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The mission of the Mississippi Bend Area Education Agency is to improve teaching and learning for all students through active partnerships and assertive leadership in a climate of mutual respect.



Staff Development contact information

Cindy Swanson
Head of Professional Development
Mississippi Bend Area Education Agency
729 – 21st Street
Bettendorf, Iowa  52722
(563) 344-6487
cswanson@aea9.k12.ia.us


Betsy Justis
Staff Development Specialist
Mississippi Bend Area Education Agency
729 – 21st Street
Bettendorf, Iowa  52722
(563) 344-6481
bjustis@aea9.k12.ia.us


Faith Koger
Data Management Specialist
Mississippi Bend Area Education Agency
729 – 21st Street
Bettendorf, Iowa  52722
(563) 344-6318
fkoger@aea9.k12.ia.us


Anna Bell
Quality Learning Secretary
Mississippi Bend Area Education Agency
729 – 21st Street
Bettendorf, Iowa  52722
(563) 344-6332
abell@aea9.k12.ia.us
















Preparing a course proposal

Instructors preparing a course proposal need to refer to directions for completing a Mississippi Bend AEA syllabus.  This direction guide will lead the instructor to requirements for each section.  This is available on the Mississippi Bend AEA website http://www.aea9.k12.ia.us.

Instructors need to check that they have the most current course syllabus form.  The most current form can be located on the Mississippi Bend AEA website http://www.aea9.k12.ia.us.  Go to Programs and Services, Integrated Services, and then Staff Development.  The direct link to the Staff Development web page is http://www.aea9.k12.ia.us/en/programs_and_services/integrated_services/staff_development/ questions about the most current form, can be directed to the Staff Development department at (563) 344-6481.  Instructors will be able to download the professional development syllabus directions, the course syllabus cover sheet and the MBAEA course syllabus. Instructors will also be able to access the activation form and the Workshop form.


Submitting a course proposal

Course proposals must be submitted 60 days before the first day of the course.  Submit the course proposal and the course rubric electronically to the Head of Professional Development.  

Refer to the instructor checklist to make sure the course proposal includes all the required elements.  See the Appendix for the complete instructor checklist.


Course Proposal Checklist

___  Course proposal submitted on form dated 9/09 (see bottom of syllabus)
___  Course proposal submitted 60 days before the first day of class
___  Course title & course reflect academic area directly related to classroom instruction.
___  Contact information (instructor(s) name, phone, email, address)
___  Location & address of class (Drake consultant)
___  Dates & times of class (15 contact hours per credit, the time does not include breaks or 
        lunch)
___  Date when all course assignments are due (all grades due to AEA Staff Development 
        Specialist two weeks after this date)
___  Date when grades will be posted
___  Number of credits 
___  Type of course
___  Target audience
___  Maximum and minimum size (must have a number – if  Mississippi Bend AEA is paying       	the instructor, and here is a minimum of  8 participants.)
___  Research base or district goal 
___  Published course description
___  Outcomes & evaluation 
___  Grading criteria for grades  (A, B, and F minimum requirements) 
___  Student impact statement
___  Standards this course will address
___  Outline of course content (must outline what will occur each day and how each component 
         of the Iowa Professional Development Model will be addressed)
___  Course materials listed 
___  Course information for ordering materials if Mississippi Bend AEA will be ordering
___  Print form submitted 
___  Rubric attached

Processing a course proposal

Once course proposal has been submitted, the Head of Staff Development will review the course syllabus according to the guidelines set by the Board of Educational Examiners and Drake University.  If adjustments need to be made, instructions will be notified by an email list.  After the changes have been made, the course syllabus should be resubmitted.

The cost of the course must be calculated based number of credits, instructor’s fees, material fees and meeting expenses before putting the course online.  Instructors must submit the appropriate forms for costs to be determined.  See the Appendix for forms.

After the course has been approved by the Head of Professional Development, it will be sent to Drake University for approval, if being offered for Drake graduate credit. When the course is approved, it is sent to the Mississippi Bend AEA Board of Directors for approval.

