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The PROGRESS (PROmoting Geoscience, Research, Education and SuccesS) program aims to mentor STEM undergraduates who identify as women interested in the Earth and Environmental Sciences (hereafter referred to as the Geosciences) through a combination of formal and informal, professional and peer mentoring. 
Program participants 1) learn more about careers in the Geosciences from a diverse group of successful women Geoscientists, 2) meet peers with similar academic interests, 3) gain better self-awareness of their values, strengths, and liabilities for a career in the Geosciences, 4) expand their psychological, social and institutional resources for a career in the Geosciences, and 5) gain access to one (or more) mentors. Program participants have access to peer mentoring and resources and are encouraged to interact in peer discussion forums via private social media groups. Participants are matched with a local Geoscience mentor and are invited to participate in group networking events near their home institution and/or webinars.
The pilot for PROGRESS included cohorts in two geographic regions: the Colorado/Wyoming Front Range and the Carolinas. The program involved partnerships among Colorado State University, University of Colorado, University of Wyoming, Colorado College, Metropolitan State University of Denver, and University of Northern Colorado and University of North Carolina Charlotte, University of North Carolina Chapel Hill, University of South Carolina, North Carolina State University, and North Carolina Agricultural and Technical State University. The PROGRESS team is led by Dr. Emily Fischer and is made up of Geoscientists and Social Scientists from multiple institutions (Colorado State University, Colorado College, Univ of North Carolina-Charlotte, Texas A&M University, and the University of California, San Francisco). 

Note: Although PROGRESS was designed to promote women’s involvement in the Geosciences, this program is easily adaptable to other STEM fields, and we believe can be equally effective in fields where women are underrepresented.
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Part 1: Recruiting participants

Recruit cohorts of STEM undergraduates who self-identify as women and self-identify as interested in the Geosciences to participate in a PROGRESS workshop. Recruit a spectrum of professional women Geoscientists (graduate level and higher) to volunteer as workshop panelists (role models) and/or volunteer as local mentors for the undergraduate participants.

Part 2: Planning a PROGRESS Workshop

Organize regional professional development workshops for each cohort. These women-only workshops create a unique and safe space to discuss academic pathways toward Geoscience-related careers, establishing a professional mentoring network, overcoming common and gendered challenges to Geoscience careers, and finding support for one’s personal and professional goals.

See separate document for Workshop Facilitator’s Guide.

Part 3: Sustained Contact Post-Workshop 

Establish a structure for sustained contact between STEM undergraduates and a spectrum of Geoscience role models near the student’s home institutions. This includes introducing undergraduate cohorts to any PROGRESS web-center and social media forums and national scale virtual peer and professional mentoring networks.
[bookmark: _Toc235629086]Getting started

5 to 6 months in advance of your workshop:
1. Assemble project team 
2. Assign roles and action items
3. Identify participating institutions 
4. Establish connections with collaborators at participating institutions
5. Select workshop dates 
6. Book an external professional facilitator (if not self-facilitating)
7. Identify potential workshop venues
[bookmark: _Toc235629087]How to use this guidebook

This guidebook is organized according to the four parts of the program design. Each part is structured in table format and uses the following indicating icons.  
Guidebook Icons Key
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	Action item
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	Send e-mail correspondence
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	Wait for response
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	Lessons Learned from the PROGRESS pilot
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	Icon
	Weeks before Workshop
	Description
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20 – 22
	Prepare an online workshop application.

Students will access a brief online application via a generalized web link provided in the announcement for the workshop near their institution. The application includes a short questionnaire and can be hosted on various online survey platforms like Qualtrics, Google Forms, or Survey Monkey.

The application should include: 
1. Target workshop date and time
2. Workshop location
3. Student general contact information
4. Student demographic information
5. Student academic information
6. Student interest in Geosciences
7. Date by which students will be notified of their acceptance
8. Who to reach out to for questions 

See Appendix 2 for sample application. 
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If there are more applicants than seats at the workshop, the organizing team should plan to establish a waitlist.

Create a workshop website to direct students to more information. See the Example PROGRESS Workshop Website document under ‘Workshop Materials’ on the PROGRESS website. 
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20 – 22
	Identify student participants.

Leverage academic registrars, institutional research offices, and university collaborators to identify undergraduate women who self-identify as having an interest in the Geosciences. 

Student interest in the Geosciences can be identified using the following criteria:

1) Enrollment in introductory core STEM classes and courses related to the Geosciences. 

2) Having a declared/undeclared major/minor in any Geoscience related field. These vary by institution. 
a. Here is an example from a list of majors at Colorado State University.

Geology, Engineering Open Option, Undeclared Physical Science and Math/Engineering Interest, Ecosystem Science and Sustainability, Soil and Crop Science, Forestry, Geology, Geography, Rangeland Ecology, Soil and Crop Science, Natural Sciences, Natural Resources Management. 
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18 – 20
	Obtain electronic “master” lists of student email addresses.

Acquire bulk email lists from:
· University Registrar
· Academic Institutional Research Departments
· Academic Advisers
· University Administrators

Use a mail merge app to efficiently send large quantities of personalized emails from a spreadsheet. You will need to repeatedly email the same lists as well as expand email lists. 

Students often need to see the announcement several times to respond. Workshop announcements can be accompanied by an attached flyer or handout (See Appendix 3)

To respect student’s privacy, copies of master email lists should be password protected and should not be shared with non-team members. Collaborators at each participating institution can act as the proprietor of their institutional or departmental master email list. 
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18 – 20
	Arrange for collaborator distribution of workshop announcements to students.

In addition to bulk email lists or if “master” lists cannot be obtained, university collaborators can be asked to forward the announcement to undergraduate students. 

University collaborators that can be leveraged include:	Comment by Milena Guajardo: See Example Email to Collaborators under Implementation Toolkit.
· Department chairs
· Academic advisors
· Instructors of introductory STEM courses 
· Residential Academic Program administrators (especially if the university hosts “themed” residence halls for undergraduate students that focus on the natural sciences and the environment)
· On-campus cultural and gender advocacy centers
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18 – 20
	Arrange for in-class announcements (optional). 

Instructors of introductory STEM courses can be asked to allow program team members to give a 5-minute, in-class presentation at the beginning of their class to announce the workshop to students in their classes.
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It's crucial to engage a wide range of women interested in Geosciences. Partnerships with identity-based and advocacy centers can help us connect with women of color and LGBTQIA+ individuals interested in Geosciences by sharing application announcements with their endorsement.
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6 – 18
	Disseminate workshop announcement to students.

