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Implementation Tips 

Tips from Trainers: General and Module-specific 

Facilitation Resources on the Web

Senior Trainer Resources
	Training Agendas and Scheduling Recommendations


	Agenda with auto-timing. Please refer to the directions included on the last tab.
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	Name tents
	Template 
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	Pairing Random Generator


	Assign class members to groups 
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Master Teacher Resources
	Getting Started 

Course Overview and 

Delivery Guidelines
	Focus and outcomes of each module
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	Agenda
Getting Started PT Training
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	Planning my Course
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	Computer Lab Checklist
	We recommend MTs check the lab prior to training, to ensure it supports the needs.
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	Course Preparation Checklist
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	PT Attendance Sheet
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	Sign up List
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	Pairing Random Generator
	Assign class members to groups 
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Master Teacher Resources
Course Facilitation Tips 
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Implementation Tips
· Some countries have been most successful when they first introduce principals and other education leaders to the course. They are more likely to support teachers’ participation when they understand the benefits. You can create a short workshop to introduce them to the concepts covered in the course(s) or you may choose to include them in a full trial of the course.
Curriculum-Specific Tips from Experienced Trainers
(the following are from people in India, Pakistan, the Philippines, and Vietnam who run Intel® Teach Getting Started)
General Training Suggestions:

· Senior Trainers (STs) / Master Teachers (MTs) should model good facilitation skills all the time; make each training session a genuine experience for the teachers of a learner-centered environment. 

· During the course of the MT Training, our Senior Trainers provide tips to the MTs for effective transaction of different activities. The MTs are encouraged to note these down as they progress through the course. This has proved very useful to the MTs for effectively conducting their Participant Teacher (PT) trainings.

· Peer Tutoring works very well in promoting collaboration amongst participants and helps the course to progress in a smooth manner:
· This is an approach we use for students who are slower than the rest. We assign their peers to mentor them so that they can catch up.  Then, we give them the opportunity to share their work so that their confidence is boosted.  At times, we also involved the members of a student organization to mentor the slow students on a one-on-one basis. 
· Similarly, in the beginning of the course, identify participants who have basic technology skills and those who do not. Assign participants who have basic technology skills as mentors to those who do not have basic technology skills. 
· Cooperative Learning: This is how we provide for very big classes or where there are not enough computers. This method entails grouping students in small groups of not more than 5. They are assigned to one computer and they take turns in working on their projects after they plan together. Then they share their output to the group for critiquing.  They are given time to modify or redesign their project.
· Assigning Roles: While participants are working in groups, it proves very effective to assign the different roles that of a facilitator, recorder, participants, presenter, etc. and provide an explanation of these roles. This helps in getting all the participants to actively participate in the activities.
· Emphasize the Planning, Doing, Reviewing, and Sharing cycle in all activities: the PDRS cycle enhances critical thinking as this allows the participants to outline their ideas in progression and organize and synthesize them for review before finalization. The process of reviewing provides opportunity for meaningful collaboration as they present their work to others for comments and suggestions. 
· Encourage collaboration in completing the activities: group the participants and give them opportunity to play different roles in doing activities in the module.  

· Share with the participants the importance of answering the module summary and reflection questions in writing. Highlight that this is a great way to understand and evaluate the process of learning. This is useful to both the trainer who is training as well as the participant who is undergoing the training. Based on this, the trainers and the participants can make necessary changes in the process of learning and teaching in the various steps of the course. 
· The written reflection is helpful in assessing individual teacher’s understanding and internalization of the Getting Started concepts; shows those they have grasped very well and those where they need more scaffolding/deepening. The written reflection becomes an important element of their training portfolio.

· This makes the Pair and Share activity more efficient and truly a sharing of ideas and practices. Since teachers have already articulated their thoughts in advance, the sharing becomes more spontaneous and relaxed, yet extremely focused.
· Pair and Share activities: Emphasize that they are a very important part of the learning process:

· In order to foster a collegial environment we need to have guidelines to have a safe environment.  Have the group set guidelines (e.g., critique ideas, not individuals; no putdowns of self or others; cognitive conflict is productive; respect other’s input; active listening; ok to agree to disagree).

· Master Trainer should monitor, walk around to see/hear what is being discussed.

· Explain to the participants that the Pair and Share activity should be more of a discussion.  It should be a collaborative process.

· When providing feedback, be sure to include at least one thing you really liked/thought was effective and at least one enhancement idea/modification suggestion. Use the 3-2-1 model: Ask three questions about the other person’s project, comment on two things you liked, and then offer one suggestion.

· As too much time can be spent pairing people for the pair and share activities, the random generator really helps in pairing participants, forming groups and choosing people randomly for showcasing activities. [note: the “random generator.xls” file is included on the toolkit cd.]
· Employing Varied Pair and Sharing Strategies: one pairing strategy can be by collecting the name tags from the participants.  Place them in a box and ask those remaining participants wearing name tags to get a name tag from the box to determine their partners. Another example matching strategy (pieces of cardboards/buttons will be matched) or grouping the participants with respect to their area of specialization

· Following sharing, get a few persons to share their partners’ experiences. Highlight the technique of getting participants to share the story of their partners:

· Makes people to be less shy and open

· Gets participants to talk less as they are narrating others experiences, which helps in Time Management.

· There is some discussion that requires a lot time if discussed one by one; one solution is to assign one group, to each question.  Then, ask each group to report out, invite the whole group to contribute to the discussion as well. 

· Observe and Monitor Progress of the Participants: during the different activities in the module, the trainer roams around and checks if the participants are following the procedures correctly.

· During MT Training, allot time for MTs to prepare a trainer’s guide to ensure high quality training. In the Philippines, MTs had 4-6 hours devoted to preparing a trainers’ kit, complete with a training guide (schedule, time allotment, strategies, things to do before and after the module), presentations, templates/forms/management docs, samples of technology products, samples of answers to exercises, etc. To complete the kit, two MTs worked on one module. As STs, we shared with them our own resources to facilitate the process.  

· Use other teaching strategies to make the sessions come alive, say, groups come up with a skit where they use the feedback starters in Module 10, Exercise 1 Intervening Skills. 

