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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.
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