Presenter Checklist: Co-Teaching Module
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· Finalize presentation details:

· Date

· Time

· Location

· Number of participants

· Number of sessions

[image: image2.wmf]Technology/Audio-Visual
· Portable computer/laptop
· LCD projector
· Screen or other projection area
· Data storage device containing copy of presentation
· Table set up for projector
· Outlet in close proximity for projector and computer
· If using video, arrange for VCR and TV
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· Notify participants or your contact at the site to bring a copy of an IEP and an example of a lesson from the curriculum they are using.

· Copy of facilitator notes and all handouts (in order of reference) for yourself
· Run off copies of all handouts and evaluation forms

· Stuff folders (in enough time to be able to arrange for assistance and shipping if necessary):

· Copies of all handouts and presentation slides for participants
· Copies of evaluation form and follow-up form

· Brochures

· Two envelopes for evaluation form and follow-up form

· Video tape, cued to segment of interest (if using)

· Two large envelopes (one for evaluation forms, one for follow-up forms)

· Extra business cards

