STI-PD
Level One Training

Before the Session:

1. Review this list to see if you have all the components that you need to teach the session.

2. Put the session in STI-PD so that they may register before, during or after the session.  (practical application)

3. Print out the Employee manual for yourself if you need it to refer to (remember that it is different from yours) (give them the web address or how to navigate to it, if they want to print one.  It is not necessary for you to do it for them.  They may not need it).  Print out the 3 slide handout pages of the ppt if you want a handout for your teachers.
4. Review the Level One Training ppt. to see the topics that you will need to cover.

5. Direct them to the Teacher Tutorials that you will be using to teach the session.

6. Make sure you have a live connection.

During the Session:

1. Show the ppt to give them a brief overview

2. Show them the website where they can get the manual and additional instructions.

3. Give them the url for the STI-PD site – https://pdweb.alsde.edu/pdweb/ 
4. Use the interactive tutorials if you do not really want to talk.
5. Explain the login procedure, their usernames, and passwords

a. Remind them to change them when the login – the program will prompt them to change them repeatedly until they do it.

6. Review searching PD titles by subject, program name, title number (district and school list).
7. Show them how to enroll in a session.  

8. Show them how to view sessions in list or calendar format.

9. Show how to view their own training history

10. Explain what is outside training and how to submit it for approval.

11. Mention PD plan option but they can explore it on their own.

12. Mention Learning Communities option, but they can explore it on their own as well.

After the Session:

1. Be sure that everyone is able to login.

2. Be sure that everyone registered for your session.

3. When you are ready to verify attendance for your session, notify me and let me check your session online before you close it.

4. Verify attendance for those that attended your session.

5. Report training date and time to lboyd@jefcoed.com.
6. Report any problems or staff members that can not login successfully to lboyd@jefcoed.com.
