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Contact/Travel List:
	Name
	Flight 
(if applicable)
	Hotel 
(if applicable)
	Phone Number

	
	
	
	

	
	
	
	


Other Contacts - for surveys, mentor matching & workshop logistics:
	Name
	Workshop attendance 
(Y/N) 
	Phone Number   
	Notes

	
	
	
	

	
	
	
	



Day of the week, Month Date (day before workshop) 
	10:00 pm
	· Check for IGNITE talks in the shared drive
· Slides need to auto advance every 15s. If presentations are google slides, you’ll have to select auto advance before starting each presentation. There is no way to save the auto advance selection. 
· Optional: Put talks on a USB stick for facilitators as a back up


Day of the week, Month Date (day of workshop) 
Workshop in red, Behind the scenes in black
	8:45
	· Walk to workshop space. Driving/Parking information can be found here

	8:45 am
	· In workshop space
· Write yourself a name tag, which can be found in your folder (please don’t use the student name tags at the check-in table)
· Connect to Wifi and presentation equipment 
· Play happy music (speaker in the workshop supplies box)
· Put up “PROGRESS this way” signs 
· Locate bathrooms
· Hang first impression poster 
· Distribute panel bios, QR codes, workshop handouts, markers, pens, note pads, and post-its on tables 
· Hang PROGRESS poster photo backdrop 
· Pass out collaborator folders (& totes [if there are enough])
· Agenda
· Slide deck (4-6 slides/page)
· Student hand outs
· The Why of PROGRESS
· Sticky notes
· Pen
· Name tag
· Any other relevant info

	9:30 am
	· Catering should be setting up breakfast for students

	9:45 am
	· Students start to arrive. 
· Greeter- usher students to sign in the table (assignee)
· Check in table to record attendance (assignee)
· Check off students on the participant spreadsheet as they arrive.
· Don’t forget to check the ‘invite-not studied’ tab
· Have them make a name tag (3 different colors)
· General attendees: blue name tag
· Those who don’t want their photos taken: red name tag
· Minors/others not being studied: yellow name tag
· Have them sign the photo waiver, if they’re ≥18 yrs old.
· If they haven’t completed the ‘Getting to Know you’ survey, ask them to complete it on their phone as soon as they get it. 
· Facilitators wandering about, getting set (assignee)
· (assignee) can monitor participant list in real time on google sheets to prep for mentor matching. 
· Other team members should be greeting and seating students and telling them to enjoy breakfast as they enter the workshop space.

	10:00 am
	Welcome, Process, Overview, and Community Connections (assignee)

	10:20 am
	· Morning panelists arrive. 
· Assignee records attendance as panelists check in 
· Greet panelists. 
· If not obvious, be sure to ask panelists how to pronounce their name.

	10:20 am
	Introduction to the Earth and Environmental Sciences (assignee)

	10:30 am
	Panel Discussion: Pathways to the Earth and Environmental Sciences (assignee)
· Introduce panels and start powerpoint.
· Slides need to auto advance every 15s. If presentations are google slides, you’ll have to select auto advance before starting each presentation.
· Break time in half: 
· Intro first 2 panelists, do those 2 IGNITES, then do Q&A; 
· Then intro remaining 2 panelists, do their IGNITES, then do Q&A for all.

	11:30 am
	· Give panelists their gifts before they leave.

	11:30 am
	BREAK
· Tell students to mark “First Impressions Poster” during Breaks and Lunch. 

	11:45 am  
	Support Map Exercise (assignee)

	12:00 pm
	· (assignee) finalize mentor matching

	12:15 pm
	· Catering - Lunch Setup 

	12:45 pm
	Lunch, Outdoor Break and Group Photo

	1:55pm
	Lunch Recap (assignee)

	1:55 pm
	· Afternoon panelists arrive
· Record attendance on check in sheet (assignee)
· Greet panelists and ask them how to pronounce their name.

	2:00 pm
	Panel Discussion: What Mentoring Means to Me (assignee)
· Introduce panels and start powerpoint.
· Slides need to auto advance every 15s. If presentations are google slides, you’ll have to select auto advance before starting each presentation.
· Break time in half: Intro first 2 panelists, do those 2 IGNITES, then do Q&A
· Then intro remaining 2 panelists, do their IGNITES, then do Q&A for all. 
· If not obvious, be sure to ask panelists how to pronounce their name.

	2:30 pm
	· Catering - Afternoon snack setup

	3:00 pm
	Growing Equitable Inclusion (assignee)

	3:35 pm
	Break
· (assignee) launches post-workshop evaluation survey (optional)

	3:40 pm
	Communication and Connection Toolkit (assignee)

	4:10 pm
	Concluding Remarks, Resources, Evaluation, Mentee-Mentor Connections (assignee; with technical support from __ for mentor matching.)

	4:30 pm
	· Workshop ends
· Team cleans up space and packs up materials.
· Make sure students take home any leftover food. 

	5:30 pm 
	· Team disbands. 