· After completion of the course, our STs encourage MTs to work on all the activities and keep the samples ready before their PT course begins. This exercise benefits the MTs as:

1. It helps the participants to become thoroughly familiar with different activities and helps them to be confident while they are training their PTs.

2. It helps them to have readymade samples which can be showcased to their participant teachers.

· As it is important for teachers to form collaborative workgroup even after the training is over, we need to ensure that all the participants know each other well and have all the contact details. We have designed a table:

	Participant’s Name 
	What I would like to share about myself
	Contact Number & Email
	Signatures

	
	
	
	

	
	
	
	


While introducing themselves, they also fill in this chart. This chart remains in the training venue and participants are encouraged to note down contact details and put down their signature next to the person with whom they would like to collaborate in future.      

Suggestions by Module (Intel® Teach Getting Started Course): 

· Modules 5, 7, 9: present and give teachers copies of local samples of action plans and technology products. Many teachers develop action plans for the first time, hence, showing them two to three samples has been effective as a scaffolding technique.  

· Module 10: Reading through these 21st century facilitation skills can often become tedious, so participants are divided into groups and each group is given a particular facilitation skill. They present their ideas in whatever manner they may want to, they could do a role play, give a presentation, use a graphic organizer etc 

· Module 11: We have found that it works well if we get the participants back into the same group they were in when they identified essential skills (Module 1: Exercise 1). Now, they reflect on their understanding of these skills based on their new understanding together and design an action plan where they can incorporate the new learning’s in their classroom teaching.
· End of Training: Developing Action Plans is not a very familiar exercise among many teachers. To make the activity on developing Action Plan more productive, on the last day of the training, the action plans from all the Master Trainers are shared with all participants. 

Professional Development Facilitation Resources on the Web

Coaching Staff for Integrating Technology

Tips for Critical Friends

www.ncrtec.org/pd/llwt/coach/tips.htm* 

University of Hawaii Honolulu Community College: 30 Things we Know for Sure About Adult Learning 

http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/adults-3.htm*
TechLearning: Beliefs about Adult Learners 
http://techlearning.com/showArticle.jhtml?articleID=17501209*
TechLearning: Working with ‘reluctant’ teachers

www.techlearning.com/story/showArticle.jhtml?articleID=18401198*
TechLearning: Resistant Teachers: A Challenge for Staff Developers

http://techlearning.com/db_area/archives/WCE/archives/resistbb.html*
3M’s Creating Presentations

www.mmm.com/meetingnetwork/presentations/creating.html*
Big Dog's Leadership Page - Presentation Skills

www.nwlink.com/~donclark/leader/leadpres.html*
InFocus’s Presenters University

www.presentersuniversity.com/courses.php*
1
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Getting Started Course



Course Overview


The following table outlines the major focus and outcomes for each module during the course.


		Module 1: Developing 21st Century Skills



		Focus:


21st century skills and classroom environment

		Outcomes:


· Identify 21st century skills


· Understand the trend towards creating a 21st century classroom environment


· Discover the differences between teacher-centered and student-centered approaches


· Reflect on professional practices



		Module 2: Learning Computer Basics and the Internet



		Focus:


Computer basics and the Internet

		Outcomes:


· Learn about basic computer components


· Discover the fundamentals of the operating system


· Develop Internet navigation skills


· Reflect on professional practices



		Module 3: Fostering Critical Thinking and Collaboration



		Focus:


Higher-order thinking and student collaboration

		Outcomes:


· Understand how to cultivate higher-order thinking in students


· Develop skills for promoting and facilitating collaboration


· Become familiar with the structure of each activity—a four-step iterative cycle of plan, do, review, and share


· Reflect on professional practices



		Module 4: Discovering Word Processing



		Focus:


Word processing software

		Outcomes:


· Discover word processing by beginning with a technology introduction, exploration, and discussion


· Complete the required word processing activity: Assessment Handout


· Reflect on professional practices



		Module 5: Applying Word Processing



		Focus:


Word processing productivity tools

		Outcomes:


· Apply your word processing skills by selecting and completing at least one relevant elective activity


· Share your work with colleagues, and discuss and reflect on productivity and professional practices



		Module 6: Discovering Multimedia



		Focus:


Multimedia software

		Outcomes:


· Discover multimedia by beginning with a technology introduction, exploration, and discussion


· Complete the required multimedia activity: Curriculum Preview


· Reflect on professional practices



		Module 7: Applying Multimedia



		Focus:


Multimedia productivity tools

		Outcomes:


· Apply your multimedia skills by selecting and completing at least one relevant elective activity


· Share your work with colleagues, and discuss and reflect on productivity and professional practices



		Module 8: Discovering Spreadsheets



		Focus:


Spreadsheet software

		Outcomes:


· Discover spreadsheets by beginning with a technology introduction, exploration, and discussion


· Complete the required spreadsheet activity: Grade Book


· Reflect on professional practices



		Module 9: Applying Spreadsheets



		Focus:


Spreadsheet productivity tools

		Outcomes:


· Apply your spreadsheet skills by selecting and completing at least one relevant elective activity


· Share your work with colleagues, and discuss and reflect on productivity and professional practices



		Module 10: Developing 21st Century Approaches



		Focus:


Facilitation skills

		Outcomes:


· Develop strategies for promoting the skills of listening and speaking, giving directions, observing and monitoring, questioning, encouraging, and intervening


· Understand the process of accepting change


· Reflect on professional practices



		Module 11: Planning and Doing Your Action Plan



		Focus:


Action plan purpose and development

		Outcomes:


· Understand the purpose and components of an action plan


· View sample action plans


· Determine the professional changes you want to make and develop a plan to implement the changes over time


· Plan the action plan on paper and do it on the computer



		Module 12: Reviewing and Sharing Your Action Plan



		Focus:


Action plan enhancement and sharing

		Outcomes:


· Review and make changes to your action plan


· Share your action plan and receive constructive feedback


· Conclude the course





Margin note:  At this point, the MT should distribute a course schedule, outlining the dates of the training sessions and the modules that will be covered in each session. 