1. Email the announcement to students on the electronic master lists 
2. Conduct in-class presentations (optional)
3. Ask collaborators to forward email announcement to students
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Weekly
up to 6 weeks prior to workshop
	Send frequent reminders to students

1. Frequent reminders should be sent to electronic master lists
2. Collaborators should be asked to regularly forward the email announcement to students
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Universities are cautious about sharing email lists, and students may hesitate to complete online surveys due to survey fatigue. To maximize participant outreach, request email lists well in advance. The time frames will vary by university and department. Initiate contact with department chairs, instructors, academic advisors, and cultural centers months before recruitment to build a collaborative rapport. The choice of messenger is crucial.
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Up to 6 weeks prior to workshop

	Wait for application responses. 

The announcement should be disseminated to students several times throughout the application period, with more frequent reminders as the close date is approached. 
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6
	Compile a workshop invitation list. 

Maintain a rolling list of eligible students who've applied online to be used for workshop invitations. Update it weekly (up to one week before the application deadline) and daily (as the deadline approaches). Organize the data in spreadsheets for easy integration with email merge tools.

Participation criteria:
· Are currently enrolled as an undergraduate student (decide which student year(s) would be most appropriate for your workshop. Ex: Freshman & Sophomore vs Junior & Senior.) 
· Self-identifies as a woman
· Self-identifies as having interest in the Earth and Environmental Sciences
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Each reminder sent to students usually leads to a significant increase in completed surveys. Don't hesitate to remind students about the opportunity to participate. When sending emails, less is more. Shorten those emails!  
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6
	Send calendar invitations to students. 

Use the workshop invitation list to email a workshop invitation to students who responded to the online application and meet participation criteria.

See Appendix 4 for sample invitations/flyers.
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Up to 2 weeks prior to workshop

	
Wait for student RSVPs.
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Up to 2 weeks prior to workshop

	Optional
This is a good time to develop a simple workshop evaluation so you can improve future workshops. You can decide to do a pre-, post-workshop evaluation or just a post-workshop evaluation.
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Weekly
up to 2 weeks prior to workshop
	Send frequent invitation reminders to students. 

Students are encouraged to respond to the invitation promptly, but they have a four-week window to RSVP. Regular reminders to RSVP are essential.
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1 – 2
	Make an electronic list of confirmed student attendees. 

Maintain a list of students who have confirmed their attendance. Keep it current and log "No" responses to facilitate reminders for non-responsive students.

Workshop attendee list information should include:
· Name
· Email address
· Phone Number
· Notes about cancellations, if applicable
· Notes about special requirements for meals or transportation 
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As RSVP’s are received 
	Send follow-up materials, instructions, and logistics to confirmed student attendees. 

Materials include:
· Logistics information including transportation and meals
· Link to “Getting to Know You” survey for mentor matching
· Workshop agenda
· Letter to professors explaining absence, if workshop is held during the week (optional)

See Appendix 5 for sample questions for the “Getting to Know You” survey.
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18 – 20
	Identify mentors.

Mentors can come from diverse backgrounds and career stages, including graduate students, postdocs, research scientists, faculty, and staff. In the initial PROGRESS cohorts, mentors were predominantly identified as women. 

Research and experience suggest that undergraduate women feel more at ease connecting with senior women scientists, although mentors who identify as men also contribute to networking and professional development. (Blake-Beard, et al., 2011; Dennehy et al., 2017; Herrmann et al., 2016; Lockwood, 2006).

Recruit mentors from:
· Geoscience departments at universities (faculty, research scientists, graduate students)
· Local government research centers
· Geoscience non-profits like the Earth Science Women’s Network (ESWN), Graduate Women of Atmospheric Science (GWIS), and local 500 Women Scientist pod
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	We've learned that undergraduate women benefit from an initial mentor connection, not just guidance on finding mentors. They need at least one initial connection to someone (Hernandez et al., 2017, 2020). Mentors can be at various career stages (e.g., grad students, faculty).

Relevance is key, so recruiting mentors from diverse disciplines ensures students are matched with like-minded mentors, enhancing engagement. "Birds of a feather" matching, based on personality and interests, was effective, making field specifics less crucial (Lockwood, 2006; Gehlbach et al., 2016; Robinson et al., 2019).
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16 – 18
	Initiate a “Call for Mentors”.

Distribute the announcement electronically to university campus groups, nearby industry and national labs. Encourage volunteers to share it with their colleagues in academia, industry, and government positions to expand the search for mentors.

(See sample call for mentors in Appendix 6.)
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Up to 3 weeks prior to workshop

	Wait for volunteer responses. 

The announcement should be disseminated several times throughout the application period, with more frequent reminders as the close date approaches. 
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2 – 3
	Compile a list of confirmed mentors. 

Compile mentors who've responded positively using an online tool like Google Forms or Sheets.

Mentor information should include:
· Full Name
· Preferred contact email address
· Contact phone number
· Current affiliation
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Weekly
up to 3 weeks prior to workshop
	Send a “Call for Mentors” reminder.

Regularly check for newly completed forms and add volunteers to the Mentor list. 
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2 – 3
	Host mentor training(s). 

Invite volunteers to a 1-hour mentor training session, offered in-person or as a webinar. The training covers project overview, role modeling, mentor expectations, time commitment, and campus resources, including emergency support for students facing challenges.

Plan to record the training to share with mentors, along with the slide deck.

See the Mentor Training tab on the PROGRESS website for a sample slide deck and recording of a previous mentor training session.
Appendix 7 is an example list of on-campus resources available to students. 
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1 – 2
	Send follow-up materials to mentors.

After training, send mentors a recording of the training and the slide deck to remind them of expectations. Mentors also fill out the same "Getting to Know You" survey as students for pairing after the workshop so be sure to include the link to this form as well. 

See Appendix 5 for the student version of the “Getting to Know You” survey. Be sure to adapt your student survey to a mentor survey. 
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0 – 1
	Send reminders for mentors to complete the “Getting to Know You” survey.
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	Volunteers (mentors, university liaisons, panelists, etc) are essential as they assist with workshop planning, suggest panelists, organize networking events, aid in mentor search, and collaborate on obtaining student email lists. We also encourage all women volunteers to join a PROGRESS social media group, if you create one, which serves as platforms for sharing opportunities and discussions in STEM, particularly in the Geosciences.


[bookmark: _Toc235629091]Part 2. Planning a PROGRESS Workshop 

	Icon
	Weeks before Workshop
	Description
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20 – 24
	Select workshop dates.
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Selecting workshop dates can be difficult. Be sure to check academic calendars to avoid overlap with large events such as homecoming, spring break, major sporting events, and other student-organized events that could impact participation numbers. 

