Intel® Teach Program



Essentials Online Course

ST Course Preparation Checklist for 
Intel® Teach Essentials Online Course 

 
Prior to Start of the Course
 FORMCHECKBOX 

Communicate with LEA primary contact via e-mail or phone to introduce yourself.

 FORMCHECKBOX 

Review the current version of the curriculum and Resource files for the ST. Update all presentations with appropriate URLs. 
 FORMCHECKBOX 

Plan to stay at least an extra half hour the last day of course to wrap things up and debrief with the LEA Coordinator.
 FORMCHECKBOX 

Choose and set up the online resources (tagging/bookmarking, blog, wiki, and online collaborative resources). Send sign-up instructions to the Master Teacher applicants prior to the course. You may also want to e-mail the "Login Information" document as an attachment so that teachers can easily keep track of their login and password information. See Resources tab > ST Resources for sample e-mail messages. 
 FORMCHECKBOX 

Choose a tagging/bookmarking resource to demonstrate during Module 1. See "Tag/Bookmark” sites in the Online Training Community Resources > Prepare for Course. You may want to select a resource that does not require the installation of a toolbar since you will be using computers in a lab. The recommended tagging site for MT trainings, unless the LEA/teachers have their own preferred site, is diigo. Use diigolet for lab computers, rather than the full-featured toolbar that requires a download and installation: www.diigo.com/tools/diigolet. For set up directions view Resources tab > Prepare for Course.
 FORMCHECKBOX 

Choose a blogging site for your Participants to use for the reflection activities at the end of each module. For blogging sites and set up directions view “Setting Up a Blogging Site for Your Course” in the Resources tab > Prepare for Course. The recommended blogging site for MT trainings, unless the LEA/teachers have their own preferred site, is: www.21classes.com 
 FORMCHECKBOX 

Choose and set up a wiki site for your course. The wiki site is required in Module 2 for the Pedagogical Practices. It is optional for use during other Pedagogical Practices as well as for use in the Showcase. See "Setting Up a Wiki for Your Course” in the Resources tab > Prepare for Course. The recommended wiki site for MT trainings, unless the LEA/teachers have their own preferred site, is: www.wik.is 
 FORMCHECKBOX 

Create the starting page of a wiki and appropriate subpages. See Prepare the Course document in the Resources tab of the Online Training Community. 
 FORMCHECKBOX 

Choose and set up an online collaborative resource. See "Online Collaborative Editing Resources" in the Online Training Community Resources tab > Prepare for Course. The recommended collaborative editing site for MT trainings, unless the LEA/teachers have their own preferred site, is: http://docs.google.com 
 FORMCHECKBOX 

Set up the discussion prompts in the Learning to Facilitate section of the Online Training Community for use during the face-to-face portion of the training. Use the “Learning to Facilitate Discussion Prompts” document in the Resources tab > ST Resources.
 FORMCHECKBOX 

Send a Senior Trainer letter of introduction to Master Teacher candidates with a cc to the LEA Coordinator that includes instruction on obtaining registering for web-based resource sites. See Resources tab > ST Resources for sample e-mail messages. 

 FORMCHECKBOX 

Review and follow the appropriate agenda.

 FORMCHECKBOX 

Have all contact numbers with you.
 FORMCHECKBOX 

Have contingency plans for technical problems/outages.

Face-to Face Training
 FORMCHECKBOX 

Review the Module 1, 2, 3 Checklists in the Manage tab and the Offline Task list in the Resources of the Online Training Community. 
 FORMCHECKBOX 

Arrive at least 30 minutes early the first day of course to meet with the LEA Coordinator. 
 FORMCHECKBOX 

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

 FORMCHECKBOX 

Check to see where MTs should save their Unit Portfolio files. Check for login passwords or restrictions, such as downloading files. Check on lab rules (food and drink, and so forth).
 FORMCHECKBOX 

Check to see if audio equipment (such as external computer speakers) are available for the Curriculum-Framing Questions presentation so that your MTs will be able to hear the video clips.

 FORMCHECKBOX 

Determine an easy way to distribute any revised MT files (if applicable) to all MTs.

 FORMCHECKBOX 

Check with lab technician on clean-up requirements on the last day. For instance, you may not need MTs to delete their files if the lab has an automated process to restore the computers to their original state.

 FORMCHECKBOX 

Check with LEA Coordinator for lunch location(s), layout of the facility.

 FORMCHECKBOX 

Check with LEA Coordinator to see if local university credit will be available. If not, go over the process during the Course Overview presentation and print appropriate forms if MTs want to sign up. (www.ict.org/units.html)
 FORMCHECKBOX 

Have class attendance sheet available for MT candidates to sign in and out each day.
*Use MT task lists for the online modules.

Within one week of completing each Master Teach class:

 FORMCHECKBOX 

Mail the class roster and applications/payment to the appropriate university for any Master Teachers who want university credit. (Check appropriate Web site for specific information, available at: www.ict.org/units.html)

Mail the following to ICT:

 FORMCHECKBOX 

For ICT Senior Trainers only: Invoice for stipend and reimbursement. (Be sure to include all original receipts.)

Mail to: 

Libbie Feroben

Institute of Computer Technology

589 W. Fremont Avenue
Sunnyvale, CA 94087
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