WEN Video Credit Course Application


Wyoming Equality Network (WEN) Video 

Course Application

Please read before continuing:

This application must be completed by the instructor.
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Role of the Sponsoring Entity

According to the WEN Video Policy Guide, the course Sponsoring Entity is responsible for:

· Ensuring the course information meets state standards or school requirements

· The course satisfies the amount of contact days, seat hours, and hours of instruction

· The course or instructor is properly certified

· Investigating the credentials of the instructor such as reference check or verifying resume information

The WEN Video Policy Guide can be found on the WEN Video website:  www.k12.wy.us/wenvideo
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Step 1:
Your application will NOT be accepted unless every field is fully completed and every supporting document has been submitted.
Step 2:
Identify an individual who will contact the WDE for registered students and locations needed.

Step 3:
Complete and submit this form as an email attachment to wenvideo@educ.state.wy.us


Upon receipt, applications are reviewed and the course will be added to the appropriate WEN Video Catalog. This WEN Video Catalog is sent to all WEN Video locations.  The Catalog is also published on the WEN Video website. Interested students (or counselors) will then contact the representative you have listed on the attached form.

Sponsor Information

Provide information about the person submitting this form in case we have questions or need clarification.

1.
Sponsoring institution:      


Contact person’s name:      


Phone:      


E-mail:      


2.
Other important contacts, if applicable (specify or attach list):      


Phone:      


E-mail:      


Course Information

1.
Course title:      


2.
Catalog ref. ID (if any):      

3.
Number of college credits offered (if any):      


4.
Subject area:      


5.
Prerequisites:      

6.
Course description:      


Instructor Profile

1.
Instructor’s name:      

Phone:      

E-mail address:      



2.
Instructor’s supervisor:      

Phone:      



E-mail address:      


Student Profile

1.
Intended grade level(s) (9-16 or specify):      

2.
 FORMCHECKBOX 
 High school (HS) students only
 FORMCHECKBOX 
 Both HS & college students
 FORMCHECKBOX 
 College students only

3.
 FORMCHECKBOX 
 Professional Development
 FORMCHECKBOX 
 Other

Course Administration
1.
This application is for (check one):

 FORMCHECKBOX 
 Summer 2009
 FORMCHECKBOX 
 Fall 2009
 FORMCHECKBOX 
 Spring 2010
 FORMCHECKBOX 
 Other (specify):      

2.
Course begins (m/d/yy):      

Course ends (m/d/yy):      

3.
Deliveries occur (check all that apply):  FORMCHECKBOX 
 M
 FORMCHECKBOX 
 T
 FORMCHECKBOX 
 W
 FORMCHECKBOX 
 Th
 FORMCHECKBOX 
 F
 FORMCHECKBOX 
 Sa


OR  this course ONLY meets on: m/d, m/d


Except (indicate days the class will not meet due to holidays, vacation days, in-service days, etc.):
m/d, m/d

4.
Start time (h:mm am/pm):      

Stop time (h:mm am/pm):      

5.
Video site from which instructor will be teaching*:      


Please note:  it is required that the instructor obtains prior approval from this location before submitting this application.

Video Options

         FORMCHECKBOX 
 Lecture Mode   (Lecture mode allows the student sites to rotate, so you can see at intervals
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         FORMCHECKBOX 
 First Day Layout (5+1 Split)                                                  
Other options will be available soon.

Enrollment Limitations

1.
Indicate the maximum number of distance students you will allow in this course:      

2.
Specify any other enrollment limitations applicable to this course (i.e., number of sites, etc.):
     


Registration Process

1.  Who will contact the WDE to notify that there are students registered?

Registrar’s name:      

Phone:      

E-mail address:      


Please note:  this individual will need to submit the following form when there are students enrolled for the course:   Course Request w Attendees

2.  Who will students contact to register?

Registrar’s name:      

Phone:      

E-mail address:      


Describe in detail the steps a student should complete to register for this course, for example, include names of contacts for various steps, how to receive registration materials, deadlines, etc.:

     


Costs

Tuition/Delivery

 FORMCHECKBOX 
 No charge
 FORMCHECKBOX 
 $      per student, per semester

Additional Fees

If applicable, specify and give amounts:

$      fee for      

$      fee for      

$      fee for      

Costs (continued)

Materials

1.
Each registered student will need the following materials for this course (attach additional pages as necessary):

	Item/Title:      


