Face to Face Training Sequence for MTs
(Refer to the Intel® Teach Essentials Online agenda you chose and the presentation when using this document)

During the face-to-face portion of the training, you facilitate the course using two distinct methods. For select activities and steps, participants are directed to work independently in the online environment. While participants are working on their own, you facilitate the activity strictly through the online environment using the tools provided within the course. This gives both participant and facilitator an experience that closely matches the work environment in the course after the face-to-face training. These activities are identified as “Ind. Online” in the course agenda. 

For other activities and steps, you take advantage of the face-to-face time and facilitate directly. The activities selected for this second type of facilitation introduce new tools used throughout the course, include complex content, and incorporate face-to-face interaction and discussions. These activities are identified as “Facilitated” in the course agenda. 

Introduction 
Begin with a brief introduction about the facilitator(s). The participants introduce themselves to each other during the first activity in the online environment so it will not be necessary to introduce them at this point. Review any logistics that are specific to your training setting (course credit, snacks/lunch, bathroom locations, lab rules). Review the agenda and answer any questions. Course goals, objectives, roles and responsibilities are addressed in the online course. 

Discuss the dual roles MT Candidates will experience during this training, both as a participant and a potential facilitator. Explain that during the first two modules and the beginning of Module 3, they will progress through the same sequence and activities as participant teachers, except they will see Facilitation Tips in expandable boxes. These tips offer guidance when they facilitate their own course. The PTs do not see these tips. Let them know that additional time is provided towards the end of the face-to-face training to review facilitation resources and management features that they will use to facilitate their own training. 
Overview of Course and Orientation 

Discuss the nature of a hybrid course and what it means. 

Participants have already completed the Orientation Module before the face-to-face training but it is necessary to review this module and answer any questions before proceeding to Module 1. Specifically, review the course structure, features and highlights of the work completed. Ask the participants to share their impressions and reflections based on their experience in the Orientation Module. Decide as a class the proper online netiquette guidelines that participants need to consider. Refer to (note to self—find if we have a reference to this somewhere)
Now participants are ready to enter the course. The following are recommended facilitation actions for each activity during the face-to-face training. Refer to the course agenda. Tip: Print this document and refer to it during the face-to-face training. 
	Facilitation Method
	Module 1: Teaching With Projects
	Facilitation Tip


	Ind. Online 


	M1: A1: Getting Started Overview


	Provide time for participants to read the overview on their own. Participants work independently through Step 1 and Step 2 and then come together for a face-to-face discussion. 


	Ind. Online
	M1: A1: Getting Started

Step 1: Getting Acquainted
	Participants who did not create a profile in the Orientation will need time and help to complete their profile. 



	Ind. Online
	M1: A1 Getting Started

Step 2: Introducing the Intel® Teach Essentials Online Course


	After participants are finished reading Step 2, lead a short discussion to ensure there are no misconceptions about the course goals or the focus of the modules. Continue facilitating Step 3 where you introduce the Intel® Education Help Guide and the Curriculum Resource CD.



	Facilitated at the beginning only, then participants can explore the Help Guide on their own
	M1: A1 Getting Started

Step 3: Considering My Role as Curriculum Designer


	Model the use of the Help Guide for participants.

· Preview the topics contained in the Help Guide

· Demonstrate how to search for topics and navigate the skills

· Show how the Help Guide works in conjunction with the software on participants’ computers
· If participants are having difficulty, demonstrate the creation of the portfolio structure as participants create their folders.
Observe participants closely to ensure they understand how to use the Help Guide. Proficient use of the tool will help them work independently when using technology throughout the course.
Tell participants that the resources on the course CD are also under the Resources tab. Mention that using the CD is beneficial if they have limited Internet connectivity.
After this demonstration, ask participants to continue with independent work through Step 4. Lead them in a discussion at the end of Step 4.



	Ind. Online
	M1: A1: Getting Started
Step 4: Viewing the Unit Plan Template


	At the end of this activity, lead a short discussion to ensure all participants understand the sections of the Unit Plan template and in which module they complete each section.
After this discussion, ask participants to continue with independent work through Activity 2: Instructional Design and into Activity 3: Look at Projects. 



