[bookmark: _heading=h.1l9nifv4ozuz]Pathways Panelist Emails
Table of Contents:

Initial Touch Point
Official Invite
Check-in Email
FINAL Panelist Logistics Reminder
Sample Cold Call Email
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Messages to prospective panelists work best when they come from someone they know. Have colleagues reach out to them directly to start the conversation. They link them up with the PROGRESS workshop organizer. See ‘Sample Cold Call Email’ below for cold call invites.

Once they’ve accepted, use the following scripts to help them understand expectations and day of logistics. 
[bookmark: _Toc235795031][bookmark: _Toc235795740]Official Invite
Subject: PROGRESS Pathways Panel Information

Dear [NAME],

Thank you for volunteering to be a panelist at the [DATE] PROGRESS workshop! 

Please find some helpful tips below for preparing your IGNITE presentation for the “Pathways to the Earth and Environmental Sciences” panel:
Panels will be conducted in the IGNITE style (http://www.ignitetalks.io/). The idea is for local scientists like you to share your perspectives (in just 5 minutes!) on your pathway to your current position and the choices you made along the way to get there. We hope that our participants will identify with many of your stories, and that it will promote discussion among the group. 
When preparing your IGNITE presentation, please use the following guidelines:
1. Use Microsoft PowerPoint to build your IGNITE presentation. Do not use animations.
2. Your IGNITE presentation should be 20 slides, no more no less. Slides will be automatically advanced every 15 seconds to total a presentation time of 5 minutes.
3. Slides should include many pictures and a few words – the more fun and humorous the better.
For presentation content, please tell us about your pathway to the Earth and Environmental Sciences. What decisions or challenges (good or bad) did you face along the way, and what shaped those choices? We welcome you to include pictures/stories/words of wisdom from any mentors that you might have had along your career pathway. If you do field work, please tell us how you got started doing that. Maybe you participated in research as an undergraduate student or held a job that influenced your pathway to the sciences – tell us! We welcome you to include pictures/stories/words of wisdom, and stories/examples of how you balance work and life. Feel free to share how your daily work meshes with family and personal life (e.g., do you have a partner, kids, pets, hobbies and interests outside of work).
In general, we welcome you to share stories and experiences about your pathway, any career transitions, and how you got started in the process. There is a stereotype that all earth sciences are “outdoorsy”, and that you have to be “outdoorsy” to work in these fields. It would be great to especially highlight a variety of activities you do, i.e. hiking and book club!  Make sure to include things that young college students can relate to.  We all know that science happens in teams, but students do not know this. So please tell us how you collaborate and work in a team. Tell us about your role on that team. Finally, please tell them how you have developed your talent and abilities. Are there any strategies that you can share about how effort leads to mastery, even when a concept or task is difficult? Finally, please tell them why you think science needs them!
Please don't stress out about the IGNITE presentation; we hope you have fun pulling this together!
Here is an example of a previous Pathways panelist presentation.

[bookmark: _Toc235795032][bookmark: _Toc235795741]Check-in Email
Dear Pathways Panelists, 

We are excited to see you at the PROGRESS workshop on [DATE]! We wanted to send you a friendly reminder that you have volunteered to participate in our “Pathways to the Earth and Environmental Sciences” panel on [DATE] from 10:30 - 11:30 AM.

Here's what to expect for the workshop:

Prepare your IGNITE talk:
· We hope that you are having fun pulling together your IGNITE presentation. 
· As a reminder, here are instructions and some helpful tips on how to create your IGNITE presentation. 
· For your presentation, share your personal pathway to the Earth and Environmental Sciences: the decisions, challenges, and mentors (with photos, stories, or words of wisdom if you'd like) that shaped your path, including how you got started in research, fieldwork, or any formative jobs along the way. Talk about how you balance work and personal life, including family, hobbies, and interests outside of work, and try to challenge the "outdoorsy" stereotype by showing the variety of activities and interests that fit into a life in the earth sciences. Since students often don't realize how collaborative this work is, describe your role on a team and how you work with others, and share any strategies for how effort and persistence build mastery even when something is difficult. Close by telling them why you believe science needs them.
· Please share a current photo and short bio with us ASAP. 

Upload your presentation by [DATE]:
· When you are ready, please upload your IGNITE talk to this shared drive. 	Comment by Milena Guajardo: LINK to where you want to gather presentations
· If you have trouble accessing the shared drive, you can also email your presentation to us at [ORGANIZER EMAIL]
· Please upload your presentation by midnight on [DATE]. 
· Please email us to let us know if you need more time to prepare. 

On the day of the workshop:
· Please arrive at the workshop venue at 10:15 pm.
· The workshop will be at [LOCATION]. 
· [PROVIDE ANY RELEVANT PARKING INFORMATION] 
· We also welcome you to join us for a lunch discussion with the students between 12:45 - 1:30 pm. 
· Please let us know if you plan to attend lunch by sending a quick reply to this email. Please include any dietary preferences/restrictions. 

