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Revised December 2009
Research supporting this strategy*: Conducting targeted recruitment activities and informing parents at the same time are two strategies that have had success in encouraging women and girls to pursue nontraditional career pathways (Sheets, Lufkin, Stevens et al, 2003). Inviting young women and their parents to a PLTW® reception signals to both the young women and their parents that they are not only welcome but are wanted in the program. In addition, it is an opportunity to showcase what the classes entail and the opportunities that are available with PLTW® as a part of their high school course of study.

Steps in planning and conducting a successful PLTW® Reception

I. Pre-planning activities
A. Ask for the support of the administration and counselors of your school.

B. Put together a small planning team consisting of students already in your class (girls), a counselor, supportive faculty member, a parent of a female student already in the program, and a business representative from your partnership team. Use the Planning Team to:
1. Identify why you are having the reception and clearly communicate these reasons. Consider the following:

· Who will be invited to the event? Who is the target audience?

· What type of exhibits, presentations, or activities will provide the most information in a way that will engage parents and students?

· Will there be information for parents about how being in PLTW® classes will be good for their daughters?

· Will there be exhibits or “hands-on” opportunities for parents and students to try out?

· How will you communicate the need for all students to consider PLTW®?

· How will you communicate what students should consider when they are choosing classes?

· How will we “ask” that students be a part of the program?
2. Set the Date, Time, and Location of the Event
· Try to ensure that there will not be a conflict with other activities that could keep students and parents from attending.

· Keep in mind that the location should support the type of activities that you want to provide during the reception.
3. Determine Agenda

· Prepare a outline that identifies exactly what will occur at the reception, who is responsible for what activity and a timeline 
4. Develop Budget  

· Paper costs (plates, napkins, cups)

· Printing costs

· Costs associated with the type of exhibits or displays chosen

Steps in planning and conducting a successful PLTW® Reception, cont.
II. Tasks to be completed prior to the event
A. Invitations sent to parents and students (ask for RSVP). The invitations to the students should be formatted to print on invitation sized paper rather than standard printer paper. Using a nice invitation stock sends a message to the students that they are special. Change the colors on the sides of the invitations to match the school colors.
B. Assignments made as to responsibility for activities/exhibits/program for the reception

C. Follow up announcements/posters/ reminding students of the event
D. If you are using the PowerPoint presentation provided with this packet download the video clips from http://www.engineeryourlife.org/cms/6167.aspx. We suggest using the clips for Daniele Lantagne, Jessica Miller and Katherine Bicer but feel free to choose your favorites. The link to the “Dilbert – The Knack” clip is available on YouTube at http://www.youtube.com/watch?v=CmYDgncMhXw. YouTube doesn’t allow you to download the clip but you can link to it during the presentation. Remember to change the settings on the slides to open the downloaded and linked files. 
III. After the Event
A. Send a follow-up “thank you” for attending and hoping to see you in a PLTW® class    next year.

B. Ask parents and students to complete a short evaluation of the event.

* Sheets, Lufkin, Stevens, Klein, Bhandari, “Improving Performance on Perkins III Core Indicators:  Summary of Research on Causes and Improvement Strategies,” National Dissemination Center for Career and Technical Education, the Ohio State University, 2003.


Planning Team Agenda


I. Welcome and introductions

II. Goal of the reception:  to introduce and encourage girls to enroll in the PLTW® classes.

III. Decisions to be made

A.  Who will be invited?

B.  What is the content of the reception?


1.  Presentations



2.  Speakers



3.  Materials to take home

C.  What will be the date, time, and location of the event?


D. Determine the Agenda
1. Prepare a outline that identifies exactly what will occur at the reception, 
2. Decide who is responsible for each portion 

3. Develop a timeline 

D.  What will be the budget?
IV. Project outline:  the “what”, “who” and “by when” chart

V.  Communication after this meeting


Building the Reception Agenda
I. Reception Goals:

A. A greater understanding on the part of the girls and their parents/guardians that  taking PLTW® classes is important because of the following key factors: 

· It’s the ACADEMIC GLUE: They bind complex math and science concepts to real world experiences and leads to learning that sticks with students. 

· It’s CREATIVE: The need for problem-solving and innovation brings out the best ideas from every student. (Creativity)

· Participation in GROUP WORK: Students learn to communicate and work together while they learn math and science by applying engineering principles. 

· ENGINEERING IS EVERYWHERE: Students learn that engineers have designed, created, or modified nearly everything they touch, wear, eat, see, and hear in their daily lives. 

· It’s fun!