	Ind. Online
	M1: A2: Examining Good Instructional Design

Step 1: Reviewing the Research 
Step 2: Looking at Unit Planning
Step 3: Reviewing the Portfolio Rubric

	As participants are working on their own, walk around the room and observe how they are progressing. This is the first series of steps in which they work independently so extra support may be necessary. This is a good time to observe the basic technology skills of your participants and note those participants that will need extra instruction and support. If necessary, ask for volunteer mentors from the class to partner with participants who will need more support. 

	Facilitated


	M1: A3: Looking at Projects

Step 1: Considering Project Approaches


	Explain to participants that even though they are meeting in a face-to-face environment, they are going to practice participating in an online discussion. Point out some advantages to online discussions over face-to-face discussions:

· They have time to think about their thoughts before discussion.

· More people have an opportunity to participate and respond to specific comments.
Walk around the room to ensure that all participants are able to access and participate in the discussion
*After participants have completed the online discussion, take a few moments to discuss the experience with the whole group. Ask them to contribute challenges they encountered and how they could overcome them. 
You will get a chance to review participants’ posts later. 

	Facilitated 
	M1: A3: Looking at Projects

Step 2: Viewing Unit Portfolios


	Be prepared to demonstrate how to open, resize, and view multiple windows in the online environment. Be sure to emphasize that participants need to click the submit button any time they are finished entering information.

To keep the discussion about incorporating projects into units focused and brief, encourage participants to discuss these questions with a person sitting near them.
Tell participants they will complete Step 1 of Activity 4: Plan Publication independently and come together again for Step 2 where you will do a quick demonstration of tagging/bookmarking.


	Ind. Online
	M1: A4: Planning a Publication to Explain Projects
Step 1: Planning the Publication


	Explain to participants that the purpose of this activity is twofold:

· To understand the benefits of using publication software so that you can choose the most appropriate tool when you create your student sample.

· To create a resource to communicate with others about the reasons for doing projects in your classroom.
Try to avoid a discussion at this time. Participants work through this activity independently.


	Facilitated
	M1: A4: Planning a Publication to Explain Projects
Step 2: Researching Project-Based Learning


	Demonstrate how to use a tagging or bookmarking Web site for your participants, going to Intel Education’s Designing Effective Projects as a starting point. Keep your demonstration to no longer than five minutes, covering the major features of the tagging tool and then let participants explore on their own for five minutes. This leaves 15 minutes for them to conduct their research in the Designing Effective Projects site. 

After the demonstration, let participants know that they will do independent work for the rest of this step and all of Activity 5: Create Publication. You will then facilitate Step 2 of the reflection activity to ensure all participants can successfully access and use the blog site for their reflection.



	Ind. Online
	M1: A4: Planning a Publication to Explain Projects
Step 3: Viewing Sample Publications


	Encourage participants to message you through the online environment if they have a question. 

However, be prepared to directly help individuals needing extra assistance. 

	Ind. Online
	M1: A5: Creating My Publication

Step 1: Starting My Publication


	Be prepared to help participants set up a publication with text boxes for those who need help. Consider asking all participants to customize their toolbars, menus and settings the same so that everyone has the same buttons and menu items. This takes time away from work, but could prove useful when you are helping participants throughout the course.


	Ind. Online
	M1: A5: Creating My Publication

Step 2: Adding the Basics and Advanced Design Features to My Publication


	Make yourself available to help participants with technical skills as needed. Observe participants work to ensure that they understand the task. Redirect as necessary. 

Encourage the use of the Help Guide by role modeling how to use it instead of just helping them directly. 

	Ind. Online
	M1:A6: Reflecting on My Learning
Step 1: Reviewing the Module 


	This is only a 5 minute period. Ensure participants have made it to this section and are ready to proceed to the next activity. 

	Facilitated 
	M1:A6: Reflecting on My Learning
Step 2: Blogging My Journey


	Take some time during this activity to ensure all participants can access the blog and help individuals as needed. Refer participants back to the previous announcement entitled Blog Site for instructions on registering for the site.