After board approval, the Head of Professional Development will notify the Staff Development Specialist to put the course online.  

The Staff Development Specialist will email the Head of Professional Development and the instructor informing them the course is online; a link to the course will be included in the email.  Instructors must click on the link and review courses to make sure everything is correct.  Errors should be reported to the Staff Development Specialist or the Head of Professional Development.  

Preparing to start class

Print requests must be submitted to the Staff Development Specialist two weeks before the start of class, or earlier.  If instructors submit print requests directly to the Print Department, they will be responsible for the cost.

Current course syllabi are uploaded on the AEA9 website in the Staff Development Section. Registrants can access the same by clicking on the link: http://www.aea9.k12.ia.us/index.cfm?nodeID=16092&audienceID=1&categoryID=10767 . Instructors are requested to send the registrants this link and ask them to print and bring the syllabus with them the first day of class. 

Class attendance lists are to be downloaded by instructors.  Attendance lists can be obtained through CourseWhere.  The attendance list provides the name of all students enrolled in the course (audit, relicensure, or Drake).  The attendance list does not indicate which participants are taking the course as audit, relicensure, or Drake credit.

A class roster will be emailed to instructors by the Staff Development Specialist.  The roster will list the students’ names, phone numbers, emails, the type of credit requested, and money owed, if any.

Instructor Checklist includes all of necessary tasks.  See the Appendix for the Checklist. 

The Staff Development Specialist will be in close contact with instructors, and assist in getting print and other course materials for the first day of class.  She will also closely monitor enrollment to determine if the class needs to be cancelled.


First day of class

Instructors have basic duties:

1. Take attendance. 

2. Ask if students want to take class for Drake credit, it must be done at that time. If any decide, let the Staff Development Specialist know immediately. The students will need to write a check for the amount or send to the Staff Development Specialist immediately.  Students taking the course for Drake graduate credit need to complete the electronic Drake form located on the front page of CourseWhere.  The direct link to the page is http://www.aea9.k12.ia.us/en/forms/drake_registration.cfm.  Students will not be registered for Drake credit unless they complete this form.  

3. Confirm credit type with each student during attendance.  If a student owes money, advise him or her and if possible collect it. The class must to be paid for prior to the start of class.  Those with hardships, can work out a payment plan with the Staff Development Specialist.  Checks should be made out to MBAEA.  In the memo line of the check have the check writer note the course name.  Turn in the money and changes in credit type the same day or the next day if possible.  If you want, you may leave the credit changes and money in an envelope with the conference center staff.  Make sure that you label the envelope Staff Development Department or Staff Development Specialist.  If a student needs to mail in their check, he or she needs to send it to the following address:

		MBAEA
		729 – 21st Street
		Bettendorf, Iowa 52722
		Attention:  Staff Development Department

If you did not collect money, but have credit changes email the Staff Development Specialist the next day with the changes.

4. Go into CourseWhere by the following day to mark attendance the student either attended or did not attend. The student who is a no-show is not marked as attending, leave the box blank.  If a student misses class time, the student needs to schedule make-up time.  If he or she does not make-up the class time he/she fails the course.  

5. Review the course syllabus and rubric with all of the students.  Those who are auditing the class should also meet the same course expectations.  Instructors can not force audit students to complete all of the work, but can strongly encourage them to be full participants in the course by doing all of the work to maximize their benefit from taking the course.

Students taking the course for relicensure credit are expected to meet the A or B criteria for the course to pass.  If a student taking a course for relicensure does not earn an A or B, he or she fails the course.  This needs to be stated clearly.  Many students are under the impression they do not need to do the work to earn relicensure credit.

Students are expected to complete all assignments.  Grades are determined by the evaluation tool, most generally a rubric.  Instructors are expected to explain the course requirements, evaluation of assignments, and grading to the students.


