SCCTP Live Online Training Session: Tips for Preparation

8/7/2007

	Time
	Activities

	1 month before session
	--Practice CENTRA (see section below)

--Discuss roles: Who will be responsible for either sending out the messages or having Brian do so? Who will write the summary report for Les/Hien?

--Segment the course: What are the logical breaks?

--Decide how you want to use the exercises. Do you want to have a pre-test/post-test approach? Do all the exercises after the first session?

--Local arrangements: make sure that your workstation has reliable internet access (cable works better than wireless); that you can count on privacy during the session

	2 weeks before 1st session
	If you have not heard from Brian, ask him for a list of the Participants & their email addresses. (You can get a list of the attendees through Moodle, but it may not have their email addresses)

	1 week before first session
	--Send out welcome message to attendees with instructions on how to test the microphone, who to contact if there are any problems

	1-3 days before first session
	--Send out reminder to test the equipment. 

--Send out survey. Based on the survey responses, may wish to modify “objectives” slide 

--Load final version of .saz file, corrections to PowerPoint handout, and any additional exercises into the classroom

	Evening before first session 
	May wish to send reminder of upcoming session

	After 1st session
	1. Post-mortem on 1st session: Follow-up needed for Day 2 (based on questions received)?

2. Post-session reviewer creates record for Les Hawkins/Hien Nguyen to capture the questions/issues that came up during the session.

	After 2nd session
	1. Send thank-you message to Brian Schmidt; send messages to attendees with any follow-up remarks (e.g., look-ups in documentation)

2. Post-session reviewer completes report for Les Hawkins/Hien Nguyen to capture the questions/issues that came up during the session. Consider paragraph for CONSERline.


CENTRA Practice: November 2007 SCCTP Training Session

1. Central Times that are NOT available for practice session
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2. Practice area

a. Basic Centra classroom tasks: giving the microphone to someone; writing on the screen (highlighting or marking up phrases on the PowerPoint slides); clearing the screen; promoting/demoting attendees; instructing attendees on how to use Centra

b. Editing/modifying slides; moving between the module & the break slides

c. Switching between instructors

d. Switching to “break” slides [you may wish to keep these in a separate section of the saz file, so you can find them easily]

e. NOTE: When leaving the practice session, choose “DO NOT PUBLISH”

3. Available through Moodle SCCTP area:

a. Copy of Builder (so you can convert the PowerPoint slides to saz)

b. Recording of session, as a refresher

c. Entry to the practice session (Acc to message from Brian Schmidt 8/7/07, Steve Shadle is lead trainer)

d. Copy of latest version of SCCTP PowerPoint, exercises, answers

4. Possible considerations

a. Content: What additions/changes are needed in slides to account for changes to Connexion, CONSER practice, etc.? Are there any content questions that need to be clarified w/Les?

b. Logistics: How to segment the presentation between trainers? How much time to spend on the intro to Centra for the participants [Note: plan for 15 minutes at the beginning of the first session to introduce Centra to the attendees] 

When to take breaks? How to use the exercises (since there are 8 pairs)?

c. Participants: Do you want the attendees to do anything ahead of the first session? Will you be accepting “problems from home”?

d. Emergencies: What to do if you presenter’s headset fails or if presenter gets bumped from the room? What to do when students lose the session? (Might want to tell everyone at the beginning that the session will be recorded, to allay any fears)

Practice Session: Reminders about Symposium
From: Brian Schmidt [mailto:schmidt@amigos.org] 
Sent: Thursday, July 12, 2007 9:32 AM
To: Beck, Melissa; Bross, Valerie
Subject: Symposium info
 

Starting the session:
Sessions using Symposium must be officially started and ended.  There is now a 'Begin' button on the far left, which must be pressed in order to actually start the session.  Otherwise, the class will not see your slides; they are "detached" from what you are seeing.  Pressing this button will automatically start the recording as well.
 

For the Practice Session: You can go ahead and launch into the session.  When you start doing anything, like moving to a slide, it's going to ask you if you want to begin the session.  In order for the two of you to be in synch, you'll need to say yes.  It's also going to start recording at that point.  You can either hit pause or just let it go.  In either case, you'll want to be sure to tell it not to publish when you exit the [practice] session.
Ending the session:
The 'Begin' button is a toggle, so it will change to display 'End' on it.  Once you have completed the session, click on this in order to close out the session.  The recording will also be automatically stopped at this point as well.
 

Course evaluations:
In Symposium, I now have the ability to automatically open a URL for students, on their computer, once they exit Centra.  Unless you have a specific reason for doing so, you no longer need to insert that URL into the Centra session itself.  However, you may want to alert them of what's going to happen when the exit Centra.
 