B. Knowledge of PLTW® classes that are available to the students

C. Know how to enroll their student in PLTW® classes.

II. How to build the reception to meet these goals:

A. Provide information about engineering and PLTW® through the PowerPoint presentation.

B. Provide role models from business/industry or through a panel of women students in engineering who can speak to the courses that are necessary and their experience in engineering.

C. Providing an activity for both parents and girls that demonstrate the many facets of engineering.

The agenda for your program will depend upon the amount of time and
 the resources available.

Template for Program Agenda

	Date:
	

	Time:
	

	Location:
	



	Time
	Activity
	Individual Responsible

	6:30 pm-7:15 pm
	Registration, informal greetings with staff, exhibit review, and refreshments
	

	7:15-7:20
	Welcome & Introductions


	

	7:20-7:35
	Introduction Power Point presentation
	

	7:35-8:00
	Speaker or Panel:

· Female Engineer

· Panel of former PLTW female students (how PLTW helped them in other classes, determine career choices, or their college coursework
	

	8:00-8:15
	Activity for Students and Parents
	

	8:15-8:20
	Information on Course Registration
	

	8:20-8:30
	Questions & Answers
	

	8:30-8:35
	Evaluation
	


Discover More About Engineering:
	American Society for Engineering Education: 

Helping students determine the discipline of engineering they want to pursue.  
	http://www.egfi-k12.org/


	Design Squad: For MS and HS Students. Presents students with positive role models who experience engineering as a fun and engaging process.
	http://pbskids.org/designsquad/

	Dream It! Do It!: Info for Parents, Educators, Employers, Partners & Sponsors. 

Determine the right job for your set of skills, attitude, interest, and passions.
	http://www.dreamit-doit.com/

	Engineer Girl: for MS Girls
	http://www.engineergirl.org/

	Engineering Education Service Center (EESC) is an engineering education company that specializes in providing products for K-12 schools to teach and share the fun of engineering.
	http://www.engineeringedu.com/


	Engineer Your Life: A Guide to Engineering for HS Girls
	http://www.engineeryourlife.org/

	The National Alliance for Partnerships in Equity (NAPE) is a consortium of state and local agencies, corporations, and national organizations committed to the advancement of equity and diversity in classrooms and workplaces.
	http://www.napequity.org/page.php?24


	Society of Women Engineers (SWE): A link for Girls, Parents, Educators, and Engineers
	http://aspire.swe.org/index.php?option=com_content&view=article&id=12&Itemid=2

	STEM Equity Pipeline: Expanding Options for Women & Girls in Science, Technology, Engineering, and Math
	http://www.stemequitypipeline.org/

	WEPAN (Women in Engineering Proactive Network): Transforming Culture in Engineering Education 
	http://wepan.affiniscape.com/displaycommon.cfm?an=4


For Agenda: Student and Parent Activity Selection 

1.  Watch the video clip about Judy Lee on the website:  Engineeryourlife.org. http://www.engineeryourlife.org/cms/6167/6196.aspx?eylprofile=Story 

2.  Break the girls and parents into groups of 4-6 depending on the number in your group and the space that is available.

3.  Brainstorm and Create: Just as Judy Lee and her group brainstormed ideas on how to carry a laptop on a bicycle, ask the groups to brainstorm and then prepare a short presentation on the best idea they came up with for one of the following:

· OK Office Supplies Manufacturing Co. has hired you to come up with a new design for paperclips. They are losing market share and believe that a new “paperclip” is what they need to get them back to the top of line in office supplies. Use your imagination and creativity to invent a new paper clip design. The only requirement they have is that the clip be able to hold at least 15 pieces of paper.

· Simply Delicious Candy Company needs new weather proof packaging for their newest product, individually wrapped, ready to heat s’mores.  The product is comprised of 2 squares of graham cracker, a piece of chocolate and a marshmallow.  The company believes that people who are camping, boating, or fishing will be their biggest customers so the product will be exposed to a variety of environmental conditions.  They have worked on the problem and believe that the packaging needs to protect the product from heat and water.

· The Joyful Toy Company has found that teenagers want a device that will alert them when someone enters their room.  If they can market a useful, yet appealing to teenagers, it will ensure a successful year for their company and their employees.  

· Many civic groups are involved in clean up operations.  The Best Community Civic group volunteers every week all year long.  The members are starting to complain that it is unpleasant to pick up trash with their bare hands.  The group has asked you to design a product that will solve this problem.  

