Intel® Teach Program



Thinking with Technology Course


Senior Trainer Thinking with Technology Course Checklist 

Note: This form is unlocked to make it easier for you to access the various Web links below. 

 

Prior to Start of the Course
 FORMCHECKBOX 

Communicate with the LEA primary contact via e-mail or phone to introduce yourself. Check with the LEA that all computers have been tested by going to the Try the Tool page for the Visual Ranking Tool (www.intel.com/education/visualranking). If needed, you can e-mail the System Requirements document to the LEA from the Intel® Teach Thinking with Technology Course v2.5 Overview site: http://teachonline.intel.com/courseupdates  
 FORMCHECKBOX 

Critical: Set up a Seeing Reason Tool project on Thinking that your Master Teachers will complete in Modules 1 through 3. (See MT Appendix I.04.) If you have problems with the Thinking Tool Project Wizard, the text for this project (and the following three projects) is available in the Text for Practice Online Tool Projects on the Thinking with Technology Course v2.5 Overview (http://teachonline.intel.com/courseupdates). You may want to affix a sticky note to every computer prior to class with the login information. If not, have teacher ID, team ID, and passwords ready to distribute.
 FORMCHECKBOX 

Critical: Set up two Visual Ranking projects, Ranking Questions and Ranking Flowers, that your Master Teachers will complete in Modules 3 and 5. (See MT Appendix I.06 and I.08.)
 FORMCHECKBOX 

Critical: Set up a Showing Evidence Tool project, Assessment Methods, that your Participant Teachers will complete in Module 4. (See MT Appendix I.10.)

 FORMCHECKBOX 

Critical: Set up a wiki site to use throughout the course, specifically for MTs to reflect on their use of the thinking tools and to help facilitate the Showcase. (See MT Appendix I.12.) Wiki Sample Text and Wiki Tutorial for wik.is are available on the Thinking with Technology Course v2.5 Overview: http://teachonline.intel.com/courseupdates 
Note: The wiki is optional for MTs to use in their PT course.

 FORMCHECKBOX 

Download the most current files on the Thinking with Technology Course v2.5 Overview located on the ST Resources tab: http://teachonline.intel.com/courseupdates 

 FORMCHECKBOX 

Print the Course Attendance Sheet from the ST Resource tab in the Thinking with Technology Course v2.5 Overview (http://teachonline.intel.com/courseupdates) and post it in a central location (or have it on a computer) for Master Teachers to sign in.

 FORMCHECKBOX 

Review the modules in the curriculum, associated presentations, and agenda from the ST Resource tab in the Thinking with Technology Course v2.5 Overview (http://teachonline.intel.com/courseupdates). Update the wiki information in the presentations.
 FORMCHECKBOX 

Download the appropriate agenda for your MT Training from the ST Resource tab in the Thinking with Technology Course v2.5 Overview (http://teachonline.intel.com/courseupdates). Edit the start times and print the agenda for distribution to your Master Teachers. Also, print the Senior Trainer version of the agenda, which includes the slide and page numbers that correspond to each activity.

 FORMCHECKBOX 

Ensure all university and/or professional development credit forms and information are ready to pass out to Master Teachers (unless a local university is providing units; see information in MT Appendix I.03).

 FORMCHECKBOX 

Note that the files used in this module are available on the Curriculum Resource CD provided with each curriculum manual. They are also available at the Thinking with Technology Course v2.5 Overview on the CD Resources tab: http://teachonline.intel.com/courseupdates
 FORMCHECKBOX 

Pass out 3 x 5 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 flag system so MTs can indicate they need help.

Day 1

 FORMCHECKBOX 

Arrive 30 minutes early the first day of the course to meet with the LEA Coordinator and lab technician. 

 FORMCHECKBOX 

Check to see where MTs should save their course files. Check for login passwords or restrictions, such as downloading files. Check on lab rules (food and drink, etc.).