Note that in Fall 2023, a similar workshop held on a Friday experienced remarkable interest and attendance (90% attendance). Should this option be chosen instead of a weekend (~60% attendance), additional considerations will need to be addressed (i.e. excused absence letters to professors)
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20 – 24
	Book a facilitator (if not self-facilitating).
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20 – 24
	Book a workshop venue.

Book a venue well in advance. Choosing a location on-campus or within walking distance is easiest to eliminate transportation needs. 

Ensure the venue can accommodate banquet style tables for participants, with extra space for volunteers and activities. It's ideal if the venue permits food and beverages, as the workshop spans breakfast and lunch hours. Venues allowing outside food are helpful as they are cost-effective and offer dietary options.

Workshop venue needs:
· Banquet style setup with 6-8 chairs at each table
· 1-2 rectangular check-in tables with 2 chairs each right outside the door of the venue.
· 4-5 chairs at the front of the room for panelists.
· AV set-up capabilities
· Projector, screen, & 2 hand-held or lapel mics
· Speakers, if the room isn’t equipped
· Podium to set up laptop (optional)
· 2-3 rectangular tables set up on the side for food (serving from both sides of the table will expedite the process)
· Ideally, a room with windows and lots of natural light close to an outdoor area for students to go outside during lunch & breaks.
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For the right atmosphere, we ideally host 50-100 students at workshops, as over 100 is overwhelming. We have held successful workshops with 20-35 students. Below this number, there is a notable reduction in energy in the room. In pilot workshops, RSVPs often exceeded actual attendance (20% no-show rate), so venues with movable room separators can adapt to the participant count.
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12 – 16
	Identify potential workshop panelists.

PROGRESS workshops feature essential panel discussions with diverse role model scientists from all ages and career stages (as long as they are more advanced career stages than the workshop attendees).

Recruit panelists from various professions, sectors, and fields, including graduate students, postdocs, research scientists, faculty, and professionals from academia, industry, and government. Ensure diversity in race, age, ability, and other categories as research demonstrates that women with intersecting identities are more likely to be inspired by and feel a sense of belonging to scientists with similar identities (Lockwood, 2006; Dasgupta, 2011). 

In addition, it is beneficial for workshop participants to see scientists with a variety of personal/family backgrounds (e.g., spouse, children, single, etc.). 

Encourage mentors, volunteers, or colleagues to participate as panelists or suggest suitable speakers.
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10 – 12
	Send email invitations to panelists.

Contact potential panelists via email to invite them to join a workshop panel discussion. Once they agree, each panelist is tasked with preparing a 5-minute IGNITE style presentation.

Panelists can choose to prepare for one of two panel topics: "Pathways in Geosciences: personal and professional" or "What mentoring means to me."

They are encouraged to attend the workshop and engage with students during lunch and break time discussions. Be sure to invite your panelists to sign up to be mentors for the students. 

See Appendix 8 for sample correspondences with panelists.
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While in-person panels are ideal, a virtual format for the "What mentoring means to me" panel can expand the pool of professionals available. 
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4 - 6
	Order food for the workshop.

Typically, there is a date for the final participant headcount and a separate (later date) for adjusting the quantity of food items. Figure out these dates & make adjustments as needed. 

We recommend exploring zero waste options at your workshop venue and accounting for dietary needs. 
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Handling dietary restrictions can be challenging. Ensure they have proper labeling protocol to accommodate a variety of dietary restrictions or tell them how you’d like things labeled. Ask for signs or labels with ingredients so students can easily identify what's in each item.
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Up to 4 weeks prior to workshop

	Wait for panelist responses. 

Allocate sufficient time for panelist booking. Be ready to invite extra panelists if some decline, and it's advisable to have a backup presentation about yourself in case of last-minute cancellations.
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4
	Gather/purchase workshop materials.

Materials include:
· Attendance lists (electronic and/or printed)
· Ensure this shows whether the students have filled out the “Getting to Know You” survey.
· QR code to “Getting to Know You” survey for students who still need to fill out the survey. Let them know it’s necessary for mentor matching and have them fill it out before the workshop starts.
· Workshop packets for each student attendee 
· Workshop agenda
· ‘Who is your ecosystem of support’ & ‘Professional Ecosystem support mapping activity’ handouts
· ‘Social Identity flower power exercise’ sheet & examples
· ‘Smart goals’ sheet
· Slide Deck (4-6 slides/page)
· Large post it note pads (1-4 depending on group size)
· Small post it notes (4 pads per table)
· Markers/Pens (4 per table)
· Name tags
· First impressions poster (2 copies recommended if it’s a large group)
· Travel waivers, if needed
· Workshop photo waivers
· Student resources for tables:
· Panelist photos & bios
· QR code to direct students to any PROGRESS related websites, social media, resources you’ve developed.
· ‘This way to PROGRESS’ signs
· Thank you notes and/or gifts for panelists and/or collaborators
· PROGRESS swag (optional)
· Candy/snacks for the tables (optional)

Compile student packets ahead of time and ensure you have enough time to send these materials to a local printing service (e.g., Campus Printing, FedEx, etc)
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3 – 4
	Compile a list of confirmed panelists.

Compile a list of confirmed panelists. Determine a schedule/order for the panelist presentations. 
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It is ideal to recruit panelists from your local area. Don’t forget to budget for mileage reimbursements for panelists and include them in the head count for workshop meals. 
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2 – 3
	Send instructions to panelists. 

Reminder emails should include:
· Links and examples for how to prepare an IGNITE talk; we also include sample talks
· Workshop agenda highlighting panel discussion times
· The order in which IGNITE talks will be presented
· Workshop logistics (driving directions, parking, etc.)
· A current headshot & bio to put on the workshop website and/or on the tables for students to read.
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1 – 2
	Document panelist profiles. 

Generate a PDF document featuring panelist profiles for printing and distribution on workshop tables. Each profile should incorporate a headshot, the panelist's name, and a brief description outlining their career journey and current responsibilities. Reach out to each panelist to collect this information, which should also be integrated into the workshop website, if applicable.
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1 
	Determine a final head count of attendees. 

Be sure to keep all lists updated. There will be last minute changes. Adjust food orders as needed.
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1 – 2 days before workshop
	Collect panelist IGNITE presentations.

Collect IGNITE presentations from panelists at least 48 hours in advance of the workshop so you can ensure formatting is correct (panelists will wait until the last minute to share their presentation. Be prepared)

Have the presentations queued in a shared online drive or a USB stick for the day of the workshop.

