Intel® Teach Program



Essentials 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: 
 FORMCHECKBOX 

Communicate with MOE primary contact via e-mail or phone to introduce yourself. Send the ST MOE Email. 
 FORMCHECKBOX 

Send the ST Intro Letter two weeks before the course begins.  

 FORMCHECKBOX 

Use the Master Facilitator Registration to register MFs.

 FORMCHECKBOX 

Have Master Facilitators sign in each day on the ST Master Facilitator Attendence template.  
 FORMCHECKBOX 

Modify the MF_Agenda for your training.

 FORMCHECKBOX 

Remind Master Facilitators to review the MF_Milestones to ensure all requirements have been fullfilled. 

 FORMCHECKBOX 

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

 FORMCHECKBOX 

Remind Master Facilitators to complete the MF_Self-Reflection survey midway through the course. This survey is linked in a Facilitation Tip in Module 4 Wrap-Up. 

 FORMCHECKBOX 

Plan to stay at least an extra half hour the last day of course to wrap things up and debrief with the MOE Coordinator.

 FORMCHECKBOX 

Arrive at least 30 minutes early the first day of course to meet with the MOE Coordinator. 
 FORMCHECKBOX 

Have all contact numbers with you (MOE/Institutional Program Coordinator, Technology and System Management, local RTA contact, and so forth).
 FORMCHECKBOX 

Check with MOE Coordinator for lunch location(s), layout of the facility.

 FORMCHECKBOX 

Check with MOE Coordinator to see if local university credit will be available. If not, go over the process during the Course Overview presentation and print appropriate forms if MFs want to sign up. 
 FORMCHECKBOX 
  Send the following message at the end of the training. 


 FORMCHECKBOX 
  Download the MF 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.
From: Facilitator


To: All Master Facilitators


Cc: RTA Coordinator and MOE Coordinator


Subject: Next Steps—Conduct Participant Training


Hello Master Facilitator, 





Congratulations on completing the Intel® Teach Essentials Online Course! The course will be open for 6 months. 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 X number Participant Teachers. The Facilitation Guide will assist you in conducting your training. 





Please contact your RTA/MOE for assistance and if you have any questions. 


Good luck!





Facilitator name


Contact Information 
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