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Overview of Administrative Functions 
Below is an overview of the functions for all user types participating in the In-Service Intel® Teach Program. 
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National Training Agency
(NTA) 


Scheduling NT Sessions
NTA schedules National Training Sessions


Assigning STs to Classes
NTA assigns Senior Trainers to all nationwide MT classes


Reporting 
CS  accesses reports on all users: LEA Groups, MT users, MT classes, and PT classes to monitor progress


Intel Teach Affiliate
(ITA)


Managing LEAs and MTs 
ITA manages LEAs and MTs within their region


Approving/Rejecting LEA Applications
ITA approves/rejects LEA applications within their region


Managing PT Classes
ITA manages PT classes within their region


Program Strategy and Management
(Intel)


Reporting 
ITA accesses reports for users and classes scheduled in their region


Senior 
Trainer
(ST)


Promoting MTs
ST grades and certifies MTs for all MT classes


 Closing MT Classes
ST closes their  MT classes online


 Completing Online MT Class Evaluations
ST instructs certified MTs to complete the online evaluation


Local Education Agency
(LEA)


Applying Online
LEA completes online In-Service Program application.
ITA notifies LEA of application approval. LEA receives access to the CMT  upon application approval



Assigning Master Teacher Candidates 
LEA adds Master Teachers to available classes nationwide or hosted by their ITA.


Adding Master Teacher Candidates to the CMT
LEA adds new MT users  so they may be added to a class roster


Reporting 
LEA accesses MT user and PT class reports within their LEA for ongoing support.


Master 
Teacher
(MT)


Completing MT Class Evaluations
MT completes online class evaluations 


Ordering Class Materials 
MT orders materials online for each PT class that is scheduled


Closing Class and Reporting #s 
MT reports actual PTs trained for each class online and closes each class in the CMT


Accessing the CMT
MT receives login information when added as a candidate. Once MTs are certified and authorized in a class, they may schedule PT classes and order materials through the CMT.


Scheduling PT Classes Online
MT sets up PT classes in the CMT


Managing  LEAs, MTs, and PTs Nationwide
NTA manages LEAs, MTs, MT classes, and PT classes for all non-ITA regions 


Approving/Rejecting LEA Applications
NTA approves/rejects LEA applications as a backup to the ITA


Scheduling MT Classes and Ordering Materials
ITA works with LEAs to  schedule MT classes and order materials.
ITA accepts or rejects MTs into classes held in their region as requested by the LEAs 


Assigning STs to Classes
ITA assigns Senior Trainers to  MT classes in their area


Customer Support (CS)


Tracking MT Classes
CS  maintains a tracker of all MT classes scheduled


Coordinating Class Logistics and Materials
CS coordinates  materials shipping for all classes


Scheduling MT Classes
NTA works with ITAs to schedule MT classes for LEAs 


Reporting 
NTA  accesses reports on all users: LEA Groups, MT users, MT classes, and PT classes to monitor progress.
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