End of Class

The end of class is when all assignments are due to the instructor.  Please note this date on your course syllabi.  Grades are due two weeks after all assignments are turned in to the instructor.  If the due date for assignments is May 1st, grades are due May 15th.  Enter all grades in CourseWhere.  Notify the Staff Development Specialist that you have entered grades.

The following are the grading codes:

Drake Credit:  A, B, C, F, or I  
		If a student gets an incomplete, instructors must fill out an incomplete form with 			the student indicating what work must be completed and the date the work is due.  		Drake requires all incompletes to be completed within one semester.  If the work
is not completed within one semester, the student earns an “F”.  The form is available from the Staff Development Specialist.  When the student completes the work, instructors finish the necessary paperwork and submit it to the Staff Development Specialist.  She will change the grade in the AEA’s CourseWhere system and mail the completed paperwork to Drake University.

Relicensure:  P, F, or I
A student earns a “P” if they have met the “A” or “B” grading criteria for the course.  If the student does not meet the grading criteria, the student fails the course.  A student may be given an “I”, but establish a plan with the student for completion.  When the student has completed the work notify the Staff Development Specialist.

Audit:  	A “P” is marked in the grade for the audit students.  It is necessary to mark audit students in order for the course to show up on their transcripts.  The course title shows up on the transcript, but indicates “0” credit.  

No shows: 	Students, who did not show up for the course, do not receive a grade and 			             instructors are to leave them blank.

Transcripts

Students will not be notified of their grades.  Instructors may wish to send out a broadcast informing the student grades have been entered and that they may go into CourseWhere to view their grades.  

The link for students to view grades is http://www.solutionwhere.com/mbaea/cw/main.asp Students then click on “logon to view transcript”.  Students are able to print off an unofficial transcript.  If a student needs an official transcript then he/she needs to contact the Staff Development Specialist who will send an official transcript.

Activating an Approved Course

Once a course syllabus has been approved, it is good for 5 years.  If instructors want to teach the same course again, they need to complete the activation request form and the course syllabus cover sheet located on the MBAEA website.  The direct link to the Activation Request Form and the Course Syllabus Cover Sheet is http://www.aea9.k12.ia.us/en/programs_and_services/integrated_services/staff_development/  these forms need to be sent to the Head of Professional Development.  If there is printing, instructors must complete the print request on the completed forms.  

Vitae

The staff development department needs to have a vitae on file for each instructor, and it must be updated every five years.  The Staff Development department is storing all vitae electronically, so these must be sent in electronic form to the Head of Staff Development.  If instructors offer courses for Drake credit an electronic copy of the vitae will be sent to Drake University.  Drake University also needs instructors to update their vitae every five years.

Copy Right

All copy right rules must be followed when producing handouts or posting handouts on line.  See the appendix for the copy right rules.


Weather Related Class Cancellations 

 When the Bettendorf school district in which the Mississippi Bend AEA center is located closes, the office will automatically delay its opening until 9:00 a.m.  If the district has a delayed start, the Mississippi Bend AEA office will open at the normal time.  If there would be cancellations of a class held at the Mississippi Bend AEA, it is advised that students contact instructors for further information.

If instructors need to cancel a class, contact Betsy Justis at (563) 344-6481 or Cindy Swanson (563) 344-6487. Instructors must contact the students for a class is being held on the weekend or evening, call the Learning Center at 344-6539.  
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Instructor Checklist



