


Advance Planning Timeline Tool (customizable)

This sample timeline is based on the assumption that two half-day SCW sessions will be implemented during the course of a 10-week undergraduate research experience program.  It can be customized for variations in REU SCW format and scheduling.

	
DATE  
	
EVENT/ GOAL
	
DESCRIPTION
	
OUTCOMES

	
March - April 
	
Strategic Planning: Integrating SCW into the summer undergraduate research program schedule. 
	
- Confirm decision to implement SCW.
- Confer with faculty and mentors on student research poster and/or presentation requirements and timing.
- Schedule workshop sessions.
- Book rooms.
- Determine evaluation strategy and timing.
- Set remainder of planning schedule.
- Contact nano@mos.org for updates, support, and evaluation services.

	
Partners have agreed on how to integrate the Science Communication Workshop sessions into the summer under-graduate research program, even as student applications to are arriving.

	
May
	
Mentor Guidance:
Coordinating with faculty mentors on expectations for  student posters and presentations and conduct of workshop sessions. 

Advance Preparations for Session One
Including logistics, surveys, facilitator briefings, etc. 
	
- Brief faculty mentors on the SCW, its goals and schedule.  Coordinate student communication requirements and assignments. Discuss the advice students will be given on posters and presentations.  Clear up any discrepancies in expectations.  
· Recruit faculty mentors as small group facilitators for the workshop sessions.

- Include the SCW workshop schedule in the overall program schedule. 
- Finalize logistics (room, equipment, hand-outs, timing, refreshments).
- Implement the online Science Communication Experience survey.  Contact nano@mos.org to get it sent to students, to receive results before the first workshop session; or, plan to use a paper survey at student orientation session. 
- Brief Session One facilitators/mentors on roles.
	
REU Directors and student mentors and supervisors are in alignment on expectations and standards for student presentations and/or posters. Workshop break-out group facilitators are recruited.

Having the logistics taken care of in advance helps everything go smoothly.

	
Early June 
	
REU Orientation 












Final Preparations for Session One
	
- Students receive summer schedule including the two (or more) SCW sessions and due-dates for drafts and final presentations.
- Students fill out Science Communication Experience survey, either online or on paper (if they haven’t completed it online prior to orientation)
-After completing the Experience survey, students receive the “Science Communication” intro page and the “Session One Assignment” doc, a few days in advance of Session One.  (Send copies to their advisors, too.)

- Workshop leader checks data from Student Experience Survey and decides what to share with the group in the first Session and how to adjust content based on survey results.
- Pre-assign students into small groups. Make nametags for students coded with group assignments. 
- Customize hand-outs if necessary and photocopy for student packets. Finalize assignment for Session Two. 
- Adapt and practice Leader talks, activities, and commentary for Session One, gather and test props. Test media.
- Work with MOS to make arrangements for the brief Session One Feedback Survey; or, prepare hard copies for use at the end of Session One.  
- Reconfirm expectations with mentors and facilitators and presentation/poster due-dates.
	
Students know what is expected.




Students are cued to have initial conversations with their advisors about the context of their research project.  

Organizers know what prior experience students have had in science communication and where they feel they need the most help. Logistics are all set.


	
Early June 
(within first ten days of program)
	
Workshop
Session One

	
- See Session One Agenda and Notes in Chapter 
  Three.
	
Students develop skills during Session One.

	
Early June
	
Assess Session One 
	
- Compile and analyze Feedback Survey data.
- Debrief with mentors/facilitators.
- Follow up on outcomes if students were required to deliver an introductory presentation in the following week.

	
Gather information helpful for planning Session Two and for improving Session One the next time it is given.

	
Late June– Early July
	
Preparations for Session Two

	
- Finalize logistics (rooms, presentation projection equipment or poster bulletin boards, hand-outs, timing, refreshments).
- Finalize Session Two Feedback Surveys (or connect with nano@mos.org) and load into computer survey software or make photocopies.
- Recruit Session Two mentors and brief them.
- Pre-assign students into small groups. Make nametags for students, coded with group assignments.
- Make photocopies/packets for Session Two.
- Adapt presentation/PowerPoint for Session Two and gather props.
- Re-check that the stakeholders are in sync on student assignments, due-dates and requirements.
- Optional research abstract writing assignment for students.
	
Everything is set to go smoothly.

	
Week prior to Session Two
	
Final Preparations for Session Two
	
- If appropriate, remind students what is due for  
  Session Two, how their slide or poster files will 
  be collected, and submittal deadlines.
- Brief mentors and facilitators on Session Two roles if not done previously.
	
Encourage students to prepare in advance and practice their slide or poster presentation aloud alone or to others.
 

	
24 hours prior to Session Two
	
Receive and load student slide or poster presentations 
	
- Have students send a file with the first 5-10 minutes of their slide presentation – or their research poster - via email or a large file transfer service like Dropbox or HighTail.  Pre-load presentations on computers for each pre-designated break-out group.

	
There will be no delay in getting to the small group work.

	
Late July

	
Session Two
Workshop
	
- See Session Two Agenda and Notes.
	
Students develop additional skills during Session Two.

	
Late July 
	
Assess Session Two 
	
- Analyze Session Two Feedback Survey data.
- Debrief mentors/facilitators to learn more.
	
Reinforce student learning. Gather information helpful for the next iteration.

	
Early August

	
Students deliver final research presentations with slides or posters
 
	
- Science Communication Workshop leaders attend with faculty and mentors.


	
All the hard work comes to fruition! 
Students feel sense of accomplishment.

	
August – 
before students depart
	
Post Program Assessment
	
- Students complete final workshop surveys. Coordinate with MOS to implement these or include them the questions in the final program survey.
- Debrief faculty and mentors and students on outcomes and record their feedback.
	
Participants and faculty offer insights while the experience is still fresh. 

	
August - September
	
Post Program Analysis
	
 - Analyze data and debrief with faculty to 
   develop recommendations for the next   
   iteration. Note both what worked well and 
   what should be improved.

	
A learning community has been established.
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