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Facilitator’s Checklist

Please use this list as a resource and guide as you develop and teach your seminar.

BEFORE TEACHING:

1. Once you have been assigned a site, call or e-mail the district’s liaison person (get the name from the PLN office) to propose course meeting dates, inquire about the location of the course and set up a needs assessment meeting.  (PLN director will advise you.)   

2. When appropriate, attend the district’s needs assessment meeting. Review completed needs assessments and bring them to the SLW.  If you don’t have them by early June, please call Iris asap.

3. In preparation for the Summer Leadership Workshop, read course bulk packs and/or texts.  Review the completed needs assessments from your participants. (If you have not received them, call the PLN office.)

4. In the summer, attend the Summer Leadership Workshop, develop your course syllabus and the first few seminar sessions.

5. If you are teaching for the first time, be sure to bring your driver’s license, social security card and your completed I-9 form to the Summer Leadership Workshop. Please see Iris for I-9 forms or to update any information on the W-4.
6. Mark your calendars for all PLN events for the 2007-2008 school year.

7. Before your course starts, call the district’s liaison person to reconfirm course and/or coaching times/dates.

8. Do all readings of new course texts in this mailing before the SLW. Bring all course texts to the SLW.

DURING THE SEMINAR:

1. At the mid-way point in the course, pass out the mid-course evaluations (you will receive these at the SLW) and return them to the PLN office with a front page summary evaluation.

2. At the end of the course, have your participants complete the two end-course evaluations (you will receive these at the Facilitator Dinner Meeting); summarize and send these to the PLN office.

3. You will have an opportunity to update your class list with Iris at the SLW, the Winter Symposium and the Dinner Meeting.

AFTER THE SEMINAR:

1. Send final grades on-line to the PLN office (as an attachment) when your seminar ends.  All grade mailers will be sent in May (regardless of when your course ends).

2. Act 48 Credits will be awarded. 