	[image: Email]
	
1 day before the workshop
	Send a final workshop reminder to all attendees. 

Reminder can include:
· Final logistics 
· Workshop agenda 
· Panelist profiles or link to bios on the workshop website, if applicable

(See examples in Appendices 9 and 10)
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	1 day before
	Prepare for post-workshop survey dissemination and/or mentor matching.

Make sure everyone is on the same page about the post-workshop survey and/or mentor matching emails. Ensure you’re working off the most up to date attendance list and decide who will send the survey & mentor information at the appropriate time. 
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	Icon
	Weeks after Workshop
	Description
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1
	Match students with mentors.
Following the workshop, the project team will facilitate the pairing of mentors with participating students. This pairing process is guided by the brief "Getting to Know You" survey completed beforehand by both mentors and students (Gehlback et al., 2016; Robinson et al., 2019). To streamline the matching, it can be executed manually or automated through a survey platform like Qualtrics, Google Forms, SurveyMonkey, etc (Robinson et al., 2019).

Note that certain mentors might be paired with multiple students to ensure optimal support and guidance.

Introduce matched mentor and mentee.
Once mentors and mentees have been paired, it's crucial to establish initial contact by sending an introduction email to each pair. In this email, we suggest highlighting up to five shared questions and answers from the initial survey- ideally, showcasing at least three similar responses between the mentor and mentee.
This approach serves to underline commonalities, fostering a shared identity that lays a foundation for a robust mentoring relationship (Gehlback et al., 2016; Hernandez et al., 2016). We've incorporated this guidance into the "matching" email example for both mentors and mentees.

See Appendix 10 for example emails to introduce mentors and mentees.
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1
	Send Thank You emails. 

The project leadership team should send a Thank You email to all workshop attendees, mentors, volunteers, and panelists within 1 week after the workshop. 

Email should include:
· Online resources for staying connected (e.g., a group website or social media page)
· Links to peer and professional networks (e.g. ESWN, AWG, AWIS, 500 Women Scientists, local STEM groups)
· Next steps (e.g., how to connect with a mentor)
· A schedule of upcoming networking events
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1 – 2
	Send reminders to mentors to reach out to students.

Mentors are strongly encouraged to initiate contact with their student mentee(s) promptly, ideally within 1-2 weeks following the workshop. To foster a strong connection, mentors are requested to arrange at least one in-person meeting with their mentee(s) within approximately 1-2 months after the workshop.

These face-to-face meetings can be scheduled individually, over a casual coffee or ice cream, or can coincide with PROGRESS group/networking/campus events. Mentors are urged to participate in on-campus networking sessions and social gatherings, extending personal invitations to their mentees. If mentors are matched with more than one student, there is no need for them to meet separately.

In addition to in-person interactions, mentors are requested to remain open to occasional electronic communications, whether through email or social media, to maintain a consistent connection with their mentees. Furthermore, engaging with other mentor/mentee pairs is encouraged as it expands networks and fosters a richer mentoring environment.
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Keeping students engaged in PROGRESS is a critical component of its success. 
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Open ended
	Share or host PROGRESS-sponsored networking events.

To maintain engagement, regularly invite students and mentors to campus events. These campus events, spanning lectures, tours, discussions, and networking sessions, aim to unite and educate while fostering social connections. Encourage students and mentors to attend together. Encourage mentors & panelists to share networking and professional development opportunities for mentors and/or students to attend.

See Appendix 11 for examples of past PROGRESS-sponsored networking events.
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[bookmark: _Toc235629094]Appendix 1. Merged Planning Timetable
	Part
	Weeks before or after Workshop
	Task Description

	Getting Started
	20 – 24
	Assemble project team, assign roles and action items, identify participating institutions, establish connections with collaborators at participating institutions.

	2
	20 – 24
	Select workshop dates

	2
	20 – 24
	Book a facilitator (if not self-facilitating)

	2
	20 – 24
	Book a workshop venue

	1a
	20 – 22
	Prepare an online workshop application

	1a
	20 – 22
	Identify student participants

	1a
	18 – 20
	Obtain “master” lists of student email addresses

	1a
	18 – 20
	Arrange for collaborator distribution of workshop announcement to students

	1a
	18 – 20
	Arrange for in-class announcement to students (optional)

	1a
	6 – 18
	Disseminate workshop announcement to students
· Compile (and update) a workshop invitation list
· Send frequent reminders

	1b
	18 – 20
	Identify women mentors

	1b
	16 – 18
	Initiate a “Call for Mentors”

	2
	12 – 16
	Identify potential workshop panelists

	2
	10 – 12
	Send email invitations to panelists

	2
	4 - 6
	Order food for workshop (using rough head count)

	2
	3 – 4
	Compile a list of confirmed panelists

	2
	4
	Gather/purchase workshop materials

	2
	2 – 3
	Send instructions to panelists

	1b
	2 – 3
	Compile a list of confirmed mentors

	1b
	2 – 3
	Host a mentor training

	1b
	1 – 2
	Send follow-up materials to mentors

	1a
	1 – 2
	Make a list of student attendees (RSVP Yes)
· Send calendar invites to students

	1a
	1 – 2

	Send follow-up materials, instructions, and logistics to confirmed student attendees as RSVP’s are received

	2
	1 – 2
	Document panelist profiles

	2
	1
	Determine a final head count of attendees (adjust food orders)

	2
	1 – 2 days
	Collect panelist IGNITE presentations

	2
	1 day
	Send a final workshop reminder to all attendees

	2
	1 day
	Prepare for post-workshop survey dissemination 

	Week after the Workshop

	3
	1
	Match students with mentors

	3
	1
	Send Thank You emails

	3
	1 – 2
	Send reminders to mentors to reach out to students

	3
	Open ended
	Host PROGRESS-sponsored networking events



[bookmark: _Toc235629095]Appendix 2. Example of an Online Application

[image: ]


We would like to invite you to participate in a one-day professional development workshop on [DATE & TIME] (breakfast snacks/coffee and lunch will be provided). This professional development workshop aims to support interest in the Geosciences and pathways to Geoscience careers. The workshop features panelists of women in the Geosciences and will be held at [LOCATION].
 
If you are interested in participating in this workshop, please complete the following brief online registration form (less than 3 minutes to complete).

Space is limited to [#] students. You will receive an email confirmation from [CONTACT] of participation by [DATE].
If you have classes on [WORKSHOP DATE], [CONTACT] will provide an excusal note for classes that take place between [TIME] (if you are accepted to participate).	Comment by Milena Guajardo: If you hold a workshop during the week consider providing participating students with a letter to their professors for classes they will miss.

