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Use this checklist to share your vision, structure, and expectations with your class to establish inclusion among adult learners 

Preparation for Learner Arrival
☐	Check room temperature.
☐	Set up room so it is conducive to learning.
☐	Prepare learning materials.
☐	Set up computing and audio equipment, ensuring in working order.
Introductions
☐	Welcome learners as they arrive.
☐	Facilitator introductions.
☐	Learner introductions.
☐	Discuss and evaluate classroom environment with learners.
Course Overview
☐	Discuss safety and evacuation procedures and expectations
☐	Review class schedule including breaks and lunch times. Share breakroom, cafeteria, and bathroom locations.
☐	Review course objectives/outcomes
☐	Discuss course materials and structure
☐	Discuss course assessments
Course Expectations & responsibilities
☐	Discuss course expectations
☐	Discuss learner responsibilities
☐	Discuss facilitator responsibilities
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