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Sample Progress Reporting Documents

The following samples include text that you can copy and modify when you send progress reports to your participants.
Progress Scenario: Participant Teacher Falling behind Course Deadlines
This section contains messages that you might consider using if a Participant Teacher is falling behind course deadlines. Modify the text as needed for your own use.
	Falling Behind Sample Message 1

	From: Facilitator
To: Participant Teacher Name
Subject: Course Deadlines, Intel® Teach Program Essentials Online Course
Dear Participant Name,

You have been doing such a good job on your Unit Plan about specific title. I want to make sure that you get credit for all of the work you are doing. I noticed that you have not posted anything yet for discussion, pedagogical practices, blog, or work sample. If you are having technical difficulties, please let me know so that I can assist you in uploading or posting your work. If you are unclear about the timelines or any of the content, you can refer to the Course Schedule on the Home Page as well as the Course Progress checklist in your My Work tab to make sure that you are up-to-date. Please contact me if you need assistance. I look forward to hearing from you!

Facilitator name

Facilitator online office hours

	Falling Behind Sample Message 2 

	From: Facilitator
To: Participant Teacher Name
Subject: Course Deadlines, Intel® Teach Program Essentials Online Course
Dear Participant Name,

At this time, you have not submitted the following pieces of work: list. To receive a Certificate of Completion, you must submit all work in a timely manner and all posts must follow the Guidelines for Online Interactions (see Resources tab > About this Course link). Please contact me immediately to set up a timeline to complete all past due work and create a schedule for completing future work. Thank you!

Facilitator name

Facilitator online office hours


 Progress Scenario: Midway Progress Reports
This section contains messages that you should send to participants to help them reflect on their course progress at the midway point. Select an appropriate message for each participant’s progress level—Model Participant, Average Participant, or Struggling Participant. Modify the text as needed for your own use.
Note: In most cases, facilitators should copy (cc) the RTA and MOE Coordinators on these types of progress reporting messages.
	Midway Progress Message 1: Model Participant [All work done]

	From: Facilitator
To: Each Model Participant Teacher
Cc: RTA and MOE
Subject: Midway Progress Report—Intel® Teach Program Essentials Online Course
Dear Participant Name,

You have completed all required assignments that are due at this time. Please continue to stay active in the discussions. Your contributions are deepening the course online interactions.

Please also continue to use the Course Progress checklist at the end of each session to verify that you have completed the required activities.
Finally, this midway point is a good time to review the Portfolio Rubric and the Unit Plan Checklist to verify that your unit is matching the required criteria. (See My Work tab) 
I look forward to your continued participation in the course.

Facilitator name

Facilitator online office hours


	Midway Progress Message 2: Average Participant [Most work done]

	From: Facilitator
To: Each Average Participant Teacher
Cc: RTA and MOE
Subject: Midway Progress Report—Intel® Teach Program Essentials Online Course
Dear Participant Name,

You have completed most of the required assignments that are due at this time. Please complete Name of Activity in Module Number: Module Name to get caught up and back on track. If you need assistance in an area, please contact me so I can help you.

Please continue to use the Course Progress checklist at the end of each session to verify that you have completed the required activities by the assigned due dates.

Finally, this midway point is a good time to review the Portfolio Rubric and the Unit Plan Checklist to verify that your unit is matching the required criteria. (See My Work tab) 

I look forward to your continued participation in the course.

Facilitator name

Facilitator online office hours


	Midway Progress Message 3: Struggling Participant [Missing multiple assignments]

	From: Facilitator
To: Each Struggling Participant Teacher
Cc: RTA and MOE
Subject: Midway Progress Report—Intel® Teach Program Essentials Online Course
Dear Participant Name,

I am worried about your slow start to the course. Please review your Course Progress checklist to see the assignments you need to complete. If you are having problems accessing or posting any of the information, please let me know.

Other learners are dependent on your work. Therefore, getting caught up on your work is critical. Please send me your schedule for completing missing assignments by Date, Time.

I understand that outside issues may be preventing you from accessing the course. Please be sure to communicate your needs. I am here to support you and your commitment to completing this course. My office hours online are Days, Times of Day.

I look forward to hearing from you and seeing your work online.

Facilitator name

Facilitator online office hours


 Progress Scenario: Congratulating a Participant on Completing Unit
This section contains congratulatory messages that you might consider sending to participants upon course completion. In addition, a few recommended statements are provided after the sample messages to help you customize the messages you send. Modify the text as needed for your own use.
Note: In most cases, facilitators should copy (cc) the RTA and MOE Coordinators on these types of progress reporting messages.
	Congratulatory Sample Message 1 

	From: Facilitator
To: Participant Teacher Name

Cc: RTA and MOE
Subject: Congratulations, Intel® Teach Program Essentials Online Course
Congratulations Participant Name!
Your Unit Portfolio is well-defined and easy to follow. You have a thorough understanding of building unit plans, student samples, and assessments. Your unit reflects all of the components of this course and addresses your Essential Question in a meaningful way. You have addressed all of the indicators in the rubrics as well as how you will implement the project. You have been very reflective in your analysis of your current practices and how you will use what you have learned. I hope the ideas and resources in this course will be of help to you and your students.

Best wishes for continued success,

Facilitator name

Facilitator online office hours

	Congratulatory Sample Message 2 

	From: Facilitator
To: Participant Teacher Name

Subject: Congratulations, Intel® Teach Program Essentials Online Course
Dear Participant Name,

Your Unit Portfolio is thorough and complete. You have clearly set expectations for your students and how they will address your Essential Question throughout the unit. Your learning targets curriculum specifications and benchmarks for your content area, and the student samples and assessments are engaging and support higher-order thinking skills. The use of technology is integral to the success of your plan, and provides a framework for your students to interpret and synthesize information as they answer the Essential Question.
Best wishes for continued success,

Facilitator name

Facilitator online office hours


The following additional statements can be added to messages to participants, as appropriate:
· Your contributions to our discussions were an essential part of this course.

· Thank you for all of the work you have done and for encouraging others in this course. Good luck!

· Your responses to the questions show evidence of great knowledge and understanding of your students and the content area you are addressing in your unit.
· You have truly grown in your understanding of the online course environment during this course. Your determination and willingness to persevere are excellent traits in a teacher and will certainly be great assets to you as you return to the classroom and use these new materials with your students.
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