1. First Name:
2. Last Name:
3. Email Address:
4. Year at [UNIVERSITY] 
[image: ]
5. Major: 

Friday Class Schedule (if hosting workshop on a weekday)	Comment by Milena Guajardo: If you're holding the workshop on a weekday.
6. If you have classes on [WORKSHOP DATE], [CONTACT] will provide an excusal note. Please list your [DAY OF THE WEEK OF WORKSHOP] classes including course name, time, and Instructor:

Interests, Identifies, Values and Perceptions
The following section asks about your personal, academic, and science-related perceptions and interests

7. My gender is an important part of my identity
[image: ]
8. My race/ethnicity in an important part of my identity 
9. [image: ]
10. I can see how majoring in Geosciences relates to my future education and occupational goals
[image: ]
11. Having a social impact is important to my choice of major
[image: ]
12. How much do you know about careers in Geoscience?
[image: ]
13. How interested are you in pursuing a Geoscience graduate degree?
[image: ]
14. Describe how participating in this workshop will serve as a catalyst for your professional growth. In your response, please address how deepening your connection to the Geosciences will help you achieve your specific career goals over the next five years:

Demographics

15. Are you a first-generation student?
[image: ]
16. Gender:
17. Race/Ethnicity (select all that apply)
[image: ]
[bookmark: _Toc235629096]

[bookmark: _Toc235629097]Appendix 3. Sample Workshop Announcement

Subject line: Are you interested in expanding your network in the Earth and Environmental Sciences?

Dear [STUDENT NAME],

I would like to invite you to participate in a one-day professional development workshop at [UNIVERSITY NAME]. This professional development workshop offers students the opportunity to meet peers across the Geoscience disciplines, learn more about careers/pathways in Geoscience and expand their professional networks through mentoring.
In the workshop, students will:
· Learn more about Geoscience careers and pathways
· Meet featured panelists representing women in various Geoscience disciplines.
· Create a network of peers and professionals in your local region
· Receive an excused absence for your participation. 	Comment by Milena Guajardo: If applicable
The free in-person workshop will be held on [DATE+TIME]. If you are interested in participating in this workshop, please complete the brief online registration form [link and/or include web address]. The deadline to complete the form is [DEADLINE DATE].
Sign up today! [link and/or include web address] We will confirm your acceptance and participation in the workshop via email by [CONFIRMATION DATE]. If you have questions, please don’t hesitate to reach to [ORGANIZER NAME & EMAIL ADDRESS]
Warm regards,
ORGANIZER NAME

Appendix 4. Sample Workshop Invitation and Follow-up Responses

Example Workshop Invitation:

Hello [STUDENT FIRST NAME],

I am contacting you because you recently completed the application for a PROGRESS (PROmoting Geoscience Research Education and SuccesS) workshop. Congratulations!  I would like to invite you to be part of a one-day PROGRESS professional development workshop on [DATE+TIME].

Society needs women in science and technology, and you are invited to connect with a group of local scientists in the [University Area] who want to invest in your success, whatever you choose to do with your degree. To participate, you need to attend an in-person workshop on [date & time]. Here is a link to the workshop agenda and more information. The workshop will be held at [LOCATION]	Comment by Milena Guajardo: (Optional) See Sample Workshop Site created on Google Sites

Please use this form to tell us your RSVP (YES or NO).	Comment by Milena Guajardo: See Sample RSVP Form created on Google Forms

Please contact [ORGANIZER NAME] at [ORGANIZER EMAIL] if you have questions.

[image: ]



Example of an attachment workshop announcement flyer:

[image: ]	Comment by Milena Guajardo: This flyer was a part of the original NSF study which brought together several Universities in the area and required specific IRB approved verbiage. 

Your flier could look different


Example of a team member’s reply to a student’s RSVP of Yes:
Hello [STUDENT FIRST NAME], 
We are excited to meet you at the PROGRESS workshop on [DATE]! We have an awesome day planned for you. This is the beginning of many new professional connections and a new support network. So, here’s what you need to know for [DATE]. 

On the day of the workshop:
· The workshop will start at [TIME]. Here is the agenda. 	Comment by Milena Guajardo: Add link and/or web address to the workshop agenda on the workshop site IF you create one.
· Please plan to arrive 15 minutes early to find the meeting space, use the restroom, and help yourself to the breakfast buffet.
· Food and beverages will be provided, but you may want to bring a refillable water bottle. 
· Please feel free to dress in casual attire - whatever you would normally wear to class is fine. You may also want to bring a sweater in case there is limited climate control in the meeting space.

Getting to the workshop:
· The workshop is located at [LOCATION]
· [Include any relevant parking information] 

Please contact us at [ORGANIZER EMAIL] if you have any questions. 
We are excited to meet you on [DATE].

Signature
[bookmark: _Toc235629098]

Appendix 5. Sample questions for a “Getting to Know You” survey

This ‘Getting to Know You’ survey will serve to pair you with a mentor and should take 3-5 minutes to complete.

Email address*
Full name*

Personal Traits

Which of the following best describes your sense of humor? (choose one)
· Witty
· Goofy
· I'm pretty serious

Which of the following traits best describe you? (choose all that apply)
· Funny
· Thoughtful
· Caring
· Knowledgeable
· Outgoing/High energy
· Laid-back

Interests

Would you rather: (choose one)
· Go to a museum
· Attend a sporting event
· Attend a concert
· Go hiking

Which of the following language(s) do you speak (even just a little)? (select all that apply)
· Arabic
· Chinese
· English
· French
· German
· Japanese
· Korean
· Spanish
· Other: __________
· None

If you had a day off from school and/or work, which activity would you most like to do? (choose one)
· Play sport
· Hang out with friends
· Watch TV/movie
· Read a book

If you could go to one sporting event, which would you choose? (choose one)
· World Cup
· Olympics
· NBA Championship
· Super Bowl
· World Series
· I would give my tickets to someone who cared about sports


Values

Which of the following statements do you try hardest to live by? (choose one)
· Do unto others as you would have them do unto you
· Only the educated are free
· You only live once

Which of the following do you think is the most important ingredient in success? (choose one)
· Trying hard
· Being organized
· Getting a good education

Do you consider yourself a spiritual/religious person? (choose one)
· Yes
· No

Do you volunteer, or have you volunteered, in your community? (choose one)
· Yes
· No

Relationships & Mentor Expectations

What is the most important quality in a friend? (choose one)
· Being there when you need them
· Listens to you and understands you
· Always has your back