Briefly discuss their hybrid online experience so far. 
This discussion is a time for the facilitator to ascertain if groups or individuals are having difficulty with the online environment. Gather information about concerns or confusion regarding the completion of the activities or using any features of the course. Provide individual assistance as needed.



	Ind. Online
	M1: Teaching with Projects
Wrap-Up


	Explain that the Planning Ahead activities can be completed offline for the most part and are intended to help participants prepare for the upcoming module. However, during the face-to-face portion only, participants can complete the Planning Ahead activities during class time. This allows the facilitator to answer questions and provide critical feedback during the activities. In addition, a practice chat session is scheduled during the Module 2 Planning Ahead activity. Module 1 and 2 are the only modules that have time allotted for the Planning Ahead activities and participants need to understand that the remaining Planning Ahead activities are completed on their own—they should be considered similar to homework activities, which are not counted as part of the course hours.

Note: If your face-to-face schedule offers convenient breaks for participants to complete the Planning Ahead activities on their own, you may want to ask participants to complete the activities as homework and use the extra time for discussions during class time.



	Ind. Online
	M1: Planning Ahead

Step 1: Thinking about My Unit Plan and Project Design
Step 2: Targeting Higher-Order Thinking Skills
Step 3: Locating Curricular Resource Materials

	Do not walk around the room during this time. Tell participants that you will be using this time to add comments to the discussion, review the surveys, and send course progress messages, and update announcements.

Encourage participants to message you through the online environment if they have a question. 

Review participants’ posts to gather information about their ideas in order to provide appropriate support while they create their units. Provide feedback to participants on the quality of their posts and address any concerns you find in your review.

Also remember to check for Teachers’ Lounge discussions related to this module.



	Facilitation Method
	Module 2: Planning My Unit
	Facilitation Tip

	Facilitated
	M2: Planning My Unit 

Overview


	During your introduction to the module, review the concept of backwards design. Emphasize 21st century learning and discuss examples of how to integrate 21st century skills into their objectives.

Participants work independently for the entire first activity. You facilitate again during Step 1 of Activity 2: Develop CFQs.


	Ind. Online
	M2: A1: Addressing Standards
Step 1: Identifying Standards
Step 2: Creating Learning Objectives


	Tell participants that you will be facilitating from the online environment during this activity. Encourage participants to use the message system if they have questions. 

During this time, review the blog entries from Module 1. If time, post a reply to each blog so participants can see how interaction in a blog occurs. 

Update announcements. Refer to the Resources tab> MT Resources> Sample Messages.

	Facilitated
	M2: A2: Developing Curriculum-Framing Questions to Engage Students

Step 1: Understanding Essential, Unit, and Content Questions


	Start by sharing the Curriculum-Framing Questions presentation and then give partners the opportunity to share their thoughts about the rubric. 
When participants start practicing with developing CFQs, create cross-curricular groups of four or five people so teachers can explore the overarching nature of Essential Questions. Make sure the groups are different from previous groupings. Ideas for grouping participants are available in the “Spreadsheet for Creating Groups” which is available in the Resources tab > Facilitation > Facilitation Materials link.
Step 1, #3: Start the activity by asking all small groups to review and come up with ideas for the first question in the table, What does it take to change the world?. Then ask groups to share their ideas. This is helpful for participants to see that a variety of Unit and Content Questions are possible with a good Essential Question. Gauge how well participants are understanding the differences between the questions. Then ask participants to work through a few more in their groups. 
Facilitate a whole class discussion at the end of the group work. After a group shares one of their sets of questions, ask if another group did that same question set to see the variety. If questions are not categorized correctly, focus first on the good qualities of the questions— for instance, how “that question would be a great xx question” (content, unit, etc.).

Participants will complete independent work during Step 2 and come back together for sharing during Step 3.


	Ind. Online
	 M2: A2: Developing Curriculum-Framing Questions to Engage Students

Step 2: Brainstorming My Own Questions


	Ensure participants understand the difference between Option 1 and Option 2. Emphasize they just pick one. 

