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Essentials Course

Message 1 of 3—Send two weeks prior to training through e-mail
From: Facilitator
To: All Course Participants

Cc: RTA Coordinator and MOE Coordinator
Subject: Facilitator Introduction for Intel® Teach Program Essentials Online Course
Hello Training Location Participant Teachers,

I would like to introduce myself before the first day of our Intel® Teach Essentials Online course. My name is Name, and I will be your facilitator for both the face-to-face training on Dates and the online training that continues until End Date. I live in City, State and have been teaching Subject Area Specialty at Name of Institution for Number years.
<Introduce co-facilitator if applicable>
Our face-to-face training will be starting soon, and I am excited about having the opportunity to work with all of you and expose you to this wonderful program. This program has already had an enormous effect on the way many teachers feel about integrating technology into their existing curriculum, and I am sure you will see the same transformation in yourself.
In this hybrid online training, you will create elements of a Unit Portfolio, which consists of the following:

· Unit Plan

· Student sample project

· Assessment resources

· Facilitation and student support materials for one curricular unit

Please consider a unit that you currently teach that would most benefit from the integration of technology. Some teachers find working with a partner is beneficial. If this is the case, choose a partner and discuss what unit to work on prior to class, or you may want to see if you can pair with someone in class who would like to work with a partner on a unit. Either way, come with an idea for a unit.

The first part of the training actually begins before our face-to-face training. You will receive an e-mail from me with instructions on Date on how to register and log on to the online course. You then have one week to complete Orientation. The Orientation module must be completed before the face-to-face training. This preparation will help make the days we spend together as productive as possible for you.
To ensure the face-to-face portion of our training goes smoothly, please bring the following items:

· Unit that you teach or will teach that you want to do a better job of targeting higher-order thinking skills and integrating technology. (We will look at the unit from the foundation up—Curriculum-Framing Questions, CS and benchmarks, and so forth as well as the actual activities you build into the unit.)

· Bring books, lessons, scaffolding materials, rubrics—anything associated with the unit. (If you have a wonderful unit but don’t have all the items I mentioned, don’t worry. Bring the unit anyway. You’ll have that and more when you finish the course.)

· If you are out of the classroom, bring a unit you loved during the time you were a classroom teacher or talk to teachers in your school for a unit you could bring back to them.

This Participant Teacher training will be an action-packed Number days! Every minute of the training is accounted for in our agenda, so we will be starting at Start Time a.m. sharp and ending at End Time. Mention lunch options as information is available to you through the MOE. For example, We are meeting in room 104 at SMK Putrajaya. Attached is also a map of the building and parking location. 
Before we even begin, I want to say, “Thank you!” Educators like you make a difference for colleagues and every student in your school. I look forward to meeting you on Date.

Sincerely,

Facilitator Name

Facilitator Online Office Hours
Message 2 of 3—Send one week prior to training

Purpose: To get PTs into the course for Orientation

*************************************************
From: Facilitator
To: All Course Participants

Cc: RTA Coordinator and MOE Coordinator
Subject: Accessing the Intel® Teach Program Essentials Online Course and completing the Orientation
Hello Participant Teachers,
As mentioned earlier this week, I am delighted to be your facilitator as we journey together through the Intel® Teach Essentials Online Course. This voyage officially begins Date. The time has arrived for you to log on to the course and start your work on the Orientation. The activities in the Orientation prepare you for the face-to-face and online components of this course. This should take two to four hours of your time and needs to be completed before the face-to-face training.

This e-mail contains instructions regarding:
· Accessing the Site

· Online Orientation

· Permission to Use Work

· Face-to-Face Training

Accessing the Site

1. Go to: https://teachonline.intel.com/my/login/index.php 
2. Enter your login and password provided on the attached login sheet. 

3. We recommend that you change your password when you enter the site. You will be given this option when you first log in. You can also change it on your profile page once you enter the course. 

4. Accept the Terms of Use Policy

5. Once you have entered the site, you will see the Available Courses page. 

6. Select the link for this course: Essentials Online Course - T.Maves 06-09-07
7. You should be directed to the course Home Page.

8. Read the announcement on the Home Page.

9. Click the Essentials Course tab, read the course overview.

10. Click Orientation from the left navigation to enter the Orientation Module. 

11. To access the course for future sessions, you will need to know the URL and your login information. Save the URL to your links button for easy access.

Online Orientation
As previously stated, the first part of the training actually begins with an Orientation. The Orientation must be completed before the face-to-face training. The days we spend together will be much more productive for you if you complete the Orientation. 
Face-to-Face Training

To arrive at the training on time, please Insert Directions and Instructions for Your Course.
We will see you online!

Sincerely,
Facilitator Name

Facilitator Online Office Hours
Message 3 of 3 

Purpose: To ensure all PTs have logged in to the course for Orientation

*************************************************
From: Facilitator
To: All Course Participants

Cc: RTA Coordinator and MOE Coordinator
Subject: Accessing the Intel® Teach Program Essentials Online Course and completing the Orientation—reminder

Hello, 

Our records show that you have not yet logged into the course to complete your Orientation activities. I realize you have plenty of time left to do this; I just wanted to ensure you are not experiencing any problems and you have all the information you need. Three critical emails have been sent with important details about the training (see list below and also attached). Please let me know if you need more direction from me and I would be happy to assist. If our records are not accurate, let me know that as well. I wish you safe travels and I will see you soon!

· Date—from Facilitator Name—“Welcome to Intel Teach Essentials Online!” 
· Date—from Facilitator Name --“Accessing the Intel Teach Program Essentials Online Course and completing the Orientation” 
· Date-- from Facilitator Name —“Blog Registration for Intel Teach Program Essentials Online Course” 
Sincerely, 

Facilitator Name
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