


INsight Training Management Checklist (Align)
	General Information

	SRT
	

	Participating School(s)
	

	Types of Audience
(e.g. grade level, content area, etc.)
	

	Training Date(s)
	

	Training Location(s)
	

	Training Time(s)
	


	Trainers

Responsible for delivering the training and following appropriate agenda.
	Names

	
	

	
	

	
	

	Support Trainers:

Responsible for support during the training

 --- helping participants during training
 --- managing sign-in sheet

 --- managing Verification Form completion
 --- handing out binders and usernames/passwords

 --- collecting signed FERPA forms
	

	
	

	
	

	
	

	
	

	
	

	
	


	BEFORE the Training 
	Responsible Member(s)

	Complete INsight Training Checklist.  (2 pages)
	

	Prepare Participant Binders.  (Electronic copy of materials found on the www.apslt.org site)
	

	Develop Sign-in Sheet.  (Electronic copy found on the www.apslt.org site)
	

	Complete Usernames/Passwords sheets/cards.
	

	Meet with school Core Team and principal to determine date, time, training protocols, audience, and deliverable
	

	Email participants and principal/director (e.g. location, time, date of training, things to bring).
	

	
	

	DURING the Training
	Responsible Member(s)

	Manage sign-in sheet. 
	

	Manage and account for Verification Form completion by participants.
	

	Hand out Username/Password and Teacher Binders.
	

	Manage and account for all signed FERPA forms.
	

	
	

	AFTER the Training
	Responsible Member(s)

	Make copies of Sign-in Sheet for each trainer. (optional)
	

	Send (via departmental mail) the following items:
· Sign-in Sheet(s)
· Training Checklist (this checklist)
· FERPA signed forms
· Example of data analysis deliverable
	

	Complete only if one training session lasted several days.

Initial                                                                             Date Trained

________   Classroom Profile                                       ___________

________   Individual Student Profiles in Align           ___________

________   Student Groups                                           ___________

________   Generating Benchmark Reports in Align   ___________

________   Data Analysis                                             ___________
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