Intel® Teach Program

Essentials Course


Sample Message B.1

One week before the start of Orientation

(Two weeks prior to the start of face-to-face training)
Hello  MACROBUTTON  AcceptAllChangesInDoc "Training Location" Master Teachers,
I would like to introduce myself before the first day of our Intel® Teach Essentials Online Course. My name is facilitator name, and I will be your facilitator for both the face-to-face training on list the training dates and the online training that continues until list the end date. I live in city and state and have been teaching your subject area specialty at name of school and/or school district for number of years you have been teaching. 

It is almost time for our face-to-face training and I am really excited about getting a chance to work with all of you and expose you to this wonderful program. It can make a huge difference in the ways teachers are feeling about integrating technology into their existing curriculum, and I am sure you will see the same transformation in the teachers you will train.

In this hybrid online training you will be creating elements of a Unit Portfolio, which consist of the following: 
· Unit Plan

· Student sample project
· Assessment resources
· Facilitation and student support materials
Please consider a unit that you currently teach that would most benefit from the integration of technology. Teachers sometimes find it easier to work with a partner rather than complete separate Unit Portfolios. If this is the case, choose a partner and discuss what unit to work on before the class, or wait to see if you find someone in class who would like to work together 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 how to register and log in to the online course. You then have one week to complete the Orientation Module. It is imperative that the Orientation Module is completed before the face-to-face training; the face-to-face days will be much more productive for you. 
To ensure the face-to-face portion of our training goes smoothly, please bring the following items:

· Bring a 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’ll look at that unit from the foundation up—Curriculum-Framing Questions, standards 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 complete 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.

In our time together, you will be going through the same activities that your Participant Teachers will experience. In addition, you will learn how to facilitate an Intel Teach Essentials Online Course for the Participant Teachers you will instruct.
This Master Teacher training will be an action-packed time! Every minute of the training is accounted for in our agenda, so we will be starting at  MACROBUTTON  AcceptAllChangesInDoc "Starting Time" A.M. sharp and end at  MACROBUTTON  AcceptAllChangesInDoc "Ending Time".  MACROBUTTON  AcceptAllChangesInDoc "Mention lunch options as information is available to you through the LEA" 
We are meeting in room 104 at Jefferson High School. Attached is also a map of the building and parking location. Mention travel arrangements and airport pick up procedures if appropriate. 
Before we even begin, I want to say, “Thank you!” It is educators like you who make the difference for colleagues and every student in your school. I look forward to meeting you on day of training.
Sincerely,

 MACROBUTTON  AcceptAllChangesInDoc "Facilitator Name" 
 MACROBUTTON  AcceptAllChangesInDoc "E-mail Address" 
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