Considering Your Role as a Participant Teacher


Classroom teachers are continually looking for ways to teach more effectively and to increase productivity. As a Participant Teacher in this course, you will do both. As you learn new teaching approaches and methods, you will consider how you can apply your knowledge in your classroom environment. As you acquire and apply new technology skills, you will think about how the products you create will help increase your productivity as a teacher. This course is designed to be flexible and allow you to bring your content to the products so that the tools you create are relevant to your needs as a teacher.


As part of the course, you are asked to commit to the following:


· Attend all course sessions


· Be prepared and give your best effort


· Take notes and ask questions


· Complete all exercises, assigned activities, and an action plan


· Share your ideas and work


· Support, encourage, and respect others


· Have fun while learning


· Provide daily feedback about the course


After each module, you should expect to spend at least one hour of homework time reviewing the completed module’s content and your notes, and doing a take-home exercise for the next module. These tasks can be done independently or with one or more of your colleagues. Although computers may be used to complete homework assignments, access to a computer outside of course sessions is neither expected nor required.


When you successfully finish all assignments and demonstrate an understanding of the key skills and approaches, you will receive a Certificate of Completion at the end of the course.


Copyright © 2008 Intel Corporation. All rights reserved.
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Getting Started Course 



Master Teacher Resources

Course Preparation Checklist 


 

Required:


The items below are required for making your course run smoothly:


 FORMCHECKBOX 

Keep track of the number of Participant Teachers who have signed up for your course. You may want to use the "PT Attendance Sheet" available in the Master Teacher Resources, PT Training, Checklists folder on your CD.

 FORMCHECKBOX 

Be sure that you have ordered your PT materials at least three weeks prior to the start of your course. 


 FORMCHECKBOX 
  Visit the computer lab several days prior to the start of training. Talk to the technology contact and find out information on the lab rules, passwords, firewalls, downloading/saving restrictions or procedures, and so on. Check the setup, hardware, and software of lab computers using the Computer Lab Checklist.

 FORMCHECKBOX 

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


 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 

Review the current version of the course manual.

Optional:


The following suggestions will help your course run as smoothly as possible:


 FORMCHECKBOX 

Set up a pre-meeting to make sure all participants understand the course expectations.


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


 FORMCHECKBOX 

Check on the availability of a break out room that you can use for discussions.


 FORMCHECKBOX 

Use a flag system (or some other identification system) to know when participants need help.


 FORMCHECKBOX 

Create name tags and name tents. (A name tent template is located in the Master Teacher Resources, PT Training, Templates folder on your CD.)


 FORMCHECKBOX 

Pass out comment cards to elicit feedback from participants. 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.


 FORMCHECKBOX 

Create a food sign-up sheet. On the first day of class, have participants sign up to bring snacks for one of the sessions. Have beverages available.


 FORMCHECKBOX 

Pass out a map and/or list with local places to eat if you will be breaking for lunch or dinner.


 FORMCHECKBOX 

Have contingency plans prepared to counter unexpected technical problems or outages.


 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 

Call participants to ensure they know class details.


Copyright © 2008 Intel Corporation. All rights reserved.
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Getting Started Course 



Attendance Sheet




 

Master Teacher:       
Dates of Sessions:     


Course Location:     
LEA/RTA Contact:      



Master Teacher: please mark the attendance sheet as follows for each Module:


X  if the Participant Teacher attended the full module   


/  if the Participant Teacher attended only a partial module


O if the Participant Teacher was absent for the module

		Participant Teacher 

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12
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Getting Started Course



Attendance Sheet




 

Master Teacher:       
Dates of Sessions:     


Course Location:     
LEA/RTA Contact:      



Master Teacher: please mark the attendance sheet as follows for each Module:


X  if the Participant Teacher attended the full module   


/  if the Participant Teacher attended only a partial module


O if the Participant Teacher was absent for the module

		Participant Teacher 

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11
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Grouping

		Class members		Number per group		Groups

		Anne		2		Group 1

		Bob				Greta

		Charlie				Karen

		David				David

		Emily

		Fran				Group 2

		Greta				Emily

		Hans				Ollie

		Ivan				Loreta

		Joe

		Karen				Group 3

		Loreta				Bob

		Mike				Charlie

		Nancy				Anne

		Ollie

		Pam				Group 4

						Joe

						Hans

						Fran

						Group 5

						Nancy

						Ivan

						Mike

						Pam



Make Groups

Pick Somebody
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Getting Started Course 



Master Teacher Resources

Computer Lab Checklist 


 

Master Teachers are responsible for visiting and checking the lab prior to teaching the course. Check the following:

 FORMCHECKBOX 

All software and system requirements are met. (See the following table.)


 FORMCHECKBOX 

The Help Guide CD has been tested on the lab computers to be sure the CD runs properly. 


 FORMCHECKBOX 

Prepare and test the Help Guide process you will use—CD access, desktop access, local network access, or web-based access.

 FORMCHECKBOX 

If the Help Guide will be placed on a shared drive for participant access, arrange to have the files copied and tested prior to the first session of the course.


Recommended Software and System Settings for Lab Computers

The following software and system settings are recommended for satisfactory participant experience and the performance of course resources, such as the Help Guide. Variations from the recommended software or settings may offer adequate experience and performance with modifications.

		Apple Macintosh*

		Microsoft Windows*



		Operating System


· Apple System Software version OS X v.10.4* or later


Hardware


· PowerPC* based Macintosh computer for each participant


· 256 MB or higher of RAM


· 100 MB free hard disk space


· Audio system with speakers or headphones


· CD-ROM drives on all systems or access to a server where CDs can be loaded


· Internet access on every system


· Access to printer for course


· One computer in the course lab for each Participant Teacher


· One computer in the course lab for Master Teacher


· Projection system available for Master Teacher’s computer


Browser


· Mozilla Firefox 1.5 * or later version, OR

· Microsoft Internet Explorer 5.2.3* or later version, OR

· Safari*

Software


· Word processing software (Microsoft Word 2004 for Mac* or later version, or OpenOffice.org 2.0 Write* or later version)


· Spreadsheet software (Microsoft Excel 2004 for Mac* or later version, or  OpenOffice.org 2.0 Calc* or later version)


· Presentation software (Microsoft PowerPoint 2004 for Mac* or later version, or OpenOffice.org 2.0 Impress* or later version)


