Checklist of Presentation Materials

1.  Evaluation Form   Depending on the length of the presentation, the Evaluation Form can be short (One-Day Workshop or shorter presentation) or more detailed, that is, asks for assessment of each segment/unit.  Short forms should be handed out at the conclusion of the presentation, while longer forms should be distributed at the beginning, and participants should be urged to comment at the end of each segment while their thoughts are fresh. 


A sample Evaluation Form is included.

2.  Logbook:  a journal or lab notebook. A composition book should be provided at the beginning of a three-day workshop to participants so they can record their reflections.

3.  Packets: Each participant should be provided with a packet of materials at the beginning of the presentation/workshop, to include:

a. Agenda

b. Evaluation form (see above, #1)

c. Appropriate handouts (see below, #5)

d. Current issue of Project newsletter, Progressions
e. List of participants with e-mail addresses

f. Project contact list (adapt from website: www.pltl.org, Project Personnel)

g. WPA guidelines (available on the website: www.pltl.org under WPA)

h. List of publications available from Prentice Hall (see www.pltl.org, Materials)

i. List of materials in packet and to be handed out during presentation

j. (optional) Chautauqua Flyers

k. (optional) Local information (e.g., list of restaurants, other workshops)

4.  Workshop items such as

- blank transparency forms

       
- marker pens

        
- newsprint

        
- small whiteboards 

- dry erase markers

5.  Handouts and other materials such as


- copies of a problem (e.g., Kinetics problem – Unit 2)


- copies of exercise materials (e.g., “Imagine” – Unit 3)


- copies of the PLTL Guidebook and Leader Training Handbook (Prentice Hall)

- copies of PLTL workbooks (General Chemistry, GOB, Organic – Prentice Hall)

6.  Sponsoring site needs to provide:

       
 - overhead projector

      
 - blackboard/whiteboard

      
 - chairs and tables appropriate for group work for 6-8 participants

7.  Local issues: 

 -  Refreshments

 -  Presentation site

 -  Meal(s) (if applicable)

 -  Lodging (for out-of-town participants and presenters, if applicable)
