Intel® Teach Program Leadership Forum


Forum Checklist

Prior to the Start of the Forum:

 FORMCHECKBOX 
 Schedule your Participant Level Forum and order materials in the Course Management Tool (http://coursemanagement.intel.com) at least 3 weeks prior to the start date of your forum.
 FORMCHECKBOX 
 Promote the Intel® Teach Leadership Forum by distributing recruitment flyers (available in the Master Leader Resources section of your Resource CD).
 FORMCHECKBOX 
 Use the Computer Lab Checklist (see ML Appendix G.03) to check the computer lab where you will be conducting the forum.

 FORMCHECKBOX 
 Set up the Visual Ranking Tool activity using the steps on ML Appendix G.07. Be sure you have checked the lab to ensure the Visual Ranking Tool works properly on all computers (see the Computer Lab Checklist on ML Appendix G.03). 

 FORMCHECKBOX 
 Place your Teacher ID on slide #11 so participants will have this information to log in. You will assign numbers to each participant during the activity (see notes on slide #11). For Team IDS, use “User01”, “User02” etc., case sensitive and no spaces.
 FORMCHECKBOX 
 Review the forum presentation, including the facilitator notes section below each slide. 
Note: Be sure to print the facilitator notes. Remember, the notes are not intended to be a script that you read; they are intended to help guide your facilitation of the forum.
 FORMCHECKBOX 
 Edit the forum start time and print the agenda, which includes the slide numbers that correspond to each activity. 

 FORMCHECKBOX 
 Optional: Print a copy of the Attendance Sheet so your Participant Leaders can sign it on the first day of your forum (available in the Master Leader Resources section of your Resource CD).The Attendance Sheet is for your use only and does not need to be submitted to Intel.
 FORMCHECKBOX 
 Optional: Find out if there is local information to include in the forum presentation (include information on a new slide and insert at end of presentation.)
(Continued on next page)
Day of the Forum:

 FORMCHECKBOX 
 Have the forum agenda available. 
 FORMCHECKBOX 
 Have the forum presentation open and ready to play on your computer.
 FORMCHECKBOX 
 Have the following available to distribute to each participant:
 FORMCHECKBOX 
 Curriculum manual (including the Resource CD)
 FORMCHECKBOX 
 Optional: Certificate of Completion, signed by you (available in the Master Leader    
Resources section of your Resource CD)
 FORMCHECKBOX 
 Any available participant give-aways 
 FORMCHECKBOX 
 Optional: Have the Attendance Sheet available so participants can initial it.
At the Completion of the Forum:

 FORMCHECKBOX 
 Have participants complete the Intel® Teach Leadership Forum evaluation at www.intel.com/education/teachfuture/eval. Provide your course ID and your user ID to your participants. They may log in for 15 days after you close the class.
 .  
 FORMCHECKBOX 
 Close your class in the Course Management Tool (http://coursemanagement.intel.com) to report the number of Participant Leaders who completed your forum. 
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