· Adobe Reader 7.0* or above 


· Archive or file compression software

		Operating System


· Microsoft Windows 2000* or XP*

Hardware


· Intel® Pentium® processor 200MHz (performance level or better) or compatible processor 


· 256 MB or higher of RAM 


· 100 MB free hard disk space


· Audio system with speakers or headphones


· CD-ROM drives on all systems or access to a server where CDs can be loaded


· Internet access on every system


· Access to printer for course


· One computer in the course lab for each Participant Teacher


· One computer in the course lab for Master Teacher


· Projection system available for Master Teacher’s computer


Browser


· Microsoft Internet Explorer 6.0* or later version (Download from: http://windowsupdate.microsoft.com/)


· Mozilla Firefox* 1.5 or later version


Software


· Word processing software (Microsoft Word 2000* or later version, or OpenOffice.org 2.0 Write or later version)


· Spreadsheet software (Microsoft Excel 2000* or later version, or OpenOffice.org 2.0 Calc or later version)


· Presentation software (Microsoft PowerPoint 2000* or later version, or OpenOffice.org 2.0 Impress or later version)


· Adobe Reader 7.0* or above


· Archive or file compression software





When checking out the lab, be sure to ask the following questions: 


1. If the recommended software and system settings cannot be met, are satisfactory modifications or workarounds available?


     



What are the lab rules and regulations?


     



What are the lab hours? 


2.      



What, if any, passwords are needed? 


3.      



4. Where can Participant Teachers save their files?  Will they be able to store them somewhere on a server or hard drive to be accessed for subsequent sessions?


5.      



Can files be uploaded to and downloaded from the Internet? 


6.      



7. Can teachers install any plug-ins or file compression software (if needed)?


8.      



Course Location Information 


Location Name      



Address      



     


Parking or location instructions      


Phone Number      


Course Dates      


Start Date      



End Date      


Hours      


Lab Technician Contact Information


Name      



E-mail      



Phone      



Fax      



Hours Available      


Other contact information      


Copyright © 2008 Intel Corporation. All rights reserved.
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Getting Started Course



Master Teacher Resources

Planning My Course 


 

Using the “Planning my Course,” document create a plan for your 28 to 32-hour Intel® Teach Getting Started Course for Participant Teachers. 


1. The first class (Module 1) will be held on (date):     


Note: The first class should start no later than 60 days after completion of Master Teacher training.


2. Class will begin at (hour of day):     


3. Class will end at (hour of day):     


4. I will order course materials by (date):     



Note: Materials should be ordered no later than three weeks prior to the start of the Participant Teacher course.

5. I end my class on (date): 

     


NOTE: Class should end no later than 6 months after completion of Master Teacher training


Notes:


     



Copyright © 2008 Intel Corporation. All rights reserved.
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Course Delivery Guidelines


The Intel® Teach Getting Started Course is organized in a modular format to allow for a flexible delivery schedule. However, to maintain high quality, the following delivery guidelines have been established:


· Start implementing your first course for Participant Teachers within 60 days of completing your Master Teacher training.


· Finish implementing your first course for Participant Teachers within 6 months of completing your Master Teacher training.


· Complete modules in order.


· Choose a course agenda to fit your Participant Teachers' needs. The course can be implemented in two ways:


24-Hour Course


		Module

		Hours



		Course Introduction and Module 1: Developing 21st Century Skills

		2



		2: Learning Computer Basics and the Internet

		2



		3: Fostering Critical Thinking and Collaboration

		2



		4: Discovering Word Processing

		2



		5: Applying Word Processing

		2



		6: Discovering Multimedia

		2



		7: Applying Multimedia

		2



		8: Discovering Spreadsheets

		2



		9: Applying Spreadsheets

		2



		10: Developing 21st Century Approaches

		2



		11: Planning and Doing Your Action Plan

		2



		12: Reviewing and Sharing Your Action Plan

		2



		Total Hours

		24





(Continued)


32-Hour Course


		Module

		Hours



		Course Introduction and Module 1: Developing 21st Century Skills

		2



		2: Learning Computer Basics and the Internet

		2



		3: Fostering Critical Thinking and Collaboration

		2



		4: Discovering Word Processing

		2



		5: Applying Word Processing

		4



		6: Discovering Multimedia

		2



		7: Applying Multimedia

		4



		8: Discovering Spreadsheets

		2



		9: Applying Spreadsheets

		4



		10: Developing 21st Century Approaches

		2



		11: Planning and Doing Your Action Plan

		2



		12: Reviewing and Sharing Your Action Plan

		4



		Total Hours

		32





Note: The 32-hour course affords Participant Teachers more time for practicing word processing, multimedia, and spreadsheets, and for reviewing and sharing their action plans.


· The course must be implemented for a minimum of four hours per week. Accordingly, the 24-hour course must be completed within 6 weeks, and the 32-hour course must be completed within 8 weeks of the start date.


Copyright © 2008 Intel Corporation. All rights reserved.
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Day 1

		Intel® Teach Program Getting Started Course
Participant Teacher Training Agenda

		Day 1		Welcome / Module 1: Developing 21st Century Skills - 2 hours

				7:45 AM		9:45 AM		- Welcome and Introductions (Goals for the Course, Course Overview, Your Role)
- Module 1 | Exercise 1: Identifying Essential Skills
- Module 1 | Exercise 2: Comparing Classrooms of Today versus Classrooms of Tomorrow
- Module 1 | Exercise 3: Introducing Yourself
- Take-Home Exercise: Reflecting on Module 1

				9:45 AM		10:00 AM		Break

				Module 2: Learning Computer Basics and the Internet - 2 hours

				9:45 AM		12:00 PM		- Pair and Share: Reflecting on Module 1
- Module 2 | Exercise 1: Naming the Parts and Moving the Mouse
- Module 2 | Exercise 2: Working with Operating System
- Module 2 | Exercise 3: Searching the Internet
- Take-Home Exercise: Reflecting on Module 2

				12:00 PM		1:30 PM		Lunch

				Module 3: Fostering Critical Thinking and Collaboration - 2 hours

				1:30 PM		3:30 PM		- Pair and Share: Reflecting on Module 2
- Module 3 | Exercise 1: Engaging in Higher-Order Thinking
- Module 3 | Exercise 2: Promoting Collaboration
- Module 3 | Exercise 3: Planning, Doing, Reviewing, and Sharing
- Take-Home Exercise: Reflecting on Module 3

