April 24, 2009 Technology In-Service – Session Leader Checklist

You will find all of the information necessary for your session on the Danville Training Wiki.  The best way to access the wiki is by going to http://www.danville.k12.in.us/Home/default.htm > click the Staff Resources button > click the Training Wikis link.  You can now click on the appropriate link to access information specifically for your session.
You will see a link titled Additional Session Leader Information and Documentation at the bottom of each session page.  Here, you will find needed information such as the AP Voucher you will need to print, complete, and submit, Class Roster, etc.

	Several Weeks Prior to the In-Service


· Guidelines for structure of sessions. Allow one-third to one-half of the session time for instruction, demonstration, and discussion.  The remaining half to two-thirds of the time should be used for individual, self-paced investigation and project creation.  During the individual, self-paced investigation time session leader should be available for questions and to provide assistance.  Session leaders and participants should remain in their designated location for the entire length of the session.
· Practice your session using the documents provided. 
· Make sure you know what you will be covering during the in-service. Even if you feel comfortable with the content, practice your session using the documents. Make sure to check all links to make sure they are working properly (Notify Elaine of any broken links). 

· If necessary, let me know of any desired changes to the documents. I welcome any ideas that you think will make the session better. 

· Use one of the student computers in the lab where you will be presenting and make sure it has all the necessary software that you need. If it doesn’t, submit a help ticket at least one week prior to the training date. 
· Please note that some applications may not have shortcuts on the desktop. If this is the case, see if you can find the program either in the Start menu, by browsing to the EXE under “My Computer”, or by using Windows Search. (Although the technology department tries to ensure the labs are ready, as the session leader, you are best positioned to know what is all needed.)  
· It is recommended that you walk through your session in the lab you will be using in order to test all equipment.  Does the projector work? Does the instructor computer have sound (if you need it)?  Are you able to access all the web links you want to access?  Are all of the programs you will be using loaded on the computers?  If you need to install a program during your session, test it out now to make sure you can complete the process. This will help to identify problems in advance, such as software not being loaded.
· Become familiar with the lab where you will be presenting.  There is a person in each building who will be setting up projection equipment if the room does not already have it.  You can contact Tonya Schaffter (HS), Elizabeth Seegers (MS), JoLynne Stanley (SE), or Nick McGinnis/Jane Teliha (NE) if you have any questions or requests regarding the set-up of the equipment in your room.

· Ensure that you have all the necessary information and materials needed for your workshop. For example, if you are a session leader for Moodle, make sure all participants have accounts created and are able to log on to Moodle prior to the in-service. If your session deals with digital cameras, projectors, etc., make sure you know what is available in the buildings for participants to reserve/use.
· If you are co-leading a session… discuss the session specifics with your co-leader (i.e. who will be doing what, the order in which you will present the topics, how much time you plan to spend on each topic, etc.)

· Contact me if you have questions on any of the session information provided.
	One Week Prior to the In-Service


· Communicate with your participants a week or so prior to the in-service. Let them know if you want them to bring any materials with them to the workshop (i.e. digital images, project ideas). 

· Make copies of any handouts that provide step-by-step instruction for each participant, plus three extra copies. 

	On the Day of the In-Service


· Hang Directional Signs. 20-30 minutes prior to the training, hang signs in the hallways to direct participants to your location.

· During the day of the training, try to arrive in your training room at least 15 minutes early to make sure everything (projector, etc.) is ready for you. 

	During the In-Service


· First order of business… Help people log in to the computers as they arrive (maybe have a slide on the projector with instructions). Make sure each participant logs on to the computer with their log on information.  They should not stay logged on to the computer as a student as student access is more limited than teachers.  If the computer is already on, they will need to log off and then log on as themselves to help prevent problems during the in-service.
· Introduce yourself. You’re also welcome to have the participants introduce themselves also.

· Take attendance of participants. I would like to have an accurate list of people who did not attend your session.

· Direct participants to the wiki page that has all of the session information.  If there is anything that you want the participants to download to their G:\ drive, walk them through the process.  The best way to access the wiki is by going to http://www.danville.k12.in.us/Home/default.htm > click the Staff Resources button > click the Training Wikis link.
· Please do not allow food or drinks in the computer labs.

· Help guide people to the appropriate room if necessary. Some may be accidentally in the wrong room.

· If you need assistance with any technology problems/issues, please first call Dennis at 745-3947. If you’re not able to reach him, call my cell phone at 525-8344. You’re also welcome to have one of the participants call him (or me) for you. For example, suppose you have a few teachers that aren’t able to login and you are not able to help them. It may be easiest to have them call Dennis directly.  
· Suggested guidelines for structure of sessions. Allow one-third to one-half of the session time for instruction, demonstration, and discussion.  The remaining half to two-thirds of the time should be used for individual, self-paced investigation and project creation.  During the individual, self-paced investigation time session leader should be available for questions and to provide assistance.
· Take notes. If there are questions that arise during the session that need to be researched or an answer is not readily available, please make a note of them for follow-up; make sure to note the person’s name. Also, make notes of anything that you think should be added to, deleted from, and/or changed in the documentation.  Provide this information to Elaine after the session ends.

· Show the participants the Staff Intranet with the technology “cheat sheets” and other training resources by going to https://intranet.danville.k12.in.us.  
· Make your session fun and exciting.
· Encourage participation from attendees. Throughout the session, ask if anyone has used or has plans to use the topic(s) being discussed. Find out how they are using / will be using.
· Last order of business… With about five minutes to go, have everyone fill out an evaluation form. All participants and session leaders will receive an email the day of the in-service with a link to the evaluation form. Session leaders should also complete the evaluation form.
	After the In-Service


· Complete the instructor evaluation form. (The link to the evaluation will be give to you at a later date.)
· Include in the evaluation, a list of people that did not attend your session but were on your list and vice-versa.  
· Include in the evaluation, any unanswered questions to Elaine for follow-up.  If you plan to provide the follow-up, you do not need to forward this info to me.

· Include in the evaluation, any notes you made regarding documentation changes, additions, and/or deletions.
· Any other information that will be helpful to improve the session you led (i.e. a new website you found, a question was asked that you feel should be included as part of the session information).
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