Preparing a Course Proposal

___ Refer to the directions for completing a syllabus
___ Check to see if you have the latest course syllabus



Course Proposal Checklist

___  Course proposal submitted on form dated 9/09 (see bottom of syllabus)
___  Course proposal submitted 60 days before the first day of class.
___  Course title & course reflect academic area directly related to classroom instruction.
___  Contact Information (Instructor(s) name, phone, email, address)
___  Location & address of class (Important for Drake Consultant who visits classes)
___  Dates & times of class (15 contact hours per credit, the time does not include breaks or 
        lunch)
___  Date when all course assignments are due (all grades due to AEA Staff Development 
        Specialist two weeks after this date)
___  Number of credits 
___  Type of course
___  Target audience
___  Maximum and minimum size (must have a number – if AEA is paying the instructor, we 
        will not run courses with less than 8 participants.)
___  Research base or district goal is addressed (for the reason this course is necessary)
___  Published course description
___  Outcomes & evaluation 
___  Grading criteria for grades A, B, C, and F (A, B, and F required minimum) 
___  Student impact statement
___  Standards are marked that this course will address
___  Outline of course content (must outline what will occur each day and how each component 
         of the Iowa Professional Development Model will be addressed)
___  Course materials listed 
___  Course information for ordering materials included if AEA will be ordering
___  Print form submitted 
___  Rubric attached











Before Class Starts

___ Check course description when the Staff Development Specialist sends the link
___ Notify the Staff Development Specialist or the Head of Professional Development if 
       corrections need to be made to online course description
___ Submit materials to be printed 2 weeks prior to the start of course
___ Submit materials to the Staff Development Specialist (If instructors submit print directly to 
       the print department, the instructor is responsible for the cost.)
___ Ask all students to print out the course syllabus and bring it to class the first day (available at: 
http://www.aea9.k12.ia.us/en/programs_and_services/general_education/staff_development/current_course_syllabus/ )



Day 1 of Class

___  Take attendance
___  Check to make sure everyone is signed up for type of credit they want
___  Make sure everyone has paid
___  Hand out a copy of the course syllabus, including rubric to all class participants
__    Go into CourseWhere to mark attendance (may do the following day) 
__    Turn in money collected with credit changes (end of first day or next day)
__ _ Email credit changes to Staff Development Specialist if no money was collected 



End of Class

___ Refer to MBAEA Instructor Handbook for the correct grade codes
___ Enter grades two weeks after last day of class (the last day all assignments are due) in 
       CourseWhere
___ Go into CourseWhere to mark attendance (100% attendance is required)
___ Notify the Staff Development Specialist grades have been entered
___ Send out a broadcast message to students that grades have been enter
___ Send the following message:

Students, grades have been entered into CourseWhere.  You may access your grade by going to http://www.solutionwhere.com/mbaea/cw/main.asp  Once you are on the main page, click on “logon to view transcript”.  You may print out an unofficial copy of your 
transcript for your records.  If you need an a copy of an official transcript contact the 
Staff Development Specialist at (563) 344-6481 and one will be sent to you.  







   Learning Center Room Reservation
	Consultant name:
	[bookmark: Text10]     
	Phone #: 
	[bookmark: Text11]     
	Meeting date:
	[bookmark: Text20]     

	
	
	
	
	
	

	
	
	
	
	
	

	Meeting time frame:
	[bookmark: Text21]     
	Meeting title:
	[bookmark: Text14]     


				 
Each Learning Center rooms come equipped with:
· Ceiling mounted LCD projector and viewing screen
· Elmo (an overhead which will project transparency or hard copy)
· VCR
· Computer with hard disk, CD/ DVD inputs, and internet access
· Laptop connection – for presenters who choose to project from their own computer

Other equipment/supplies available upon request:
[bookmark: Check13]|_|	Microphone(s) – handheld and lavalier
[bookmark: Check14]|_|	Camcorder/tripod – videotape your meeting/conference
[bookmark: Check15]|_|	Remote clicker – for use with a PowerPoint on the computer in the room(s)
[bookmark: Check16]|_|	Wireless laptops for use with your meeting/conference
[bookmark: Check17]|_|	Speakerphone for conference calls
[bookmark: Check18]|_|	Podium with microphone
[bookmark: Check19]|_|	Workbaskets (includes: post it notes, scissors, tape, dry erase markers, ruler, pens & pencils)
[bookmark: Check20]|_|	Portable CD/Audio tape/AM/FM radio/player
[bookmark: Check21]|_|	External computer speakers
[bookmark: Check22]|_|	Easels & easel pads w/markers 