				3:30 PM		3:45 PM		Break

				Module 4: Discovering Word Processing - 2 hours

				3:30 PM		5:45 PM		- Pair and Share: Reflecting on Module 3
- Module 4 | Exercise 1: Exploring Word Processing Software
- Module 4 | Exercise 2: Discussing Word Processing Skills 
- Module 4 | Exercise 3: Identifying Word Processing Resources
- Module 4 | Exercise 4: Using Word Processing Skills
Daily Summary
Take-Home Exercise: Reflecting on Module 4

								Class Dismissed

		Day 2		Module 5: Applying Word Processing - 2 hours

				7:45 AM		9:45 AM		- Pair and Share: Reflecting on Module 4
- Module 5 | Exercise 1: Creating Word Processing Productivity Tools

				9:45 AM		10:00 AM		Break

				10:00 AM		12:00 PM		- Module 5 | Exercise 2: Being a Critical Friend
- Module 5 | Exercise 3: Showcasing Word Processing Productivity Tools
- Take-Home Exercise: Reflecting on Module 5

				12:00 PM		1:30 PM		Lunch

				Module 6: Discovering Multimedia - 2 hours

				1:30 PM		3:30 PM		- Pair and Share: Reflecting on Module 5
- Module 6 | Exercise 1: Exploring Multimedia Software
- Module 6 | Exercise 2: Discussing Multimedia Skills
- Module 6 | Exercise 3: Identifying Multimedia Resources
- Module 6 | Exercise 4: Using Multimedia Skills
- Take-Home Exercise: Reflecting on Module 6

				3:30 PM		3:45 PM		Break

				Module 7: Applying Multimedia - 2 hours

				3:45 PM		5:45 PM		- Pair and Share: Reflecting on Module 6
- Module 7 | Exercise 1: Creating Multimedia Productivity Tools
Daily Summary

				5:45 PM				Class Dismissed

		Day 3		Module 7 - Continued: Applying Word Processing - 2 hours

				7:45 AM		9:45 AM		- Module 7: Exercise 2: Showcasing Multimedia Productivity Tools
- Take Home Exercise: Reflecting on Module 7

				9:45 AM		10:00 AM		Break

				Module 8: Discovering Spreadsheets - 2 hours

				10:00 AM		12:00 PM		- Pair and Share: Reflecting on Module 7
- Module 8 | Exercise 1: Exploring Spreadsheet Software
- Module 8 | Exercise 2: Discussing Spreadsheet Skills
- Module 8 | Exercise 3: Identifying Spreadsheet Resources
- Module 8 | Exercise 4: Using Spreadsheet Skills
- Take-Home Exercise: Reflecting on Module 5

				12:00 PM		12:00 PM		Lunch

				Module 9: Applying Spreadsheets - 2 hours

				1:30 PM		3:30 PM		- Pair and Share: Reflecting on Module 7
- Module 9 | Exercise 1: Creating Spreadsheet Productivity Tools

				3:30 PM		3:45 PM		Break

				3:30 PM		5:45 PM		- Module 9 | Exercise 2: Showcasing Spreadsheet Productivity Tools
- Take-Home Exercise: Reflecting on Module 9

								Class Dismissed

		Day 4		Module 10: Developing 21st Century Approaches - 2 hours

				7:45 AM		9:30 AM		- Pair and Share: Reflecting on Module 9
- Module 10 | Exercise 1: Facilitating Learning
- Module 10 | Exercise 2: Accepting Change
- Module 10 | Exercise 3: Promoting Key Skills
- Take Home Exercise: Reflecting on Module 10

				9:30 AM		9:45 AM		Break

				Module 11: Planning and Doing Your Action Plan - 2 hours

				9:45 AM		12:00 PM		- Pair and Share: Reflecting on Module 10
- Module 11 | Exercise 1: Understanding Action Plans
- Module 11 | Exercise 2: Planning Your Action Plan
- Module 11 | Exercise 3: Doing Your Action Plan

				12:00 PM		1:30 PM		Lunch

				Module 12: Reviewing Your Action Plan - 2 hours

				1:30 PM		3:30 PM		Module 12 | Exercise 1: Reviewing Your Action Plan

				1:30 PM		1:30 PM		Break

				3:45 PM		5:45 PM		Module 12 | Exercise 2: Sharing Your Action Plan
Module 12 | Exercise 3: Developing Collaborative Work Groups
Module 12 | Exercise 4: Concluding the Course

								Class Dismissed
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Day 1

		Enter the actual start time. Add a row for lunch at the appropriate time and enter a new start time for the following activity.						Intel® Teach Program Getting Started Course				After adding in a row and text for lunch, print column D only for Master Teachers' use. Print columns A through F, landscape, for ST use. See directions on Directions tab.

								Master Teacher Training Agenda

								Day 1

		Min.		Start		End		Welcome | Module 1: Developing 21st Century Skills - 2 hours		Slide #		Comments

		15		7:45 AM		8:00 AM		Welcome and Introductions (Goals for the Course, Course Overview, Your Role)

		30		8:00 AM		8:30 AM		Module 1 | Exercise 1: Identifying Essential Skills				· Divide into groups (count off by 1, 2, 3, 4, 5) and assign / explain roles: facilitator, recorder, participants, presenter.
· Take a minute to point out the Margin Notes and explain their purpose.
· Remind participants that the manual is designed for them to write in their personal notes and comments.
· If possible, spend more time with 21st Century Skills and review each.

		45		8:30 AM		9:15 AM		Module 1 | Exercise 2: Comparing Classrooms of Today versus Classrooms of Tomorrow				· Highlight key points: teachers often lecture, students are “fed” information, which does not require critical or deep thinking.
· Summarize key points from Step 2 discussion and discuss the paragraph about different teaching situations requiring different teaching practices.

		15		9:15 AM		9:30 AM		Module 1 | Exercise 3: Introducing Yourself

		15		9:30 AM		9:45 AM		Take-Home Exercise: Reflecting on Module 1				· Remind participants that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.
· Explain that if they were delivering this course to PTs one module per session, the PTs would complete this exercise at home. Since the MTs are completing more modules in one session, these exercises are being completed during class. This will be true for most take home exercises.