 

Thanks,
Brian
Messages: To attendees

Message 1: Welcome message (when you get the list of attendees)

Hello! We are [your names], the co-trainers for the course “The CONSER Standard Record.” By now you should have received your course attendance information and instructions from Amigos, and we would like to take this opportunity to give you a few additional pieces of information in preparation for our session together.

In advance of our online session, please print off and review:

1.  CONSER Standard Record Documentation, dated 5/30/2007 (23 pages)


Direct link: http://www.loc.gov/catdir/cpso/conserdoc.pdf

2.  Cataloger’s Cheat Sheet, latest revision, 6/15/2007 (1 page)


Direct link: http://www.loc.gov/acq/conser/pdf/CheatSheetforCSR.pdf

Both of these documents are available from the CONSER Web site at the direct links shown above. (You can also find other documentation related to the CONSER Standard Record by following the various links at: http://www.loc.gov/acq/conser/.)

If you haven’t checked that your computer is ready to take this live online class, please be sure to do so now! You can go through the System Check at http://prod1.centra.com/main/SystemCheck/LaunchSystemCheck.jhtml.

If you have problems, please don't hesitate to contact Brian Schmidt (schmidt@amigos.org or 800-843-8482 x2886).

After you’ve performed the System Check, please log into the course site, and under Prep Tools, complete the Centra Virtual Class tutorial, which will give you a brief yet thorough introduction to the online communication features that we will be utilizing throughout our class time. 

When you have done your System Check and completed the tutorial, please email us both at the above addresses to confirm that you are all set to go, at which time we will send you further information about our class session.

If you have any questions before we meet, please let Brian or either of us know. We look forward to “seeing” you soon!

Message 2: Reminder & More information 

Good morning!

Just a reminder about your completion of the system check and the online tutorial for our class next week. We have some additional instructions to send out once we hear back from you. For your convenience, here is the information from our earlier message:

In advance of our online session, please print off and review:

1. CONSER Standard Record Documentation, dated 5/30/2007 (23 pages)

2. Cataloger’s Cheat Sheet, latest revision, 6/15/2007 (1 page)

3. Handout for the presentation

4. Exercises

All of these documents are available through the Amigos site: http://www.amigos.org/learning/mycourses/login/
NOTE: The first two documents, as well as additional information about the CONSER Standard Record are available through the CONSER Web site: http://www.loc.gov/acq/conser/ 
You can go through the System Check at http://prod1.centra.com/main/SystemCheck/LaunchSystemCheck.jhtml.

If you have problems, please don't hesitate to contact Brian Schmidt (schmidt@amigos.org or 800-843-8482 x2886).

After you’ve performed the System Check, please log into the course site, and under Prep Tools, complete the Centra Virtual Class tutorial, which will give you a brief yet thorough introduction to the online communication features that we will be utilizing throughout our class time. 

When you have done your System Check and completed the tutorial, please email us both at the above addresses to confirm that you are all set to go, at which time we will send you further information about our class session.

Thanks!

[Your names]

Message 3: Survey 

Good morning!

Thanks to all of you for emailing us back and confirming that you’ve done your system check and also reviewed the online tutorial. Before we meet tomorrow, would you take a few minutes to answer these three questions?

1) How familiar are you with the CONSER standard record? Have you had a chance to read any of the background information and reports? (not a prerequisite!)

2) How familiar are you with online courses?

3) What specific things do you want to get out of this online course?

One last request: please enter the classroom at least 15 minutes before our actual start time of [8:30 am Pacific time (10:30 am Central time)]. This will allow us to go over the communication tools together and make sure everyone’s microphones are working. We have a lot of material to cover in a short two-hour session, so we want to be sure we are ready to begin right at 8:30 am.

We look forward to working with you all!

[your names]
Message 4: Class reminder

We are looking forward to seeing you at the SCCTP/Amigos CONSER Standard Record update session tomorrow at 10:30 am Central time. 

Regards, 
[names] 
Questions/Comments Report to Les Hawkins & Hien Nguyen: Example

Purpose: To capture any questions/comments that may be useful to the CONSER Coordinator w/r/t the CONSER Standard Record

One Method: 

1. Set up a two-column table. The first column will show a screen capture of the slide that the attendees saw. The second column will paraphrase the questions/comments. If you need a screen capture tool, one free choice is Printkey: http://www.webtree.ca/newlife/printkey_info.htm 

2. Start the recording of the session. Fast forward until the “hand” displays. Then change to “play” to hear the question.
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