Listed below are potential presenter needs.  Please check all that apply before returning this form to a secretary:
|_|	Will be bringing a laptop and will want to project through the Learning Center LCD projection system.  If so, is the laptop a PC or a Mac?
|_|	Want to bring software to be loaded on to the Learning Center computer.  If so, a disclaimer must be completed and returned to the Learning Center Facilitator.  If installation is being done on more than one computer, it must be completed prior to the meeting date.  Please have your secretary fill out an Information Technology Internal Request Form to setup an installation time.
|_|	Use the Learning Center computer.
|_|	Need computer audio
[bookmark: Check5]|_|	Need access to a printer
[bookmark: Check6]|_|	Need the use of a Technology Lab so meeting participants can have access to a computer
[bookmark: Check7]|_|	Use a video
[bookmark: Check8]|_|	Need a microphone – lavalier/handheld
[bookmark: Check28]|_|	Need Video Conferencing unit

The following MUST be completed before a secretary will reserve a room:
	How many participants are you expecting?
	[bookmark: Text16]     

	
	

	How would you like your conference room set up?
	[bookmark: Check23][bookmark: Check24][bookmark: Check25][bookmark: Check26][bookmark: Check27]|_| Classroom  |_| Square  |_| Ushape  |_| Table Groupings  |_| Theater Style

	
	

	Please describe:
	[bookmark: Text17].

	
	

	Do you need additional tables for handouts, displays, registration or refreshments?

	
	

	If so, how many and where would you like them located:
	[bookmark: Text18]     

	
	

	Will need a satellite downlink?  Please list coordinates, if known:
	[bookmark: Text19]     



Activation Request
for a previously approved inactive course
Required Information
	Name of presenter or sponsor:           
	Date of class:           

	

	Name of course:           

	

	Date of class:           
	Registration cut off date:           

	
	(If ordering books, cut off must be 2 weeks prior.)

	

	Maximum expected class size:           
	Minimum expected class size:           

	

	Instructor reimbursement by (check one):			
	|_| Local district
	|_| AEA

	

	Learning Room Reservations: Due to the high demand of room reservations in the Learning Center, this form should be obtained and filled out as soon as possible. There are no guarantees on room availability, but every effort will be made to meet your request if ample time is allowed for scheduling. This form also gives options to request electronic equipment, room set up, and refreshments.

	

	The following information must be returned to Staff Development, Cindy Swanson at cswanson@aea9.k12.ia.us or (563) 344-6487 at least 2 months prior to the class:

	

	Materials Needed: 
	|_| Yes
	|_| No

	

	· Print Form: Mark the box above, then obtain and complete a Print Form if you will need printed materials for your class.

	

	· Book Order Information: Complete this section if participants of your class will be purchasing book(s) during registration.

	

	
	Title of book:           

	

	
	Author:           
	|_| Order through AEA

	

	
	Price:           
	|_| Ordering by student or instructor

	

	**Important: Please attach a hard copy or send an electronic copy of the order form from the vendor of the publishing company to place the book order.

	

	Refreshments/lunch needed:
	|_| Yes
	|_| No

	

	
	Estimated cost per participant:           

	

	Questions? Please contact:
Cindy Swanson, (563) 344-6487, cswanson@aea9.k12.ia.us 
Betsy Justis, (563) 344-6481, bjustis@aee9.k12.ia.us 
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CourseWhere Guide for Instructors

This guide has been designed for Instructors to help navigate through the CourseWhere system. It also would help them enter Attendance and Grades

Steps to view and print Attendance Sheets AND to update Attendance and Grades
1) Click the link to: http://www.solutionwhere.com/mbaea/cw/logon.asp to access CourseWhere.
2) Login to CourseWhere using your ID and password.


[image: ]



















3) Once you log in, you will see the Instructor menu as displayed below.

[image: ]







4) Click on “Instructor Sessions” under Reports to display all the Courses you have taught/are teaching. Select the Session you want by clicking on the date of the Session.
[image: ]
5) This will open a new window with details of the Course, number of participants, their names and email addresses etc. (Example displayed below)

[image: ]














To Select, View and Print the Attendance Sheet

6) Select the option [image: ]to open and view. 

