Intel® Teach Program

Essentials Course

Preparation CheckList  

Project-based learning requires some planning ahead of time. Review the ideas in the checklist below and use any that would be helpful for your unit. 

Note: This form is currently unlocked so that it can be edited. You will need to protect/lock this form if you want the check boxes and form fields to work. See the Intel® Education Help Guide, Word Processing Skill 10.10.

	What needs to be done before beginning the unit?

	 FORMCHECKBOX 
 
Send and collect authorization/permission forms (acceptable use policy, parent consent forms for e-mail projects, student content on the Web, Internet, field trip, etc.)

	 FORMCHECKBOX 
 
Review computer procedures with the class

	 FORMCHECKBOX 
 
Equipment needed/checkout/borrow (camera, scanner, etc.)

	 FORMCHECKBOX 
 
Reserve the computer lab or library

	 FORMCHECKBOX 
 
Enlist the help of technology specialists, parents, or community volunteers to help with the project

	 FORMCHECKBOX 
 
Check out books/DVDs/CDs to use in class

	 FORMCHECKBOX 
 
Tag or bookmark Internet favorites or save them to a class wiki or Web page for easy student access

	 FORMCHECKBOX 
 
Establish relationship and project parameters with partner class

	 FORMCHECKBOX 
 
Schedule a special showcase night for finished student work

	 FORMCHECKBOX 
 
Place an article in the school paper or on the school Web site about the upcoming project

	 FORMCHECKBOX 
 
Send a newsletter or e-mail to parents and community leaders about your project

	 FORMCHECKBOX 
 
Share a publication on using projects in your classroom

	 FORMCHECKBOX 
 
Arrange for an outside speaker or project mentors

	 FORMCHECKBOX 
 
Invite the principal or local paper in to see the students engaged in a meaningful project

	 FORMCHECKBOX 
 
Update your teacher-created Web site, wiki, or blog for student use during the unit

	 FORMCHECKBOX 
 
Plan and set up how you will manage student files, including how you will check student progress

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     


	What needs to be done during the unit?

	 FORMCHECKBOX 
 
Arrange peer-review teams

	 FORMCHECKBOX 
 
Access student files saved to the network, collaborative site, wiki, or e-mailed to you and provide feedback on their work

	 FORMCHECKBOX 
 
Call speakers or volunteers a few days before they are scheduled to visit the class

	 FORMCHECKBOX 
 
Take pictures of students working

	 FORMCHECKBOX 
 
Invite principal and/or local paper to see student work in progress

	 FORMCHECKBOX 
 
Monitor web-based student products for appropriate and responsible use  

	 FORMCHECKBOX 
 
Monitor student portfolio progress

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	What needs to be done after the unit?

	 FORMCHECKBOX 
 
Send thank you notes to speakers/volunteers/ people who donated time or resources

	 FORMCHECKBOX 
 
Create a post-unit evaluation to obtain feedback on the unit’s success (teacher self-reflection, parent survey, Web-based survey, etc.)

	 FORMCHECKBOX 
 
Clean up files

	 FORMCHECKBOX 
 
Return equipment, books, supplies, etc.

	 FORMCHECKBOX 
 
Present student award certificate(s)

	 FORMCHECKBOX 
 
Schedule a presentation for school board, PTA, site council, etc.

	 FORMCHECKBOX 
 
Integrate questions into future units that expand and complement the Essential Question posed in the unit.

	 FORMCHECKBOX 
 
Think about the next unit that could effectively integrate technology

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     

	 FORMCHECKBOX 
 
     


What else do you need to do to make the unit successful?
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