Intel® Teach Elements

A Series of 21st Century Short Courses 

Facilitator Checklist
Before Course
 FORMCHECKBOX 

Read the course Syllabus.

 FORMCHECKBOX 

Complete the e-learning course:

· Review all supporting resources files as you take the course
· Take all quizzes, intentionally trying to get correct and incorrect answers

· Complete the Action Plan

 FORMCHECKBOX 

Update your profile and attach your picture. See the Set Up Profile document in Facilitator Role in the Facilitation tab.
 FORMCHECKBOX 
 
Review the course discussions.
 FORMCHECKBOX 
 
Review and revise, if necessary, the first Announcement. The first announcement has been posted, but it can be customized. Click Previous Announcements, and then click Edit. See Post Announcements for detailed directions.
 FORMCHECKBOX 
 
Post to the first discussion area on the Home tab. Introduce yourself and include an interesting fact.
 FORMCHECKBOX 
 
Plan your course schedule and post the schedule using the Set Up Schedule link. Review directions and sample schedules on the Facilitation tab > Course Schedules page. 
 FORMCHECKBOX 
 
Invite participants to join the course by using the Send Invitations link on the Home tab. See Invite/Unenroll Participants directions.
 FORMCHECKBOX 
 
Send participants an introductory e-mail by using the Course Message area on the Home tab. In the e-mail, welcome participants, introduce yourself, and direct them to get started on the course by reading the Announcement.
During Course: Before Each Module
 FORMCHECKBOX 
 
Review the e-learning module content and the facilitated discussions.

 FORMCHECKBOX 
 
Update announcements on the Home tab as the course progresses. Announcements should be used to call attention to the work you reviewed, call attention to participants’ progress, highlight dates, remind participants to use the checklist, and encourage online interactions and feedback. The first announcement has been posted, but it can be customized. Click Previous Announcements, and then click Edit. Click Add new announcement to change the announcement. See Post Announcements for detailed directions.

 FORMCHECKBOX 
 
Review participants’ posts to ensure that they are engaging in the discussions.
 FORMCHECKBOX 
 
Provide feedback to participants. Most likely, you will not have time to respond to all participants, but you can choose a few participants for each discussion and rotate through so you can provide feedback to all participants at some point during the course.

 FORMCHECKBOX 
 
Use the checklist to monitor your participants’ progress. Go to the Checklist tab, and click each participant to see their progress. You can send feedback to participants. Contact participants who are not active in the course.
End of Course

 FORMCHECKBOX 
 
Encourage participants to take the survey.
 FORMCHECKBOX 
 
Create and present certificates, according to local needs and expectations. 
 FORMCHECKBOX 
 
Report the number of teachers your trained: Visit the Facilitation Registration site (http://engage.intel.com/groups/intel-teach-elements-implementation-toolkit), log in and Click "Report Your Trainings."
 FORMCHECKBOX 

Close the course.
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