How the panel will be conducted:
· We will share your slides for you from our laptop since this will save on transition time. 
· All you need to do is tell everyone about your slides as they auto advance. 
· We will go through two panelist IGNITE presentations followed by Q&A and then do the other two presentations followed by more Q&A and open discussion.
 
For questions, please contact us at [ORGANIZER EMAIL]. 

For assistance on the day of the workshop, please feel free to reach out to [ORGANIZER/TEAM NAME + PHONE NUMBER].

Thanks again! Looking forward to seeing you on [DATE]!
[bookmark: _heading=h.s89no9d35vmd][bookmark: _Toc235795033][bookmark: _Toc235795742]FINAL Panelist Logistics Reminder
Hello Pathways Panelists, 

This is a final friendly reminder about the “Pathways to the Earth and Environmental Sciences” panel on [DATE] from 10:30 - 11:30 AM. Check the workshop site to ensure you’re happy with your photo & bio. If you’d like edits please let us know ASAP.	Comment by Milena Guajardo: LINK, if created

Here's what to expect for the workshop:

Please upload your presentation by the end of [DATE]:
· Here are instructions on how to create your IGNITE presentation. 
· For your presentation, share your personal pathway to the Earth and Environmental Sciences: the decisions, challenges, and mentors (with photos, stories, or words of wisdom if you'd like) that shaped your path, including how you got started in research, fieldwork, or any formative jobs along the way. Talk about how you balance work and personal life, including family, hobbies, and interests outside of work, and try to challenge the "outdoorsy" stereotype by showing the variety of activities and interests that fit into a life in the earth sciences. Since students often don't realize how collaborative this work is, describe your role on a team and how you work with others, and share any strategies for how effort and persistence build mastery even when something is difficult. Close by telling them why you believe science needs them.
· Please upload your IGNITE talk to this shared drive.	Comment by Milena Guajardo: LINK
· If you have trouble accessing the shared drive, you can also email your presentation to us at [ORGANIZER EMAIL] as a .ppt or google slide link (do not send a pdf)

On the day of the workshop:
· Dress casually (bring a sweater)! We tell the students to wear what they’d wear to class. Y’all will be standing in front of the room & your slides will be going behind you.
· Arrive at the [LOCATION] at 10:15 am.
· [INSERT RELEVANT PARKING INFORMATION]
· We also welcome you to join us for a lunch discussion with the students between 12:45 - 1:30 pm. 
· Please let us know if you plan to attend lunch by sending a quick reply to this email. Please include any dietary preferences/restrictions. 

For questions, please contact us at [ORGANIZER/TEAM NAME + PHONE NUMBER]. 

Thanks again! Looking forward to seeing you on [DATE]!

All the best,
[ORGANIZER]
[bookmark: _Toc235795743]Sample Cold Call Email
Dear [NAME],

I hope this message finds you well. I am reaching out to inquire whether you would be interested/available to participate as a panelist in an IGNITE presentation focused on "Pathways to the Earth and Environmental Sciences" as part of the Promoting Geoscience Research, Education & Success (PROGRESS) program. This program aims to recruit and mentor women in STEM, guiding them through Earth and Environmental Sciences via professional and peer mentoring.

We're hosting students from the DC/Baltimore area at UMD on Friday, November 8, 2024. The Pathways panel is from 10:30 – 11:30 am, with lunch afterward. We would be delighted if you could join us and share your inspiring story.

The IGNITE presentations are short (5 minutes) and involve speakers discussing their educational, professional, and personal pathways, highlighting challenges and how they overcame them. Typically, we have 4 panelists, followed by a Q&A session with students. It's a rewarding opportunity to impact many students.
For presentation content, please tell us about your pathway to your current position. Please cover what decisions or challenges (good or bad) did you face along the way, and what shaped those choices? We welcome you to include pictures/stories/words of wisdom from any mentors that you might have had along your career pathway. Maybe you participated in research as an undergraduate student or held a job that influenced your pathway to the sciences – tell us! We welcome you to include pictures/stories/words of wisdom, and stories/examples of how you balance work and life. Feel free to share how your daily work meshes with family and personal life (e.g., do you have a partner, kids, pets, hobbies and interests outside of work). We also love to hear about failures in addition to successes. Normalizing struggle is important for students.

In general, we welcome you to share stories and experiences about your pathway, any career transitions, and how you got started in the process. Make sure to include things that young college students can relate to.  We all know that science/policy/advocacy happens in teams, but students do not always know this. So please tell us how you collaborate and work in a team. Finally, if you can weave in how you developed your talent and abilities, that would be great. Are there any strategies that you can share about how effort leads to mastery, even when a concept or task is difficult? Finally, please tell them why you think science needs them!

Kindly let us know about your availability for the presentation and lunch (including dietary restrictions). We appreciate your consideration and eagerly await your response.

Best regards,
