on web-based resource use and safety in the classroom. As you work through discussions, please review the Discussion Board Rubric. (See the Resources tab > Assessments link.)
Remember the ways we can communicate with each other in the online course environment:
· Teachers’ Lounge discussion forum - use this to start your own discussion about any topic you wish 
· Chat room - use this with other colleagues who are online at the same time 
· Message - this is an internal messaging system that works like e-mail but only within the course 
· E-mail - for messages outside of the course 

· Community Blog - visit the blog to add your reflections and insights throughout the course, view what your facilitator and colleagues are thinking, and read module summaries 

Please contact me if you have any questions as you work through the online material.
Facilitator Name
Facilitator Online Office Hours

	
	

	Start of Module 4
	From: Facilitator

To: All Course Participants
Subject: Welcome to Module 4: Creating Samples of Learning
Hello Participant,
Welcome to Module 4! You have an opportunity in this module to gain the perspective of a student by creating a student sample of your project. You will also draft your Teaching and Learning Activities. Think about where in your student sample the student demonstrates understanding of the Essential and Unit Questions. Also, think about your unit’s standards/syllabus outcomes and how those will be assessed.
Please contact me if you have any questions or suggestions. I look forward to seeing your work!

Facilitator Name
Facilitator Online Office Hours

	
	

	During Module 4 (or at any other time participants are feeling pressure)
	From: Facilitator

To: Participants Who are Expressing Concern Over Pacing or Amount of Work 

Cc: State Coordinator and education@tmd.com.au
Subject: Completing Course Work
Hello Participant,
I understand you are feeling concerned about the amount of time it is taking to complete the activities or I understand you are feeling pressure about completing the components of your Unit Portfolio. Please remember, this course is designed to meet practical and professional needs of all teachers regardless of subject area, year level, or professional interests. You will find it rich with resources and opportunities for further exploration and work. This means at times, you will feel some tension between wanting to dig more deeply into something but feel that time requires you to move on. You may feel rushed and have to make choices to be less thorough on some things or choosing to research one thing more deeply than another. Fortunately, there are two things that will help. First, this course is iterative—activities in later modules circle back to activities initiated in earlier modules. In many cases, you will return to earlier work. Second, the course materials and all your work are available for 6 months. You can return to materials and resources after you complete the course. 

Facilitator Name

Facilitator Online Office Hours

	
	

	End of Module 4
	From: Facilitator

To: All Course Participants
Subject: Update on Intel® Teach Essentials Online Course: Modules 3 and 4 Should be Finished

Hello Participant,
I am pleased to see that most of the group is progressing through this week's modules. So far, Number have completed Module 3, and Number have completed Module 4.

Please work to meet the deadline Day, Time of Day for Module 5.

I have created a blog entry in the course Community Blog with a few 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, so be sure to join the discussions and provide feedback in a timely manner.
Keep up the good work. I look forward to seeing your student sample and assessment in Module 5.

Facilitator Name
Facilitator Online Office Hours

	
	

	Start of Module 5
	From: Facilitator

To: All Course Participants
Subject: Welcome to Module 5: Assessing Student Projects
Hello Participant,
Welcome to Module 5: Assessing Student Projects. In this module, you create a summative assessment for your student sample and then revise the sample based on the assessment created. You will also discuss ideas about the challenges and possible solutions for including students in the assessment process.

The Pair and Share allows all participants to share their samples and assessments as well as offer feedback for others. Based on this input, you will revise your assessment and complete your unit’s assessment summary.

Facilitator Name
Facilitator Online Office Hours

	
	

	End of Module 5
	From: Facilitator

To: All Course Participants
Subject: Blogs
Hello Participant,
You should now be finished with Module 5. I enjoyed reviewing the student samples. The student samples included a wide variety of tools, including wikis, blogs, presentations, and publications. Please review my feedback in the Module 5: Pair and Share discussion. I also created a blog entry in the Community Blog with a summary of participants’ suggestions for the Module 5: Pedagogical Practices discussion.
In addition, continue to add to the Community Blog with your reflections and learnings from each module. Review the information added to the wiki and online collaborative documents.

