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Figure 1.5: Workstation Checklist for Students

Here is a checklist for setting up your learning workstation. Please send an email to me at                      
if you have any difficulty or questions about the setup. You may not have everything that is mentioned in this checklist. 
Please write N/A (not applicable) on those lines so I know what changes to make. Thank you.

All information in this document is private. It is not to be shared with anyone other than the following people.

Student

Parent

Teacher

Date

Workstation Setup

 � I have as much privacy and quiet as possible.

 � I have some space to get out of my seat and move my arms.

 � I made a Do Not Disturb sign.

 � I have a flat surface for my device and a chair to sit in.

 � I set the volume for my microphone and laptop.

Joining Class

 � I can mute and unmute my sound.

 � I can turn my video on and off.

 � I share and stop sharing my screen.

 � I can use the learning management system chat function.

 � I can use the video conference system chat function.

 � I can send a document.

 � My face is centered on my screen.

 � The light is in front of me instead of behind me.

 � I put up my Do Not Disturb sign.

 � My space is clear for my work and lets me focus on learning.

 � I have a plan for my brain and body breaks.

 � I have a timer or clock to help me remember to take brain and body breaks.

 � I have all the materials I need for class.

 � My completed work is ready.

 � I have reviewed the class norms.

 � I am ready to join class when asked.

 � I know what is expected of me when I interact with others.

My email is:

My phone number is:

Teacher email

Teacher phone
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