Do you have a family member or close friend who is in the military? (choose one)
· No
· Yes – family member
· Yes – close friend

Which of the following do you think is most important for mentors and students to talk about? (choose one)
· Students' progress on schoolwork
· Student' personal problems
· Students' future education/career choices

If you could have one thing in common with your mentor, what would it be? (choose one)
· Sense of humor
· Interest in the same subject matter
· Mutual respect
· Similar personalities

Which of the following values do you think you and your mentor should share? (choose one)
· Political views
· Valuing of education
· Willingness to work hard
· Moral beliefs

Should part of a mentor's role include being a friend to their student?  (choose one)
· Yes
· No

When you aren't discussing school, what would you like to talk to a mentor about? (select all that apply)
· Personal relationships
· Politics
· Entertainment
· Sports
· University Experience

University Experiences

Which of the following do you like best about your university? (choose one)
· Great food
· School spirit
· Academics
· Extracurricular activities and clubs
· Sporting events

* The mentor ‘Getting to Know You’ Survey will have the same questions but phrased accordingly. Make sure you collect their contact information, their industry or institution, job title, and any other question you think would be relevant.

[bookmark: _Toc235629099]* Collect student and mentor survey responses in a spreadsheet as this format works best for mail merge. Note that mail merge typically needs the spreadsheet in a specific structure (one row per recipient, consistent column headers matching your merge fields). Be sure to look this up before you start collecting responses.  
Appendix 6. Example of mentor recruitment email and flyer

Subject line: Mentors needed for undergraduates interested in Earth and Environmental Science Careers
Dear Colleagues, [image: ]

The PROGRESS (PROmoting Geoscience Research Education and SuccesS) program is seeking volunteers interested in mentoring undergraduates pursuing earth and environmental science careers. Mentors of all ages, identities, career stages are welcome! 

PROGRESS supports students through a one-day professional development workshop and follow-up connections with a mentor at [UNIVERSITY]. If you would like to participate in this program, please see the attached flyer and sign up by clicking here or by pasting this link into your web browser: [WEB ADDRESS] 	Comment by Milena Guajardo: See Sample Mentor Registration Form aka "Getting to Know You" survey

For questions, please contact us at [ORGANIZER EMAIL].

[image: ]	Comment by Milena Guajardo: This flyer was a part of the original NSF study which brought together several Universities in the area and required specific IRB approved verbiage. 

Your flier could look different
[bookmark: _Toc235629100]
Appendix 7. Examples of Emergency Resources for Students

Undergraduate students can experience a variety of challenges, and many of them are not directly related to difficult coursework. We have compiled a list of resources at each of the universities participating in PROGRESS


[bookmark: _g5qad9a73gmw]Colorado State University| Campus Support Services for Students
CSU Support and Safety Assessment
Phone: (970) 491-7407
Address: 226 Student Services Building, Fort Collins, CO 80523
Web: http://supportandsafety.colostate.edu

Description: The Office of Support and Safety Assessment is committed to promoting university community health and safety, fostering well-being and supporting community member success. Our purpose is to: Support students in times of crisis, foster a safe and welcoming community, identify and respond to concerns about community member behavior, prevent, assess, and manage community safety threats, provide resources to community members.


Off-Campus Housing
Phone: (970) 491-2248
Email: ocl@colostate.edu
Location: Lory Student Center 281 Beside ALVS
Web: http://ocl.colostate.edu.  

Description: Off-Campus Housing works with students to find living options off campus.  This includes housing options such as hotels, hostels, or apartments. 


Rams Against Hunger
Phone: (970) 491-6444
Location: Lory Student Center
Web: http://lsc.colostate.edu/slice/slice-engagement/rams-against-hunger/.  

Description: Rams Against Hunger offers a menu of services that support students, faculty and staff experiencing food insecurity. Services include a food pantry, a meal-swipe program, pocket pantries, and in-person assistance with navigating federal aid eligibility. This multi-pronged approach acknowledges the broad scope of the issue and seeks to normalize this difficult conversation for the individuals affected, as well as for the institution as a whole. Our hope in providing these services is to ensure that basic needs need not be overlooked at the expense of a degree. By reducing the stigma around food insecurity and meeting student, staff and faculty needs in a way that affirms dignity, we hope to live out the creed that Rams really do take care of Rams.


Student Case Management
Phone: (970) 491-8051
Email: help4rams@colostate.edu
Address: 501 W. Lake Street, Suite B
Web:  http://studentcasemanagement.colostate.edu.  

Description: Student Case Management & Referral Coordination provides crisis prevention and intervention services. In difficult situations such as medical, mental health, behavioral, personal or family crisis, illness or injury, a student may find it difficult to navigate the resources and services available. Student Case Managers consult with students, faculty, staff, families, and providers to offer guidance on the next best steps.


CSU Health Network and Counseling Services
Phone: (970) 491-7121
Address: 151 W. Lake Street
Web: http://health.colostate.edu

Description: CSU Health Network is every student’s home for health and well-being at Colorado State University. We are committed to care of body and mind to help students succeed in college and life. All CSU students have access to our wide range of services, regardless of their insurance plan. Learn more about our services: Medical Services, Mental Health Services, Health Education and Prevention Services. Located in the CSU Health and Medical Center, CSU Health Network provides comprehensive care for students under one roof.

 
CSU Resources Surrounding Sexual Harassment and Violence 
Web: Sexual Assault Information

Resources for Students:
· Women and Gender Advocacy Center provides confidential resources to students including academic, medical, and emotional support. Call 970-491-6384 during business hours Monday-Friday.
· CSU student Victim’s Assistance Team is provided by the Women and Gender Advocacy Center, this team responds 24/7 to assault victims and their families and provides confidential support. Call 970-492-4242 and ask to speak with an advocate.
· CSU Health Network provides confidential medical and emotional support services to students.
· Counseling Services: (970) 491-6053
· Women’s Clinic: (970) 491-1754
· Men’s Clinic: (970) 491-7121
· Medical Clinic: (970) 491-7121
· Student Case Management helps students who are in crisis or experiencing difficulties for medical, mental health, personal or family reasons. Call 970-491-8051 during business hours Monday-Friday.
· Colorado State University Police Department (non-emergency) (970) 491-6425


Undergraduate students can experience a variety of challenges, and many of them are not directly related to difficult coursework. We have compiled a list of resources at each of the universities participating in PROGRESS.