Facilitator Name
Facilitator Online Office Hours

	
	

	Start of Module 6
	From: Facilitator

To: All Course Participants
Subject: Welcome to Module 6: Planning for Student Success
Hello Participant,
We completed Module 5! We are now moving into Module 6: Planning for Student Success. In the Pedagogical Practices discussion, please share ideas about ways to differentiate for student learning. The activities in this module will prepare you to meet the needs of all learners in a project-based classroom. You will create an assessment to foster student self-direction, create student support material, and plan facilitation materials. Feel free to pose any questions or suggestions in the Teachers’ Lounge or contact me directly.
Facilitator Name
Facilitator Online Office Hours

	
	

	End of Module 6
	From: Facilitator

To: All Course Participants
Subject: Update on Modules 5 and 6
Hello Participant,
I just finished reviewing the student samples and the assessments you created. Please check the Module 6: Pair and Share and the Module 6: Pedagogical Practices discussions for my comments and suggestions. I also left comments about your Unit Plan in the My Work tab.

I posted a summary of the Module 6: Pedagogical Practices discussions and the End of Module surveys for Module 5 and 6 to the course Community Blog. Continue to visit the blog to share your reflections and insights.
Facilitator Name
Facilitator Online Office Hours

	
	

	Start of Module 7
	From: Facilitator

To: All Course Participants
Subject: Welcome to Module 7: Facilitating with Technology
Hello Participant,
Welcome to Module 7: Facilitating with Technology. This module assists you in creating facilitation resources that increase productivity or support instructional practice. You will also have an opportunity to create an implementation plan, revise your Unit Plan, and prepare for the Module 8 Portfolio Showcase.

In this module’s discussions, you will share facilitation ideas and discuss ways you can use questioning techniques to help your students think at deeper levels.

Feel free to post any questions or suggestions in the Teachers’ Lounge or send me an e-mail.

Facilitator Name
Facilitator Online Office Hours

	
	

	End of Module 7
	From: Facilitator

To: All Course Participants
Subject: Completion of Module 7
Hello Participant,
You should now be finished with Module 7. I look forward to reviewing your facilitation materials and your final products during the showcase in Module 8.

In the Module 7: Pedagogical Practices, I created a blog entry with a summary of the group’s discussion. Please go the course Community Blog to read the summary and respond to the reflection prompts for this module.
Facilitator Name
Facilitator Online Office Hours

	
	

	Start of Module 8
	From: Facilitator

To: All Course Participants
Subject: Welcome to Module 8: Showcasing Unit Portfolios
Hello Participant,
Welcome to Module 8: Showcasing Unit Portfolios. We will use the Class Wiki to showcase the portfolios and to give feedback.

In the Module 8: Pedagogical Practices discussion, you will share ideas and discuss challenges related to teaching and managing students in a technology-enhanced environment. Later in the module, you will share ideas about classroom showcases and you will review and give feedback on your colleagues’ showcases. Near the end of the module, you will reflect on your course experience and share insights with your colleagues.
I have thoroughly enjoyed reading your Units Plans and have provided feedback in your My Work space. If you need anything else, please e-mail me.

Facilitator Name
Facilitator Online Office Hours

	
	

	Near the End of the Course
	From: Facilitator

To: All Course Participants Receiving Certification
Cc: State Coordinator and education@tmd.com.au
Subject: Closing the Intel® Teach Program Essentials Online Course
Hello Participant,
You should now be finished with the course. Great work on your Unit Portfolio! Please see my final comments on your work in the class Showcase Wiki.
Before wrapping up, remember to address the following important action items:
· Please post your final Unit Plan and selected Unit Portfolio materials in the Class Wiki
· Remember to post your feedback to your partner and two other members of your choice

· Participate in a final discussion about the course
· Complete the End of Training Survey—we welcome your feedback on the course

Thank you for your incredible dedication and time spent on these units.
Facilitator Name
Facilitator Online Office Hours

	
	

	Near the End of the Course
	From: Facilitator

To: All Course Participants Not Receiving Certification

Cc: State Coordinator and education@tmd.com.au
Subject: Closing the Intel® Teach Program Essentials Online Course
Hello Participant,
We are nearing the end of your Intel® Teach Essentials Online Course. As I review the work you have completed during the course, I see that you are missing several key components:

Insert items not completed
I will not be able to certify you as completing the course because of these missing pieces. However, I do encourage you to register for the course again at  a future time of your convenience.  Please contact your State Coordinator for dates of future courses.
I enjoyed working with you and look forward to seeing you again.

Facilitator Name
Facilitator Online Office Hours
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