Although participants are working independently throughout this step, walk around the room while they work to monitor their progress and help if necessary. Tell participants that during this activity they do not need to use the communication features of the online course, but instead, can ask you questions directly.



	Facilitated
	M2: A2: Developing Curriculum-Framing Questions to Engage Students

Step 3: Sharing Curriculum-Framing Questions


	For help creating pairs for face-to-face discussions, see methods for creating groups in the Resources tab > Facilitation > Facilitation Materials link. Make sure participants are sharing with someone they have not been partnered with previously.

Walk around and observe the conversations. 



	Ind. Online
	M2: A3: Considering Multiple Methods of Assessment

Step 1: Exploring Formative and Summative Assessments
Step 2: Drafting an Assessment Timeline

	Participants work independently; however, give participants the option of working together on the activity if they choose.

When providing feedback on participants’ timelines, do not expect details on the purposes for each assessment at this point, but do look for a variety of assessments both before and during the project.

During this time, review participant’s work on Curriculum-Framing Questions from the My Work tab. Provide feedback.


	Facilitated
	M2: A4: Creating an Assessment to Gauge Student Needs
Overview


	Explain to participants that the purpose of this activity is twofold: 
· To create an assessment to use in your classroom. Based on the evidence you gather when sharing this assessment with students, you can adjust your objectives, provide additional instruction before proceeding, or differentiate for different needs.
· To understand the benefits of using presentation software so that you can choose the most appropriate tool when you create your student sample. 

Ask participants to work independently during this activity unless they are collaborating on a unit. In Step 2, there is a partner discussion, so decide ahead of time how to facilitate that step. You can either ask participants to discuss with a partner near them or set up pairs before they start the activity. Bring participants back together for Step 6 where participants post to their first Pair and Share.


	Ind. Online
	M2: A4: Creating an Assessment to Gauge Student Needs

Step 1: Tapping into Prior Knowledge


	Walk around the room assisting as necessary. Ensure participants can locate and view the samples. It is important that they take the time to view and analyze various samples to help them visualize what they will be creating. 

	Facilitated
	M2: A4: Creating an Assessment to Gauge Student Needs

Step 2: Planning My Presentation


	Create sets of partners so participants can discuss initial plans for their assessment. You may want to use the “Spreadsheet for Creating Groups” which is available in the Resources tab > Facilitation > Facilitation Materials link or let participants choose someone near them for this discussion.
Observe conversations and answer questions directly as necessary. 

	Ind. Online
	M2: A4: Creating an Assessment to Gauge Student Needs

Step 3: Creating an Outline
Step 4: Adding the Basics to My Presentation
Step 5: Enhancing My Presentation


	Post an “Office Hours” announcement. Select a sample from Resource tab> MT Resources> Sample Announcements. 

It is important during this time to facilitate from the online environment. Encourage participants to use the message system, post suggestions or concerns in the Teacher’s Lounge, or enter a chat. Tell participants that this is your official “Office Hours.” Explain that periodically throughout the course you will set up Office Hours and inform them through the announcements labeled, “Office Hours.” 

	Facilitated
	M2: A4: Creating an Assessment to Gauge Student Needs

Step 6: Reviewing My Presentation


	Be prepared to demonstrate or assist participants in how to post to a Pair and Share. Explain in more detail how participants will add the additional information about their CFQs to this same post later in the Planning Ahead activity and then provide feedback. 

Continue to facilitate the next activity, Pedagogical Practices, where participants use a wiki for the first time.


	Facilitated
	M2: A5: Pedagogical Practices: Meeting Standards in a Student-Centered Classroom
Overview


	Take some time during this activity to ensure all participants can access the wiki and help individuals as needed. Refer participants back to the previous announcement entitled Wiki Site for instructions on registering for the site.
Divide participants into three groups and assign each group one of the questions below. You may wish to create sharing groups using the “Spreadsheet for Creating Groups” which is available in the Resources tab > Facilitation > Facilitation Materials link. You will need to identify who in each group will set up the wiki subpage. 