[image: ]


7) Click on “Print” in the “File” Menu of the Browser to print out the Attendance Sheet.
Once attendance is complete, use this information to update the records as described below.















To mark Attendance and Grades

8) Select the option [image: ] to open the attendance and grade sheet. 

[image: ]

9) Check the checkbox next to the participant’s name under the Att. to mark as attended. Incase all have attended, click on the “All Attend” tab. 
10) To enter grades, enter the participant’s grade next to the name. 
11) Click “Update” to save all changes. Changes will be lost otherwise.























Steps to send Messages

A) Registrant Broadcast

1) Log in to CourseWhere using your ID and password.

[image: ]



2) Click on Registrant Broadcast to open the “Registrant Message Broadcast” Page (Displayed below)


[image: ]

 Steps to select registrants
a) Click on the drop-down button for “Select Registrants”
The following list contains the various types of selections offered to choose the registrant type. We will take the example of “By Session”. 

[image: ]

b) Click on the drop-down button for “Registrant Type”. We will choose “All Registrants”

[image: ]

c) Next, click on the drop-down button for Select Course and choose the course for which you are sending the broadcast. Selecting the “Include non-active Courses” will display all courses – both active and non-active.
d) Next, choose the session number of the course to display the registrants who have signed-up for this session.
e) This will display a list of all the registrants who have signed up for the course.
f) To send a message to all registrants, click on [image: ],and to choose selected registrants only, click on the name and click on [image: ] to display the name in the left column.

 Steps to send messages after selection
After the recipients’ names have been selected,	
a) Type in the subject of the email in the “Message Subject” field
b) Type the message in the “Message” field.
In case you want to change the “From Email Name”, ”From Email Address” and “CC Email Address”, you can do so. 

[image: ]Once all the changes have been made, click on “Send”. And all the selected registrants will receive your message. The page should look similar to the one displayed below before you click the “Send” button if you have followed the above example.
image2.png
REA EDUCATION AGENCY

ﬂ
.'f“‘Li ississippi Bend

‘\\‘N\A

Home

For more information, contact Betsy Justis at 1-563-344-5481, 1-800-947-2329 extension 6481, or
email bjustis@aead k12.ia.us





image3.png
ViewBy  ViewBy  ViewBy
Category Alpha  Month

Coursewhere Version 3.0
Instructor Menu
User festing logged on at 4:02:11 PM

79

2 Supper® DictienantThesauns
| D Logott

ViewBy ViewBy ViewBy  PrintA
Locatin  Interest  Instuctor  Catalog

Maintenance  Reports
2 nstuctor 2 nstucto Sessions
2 Couse List

D Couse status

Messages Coursewhere Setup

D agitiant Brosdeast
D yeerBroaseast

Meny | Last Function | Home

For more information, contact Betsy Justis at (551~ 1-563-344-6481 @ , (55~ 1-800-947-2529'0

extension B481, or email bjustis@aead k12.ia us

Comseshun denlopedty Solutionwhere, Ine.™ (55~ 231-935-3000 0 )

© 1996.2010 Sobaimabur, - All Fights Rasrd




image4.png
CourseWhere
Ele Edt Yiew Go Bookmarks Toos Help

@ -5 Oy e ——

=] O [C

A GotingStared 60 Laes Headies |

wi@Peipiie

ViewBy ViewBy ViewBy ViewBy ViewBy ViewBy  PrintA
Category Alpha  Month  Location Inferest Instructor  Catalog

2 Course information for: Judy K Bickle

Home

Mississippi Bend Area Education Agency Employees

2 Clowning Around 411872006 B.00AM-4.00AM
Workshops
2 Clowning Around I 312572006 300PM-330PM

Menu | Last Function | Home

For more information contact Judy Bickle at 1- B00-947-2329 extension 5481 or 563-344-6481. Also
you can send an email to jbickle@aead.k12.ia.us

Comsertun: denlopeaty Solutionwhere, Inc."™ (51.935:3000)
© 1996.2005 Sobaimehur, - All Fihts Rasrd




image5.png
Clowning Around
This class il teach the fundamentals of becarning a clown. Make-up techniques will be
also be reviewed. A panel of facal clowns will b present for a question/answer session
For anyone interested, applications will be faken for thase interested injining the circus

Attendance Shest.| use it apion on browser toprit atendanoe shast. | Altended/Grade.