[bookmark: _8vxxkxc7i3jm]North Carolina Agricultural and Technical State University | Campus Support Services for Students
Student Health Center
Phone: (336) 334-7880
Website: https://www.ncat.edu/campus-life/student-affairs/departments/health-services/index.php
Student Portal: https://ncat.medicatconnect.com/

Description: The Alvin V. Blount Jr. Student Health Center staff extends a warm welcome to our students. We are committed to providing convenient, quality medical care. As a student, the Health Center services are automatically available to you, and we have contracted with most insurance carriers so that we can assist you by filing the claim for your treatment. We provide a full spectrum of care and are capable of managing most medical concerns that present.  


Counseling Services
Phone: 336-334-7727 | M-F 8:00am-5:00pm
Location: MURPHY HALL, SUITE 109
Website: https://www.ncat.edu/campus-life/student-affairs/departments/counseling-services/index.php

Description: Counseling Services, an International Accreditation of Counseling Services (IACS) accredited unit in the Division of Student Affairs, offers a variety of services to help all currently enrolled North Carolina A&T students address challenges and difficulties they may face. Our services are designed to help students understand themselves better, create and maintain healthy relationships, improve their academic performance and make satisfying career and life choices.

Services include individual and group counseling, outreach and consultation, training and supervision, teaching, psychological testing, and research. If more intensive or specialized care is needed, we will assist with making referrals to healthcare providers in the community.


Housing and Residence Life
Phone: 336.334.7708
Email: housing@ncat.edu
Address: Aggie Village 2 Office 201 | 1601 East Market Street
Website: https://www.ncat.edu/campus-life/student-affairs/departments/housing-and-residence-life/index.php

Description: Housing and Residence Life (HRL) desires to stimulate and challenge residents to fulfill their educational goals and ambitions through quality education, social, and cultural programs that promote community within residence halls. Our goal is to build a foundation of service, scholarship, and leadership as both undergraduate and graduate students of the university embrace their campus living experience. HRL provides student employment and residential community opportunities that allow them to build professional skills, embrace diversity, and develop lifelong relationships.


TRiO Student Support Services
Phone: 336-334-7982
Email: triosss@ncat.edu
Location: Murphy Hall, Suite 212 | 1601 East Market Street
Website: https://www.ncat.edu/campus-life/student-affairs/departments/trio/trio-support-services.php

Description: The TRiO Student Support Services Program is a federally funded program that provides opportunities for academic development, assists students with basic college requirements, and helps motivate students toward the successful completion of their post-secondary education.

[bookmark: _Toc235629101]

Appendix 8. Sample Correspondence with Panelists

Example of guidelines sent to panelists creating an IGNITE presentation for the “Pathways to the Earth and Environmental Sciences” panel:
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.

Example of guidelines sent to panelists creating an IGNITE presentation for the “What Mentoring Means to Me” panel:
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 “What Mentoring Means to Me” panel:
Panels will be conducted in the IGNITE style (http://www.ignitetalks.io/). The idea is for local scientists like you to share your personal stories (in just 5 minutes!) on how being a mentor or a mentee played a role in your life. We hope that our participants will identify with many of your stories, and that it will promote discussion among the group.  We are going to frame mentoring as a support ecosystem, and we will be looking for examples of personal stories of how people have helped you in different capacities. 
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 what mentoring means to you. Please include 1-2 specific personal pictures/stories from any mentors that you might have had along your career pathway. Please tell us specific ways people have helped you, how you found them, and how your relationships have evolved. Please also feel free to tell us how you are a mentor for others. We welcome you to share how any mentors/mentees might have affected your family and personal life (e.g., do you have friends/colleagues, a partner, kids, pets, hobbies and interests outside of work). 
Please share personal stories and experiences, any career transitions, and any challenges/tough decisions you may have faced and the roles that your mentors played in those moments. 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. You can also tell us about how your mentors have helped you develop your talents and abilities. Maybe you even had a bad mentor experience that you feel comfortable sharing with the group. 
Remember, these panels are meant to be fun, and they are meant to start a conversation with the students. It is great if you can work in some of the ideas listed above as they relate to your life, maybe by including any old photos you can find. Don't stress out about these presentations, we hope you have fun pulling them together!
Here is an example of a previous Mentoring panelist presentation.

Example of an Email to Panelists with Instructions and Logistics for the Workshop:
Pathways panelist sample email:
Subject: Pathways panelist Instructions for [DATE] PROGRESS Workshop
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 & TIME]. If you are free, we also welcome you to join us for a lunch discussion with the students at 12:45-1:30 pm.

Here's what to expect for the workshop.

Prepare your IGNITE talk:
· We hope that you are having fun pulling together your IGNITE presentation. 
· We welcome you to re-use your IGNITE presentation if you have joined us as a panelist during a past PROGRESS workshop. 
· As a reminder, here are instructions and some helpful tips on how to create your IGNITE presentation. 

Upload your presentation by [DUE DATE]:
· When you are ready, please upload your IGNITE talk to this shared drive. 	Comment by Milena Guajardo: Add a link to a shared drive of some kind for panelists to drop their presentations.
· If you have trouble accessing the shared drive, you can also email your presentation to us at [ORGANIZER EMAIL].
· Upload your presentation by midnight on [DATE]. 
· 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 least 15 minutes prior to the start of your panel. Your panel will start at 10:30 am. 
· Here is a map of the location of the workshop. We will be in [WORKSHOP LOCATION]. You can park [INSERT PARKING/TRANSPORTATION INFORMATION]. 	Comment by Milena Guajardo: Link
· Please check in with [ORGANIZER] when you arrive. 
· 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 ADDRESS] 
For assistance on the day of the workshop, please feel free to reach out to [ORGANIZER NAME & PHONE NUMBER].

Thanks again! Looking forward to seeing you on [DATE]!
 
All the best,
[ORGANIZER NAME]

[image: ]

Mentoring panelist sample email:
Subject: Mentor panelist Instructions for [DATE] PROGRESS Workshop

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 “What Mentoring Means to Me” panel on [DATE] from 2:00 to 3:20 pm. 

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. 

Upload your presentation by [DATE]:
· When you are ready, please upload your IGNITE talk to this shared drive. 	Comment by Milena Guajardo: Link location.
· If you have trouble accessing the shared drive, you can also email your presentation to us at [ORGANIZER EMAIL].
· Upload your presentation by midnight on [DATE DUE]. 
· 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 least 15 minutes prior to the start of your panel. Your panel will start at 10:30 am. 
· Here is a map of the location of the workshop. We will be in [WORKSHOP LOCATION]. You can park [INSERT PARKING/TRANSPORTATION INFORMATION]. 	Comment by Milena Guajardo: Link
· Please check in with [ORGANIZER] when you arrive. 

