Intel® Teach Program



Essentials Online Course

ST Course Preparation Checklist for 
Intel® Teach Essentials Online Course 

Note: All ST Resources mentioned can be found in the Facilitation Guide > Section 7 > ST Resources. Use the Manage Training task lists found under the Facilitation tab as well as the following: 
 
Preparing for the Course
 FORMCHECKBOX 

Review the current version of the curriculum and Resource files for the ST. 
 FORMCHECKBOX 

Ensure the computer lab check is carried out well in advance of the face to face training.
 FORMCHECKBOX 
  Once you have been notified by the RTA that your MT online course is ready for use, and Master Trainers have been registered in the course: modfiy the MT_Agenda for your training; update your profile; add a welcome announcement for the home page of the course.

 FORMCHECKBOX 

Modify the MT_Presentation with correct URLs and information specific to your training.

 FORMCHECKBOX 

Choose a tagging/bookmarking resource to demonstrate during Module 1. See "Tag/Bookmark” sites in the Online Training Community Resources > Prepare for Course. You may want to select a resource that does not require the installation of a toolbar since you will be using computers in a lab. The recommended tagging site is http://del.icio.us/.

 FORMCHECKBOX 

Choose a blogging site for your Participants to use for the reflection activities at the end of each module. For blogging sites and set up directions view “Setting Up a Blogging Site for Your Course” in the Resources tab > Prepare for Course. The recommended blogging site  is: http://edublogs.org/.

 FORMCHECKBOX 

Choose and set up an online collaborative resource. See "Online Collaborative Editing Resources" in the Online Training Community Resources tab > Prepare for Course. The recommended collaborative editing site  is: http://docs.google.com.
 FORMCHECKBOX 

Send a Senior Trainer email of introduction to Master Trainer candidates. 
 FORMCHECKBOX 
  Send a second email inviting MTs to complete the online orientation.  Attach the login sheet, provided by the RTA, to your email. Please copy the RTA and your state/sector coordinator to this email. 
 FORMCHECKBOX 
  Send a third email inviting MTs to register for the tagging/bookmarking site, course blog and online collaborative resource. Attach the Login Information resource document so that MTs can easily keep track of their different logins and password information.
 FORMCHECKBOX 

Gather all contact numbers and email addresses you may need - state coordinator, venue/technology/lab contact, RTA/catering contact.
 FORMCHECKBOX 

Have contingency plans for technical problems/outages.

During Face to Face Training
 FORMCHECKBOX 

Review the Module 1, 2, 3 Checklists in the Manage tab.

 FORMCHECKBOX 

Arrive at least 30 minutes early the first day of course to give yourself plenty of time to familiarize yourself with the lab and venue. 
 FORMCHECKBOX 

Have all contact numbers with you.
 FORMCHECKBOX 

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

 FORMCHECKBOX 

Check with state coordinator regarding the layout of the facility, and with the Regional Training Agency regarding catering arrangements. 
 FORMCHECKBOX 

Keep Class Attendance & Completion sheet updated both at F2F and online training.  Once course is complete send sheet to RTA: education@crossmark.com.au and cc your state/sector coordinator.
 FORMCHECKBOX 
  Determine an easy way to distribute any revised MT files (if applicable) to all MTs.
 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.

During Online Training
 FORMCHECKBOX 
 Remind Master Trainers to complete the MT_Self-Reflection survey midway through the     
course. This survey is linked in a Facilitation Tip in Module 4 Wrap-Up.

 FORMCHECKBOX 
 Remind Master Trainers to review the MT_Milestones to ensure all requirements have been fullfilled

 FORMCHECKBOX 
 Send the following message at the end of the training: 

From: Facilitator

To: All Master Trainers

Cc: State/Sector Coordinator and RTA Coordinator
Subject: Next Steps—Conduct Participant Training
Hello Master Trainer, 

Congratulations on completing the Intel® Teach Essentials Online Course! I encourage you to log back in to review the outstanding work you accomplished.

As mentioned in the face-to-face portion of our training, now that you have completed the course and achieved certification, you are required to successfully train 10 Participant Teachers. The Facilitation Guide will assist you in conducting your training. 
Please contact your State or Sector Coordinator/RTA for assistance and if you have any questions. 

Good luck!

Facilitator name

Contact Information 
 FORMCHECKBOX 
  Download the MT Certificate of Completion. Fill in each participant’s name, then date and sign.  Attach to the Closing the Course message found in the Module 8 Task List.
*Use MT task lists for the online modules.
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