	Item medium:  FORMCHECKBOX 
 Textbook
 FORMCHECKBOX 
 Software
 FORMCHECKBOX 
 Tool
If Other (specify):      


	Description:      


	Author/Maker:      


	Publisher/Vendor:      


	ISBN:      

Item price: $     


Additional shipping cost?    If yes, specify cost: $     


	Method by which this item is obtained:

     



	Item/Title:      


	Item medium:  FORMCHECKBOX 
 Textbook
 FORMCHECKBOX 
 Software
 FORMCHECKBOX 
 Tool
If Other (specify):      


	Description:      


	Author/Maker:      


	Publisher/Vendor:      


	ISBN:      

Item price: $     


Additional shipping cost?  If yes, specify cost: $     


	Method by which this item is obtained:

     



2. Specify any additional information regarding materials:      


It is also required for the instructor to complete the following:

	 FORMCHECKBOX 

	I have read the WEN Video policy guide, found on the WEN Video website at:  www.k12.wy.us/wenvideo  

	 FORMCHECKBOX 

	I will provide the students in my course a copy of the WEN Video “Quick How To Guide” provided at the end of this document

	 FORMCHECKBOX 

	I will provide the students an overview of the equipment during the first day of class

	 FORMCHECKBOX 

	I will provide the students the Help Desk phone number for immediate assistance

 (1-800-327-3577, ext 0)

	 FORMCHECKBOX 

	I understand that the WDE WEN Video Scheduler may provide individualized training on the equipment, and I may schedule an appointment via email to: wenvideo@educ.state.wy.us


Your name here

     


Today’s date

     

The 

QUICK

HOW-TO
For your WEN Video Unit

Created by

Summer Wasson, WEN Video Scheduler

Wyoming Department of Education

www.k12.wy.us/wenvideo/

	MAKE:    Tandberg

MODEL:  880 MXP
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Terminology:

Codec – pictured above.  This is a “coder – decoder” – it is the “brain” of the WEN Video Unit.

Monitor – the television that the Codec is set on top of.

Remote – the Tandberg Remote that controls the Codec, or your WEN Video Unit

Network Cable – the cable that connects the Codec to the network – it will look like a phone cable, but has a wider jack.
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To Receive a Video Call:


Make sure the Codec is turned on.  Press the power switch on the back of the unit.  When the Codec is turned on, a green light will appear on the front of the unit.  The Codec will perform a self-test by swiveling the camera.  If the Codec is on the top of a television, make sure the television is turned on also.  
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** It is recommended to leave the Codec turned on at all times – however, it can be set to “Standby” when not in a call. The TV Monitor may be turned off.  All Codec units have been configured to auto-answer an incoming call, and Mute.
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Remote Basics:

DON’T FORGET YOUR MICROPHONE!


To Make a Video Call:

There are several ways to make a call to another end point.  If you do not know the E.164 or IP Address, there should be a listing in the Address Book.  If you are unsure, please locate your local school WEN Video Scheduler for help.  If they seem to be unavailable, please call the Help Desk.  You may also call the help desk by video, by opening the address book and find the listing for WEN Help Desk or dial directly by video to 555000








After the call has ended, please turn off televisions ONLY.

MORE TRAINING:

One-to-One Training is available – please call to make an appointment at least one-week in advance at: 307-777-5657 or email wenvideo@educ.state.wy.us

WEN Video Help Desk: 1-800- 327-3577, ext 0

www.k12.wy.us/wenvideo/           
Limitations:


This format may only be used on the first day of class or in very limited situations as it will lower bandwidth.  This format will only work with supported video units (Tandberg IP).  Do not show documents or PC during this view as the screen for the students will be too small!





Power





Do not turn this off!


Only turn on/off TV or projectors





Cancel Button:


Use this button if you have entered an area that you are unsure of.





Choose which camera you would like to display to the other endpoint, such as an attached PC, Document Camera, VCR, DVD, or the Main Camera with Students or Teacher





MUTE Button





Make a Call





End a Call


Or


To Enter Standby





Volume





Toggle the view, to see self-view and the other sites or both





� EMBED Word.Picture.8  ���





Enter the number and press OK.





IP Numbers may have a * between the octets





OR


Find the contact in the address book, and press OK





Locate your flat microphone and be sure to pull it to an area near you or centrally located between yourself and other attendees.  Be sure to not cover it with papers or books.  Left on the TV stand will result in feedback!
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