Technology Considerations for 
Facilitation in the MA Program



E-mail Is The Life Line 

· DAI's MA courses are a "blended" distance education experience 

· Five days of face-to-face interaction for the facilitator to: 

1. Build relationships with the students 

2. Provide an overview of the course 

3. Communicate the course assignments and schedule 

4. Focus on some of the more difficult sections/topics of the course 

5. Prepare the students for the distance phase of the course 
· 16-22 weeks (4-5 1/2 months) of distance connectivity primarily through e-mail and/or other tools: 

1. Assignments are sent to the facilitator for grading 

2. Feedback from the facilitator to the student on their submitted assignments 

3. Questions from the student to the facilitator 

4. Continued discussions with the class 

· Communication with the administration: 

1. Exam questions are sent to DAI
2. Grades are sent to the school contact or cohort-coordinator AND DAI US at the completion of the course 

E-mail Considerations 

1. Pass the class roster around to have the students confirm their e-mail address. (These change often.) 

2. Prepare an e-mail group distribution list from within your e-mail client, or request a mailing list from the administrator of daintl.org 

3. Inform the class that you will send a test message to the distribution list and if they don't receive the test message contact you as soon as possible so you can change their e-mail address. E-mail contact is crucial! (I will normally send a message while I am still at the residency to begin the confirmation process.) 

4. Remember the student's context: 

· Most do not own a computer, they are using a work computer or computers at an Internet Cafe 

· Some have to travel a distance to get to an Internet Cafe, so they are unable to check e-mail daily 

· Connectivity is sometimes very difficult. Low band width is common, so don't send large files. 

· Some of the students are very technology savvy, while others are struggling to understand basic e-mail. Make sure you have all the class onboard. 

5. My initial experience shows that most students are using a "web" based e-mail client, Yahoo, Gmail, etc.
6. Make sure that students have your e-mail address before you leave the residency 

7. If you have a secondary e-mail address provide that to the students as well 

8. DAI offers to set up facilitators with DAI email addresses

Confirm word processing or spreadsheet programs 

1. It is good to confirm with the students that assignments are to be sent in as attached files using Microsoft Word 97-2003 format. There are free word processing programs available if they don't have MS Word, such as Open Office, Star Office or Libre office. 

2. Remember if you send MS Word files, and you are using Office 2007, make sure to save and send files in the 97-2003 formats. 

3. The same holds true for spreadsheets 

Anti-virus 

1. E-mail and file viruses are everywhere. Make sure that your anti-virus program is up-to-date. 

2. Make sure your anti-virus program is scanning e-mail attachments 

3. If you exchange files with your students using thumb or flash drives at the residency, there is a large probability that some will be infected with a virus or trojan. Practice "safe computing"! 

Backup 

1. Make sure you have a backup plan in place for your e-mail files and student assignments. Keep asking yourself the question, "If my computer was lost or stolen, would I still have copies of the student assignments and communication?" Be prepared for a disaster! 

2. Backup your e-mail client files to another computer or at minimum to a CD. 

3. Copy all student assignments to a sub-directory and then make sure you backup that sub-directory complete with an off-site storage of the copies. 

4. In some cases have students send copies of their assignments to the local MA Coordinator. This is a good backup system depending on the residency. 

Confirmations
1. Confirm the receipt of a student’s assignment by e-mail 

2. Commit to responding to receipts and or questions within 24 to 48 hours. (You don't have to respond with a complete answer to the question, but acknowledge via e-mail that you have received their question.) 

Moodle 

1. DAI now has a Moodle site up and running 

2. If you are familiar with Moodle it is available to enhance the online experience of those in your class who have connectivity. Contact dfulton@daintl.org for more information 

DAI Wiki 

1. DAI has a wiki setup for sharing information and resources concerning the MA program. If you make the decision to become a facilitator, you can get course and cohort information here. 

2. It is also an area that we would appreciate getting your feedback on the courses you facilitate. 

3. To sign up go to https://wiki.daintl.net 

4. For more information on the DAI Wiki, contact dfulton@daintl.org 

Online Forums 

1. DAI also has the capability to provide online forums. This can be done through our Moodle site, or our stand alone forum site. An online forum can provide threaded discussions that are accessed via a web browser. The forums can also be setup so that any posting is automatically e-mailed to the subscriber. These forum can be made private so only members of the group can access, and post messages to the forum. If you would like to provide an online forum please contact dfulton@daintl.org 
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