
 

Tech Goes Home Distance Learning Instructor Checklist:  

Before Class Starts 
 

❏ Review the Distance Learning Orientation slides 
❏ Outreach. Here’s a sample flyer for outreach.  
❏ Create a google form to gather basic information used to gauge learner interest and 

eligibility for your class. Use our sample (instructional video here). 
❏ Communication: Create a WhatsApp business / Google Hangout/ Telegram group to 

manage the first stage of communication before participants get their computers or create a 
Gmail account. 

❏ Create a google voice number to communicate with participants. Additionally, we 
recommend you set office hours(i.e 8am - 6pm) to maintain work life balance.  

❏ Machine Order: Submit your device order ASAP, so participants can receive it in time for 
class use. Chromebook Machine Order Form 

❏ Expect to receive a direct mailing form to be filled out for each individual participant--please 
fill this form in one sitting and ASAP.  

❏ Internet Options for Learners: Please follow the instructions on these slides to sign-up 
learners who cannot afford quality internet. 

❏ Website resource: Visit the TGH Distance learning page for resources on teaching and 
curriculum. 

❏ Share participant checklist with participants; ensure they are reviewed, signed, and 
returned.  

❏ Create a lesson plan. Visit the instructor portal for lesson plan samples.  
❏ Create lesson slides/powerpoint. Here’s a helpful video and article for creating slides. 

 
 
 

https://docs.google.com/presentation/d/1xr8gIaU8XejS5eDikn1LLbsDsyI5p5Cc7TwkoikLNIE/edit?usp=sharing
https://docs.google.com/presentation/d/1kgmc_ge-D96NIG9QbgpGshMQ83rJGI0U3vtnfoDb2w0/edit#slide=id.p
https://www.google.com/forms/about/
https://docs.google.com/forms/d/1_SKW1LaMfNnXAzIk6oFpgVo5mdQqZ4gC7NQQg59F_Kw/copy
https://www.youtube.com/watch?v=zQgBDv64YX0
https://www.whatsapp.com/business/
https://hangouts.google.com/
https://telegram.org/
https://voice.google.com/about
https://docs.google.com/forms/d/e/1FAIpQLScXvRp-v93zJHHNmuokCJbsAWEtCeZpP8imNoXTaQs74Zx9LA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSckpQvjI3Mq56QwDm1Wf7bwb_985KMLeW5PA4pTazXbh5Bk7g/viewform
https://docs.google.com/presentation/d/1xr8gIaU8XejS5eDikn1LLbsDsyI5p5Cc7TwkoikLNIE/edit#slide=id.g87967bdaf2_1_1
https://www.techgoeshome.org/covid
https://www.techgoeshome.org/covid
https://docs.google.com/document/d/1gnDqB-NKtbaTcITJAUYOwk_48DgV178g/edit#heading=h.gjdgxs
https://www.techgoeshome.org/trainers-content
https://www.youtube.com/watch?v=uRe0nWKS0ww
https://www.theedublogger.com/google-slides/