Start Date

Scheduled
Datels

Start Time
Days

Max
Participants

Num
Registrants

Instructor

cast

Location

Payment
Instructions

Special
Instructions

Name
Bk Judy
Kosni, Seorgie

Course Session Information
anarn0e

14118/2008,4119/2008

3.00AM-4:00AM
2

50

4

Uudy K Bickle
s0.00

Wississippi Bend Area Education Agency Ha
720 21t Street

Betiendor 14 52722
Contact. Judy Bickle @800-947-2328

iy AidsfOther Info

(A §16 processing fee has been included in your credit cost.
(Cancallations must be received atleast 3 weeks priorta the irst day o
class o receive a full efund

Ifyou require special accommodations, please email me atthe link
elow.

Registant Ust
MWk PhoneFax Home Phons. Emai

040461 /- OTOR-TTTS bicke Gaea0 12 izus

U4 1+ U160 Quosnia ezt 12 2

Subramanyam,fpama S9344E31S /- 5633500553 asubramanyam Gaead 12 dus

P

S




image6.png
Attendance Sheet




image7.png
Ble Edt Yew
New Window
New Tab.
Open Location
OpenFie.
dose.

Save Page 4.
Send Link

Page Setup.
Print Preyien

Import

work offne
Ext

Go Eockmarls Tods e
G Course Session Attendance Sheet
o
cul
o Course Name:  Clowning Around
G Tnstructor: Tudy K Bickle
cs Session Number: 430
StartDate:  4/18/2006

1 - Payment Stil Due
2 - Registrant signed up for class after it was fll

Date

Bicide, Judy '

Schedule Datefs: 4/18/2006,4/19/2006
Scheduled Time: 8:0041-4:004}

.

Signature e e

Mississippi Bend Area
Education

Koenig, Georgie *

Ageney/Mississippi Bend
Area Education Agency

Mississippi Bend Area
Education

Subramanyam, Apama *

Ageney/Mississippi Bend
Area Education Agency

Mississippi Bend Area
Education

Tray, Judy '

Ageney/Mississippi Bend
Area Education Agency

Mississippi Bend Area
Education

Authorized Signature

Ageney/Mississippi Bend
Area Education Agency




image8.png
Attended/Grade




image9.png
Bl Edt Vew Go Bookmarks

Tools _tielp

2 Course Session Registration List

Course Name: Clovning Around
Instruotor. Judy K Eickie
Sezsion Number: 430

Start Dste: 471812008

Soheduled Datels: 4/1572006,/1312006
Seheduled Time: S00ANL-00AM

Mairmum Participarts: 50
Open Seats: 46
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For more information contact Judy Bickle at 1- B00-947-2329 extension 5481 or 563-344-6481. Also
you can send an email to jbickle@aead.k12.ia.us
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2 Registrant Message Broadcast

Select Registrants | By Session - Send
Registrant Type | All Registrants -
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Select Course | Clowning Around Menu
Select Session | [430] 4/15/2006-8:00 AM -> Mississippi Bend Area Education Agency |
Form Type Enhanced © Basic © Both &

4 Registrants Selected Registrants

Bickle, Judly Bickle, Judly

Koenig Georgie Koenig Georgie
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From Email Name [Course Administator |
From Email T TTr—
Address libickle@aead k12iaus

CC Ermail Address [jbickle@aeas ki 2iaus
Message Subject [Class rescheduled

Message Session 430, scheduled to be held on
4/18/2006 has now been rescheduled to
4/25/2006 due to bad weather.
Please contact me in case you are unshle
to make it.
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