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Essentials Course

Face-to-Face Checklist
	
	Create a flag system so participants can indicate they need help

	
	Create name tags and name tents (See the Name Tents template in the Facilitation Guide > Section 7)

	
	Ensure extra pens, pencils, highlighters, and sticky notes are available

	
	Provide coffee and/or treats

	
	Have all contact numbers with you (District/LEA coordinator, technology contact, and so forth)

	
	Ensure that a working phone (with an outside line) is available in the lab and/or bring a cell phone; find out if any access numbers are required when using the phone 

	
	Verify the availability of a printer (If a printer is available, bring a ream of paper.)

	
	Ensure supplies are available, such as whiteboard markers, printer paper, poster paper, and so forth

	
	If you are training at a school other than your own, talk to the custodian and secretary, introduce yourself, and confirm course dates and times
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