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Dear ________________,

DoDEA Guam is proud to host its annual STARS Professional Development Institute (PDI) on October 22, 2010 at Guam High School.

During this session, colleagues will be sharing content-area (or grade-level appropriate) methods, strategies, and/or tips that they have employed successfully in their respective classrooms. Middle and high school teachers may also discuss vertical articulation in your curricular area.  In order to make the session as seamless as possible, the PDI committee asks that you do the following:
1. Arrange the room in a manner that facilitates sharing and dialogue. 
2. Greet colleagues as they enter the classroom.

3. Allow everyone present to introduce themselves.

4. Determine the total number of people in the session and the time needed to allow each to share.

5. Facilitate the session and manage time accordingly.
6. Wrap up the session as time expires.

7. Facilitate the clean-up of the room, to include putting desks and other items back to their original configuration.

8. Turn off the lights and lock the door, accordingly.

Thank you in advance for your assistance in this matter.  By facilitating the job-alike session you are helping to ensure the success of this conference.  Your involvement is greatly appreciated by this committee.

Sincerely,

PDI STARS Committee 
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