b e Alberta Regional PD Consortium

Adult Learning for Students’ Sake

Off Campus Program Series:
Coordinator’s Responsibilities / File
Management / Worksite Inspections / Checklists

with Karen Kiefer

Date: Thursday, September 22, 2011
Time: 4:30 - 5:30 pm (Mountain Standard Time)

**Please log on at 4:00 pm to do your mic and speaker test!!**

About the session:

Using the Off-Campus Education Handbook — look at the responsibilities of the Coordinator in detail.
Talk about File Management and Worksite Inspections. What are the Checklists that can be used?
Actual checklists will be provided for use.

About the facilitator:

Karen graduated with a B.Ed. degree in Secondary Education from the University of Calgary. She
completed a double major in Pure Math and Languages and worked in and around the Oil & Gas
industry of Calgary for 15 years. During this time she completed a Management Certification in
Personnel Management and Human Resources from the University of Calgary and her 4th Level
C.M.A. She also completed a Master’s in Distance Education from Athabasca University.

Moving into Education eleven years ago, Karen has taught computer graphic design, multimedia
and other business courses in CTS. As the Curriculum Leader for CTS at Forest Lawn High School
she assisted staff throughout the area of CTS with the program of studies and budgeting.

Sessions may be changed or cancelled. Please check our website for current
information. REGISTER ONLINE AT http://www.carcpd.ab.ca

If you are a first time user and would like a complete orientation, please visit the archived Elluminate
Participant Orientation sessions at http://elluminate.com/support/docs/9.0/participant.jsp. This will
ensure that your computer is properly configured and that you have successfully tested your headset
and microphone prior to the session.

If you are a past user please visit the support portal (http://www.elluminate.com/support/) 30
minutes prior to the webinar to launch the technical configuration check (automatically starts in the
background) to ensure your viewing computer is correctly configured .
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