 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 to be sure all materials have been delivered to the lab site: quantity of course books, USB drives, and certificates.
 FORMCHECKBOX 

Have the class attendance sheet available for MT candidates to sign in and out each day.

 FORMCHECKBOX 

Send Customer Service an e-mail (teacher.training@intel.com) on any issues/concerns you may have on this first day.  

 FORMCHECKBOX 

Review the Web site for the state standards of the state in which you are training. Check to be sure the standards are accessible and check what format they are in (HTML, Word, PDF, etc.) (page 2.04, http://edstandards.org/standards.html). You may also want to do a quick check to see if the standards clearly target higher-order thinking skills—or if your Master Teachers will need to work to pull out those higher-order thinking skills.

 FORMCHECKBOX 

Pass out 3x5 cards to elicit feedback from MTs. Collect at the end of the day and address questions, concerns, etc. at the beginning of the next session. 

Day Before the Last Day of Training
 FORMCHECKBOX 

Either print Master Teacher names on certificates or handwrite them, and sign the certificates. Additional certificates are available on the Thinking with Technology Course v2.5 Overview: http://teachonline.intel.com/courseupdates 
 FORMCHECKBOX 

Log on to the Intel® Teach Web site. Evaluate and certify Master Teachers who will complete the course requirements: www.intel.com/education/teach/in-service.htm 


If a MT is a no-show or does not complete the course, do not mark them "Not certified." Instead, they need to be removed from the class. "Not certified" is for teachers who successfully complete the course but, for some reason, must be placed in “not good standing” at a later time to close access to the Course Management Tool. Any adjustments that need to be made to MT rosters should go to the LEA preferably or to teacher.training@intel.com by the end of the first day.

Add any attendees who are not listed on the roster (note: they must have been entered in the CMT by their LEA, ITA, or the NTA as a candidate to appear here). 

For each MI candidate who attended, the SI assigns a grade and checks “certified” if the candidate met the criteria to be a Master Instructor. Add comments as appropriate. 

Click Save after grading each participant. Then click, Close Class.
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Note: A closed class may be reopened to report MIs certified after the class closed. (MIs may not be “uncertified.”) If you conduct a course, and one or more candidates have not completed the requirements, do not delay closing the course: instead, close it and wait to reopen it to certify the remaining candidates.

Evaluations – important, you must close your class to enable the evaluation link:

Senior Instructors close the class to enable the evaluation link to appear to all Master Instructors on the home page of the Course Management Tool. For 15 days after the class closes, those Master Instructors should see a link in a box at the bottom of http://coursemanagement.intel.com  titled "Recently Completed Course Evaluation Links." 

Last Day of Training
 FORMCHECKBOX 

Be sure the Course Attendance Sheet has been completed for each day of the training.

 FORMCHECKBOX 
 
When reviewing the Course Management Tool instructions, be sure to reinforce the fact that MTs will need to close their PT course online after completing the course with their Participant Teachers. 

 FORMCHECKBOX 

Have your Master Teachers complete the evaluation for the Intel Teach Thinking with Technology Course within Intel® Teach Course Management Tool by logging in at: http://coursemanagement.intel.com. They will find the link to complete the evaluation on their home page in a table titled “Recently Completed Course Evaluation Links.” 

Note: Master Teachers will need to be certified and your course will need to be closed before the evaluation can be taken.

 FORMCHECKBOX 

After class is finished, clean the lab:
 FORMCHECKBOX 

Collect excess materials and give to the LEA Coordinator.

 FORMCHECKBOX 

Leave computer lab in the same, or better, condition as you found it.
Within one week of completing each Master Teach course:

 FORMCHECKBOX 

Log on to the Intel Teach Web site: www.intel.com/education/teach/in-service.htm. After assigning grades and certifying the Master Teachers, close your class. 

 FORMCHECKBOX 

Mail your class information for university units. See information at www.ceed.pdx.edu/ttt 
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