		15		9:45 AM		10:00 AM		Break

		Min.		Start		End		Module 2: Learning Computer Basics and the Internet - 2 hours		Slide #		Comments

		20		10:00 AM		10:20 AM		Pair and Share: Reflecting on Module 1				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		5		10:20 AM		10:25 AM		Module 2 | Exercise 1: Naming the Parts and Moving the Mouse				· Try to reiterate throughout that MTs will wear two hats: that of MT, that of Subject Matter Teacher. Demonstrate how MTs would introduce this information to PTs.

		15		10:25 AM		10:40 AM		Module 2 | Exercise 2: Working with Operating System				· Remind MTs to take on the role of the PT as they complete the activity. PT would have little to no computer experience and would therefore find much of this new and interesting.

		50		10:40 AM		11:30 AM		Module 2 | Exercise 3: Searching the Internet

		30		11:30 AM		12:00 PM		Take-Home Exercise: Reflecting on Module 2				· Have MTs recall the subject matter teacher role they identified during the first take-home exercise. Remind the MTs that they must play this same role while completing all take-home exercises and have them proceed through the exercise. 
· Approximately 10 minutes to complete.
· Note that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.

		90		12:00 PM		1:30 PM		Lunch

		Min.		Start		End		Module 3: Fostering Critical Thinking and Collaboration - 2 hours		Slide #		Comments

		20		1:30 PM		1:50 PM		Pair and Share: Reflecting on Module 2				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		30		1:50 PM		2:20 PM		Module 3 | Exercise 1: Engaging in Higher-Order Thinking				· Encourage participants to view the frameworks for thinking in Appendix A

		40		2:20 PM		3:00 PM		Module 3 | Exercise 2: Promoting Collaboration				· Think about times when you have had your students compete, work alone, or work together. What are the advantages and disadvantages of each way of achieving learning goals?
· Have participants discuss obstacles and challenges involved in collaboration, in grouping and pairing.

		15		3:00 PM		3:15 PM		Module 3 | Exercise 3: Planning, Doing, Reviewing, and Sharing

		15		3:15 PM		3:30 PM		Take-Home Exercise: Reflecting on Module 3				· Have MTs recall the subject matter teacher role they identified during the first take-home exercise. Remind the MTs that they must play this same role while completing all take-home exercises and have them proceed through the exercise. 
· Approximately 10 minutes to complete.
· Note that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.

		15		3:30 PM		3:45 PM		Break

		Min.		Start		End		Module 4: Discovering Word Processing - 2 hours		Slide #		Comments

		20		3:45 PM		4:05 PM		Pair and Share: Reflecting on Module 3				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		10		4:05 PM		4:15 PM		Module 4 | Exercise 1: Exploring Word Processing Software				· Have participants work with a partner

		5		4:15 PM		4:20 PM		Module 4 | Exercise 2: Discussing Word Processing Skills

		10		4:20 PM		4:30 PM		Module 4 | Exercise 3: Identifying Word Processing Resources				· Have participants save the Help Guide to their hard drive or access it directly from the CD:
  - To save it, ask participants to copy the folder onto their desktop
  - To access it from the CD, ask participants to load the CD >      select open folder to view files > Click Help Guide.exe

		60		4:30 PM		5:30 PM		Module 4 | Exercise 4: Using Word Processing Skills				· Be sure to explain fully each step of the cycle. 
· Timeframes below are approximate:
    - Plan It: (10 minutes) have teachers plan their product on paper first 
    - Do It: (30 minutes) 
    - Review It: (10 minutes)
    - Share It: (10 minutes)
· Point out positive participation, work habits, effective learning and productivity. Celebrate the students and what they are accomplishing – the model students. “I notice that Mr. ___ is…” that ‘Ms. ___ is…”
· For Share It: Have teachers rotate around the room to review what their colleagues have created. Museum Walk: explain that one half of the class must stand – the other must sit at their computers to share work.
· Refer participants to the MT Appendix F for facilitating exercises and activities.

		15		5:30 PM		5:45 PM		Daily Summary				· End of day summary of key points, key learnings. 
Comment Cards

		0		Complete at home				Take-Home Exercise: Reflecting on Module 4				Ask participants to complete at home

				5:45 PM				Dismiss Class





Day 2

		Enter the actual start time. Add a row for lunch at the appropriate time and enter a new start time for the following activity.						Intel® Teach Program Getting Started Course				After adding in a row and text for lunch, print column D only for Master Teachers' use. Print columns A through F, landscape, for ST use. See directions on Directions tab.

								Master Teacher Training Agenda

								Day 2

		Min.		Start		End		Module 5: Applying Word Processing - 2 hours		Slide #		Comments

		20		7:45 AM		8:05 AM		Pair and Share: Reflecting on Module 4				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		100		8:05 AM		9:45 AM		Module 5 | Exercise 1: Creating Word Processing Productivity Tools				· Give a high-level overview of each of the choices (ex. weekly lesson planner, diagram, certificate) so participants can choose one that applies to them.
· Share It: Gallery Walk. Participants will not complete Share It questions as participants completed different elective activities. One side of the room sits, the other walks/ views/ reviews. Then, switch.

		15		9:45 AM		10:00 AM		Break

		5		10:00 AM		10:05 AM		Module 5 | Exercise 2: Being a Critical Friend				· Review this section and read carefully. This will help preparation for the Showcase.

		105		10:05 AM		11:50 AM		Module 5 | Exercise 3: Showcasing Word Processing Productivity Tools				· Ask participants to showcase.
· Ask others to provide feedback using Critical Friend techniques.
· Elicit from the group the Critical Friend techniques that were used. 
· Ensure that the product that is showcased is one from the elective activity in this module.

		10		11:50 AM		12:00 PM		Take-Home Exercise: Reflecting on Module 5				· Note that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.

		90		12:00 PM		1:30 PM		Lunch

		Min.		Start		End		Module 6: Discovering Multimedia - 2 hours		Slide #		Comments

		20		1:30 PM		1:50 PM		Pair and Share: Reflecting on Module 5				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		10		1:50 PM		2:00 PM		Module 6 | Exercise 1: Exploring Multimedia Software				· Have participants pair up.

