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If you are part of an educational organization that would like to train staff or learn more about AIMSweb, but would prefer not to utilize our other training options, we offer an excellent opportunity to fit training into your service delivery and professional development model via our AIMSweb Training Host option.  
Simply open your doors to us for two days and we do the rest! We post the training to our website and allow anyone from anywhere to register at a per-seat rate.  We provide the materials and the trainer.  In exchange for offering us your facilities, your organization is provided with two complementary (free) seats in the two-day workshop!  
What is involved to host an AIMSweb Open / Public Workshop:

Our workshops are offered year-round!  To participate in this opportunity, please review the following requirements:

· Scheduling:  Trainings must be finalized for posting to our website no later than two months prior to your scheduled date.  This allows us all time to promote and create awareness of the event, as well as time for attendees to register.
· Computers:  Your organization must provide a computer lab with a minimum of 12 seats which meets the requirements within the Tech Checklist (see addendum).  

· Location:  Training should be hosted at a location that offers comfortable lodging/accommodations for out-of-town workshop attendees.


· Minimum Registration:  For training to remain scheduled, we require a minimum of 12 paid registrants. You will also receive two free seats to the training. (Cancellation decisions are made approximately three weeks prior to the event in most cases.  Though cancellation is rare, we recognize the inconvenience it causes.  Any attendee with a registration that has been cancelled will receive $100 coupon toward our online training.)

We promote your training via flyers, our website, other marketing services, and word-of-mouth.  We will also provide you with an electronic document containing an informational flyer about your training.  You may then distribute it to create awareness as needed.


· Refreshments:  Please provide light refreshments for morning and afternoon.  Examples include beverages such as water, soda, coffee, tea, or juice—and snacks such as pastries, chips, cookies, or fruit.  Participants will be dismissed at lunch to eat at an establishment of their choice, at their own expense.  

· Trainer:  Your training is provided by a Certified AIMSweb Trainer (CAT).  
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This form will enable us to organize and schedule your LAM Open Workshop training.  Your training requests will be reviewed and you will be contacted by an AIMSweb® Representative within Pearson, Inc. regarding the availability of your request and final approval. Please complete, using the form fields below, and submit via email or mail to:  


James Henke
AIMSweb Training Consultant
Pearson
james.a.henke@pearson.com 
Call 866-313-6194 and press the “Training” option for additional assistance.

General Information:
*Primary Contact Person:       
*Daytime Phone:       
*Evening/Cell Phone:       
*Email:       *
*Mailing address:       
*Secondary Contact Person:        
*Daytime Phone:       
*Evening Phone:       
*Email:       
*School/District/Organization Name:       
*Address, ZIP, & Bldg. name where training is to be located:       
 Website (optional):       
*Phone:       
*Building at which training will be held (location must have computers available for each trainee if software training is involved):      
*Room number:      
*Parking recommendations (if any):

*Lodging recommendations (if any):

*Is there a fee or permit required for parking (explain if needed)?       
*Maximum number of seats (with working computers) in your computer lab, including the master workstation:       

(To ensure quality training, software training for more than 30 participants per session requires advance approval from Pearson, Inc.)

 FORMCHECKBOX 
  Our organization has reviewed the Technology Checklist  and will ensure these items are completed prior to training.

Technology Checklist:  http://www.aimsweb.com/uploaded/files/aimswebtechcheck.pdf 
(Items on the list pertaining to the AIMSweb Palm/PDA or Pen training may be omitted, as those tools will not be involved in your upcoming training unless you have been notified otherwise.)






How to Become an �Open/Public AIMSweb® Workshop Host Site











�Open/Public AIMSweb® Workshop Host Site Form
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