Briefly demonstrate how participants create the following:

1. New subpage

2. Title for a page
3. Save wiki page

4. 2-column, 8-row table with "Concerns" in the left column and "Solutions" in the right column

	Ind. Online
	M2: A6

Reflecting on My Learning

Step 1: Reviewing the Module
Step 2: Blogging My Journey
	· Review the blog entries, paying particular attention to any participant concerns that arise. Offer suggestions yourself or recommend participants ask their colleagues for help in addressing issues or concerns. 
· Post a new announcement. Refer to Resources tab> MT Resources> Sample Announcements. 



	Ind. Online
	M2: Planning My Unit Wrap-Up


	After participants have completed the Wrap-Up, provide instructions for completing the Planning Ahead activity. While most Planning Ahead activities are completed offline, during Step 1 of this activity, participants practice using the Chat feature in preparation for working on their own. Facilitate this portion of the activity and then ask participants to continue independently for the remainder of the activity. Remind participants that they will add information about their CFQs to the same Pair and Share they started during the module. Ask if there are any questions or concerns about completing this task on their own.



	Facilitated at the beginning
	M2: 

Planning Ahead

Step 1: Creating Project Ideas for an Essential Question


	Even though this chat is in the face-to-face environment, treat it as an online experience in your own training. Either post an announcement or send a message named CFQ Chat inviting participants to the chat. In your invitation, provide directions for the Chat activity:

· Ask participants to open the course Home Page and select Chat
· Place participants in groups

· Ask each group to set the topic of their chat 

· Refer participants to the Pointers for Using Chats section in the Tips for Success document
· Have each group discuss the prompts for the CFQ table in their chat room

As participants chat, enter each room at various times during the activity to join in the discussions and monitor group engagement. 

	Ind. Online
	M2: 

Planning Ahead

Step 2: Reviewing My Standards and Objectives


	Review class surveys for Module 2.  Also remember to check for Teachers’ Lounge discussions related to this module.
Summarize highlights from Module 1 and Module 2 and post in the Teacher’s Lounge. Create a separate post for each module and title the post, “Module X Wrap Up”. Use information from the surveys and discussions. 




	Facilitation Method
	Module 3: Making Connections
	Facilitation Tip

	Facilitated
	M3:

Pair and Share

Sharing Presentations to Gauge Student Needs


	Pair and Share activities are important to the learning process. They provide opportunities for participants to practice giving and receiving constructive feedback. While this Pair and Share is in the face-to-face environment, it is treated as an online experience so your participants can practice before they are in the actual online environment on their own.
Online Pair and Share groups are set up in advance through the Create Pairs feature in the Manage tab. Be sure to assign a different partner than you did in Module 2 when participants shared the first draft of their Curriculum-Framing Questions. 

Demonstrate how the Pair and Shares work. Emphasize that a Pair and Share is a two part process. First, participants upload a document in a discussion post from the previous module. They will only see the pair in which they are assigned. Then in the next module, when they actually “share” and give feedback, they will see the all the class pairs. They need to select the pair in which they are assigned. However, they are more than welcome to review and give feedback to other pair and share groupings as time allows.  

Review posts and feedback by “listening in” to the participant discussions during the face-to-face. As you review the Pair and Share documents and posts, you may need to extend or clarify feedback provided by a partner. If a partner’s feedback is inappropriate, carefully mitigate the suggestions in your feedback. Be prepared to model appropriate responses and provide examples if necessary.



	Facilitated
	M3: A1: Preparing for the Online Experience


	Use the following steps to help facilitate these last few tasks before participants leave the face-to-face portion of the course. 
Direct participants to the Assessing Projects application page and then ask them to click Enter and click the teacher workspace link in the highlight box. Explain to participants that this tool is used for creating assessments of 21st century skills. Provide a brief demonstration of the tool.


1. Help participants register for the online collaborative Web site you identified earlier in preparation for this module. You can pull up a list of e-mails you have entered into the system to help you remember which e-mail addresses you used to invite participants to collaborate. Make sure all participants are registered before leaving the face-to-face portion of the training. 

