

Planning Checklist
Please complete and return to [enter your email address here]

	
	Yes
	No
	Comments

	As part of the training class, participants will be introduced to the Promethean resources available through our web sites. Will the instructor have Internet access?  
	
	
	

	If special configuration is necessary for the instructor to access the Internet, will someone be available to assist with this?
	
	
	

	Is it necessary for the instructor to have special security clearance for the facility where the class will be held? (If so, please notify the Promethean Professional Development department with enough lead-time to allow us to meet the requirements.)
	
	
	

	Will all participants have access to a computer with ActivInspire and all its Resources loaded?  (Please insure the Subjects folder is included in the resources)
	
	
	

	Has the ActivBoard and projector that will be used for the training been set up and tested?  (If you encounter problems with your board, please contact Promethean Technical Support at 888-652-2848)  
	
	
	

	If applicable - Will ActiVotes or ActivExpressions and/or ActivSlate be made available to the Instructor for use during training?
	
	
	

	Is there is a particular time to break for lunch? (Please indicate in comments time and  if lunch will be brought in or if participants will go out to nearby restaurants)
	
	
	

	Will there be coffee and soft drink machines or will there be snacks provided for participants?
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