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Welcome to How to Use the Virtual Classroom for Effective Training and Webinars: Level 1

	Date
	December 18, 2009


	Welcome


	Welcome to How to Use the Virtual Classroom for Effective Training and Webinars!  When you complete this class you will find that you can save your organization training costs by:

· Knowing when to use the virtual classroom in your blended learning solutions

· Using evidence-based techniques to convey the new knowledge and skills in the virtual classroom

· Promoting learning through engagement of your participants using virtual classroom interaction features

· Maximizing learning in the virtual classroom through pre work and post work.


	Course Overview
	This course requires synchronous and asynchronous work.  There will be four weekly synchronous meetings using Elluminate virtual classroom software. Each session will last approximately 1.5 – 2  hours.  Please allow 2 hours in your schedule. In between class sessions, you will develop and record class projects in Elluminate which will be available to others in a central location.  

· Project 1  Virtual Classroom Planning Worksheet

· Project 2  Virtual Classroom session of 10-15 minutes

· Project 3  Addition of interaction to your presentation

· Project 4  Packaging of your presentation

We estimate that each project will require approximately 2-3 hours each week.  Note that projects 3 and 4 will require you to find 4 or more volunteers to attend your virtual session.
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	Course Objectives


	Develop and deliver a 15-20 minute program using the virtual classroom that:

· Exploits the features of the virtual classroom that lead to engagement and learning

· Uses visuals, text, and audio appropriate to achieve your program goals

· Includes diverse interactions that support human learning and achieve your program goals

· Is effectively positioned before, during, and after the event.


	Course Requirements


	To receive your certificate you will need to demonstrate competency in using the CLARK DVEP Virtual Classroom model.  This will require 4 separate projects which will build on each other.  

· Project 1 involves completing a session planning form. 
· Project 2 requires you to record a first draft of your VC session. No audience is needed for this project

· Projects 3 and 4 will expand upon project 2 and will require you to find an audience of 4 or more to participate in your session. 

All projects will be due COB on Tuesday following the class session. Additional project details will be provided with each class session. 

You must attend 3 of the 4 sessions.  If you miss a session, you may view the session recording and will be responsible for project assignments for that week. If you are new to virtual classroom technology, we recommend that you go to www.Elluminate.com and take a free introductory webinar to get familiar with the instructor features of the tool. 


	Project Specifications
	The best projects are ‘real world’ topics you are or will be teaching rather than ‘made up’ content.  In addition, if you are going to teach a procedure, be sure your content includes at least one concept.  If you are not sure of the difference between procedures and concepts, review Ruth Clark’s book: Developing Technical Training.  You can order this book from our office. 


Continued on next page

 Welcome to How to Use the Virtual Classroom for Effective Training and Webinars: Level 1, continued
	Synchronous Meeting Dates and Time
	All meetings will be via Elluminate at 2:00 pm EST on the following Thursdays: 

September 7, 17, 21, 28.


	Equipment Needed
	You must have headphones with a microphone in order to hear and participate in each session.  There are several styles available at most electronic stores such as RadioShack.


	Virtual Classroom Tool 
	To access Elluminate you will need to go to www.elluminate.com. The actual link to this classroom will be sent out a week prior to the start of the class.


	Pre-Work
	Prior to the first meeting listed above, you should install Elluminate (available at Elluminate.com), access the Student Page for this course on the Clark web site and review at least two recorded sessions:

· Click on: http://www.clarktraining.com.
· Under Class Files Download, click on Session 1. This will download a self-extracting zip file of the files you will need prior to session 1. 

· The zip file contains documents and sample lessons. Print out the handout for your reference during the first session. You will use the planner for your Session 1 assignment.
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_________________________________________________________
	Pre-Work

(continued)
	· Double click on the sample file. Select the play button at the top left of the screen. Locate segments of the recording by moving the slider bar at the bottom left of the page to specific times within the session.  
· Watch five to ten (or more) minutes of the Outlook samples.  This includes segments from a lesson on how to use Outlook.
· Watch five to ten (or more) minutes from the presentation:

ROI Through Distance Education. 
· As you watch each session, make a list of the specific differences you note in these presentations.  Bring your list with you to our first session for discussion. 


	Handouts and Forms
	A summary of content presented in each virtual session as well as course planning and critique forms and checklists can be downloaded from the same link: http://www.clarktraining.com - following the procedure above. 

You can download the handouts all at once or prior to each session.  You may want to organize the handouts in a binder by session.  You will need reference to these during each class session.   Handouts include:

· Class notes

· Quality checklists

· Planning forms

· Step by step project directions. 


	To Post Documents
	You will need to post and review documents periodically throughout the course.  You can post your documents to the same link: http://www.clarktraining.com, this time in the Student Projects Upload Section. Click on the Session number you would like to upload your project for and the site will prompt you from there. 
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	Project Rooms and Recordings
	On the same site (http://www.clarktraining.com) you will find a section called Elluminate Project Rooms – Moderators. Click on your project room for each session to create your project. Each student will be assigned a student number. The first lesson you create – for session 2 – will be created in Project Room 1a for Student 1. The second lesson will be called 1b and the third – 1c. 

You may invite participants by pointing them to the Elluminate Project Rooms – Participants section of this same page. Let them know which student and session to go to. 

Finally, a recording of each session may be viewed using the last section - Elluminate Recorded Sessions. You should click on the session you would like to view. Notice in this case it will be different from the room you were assigned to as a moderator. 


	About your Instructor
	A recognized specialist in instructional design and technical training, Dr. Clark holds a doctorate in Educational Psychology and Instructional Technology from the University of Southern California. Prior to founding CLARK Training & Consulting, Dr. Clark served as training manager for Southern California Edison. She is past president of the International Society for Performance Improvement and author of five books and numerous articles. She is author, with Ann Kwinn, of the upcoming book, The New Virtual Classroom, to be published by Jossey-Bass Pfeiffer.


	Thank you
	Thank you for including this exciting new Virtual Classroom workshop in your current training plans.   We believe this class will greatly improve your use of this exciting new technology!


Dr. Ruth Clark

1423 E. Main Street, PMB #193

Sales and Operations Phone 602-230-9190

Cortez, CO  81321

Sales and Operations Fax – 480-831-8107

The New Virtual Classroom. Copyright © 2007 by John Wiley & Sons, Inc. Reproduced by permission of Pfeiffer, an imprint of Wiley. www.pfeiffer.com