		5		2:00 PM		2:05 PM		Module 6 | Exercise 2: Discussing Multimedia Skills				· Ensure that a variance of volunteers participate. Develop and model strategies for encouraging participation.

		10		2:05 PM		2:15 PM		Module 6 | Exercise 3: Identifying Multimedia Resources

		65		2:15 PM		3:20 PM		Module 6 | Exercise 4: Using Multimedia Skills				· Timeframes below are approximate:
    - Plan It: (10 minutes) have teachers plan their product on paper first 
    - Do It: (30 minutes) 
    - Review It: (10 minutes)
    - Share It: (10 minutes)
· Point out positive participation, work habits, effective learning and productivity. Celebrate the students and what they are accomplishing – the model students. “I notice that Mr. ___ is…” that ‘Ms. ___ is…”
· For Share It: Have teachers rotate around the room to review what their colleagues have created. Museum Walk: explain that one half of the class must stand – the other must sit at their computers to share work.
· Refer participants to the MT Appendix F for facilitating exercises and activities.

		10		3:20 PM		3:30 PM		Take-Home Exercise: Reflecting on Module 6				· Note that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.

		15		3:30 PM		3:45 PM		Break

		Min.		Start		End		Module 7: Applying Multimedia - 2 hours		Slide #		Comments

		20		3:45 PM		4:05 PM		Pair and Share: Reflecting on Module 6				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		85		4:05 PM		5:30 PM		Module 7 | Exercise 1: Creating Multimedia Productivity Tools				· Remind participants to Plan with paper and pencil, answer all the questions in the Plan It section, get approval for their plan, then commence and complete all the steps in the Do It section. Remind them to save their work. 
· Share It: Gallery Walk. Participants will not complete Share It questions as participants completed different elective activities. One side of the room sits, the other walks/views/reviews. Then, switch.

		15		5:30 PM		5:45 PM		Daily Summary				· End of day summary of key points, key learnings. 
Comment Cards

				5:45 PM				Dismiss Class





Day 3

		Enter the actual start time. Add a row for lunch at the appropriate time and enter a new start time for the following activity.						Intel® Teach Program Getting Started Course				After adding in a row and text for lunch, print column D only for Master Teachers' use. Print columns A through F, landscape, for ST use. See directions on Directions tab.

								Master Teacher Training Agenda

								Day 3

		Min.		Start		End		Module 7 - Continued: Applying Word Processing - 2 hours		Slide #		Comments

		110		7:45 AM		9:35 AM		Module 7: Exercise 2: Showcasing Multimedia Productivity Tools				· Reminder about critical friends, what it means and entails to be a critical friend.
· Depending on the number of participants, randomly select those to showcase.
· Ensure that the product showcased is the elective activity.

		10		9:35 AM		9:45 AM		Take Home Exercise: Reflecting on Module 7

		15		9:45 AM		10:00 AM		Break

		Min.		Start		End		Module 8: Discovering Spreadsheets - 2 hours		Slide #		Comments

		20		10:00 AM		10:20 AM		Pair and Share: Reflecting on Module 7				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		10		10:20 AM		10:30 AM		Module 8 | Exercise 1: Exploring Spreadsheet Software				· Have participants pair up

		5		10:30 AM		10:35 AM		Module 8 | Exercise 2: Discussing Spreadsheet Skills				· Ask volunteers to answer questions

		10		10:35 AM		10:45 AM		Module 8 | Exercise 3: Identifying Spreadsheet Resources				· Review and exploration of the Help Guide

		65		10:45 AM		11:50 AM		Module 8 | Exercise 4: Using Spreadsheet Skills				· Timeframes below are approximate:
    - Plan It: (10 minutes) have teachers plan their product on paper first 
    - Do It: (30 minutes) 
    - Review It: (10 minutes)
    - Share It: (10 minutes)
· Point out positive participation, work habits, effective learning and productivity. Celebrate the students and what they are accomplishing – the model students. “I notice that Mr. ___ is…” that ‘Ms. ___ is…”
· For Share It: Have teachers rotate around the room to review what their colleagues have created. Museum Walk: explain that one half of the class must stand – the other must sit at their computers to share work.
· Refer participants to the MT Appendix F for facilitating exercises and activities.

		10		11:50 AM		12:00 PM		Take-Home Exercise: Reflecting on Module 5				· Note that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.

		90		12:00 PM		1:30 PM		Lunch

		Min.		Start		End		Module 9: Applying Spreadsheets - 2 hours		Slide #		Comments

		20		1:30 PM		1:50 PM		Pair and Share: Reflecting on Module 7				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		100		1:50 PM		3:30 PM		Module 9 | Exercise 1: Creating Spreadsheet Productivity Tools				· Share It: Gallery Walk. Participants will not complete Share It questions as participants completed different elective activities. One side of the room sits, the other walks/views/reviews. Then, switch

		15		3:30 PM		3:45 PM		Break

		110		3:45 PM		5:35 PM		Module 9 | Exercise 2: Showcasing Spreadsheet Productivity Tools				· Ask participants to showcase.
· Ask others to provide feedback using Critical Friend techniques.
· Elicit from the group the Critical Friend techniques that were used. 
· Ensure that the product that is showcased is one from the elective activity in this module.

		10		5:35 PM		5:45 PM		Take-Home Exercise: Reflecting on Module 9				· Note that it is very important to complete the Take-Home Activities – the information will be used later in the course, for the action plans.

				5:45 PM		5:45 PM		Dismiss Class





Day 4

		Enter the actual start time. Add a row for lunch at the appropriate time and enter a new start time for the following activity.						Intel® Teach Program Getting Started Course				After adding in a row and text for lunch, print column D only for Master Teachers' use. Print columns A through F, landscape, for ST use. See directions on Directions tab.

