Intel® Teach Program



Essentials Course

Orientation Sample E-mail Messages

The following sample e-mail messages are designed to contain only the information necessary; add your own tone and personality to create personalized messages. Use the messages as a guide and then decide what is best for your training situation. In addition to the following e-mails, you may want to send a few short messages using the course message system to demonstrate this feature within the course.  
Note: The highlighted text in the sample messages must be replaced with information relevant to your training.

	Time to Send
	Text: Messages

	O.1 

At the beginning of the Orientation Module.  
	From: Facilitator

To: All Course Participants

Cc: Senior Trainer
Subject: Blog Registration for Intel® Teach Program Essentials Online Course
Hello Training Location Participant Teachers,

We are one week closer to the face-to-face training, and we have just a few more items to take care of before we meet. By now, you should have received login information to access the Intel® Teach Essentials Online Course, so you can complete the Orientation before we meet. Remember, the Orientation must be completed before the face-to-face training. The face-to-face days we spend together will be much more productive for you if you complete the Orientation.
Also, during the course, we will be using some web-based resources that require registration. Add the Blogging Site URL is the blogging site we will use throughout the course. Add directions for registering for the course blog. Access this site now so you can complete the activity in the Orientation module. Create and experiment with your own blog space if you wish. Directions for setting up your personal blog are in a blog entry titled, Create Your Personal Blog on the blog Home page. We will discuss the use of blogs for educational learning during the course. If you have difficulty registering, please contact me. 

Please use the attached Login Information document to record your login and password information. Please print the document when you have completed the registrations so that you will have your login information available at the first class session. 
Note: The blog site requires that you have an active e-mail account, which you may need to check in order to obtain passwords. 
Sincerely,

Facilitator Name

Facilitator Online Support Hours 

	
	

	O.2

During Orientation, Activity 3
	From: Facilitator

To: All Course Participants
Cc: Senior Trainer
Subject: Orientation Follow-Up for Intel® Teach Program Essentials Online Course
Hello again!

I see that many participants have been hard at work completing the Orientation activities. I have enjoyed reading your online profiles.

Remember the Orientation Module needs to be completed before Monday. This includes completing an Orientation survey and responding in the course blog about your unit. I also want to make sure you have received and read all emails that have been sent so far. If you need me to send them again, let me know. The following is a list:  

·  xxxxxxxxxxxxxxxxxxxx
Below is a screen shot of what I see as your facilitator. I would love to see 100% completed by Monday. There is still plenty of time to reach this goal. I will check each day to see your progress. If you have any questions or concerns, contact me and I will assist you. 

We will see you soon!

Facilitator Name

Facilitator Online Support Hours
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	O.3

During Orientation, One Day Prior to the face-face
	From: Facilitator

To: All Course Participants
Cc: Senior Trainer
Subject: Upcoming Training for Intel® Teach Program Essentials Online Course

Hello Participant!

Just one more day before we meet each other in person! I am pleased to see all of the participants who have posted their profiles and unit topics. Thank you for completing the Orientation Survey.

A few final reminders before we meet for our face-to-face training:

· The training is held at Place from Time to Time.

· Parking is available Where.

· You will have an hour for lunch, which is list details, such as provided or on-your-own, with several restaurants nearby.

· Please remember to bring resources for any topics that you are considering for your unit. These resources will assist you while you develop your Unit Plan.

· Review the attached agenda

· Did you have any problems signing up for the course blog? If so, please let me know. 

Facilitator Name
Facilitator Online Support Hours

	
	

	O.4

End of Orientation— send through Course Progress function found under the My Work tab 
	From: Facilitator

To: Each Participant Who Has Not Completed All Orientation Activities
Cc: Senior Trainer
Subject: Orientation Completion

Hello Participant,

I noticed that you have only completed Activity Number and Name in the Orientation. Completing all of the Orientation activities is imperative so that you are prepared for the face-to-face component of our training. If you are having difficulty, please contact me or Your Senior Trainer for assistance as soon as possible.

Facilitator Name
Facilitator Online Support Hours

	
	


	O.5

End of Orientation—send through Course Progress function found under the My Work tab
	From: Facilitator

To: All Course Participants Who Have Completed All Orientation Activities
Cc: Senior Trainer
Subject: End of Orientation

Hello Participant,

Congratulations on completing the Orientation activities! I look forward to meeting with you in person as we continue to work through the course together.

Facilitator Name
Facilitator Online Support Hours
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