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

Thanks again! Looking forward to seeing you on [DATE]!
 
All the best,
[ORGANIZER NAME]
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Appendix 9. Sample Workshop Agenda:
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PROGRESS Mentoring Workshop Agenda

	10:00 AM - 10:20 AM
	Welcome, Process Overview, and Community Connections

	10:20 AM - 10:30 AM
	Introduction to the Earth and Environmental Sciences

	10:30 AM - 11:30 AM
	Panel Discussion: Pathways to the Earth and Environmental Sciences

	11:30 AM - 11:45 AM
	Break

	11:45 AM - 12:45 PM
	Support Map Exercise

	12:45 PM - 1:55 PM
	Working Lunch and Outdoor Break

	1:55 PM - 2:00 PM
	Lunch Recap

	2:00 PM - 3:00 PM
	Panel Discussion: What Mentoring Means to Me

	3:00 PM - 3:05 PM
	Break

	3:05 PM – 3:40 PM
	Growing Equitable Inclusion

	3:40 PM - 4:10 PM
	Communication and Connecting Toolkit 

	4:10 PM - 4:30 PM
	Concluding Remarks, Resources, Evaluation, Mentee-Mentor Connections 
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Appendix 10. Example Correspondences for Introducing Students and Mentors
Email sent to Mentors as a Reminder to Connect with Students After the Workshop
Subject: We want you to connect with a PROGRESS student near you!

Dear [MENTOR FIRST NAME],

Thank you for volunteering to connect with an undergraduate student who attended our PROGRESS workshop at [UNIVERSITY].  Our team has paired you with [MENTEE FIRST NAME] [MENTEE LAST NAME].  

Student Contact Information:
[MENTEE FIRST NAME] [MENTEE LAST NAME]
[MENTEE MAIL]

Both you and [MENTEE FIRST NAME] completed the “Getting to Know You” survey and we found that the two of you have a number of things in common, such as... 
[MATCH 1].
[MATCH 2].
[MATCH 3].

We ask that you please reach out to [MENTEE FIRST NAME] within one week. Our participants are super excited to connect with you. We have already sent [MENTEE FIRST NAME] your contact information in a separate email, but we need you to reach out to them. We have found that it tends to work better.  

We hope that you will meet with [MENTEE FIRST NAME] within the next month. If you want, you can stay in touch this semester via phone, social media, or video chat!  We welcome you to meet with your student individually, like for coffee or ice cream. 

As always, please don't hesitate to contact us if you have any questions.  

With warm regards, 
[ORGANIZER NAME]

Email sent to Students About Connecting with Mentors After the Workshop
Subject: We want you to connect with a senior scientist near you!

Dear [MENTEE FIRST NAME],

Thank you for attending the PROGRESS workshop! 
We loved meeting you, and we hope that you enjoyed the workshop as much as we did!  As you learned at the workshop, you have a lot in common with other women in earth and environmental science careers! In fact, we begun recruiting senior women scientists interested in connecting with PROGRESS participants. Our goal is to connect every PROGRESS participant with a similar senior scientist (as volunteer senior scientists become available).

We are happy to invite you to connect with [MENTOR FIRST/LAST NAME] at [AFFILIATION]. Both you and [MENTOR FIRST NAME] completed the “Getting to Know You” survey and we found that the two of you have several things in common (see similarities below). 

We hope that you will meet with [MENTOR FIRST NAME] at least once this semester. You can also stay in touch via phone, social media, or video chat!  In addition, [MENTOR FIRST NAME] will reach out to you within one week. If you are super excited to connect with [MENTOR FIRST NAME], then there is no need to wait - you are always welcome to reach out to them first!  We know that they are excited to meet you!

Similarities:
[SIMILARITIES 1]
[SIMILARITIES 2]
[SIMILARITIES 3]

Senior Scientist Contact Information:
[FIRST/LAST NAME]
[EMAIL]

As always, please don't hesitate to contact us if you have any questions.  

With warm regards, 
[ORGANIZER NAME]



[bookmark: _Toc235629104]Appendix 11. Examples of past PROGRESS-sponsored networking events

1. Mini-workshop, Panel Discussion and Tour of the NCAR/NSF C-130, 8 Sept 2018, NCAR/RAF, Broomfield, CO
2. Panel Discussion: “How to land your first real job”, 5 Nov 2018, Metropolitan State University, Denver, CO
3. TEDx and Let Science Speak Film Fest, 7 Nov 2018, University of Colorado, Boulder, CO
4. A Night at the Art Museum featuring The Butterfly Collection and Representations of Identity and the American Dream exhibits, 25 Oct 2018, University of Wyoming, Laramie, WY
5. Managing the Planet Panel Discussion, 14 Nov 2018, Colorado State University, Fort Collins, CO
6. A low-carbon lecture with Katharine Hayhoe hosted by the CSU School of Global Sustainability, 7 Mar 2019, Colorado State University, Fort Collins, CO
7. Snow Science on Snowshoes presented by the UW Multicultural Association for Student Scientists, 9 Mar 2019, University of Wyoming, Laramie, WY
8. Diversity Symposium and Networking Event, 13 Mar 2019, Metropolitan State University, Denver, CO
9. A Night at the Art Museum featuring Documenting Change: Our Climate, the Rockies art exhibit, 14 Mar 2019, University of Colorado, Boulder, CO
10. The 19th Annual Graduate Research Symposium, 15 March 2019, University of North Carolina Charlotte, Charlotte, NC
11. TEDx presents at UNCC, 22 Mar 2019, University of North Carolina Charlotte, Charlotte, NC
12. This is the Time Tour, 22 Mar 2019, University of North Carolina Chapel Hill, Chapel Hill, NC
13. “Small Farms Week” Student Forum Panel Discussion, 28 Mar 2019, North Carolina A&T University
14. RISING Multi-Media Art and Oral History Exhibit, 28 Mar 2019, North Carolina State University
15. Distinguished speaker Ms. Julia Gillard - former Prime Minister of Australia, 8 April, Colorado State University, Fort Collins, CO
16. Geo Club Invited speaker Mr. Daniel Mullane - financial advisor, 02 November, 2019, University of North Carolina at Charlotte
17. MS Earth Sciences Information Meeting, Dr. Sara Gagne, MS Program Coordinator, Geography and Earth Sciences, October 25 and October 30, 2018, University of North Carolina at Charlotte
18. ESRI Charlotte Office Visit, led by Dr. Eric Delmelle, Associate Professor, Geography and Earth Sciences, University of North Carolina Charlotte, October 12, 2018, Charlotte, NC
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