Starfleet Cadet Checklist for Teachers
By Steve Williams (steve@p4c.com)
1. Teachers were alerted to organisational issues specific to email simulations which they resolved in ways appropriate to their own contexts. The 'checklist' was:

2. Make sure you have an email address. If you have 'spare' email addresses on your system, you may want to create a temporary one for the duration of the adventure eg, cadets@yourschool.leics.sch.uk

3. Identify the class or group who will be taking part and plan periods of time over the two weeks of the event where you will allow the curriculum to be sufficiently flexible to enable children to complete the literacy and numeracy tasks involved in the simulation.

4. Ensure that you will have access to email facilities every day for the whole of the two-week event.

5. Clear a noticeboard space for messages sent and received during the simulation and for other work your children produce.

6. Make sure you have email contact with your partner school. Check to see if they are receiving email from your school and vice-versa.

7. Familiarise yourself and your pupils with email and make sure you can print an email and cut and paste text from a word-processor to an email message and vice-versa. There are some other organisational issues you will have to think about prior to starting the simulation.

8. Who will send, receive and print off the emails? Will you assign one or two groups to be the 'communications cadets' or will you assign a different group to the task each day? This will depend on whether you are using the project to give all pupils experience of email.

9. How will you type up the maths problems? There are a number of options. Children could work first with pencil and paper. Then a small group could type up all the work. Alternatively, each problem could be typed up by the people who write it.

10. At what times in the day will your children get and send messages? You will need to arrange the time with your partner school so you both know what to expect.