2. Direct participants to the Home Page and look under Activities to review time frames and due dates for the major components left in the course. Remind participants to return to the Home Page often to find new Announcements and to ensure they are meeting due dates.

3. Ask participants to complete their Course Progress checklist at this time, and together, review the remaining modules in the list. Answer any questions and make sure the participants understand what needs to be completed during the rest of the course. Remind participants to refer to the Portfolio Checklist as a guide for completing all of the Unit Portfolio pieces.

4. Let participants know that in some of the upcoming activities, they will have options to choose among. You might want to direct participants to a few of the activities to help familiarize participants with how the activities are structured.

5. If you plan to hold office hours, set some preliminary dates, and remind participants to use the Message and E-mail features to schedule their own collaboration times using the Chat room.


6. Alert participants that you will send an Announcement reminding them about the activity to start with when they return to the online portion of the course.



If time allows, direct participants to resources that will help ensure success during this course. Specifically, review Tips for Success [link to doc] and Guidelines for Discussions [link to doc] in the Resources tab > Orientation link.
	Facilitation Method
	Facilitating My Course
	Facilitation Tip

	Ind. Online
	Overview


	Allow a few minutes for MT Candidates to read the overview and explore the links. Walk around the room and ensure everyone is in the right place. 



	Ind. Online
	Activity 1: Considering My Role and Responsibilities
Step 1: My Responsibilities

	No facilitation is required at this step.

	Facilitated
	Activity 1: Considering My Role and Responsibilities

Step 2: Considering a Hybrid Online Training Model


	Go through the definitions together. Discuss the hybrid chart. 

Assign groups for the discussion on the Advantages and Challenges of Hybrid Online Learning. 

Explain how the discussions operate for the Facilitating My Course section. 

If time allows, encourage MT Candidates to explore the links and have them share highlights in a report out session. 

	Ind. Online


	Activity 1: Considering My Role and Responsibilities

Step 3: My Role as a Facilitator
	No facilitation is required at this step. 

	Ind. Online
	Activity 2: Facilitating Online Discussions

Step 1: Discussing Advantages and Challenges


	Consider allowing MT Candidates to collaborate in pairs for this step. 

	Facilitated
	Activity 2: Facilitating Online Discussions

Step 2: Using Strategies to Improve Discussion Quality


	Discuss the Critical Thinking Table and the strategies that clarify the focus and expand the discussions. Fill out one example in the table as a group and then provide time for MT Candidates to complete the rest on their own or in partners.  

Have MT Candidates work in partners for the rest of the activity. Roam around the room and observe conversations. 

	Ind. Online
	Activity 3: Providing and Promoting Constructive Feedback


	Create sets of partners for this activity. You may want to use the “Spreadsheet for Creating Groups” which is available in the Resources tab > Facilitation > Facilitation Materials link or let participants choose someone near them for this discussion.
Walk around the room and observe conversations; ensure everyone has accessed the needed resource documents to complete the activity and that they know where to post their feedback sample. 
Wrap up this activity with a whole group discussion. 

	Ind. Online
	Activity 4: Managing Essentials Online

	No facilitation required. 

	Ind. Online
	Activity 5: Managing My Course
Step 1: Investigating How to Manage My Course and the Manage Tab


	Walk around the room and ensure that everyone has logged into their own course. 

Save 5-7 minutes at the end to answer any questions and/or demonstrate any functions. Show MT Candidates your facilitator view of Course Progress and Surveys with data. 

	Facilitated
	Activity 5: Managing My Course
Step 2: Investigating the My Work Tab


	Show MT Candidates your facilitator view of the components in the My Work tab. Spend time answering any questions about the feedback features in this tab.

	Ind. Online
	Activity 6: Reviewing the Online Training Community


	Give a brief introduction on the Online Training Community. Refer MT Candidates to the FAQs document on the Training Community’s Home Page. Allow time for MT Candidates to explore the Training Community. 

	
	
	Close the training by answering any lingering questions.


�As you review this documents, I am wondering if you should look for places to add something about the use of the rubrics that are printed out. You would be able to find those places much faster than me and accurately. 





