Trainer Checklist

Advance Preparation

· Verify the following materials have arrived at the training site:

· Installation CD-ROMs

· Username and password list – make sure sharing permissions are configured properly 

· Sampler book kits

· CD that site will copy for participant

· User manuals

· Copies of the PowerPoint presentation

· Evaluation form

· Sign-in Sheet

· Verify accounts are set up and teachers’ PDAs are charged, software is loaded and installation is complete

· Verify school knows what needs to be done in advance, what equipment and materials need to brought to training, what needs to be done to assure things go smoothly

What the Trainer Should Bring

· Printed list of usernames and passwords for the site
· CD with copy of all handout materials
· Printed copies of user guides, unless you have made arrangements with the site to print them
· Printed copies of the power point you are using, unless you have made arrangements with the site to copy them for you
· Sample set of books
· Laptop computer with the following:
· VGA port for connection to a projector
· CD-ROM
· Ethernet port

· Palm Desktop

· Web Browser with Flash 6

· PowerPoint and training slides

· Palm Emulator with WG Software pre-installed

· WG conduit

· WG Installation CD-ROM

· Palm Desktop Software

· Syncing cradle or cable

· Cell phone and WG support number so you may call for help if needed

What Should Be In Place at the Training Facility

· Installations

· Sampler book kits

· User manual for every teacher

· Power Point training notes for every teacher

· PDA for every teacher charged, synced and ready to use

· Projector and screen that the trainer’s presentation laptop can plug into

· A laptop or desktop for every two teachers at minimum, equipped with:

· Internet connection

· Web browser

· Flash 6 installed

· Palm Desktop 

· HotSync cradle attached and WG conduit installed

Preparation for Training Day

· Arrive one hour before the start time of the first day of training
· Verify all equipment and materials are present
· Set up the laptop and projector, verify it is working
· Verify Internet connection is available and working
· Check the web application to insure it comes up properly on the teacher’s laptop/desktop computer
· Open we browser and go to www.mclassreading.com website
· Log in to the training account and enter the application
· Go to the Class Overview page; verify that all graphs and data look right.  If they do not, contact WG support
· Go into a specific student and pull up a reading record assessment.  Verify and install Flash 6.  If the inks still do not appear properly, contact WG support.
· If you have any other questions, immediately call WG support
· Check that teachers have mCLASS software installed on their PDAs.  If not, do the installations before the training starts.