								Master Teacher Training Agenda

								Day 4

		Min.		Start		End		Module 10: Developing 21st Century Approaches - 2 hours		Slide #		Comments

		20		7:45 AM		8:05 AM		Pair and Share: Reflecting on Module 9				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		5		8:05 AM		8:10 AM		Module 10 | Exercise 1: Facilitating Learning				· Discuss as a group the 21st Century skills participants have been practicing, learning, and developing throughout the course.
· Silent review of 1st table in Module 10, Exercise 1.
· Discuss the concept of “wait time” (resist that temptation to answer, to rush to fill the silence). 
· Use the 2nd table to define the subtleties of praise versus encouragement. Provide examples of each and asked participants to do the same.

		10		8:10 AM		8:20 AM		Module 10 | Exercise 2: Accepting Change				· Ask for two participants to demonstrate the Change Concept activity before doing this with the whole class: two participants stand face-to-face. They have a few moments to study one another. They then stand back-to-back. They are given time to make three changes to their appearance. The two then face each other again. They determine what changes were made. The two are then allowed to go back to their seat. 
· All participants are asked to try this exercise, which they quite enjoy.
· When everyone has completed the exercise, ask, “What was the first thing you did when you were done with the activity?” The response: “Returned everything back to the way they were.” Key Point: “This is an example of how we are resistant to change.”
· Refer to the table.
· The observation of change is just one point of the exercise. The other, perhaps more important point, is that once participants return to their seat, they are more than likely to undo the changes, to return to their original state or appearance. This highlights the fact that changes are very difficult and often met with “continued” resistance.
· Encourage participants to continue to return and refer to their manual and their notes. Have MTs ask the same of their Subject Matter teachers

		60		8:20 AM		9:20 AM		Module 10 | Exercise 3: Promoting Key Skills				· Read and explain each element. Gather answers from participants and discuss.

		10		9:20 AM		9:30 AM		Take Home Exercise: Reflecting on Module 10

		15		9:30 AM		9:45 AM		Break

		Min.		Start		End		Module 11: Planning and Doing Your Action Plan - 2 hours		Slide #		Comments

		20		9:45 AM		10:05 AM		Pair and Share: Reflecting on Module 10				· Randomly pair participants so they can share their answers to the take-home activities. Encourage them to record any new ideas.

		5		10:05 AM		10:10 AM		Module 11 | Exercise 1: Understanding Action Plans				· Ask to hear participants’ understandings of action plans based upon what they read.

		60		10:10 AM		11:10 AM		Module 11 | Exercise 2: Planning Your Action Plan				· Once the participants have completed their plan, review with a colleague then Do their plan.
· Explain expectations for Doing their Action Plan, preparing their presentation, showcasing.
· Explain that for the action plan, participants should either work independently or in pairs (Subject Matter/Grade Level pairs). Also, pair within their assigned groups.

		50		11:10 AM		12:00 PM		Module 11 | Exercise 3: Doing Your Action Plan				· Allow participants time to create their action plans on the computer.

		90		12:00 PM		1:30 PM		Lunch

		Min.		Start		End		Module 12: Reviewing Your Action Plan - 2 hours		Slide #		Comments

		120		1:30 PM		3:30 PM		Module 12 | Exercise 1: Reviewing Your Action Plan				· Allow participants to review their action plans. Have them practice their presentations and make sure they last no more than 10 minutes.

		15		3:30 PM		3:45 PM		Break

		80		3:45 PM		5:05 PM		Module 12 | Exercise 2: Sharing Your Action Plan				· Participants are given 10 minutes to present, 5 minutes for Q&A/ Comments/ Critical Friend/ Facilitator feedback. 
· A participant time keeper holds up time cards indicating to the presenter how much time is left (5 minutes, 1 minute, 0 minutes).

		20		5:05 PM		5:25 PM		Module 12 | Exercise 3: Developing Collaborative Work Groups				· Brief mention of this Exercise. Ask participants to address and apply at home, on their own time.
· Completion of End of Training / Teacher Training Survey

		20		5:25 PM		5:45 PM		Module 12 | Exercise 4: Concluding the Course				· Celebrate completion and award certificates

				5:45 PM		5:45 PM		Dismiss Class				· Make yourself available to participants as needed
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		Suggestions for Use

		1. Save the master so that you always have one with correct formulas.

				a. With the training agenda open, on the File menu, select Save As.

				b. In the Save as type drop-down box, select Template. Click Save.

				c. To use the template, from the File menu, select New.

				d. Click General Templates. The template should appear under your General Templates tab.

		Editing the Agenda

		1. Go to the Day 1 tab and enter the start time for your training.

		2. Enter a row for lunch at an appropriate location.

		3. Copy the cells in columns B and C just before the lunch row and paste to the cells below.

		4. Enter 60 in cell A of the lunch row.

		5. Enter Lunch in cell D.

		6. Enter a new start time for the activity following the lunch hour.

		7. If you need to change the length of any activity to make the timing come out correctly, change it in column A, rather than C.

		8. Check the end time to be sure it is correct.

		9. Repeat steps above for each day.

		Printing for Master Teachers:

		1. Go to Day 1 tab.

		2. Select all text in column D.

		3. On the File menu, scroll to Print Area, then click Set Print Area.

		4. On the File menu, select Page Setup.

		5. Click the Page tab, and under Orientation, select Portrait. Click OK.

		6. On the File menu, click Print (or click the Print button on the Standard toolbar).

		7. Repeat steps 2 through 6 for Day 2 through Day 5 tab.

		Printing for Your Use:

		1. Go to Day 1 tab.

		2. Select all text in columns A through F.

		3. On the File menu, scroll to Print Area, then click Set Print Area.

		4. On the File menu, select Page Setup.

		5. Click the Page tab, and under Orientation, select Landscape Click OK.

		6. On the File menu, click Print (or click the Print button on the Standard toolbar).

		7. Repeat steps 2 through 6 for Day 2 through Day 5 tab.
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Grouping

		Class members		Number per group		Groups

		Anne		3		Group 1

		Bob				Greta

		Charlie				Karen

		David				David

		Emily

		Fran				Group 2

		Greta				Emily

		Hans				Ollie

		Ivan				Loreta

		Joe

		Karen				Group 3

		Loreta				Bob

		Mike				Charlie

		Nancy				Anne

		Ollie

		Pam				Group 4

						Joe

						Hans

						Fran

						Group 5

						Nancy

						Ivan

						Mike

						Pam



Make Groups

Pick Somebody