4.  Wrap Up activity

· Have each participant finish one of these statements outloud:
· I learned…, 
· My favorite part was…, 
· I was surprised when…, 

· My plan is to…,
· Create another summary statement
· What kind of school subjects did you use to put your ideas into action?
Materials Checklist for “Focus Your Future” Reception

Reception Table

· Centerpiece for table

· Plates

· Napkins

· Cups

· Drink

· Finger foods

Program
· Materials from PLTW®
· Power Point presentation
· Equipment for PowerPoint presentation
· Speaker Confirmation
Handouts

· Agenda or program

· Sign-in sheet

· Course registration list

· Evaluation and/or instructions for web

Tips for Securing Speakers/Presenters

1. Work with industry in your area.  Check your contacts and ask for referrals from people with whom you have built a relationship.

2. Ask your partnership team member to check his/her contacts and ask for referrals.
3. Use current or previous female students that have completed coursework.
4. Check with your colleagues and counselor to identify female graduates of your school who are enrolled in engineering programs. There may be a follow-up questionnaire that will assist you in identifying students who are enrolled in engineering programs.

5. Work with the community college and college/university in your area.  Contact colleagues at these postsecondary institutions and ask them to recommend female representatives of their programs, instructors or students. This may help you and the college program in attracting female students.

6. As an alternative, use a media product, such as Bold Visions Women in Science and Technology (Order through Women Working http://www.womenworking.com/tv/television_bold_visions.php)


Identifying the Target Audience

Unless your goal is to ask every girl in a certain grade level to attend the reception, you may need to build a list of girls to specifically target for the reception. Below are some suggestions for you to use in building the invitation list for the reception.

· Target Grade levels 
· Girls who completed Gateway To Technology® or those recommended by the GTT® instructor
· Recommendations from staff

· Math/Science teachers

· Art teachers (creativity)

· Writing instructors (creativity)

· Guidance Counselors
· Coaches (leadership)
· Clubs/Organizations

· Girl Scouts

· Related school clubs 

· SkillsUSA

· Art Club

· Drama Club

· Chess Club

· Math Club

· Peer Tutors

· Interactive Gamers

· Other tips:

· Girls are more likely to attend and enroll if they have another girl they know enrolling at the same time.
· If you get a really “popular” girl to attend and then enroll, others are likely to follow.

	Sample Budget for PLTW® Girls Reception

	Expenses
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	Estimated
	Actual

	Total Expenses
	 
	 
	 
	 
	$343.00 
	$298.00 

	 
	 
	 
	 
	 
	 
	 

	
	Estimated
	Actual
	
	
	Estimated
	Actual

	Site
	 
	 
	
	Refreshments
	 
	 

	Room 
	 
	 
	
	Food
	$50.00 
	$60.00 

	Site staff (custodians?)
	
	
	
	Drinks
	$30.00 
	$45.00 

	Equipment
	 
	 
	
	 
	 
	 

	Other?
	 
	 
	
	Other?
	 
	 

	Totals
	
	
	
	Totals
	$80.00 
	$105.00 

	
	
	
	
	
	
	

	Reception Table
	 
	 
	
	Presentation costs
	 
	 

	Paper plates
	$10.00 
	$15.00 
	
	Paper/copying
	$50.00 
	$0.00 

	Napkins
	$10.00 
	$10.00 
	
	PLTW® materials
	No charge
	No charge 

	Centerpiece for table
	$60.00 
	$55.00 
	
	 
	 
	 

	Tablecloth
	$6.00 
	$0.00 
	
	 
	 
	 

	Other?
	 
	 
	
	Other?
	 
	 

	Totals
	$86.00 
	$80.00 
	
	Totals
	$50.00 
	$0 

	
	
	
	
	
	
	

	Invitations
	 
	 
	
	
	
	

	Photocopying/Printing
	$50.00 
	$40.00 
	
	
	
	

	Postage
	$42.00 
	$42.00 
	
	
	
	

	Other?
	 
	 
	
	
	
	

	Totals
	$92.00 
	$82.00 
	
	
	
	

	
	
	
	
	
	
	

	Miscellaneous
	 
	 
	
	
	
	

	Name tags
	$10.00 
	$6.00 
	
	
	
	

	 
	 
	 
	
	
	
	

	 
	 
	 
	
	
	
	

	 
	 
	 
	
	
	
	

	Totals
	$10.00 
	$6.00 
	
	
	
	


To Do List: PLTW® “Focus Your Future” Reception

Providing an opportunity to speak directly with girls about how PLTW® will provide them with the skills and knowledge necessary to be successful in science, engineering and technology careers is one of the strategies that has been reported as successful in the literature. Sending personal invitations and providing role models of women who have successfully taken the PLTW® courses and/or who are presently in the field of engineering is a strategy that encourages young women to expand their thinking about STEM classes.

	
	What?
	Who?
	By When?

	Prior to event
	Secure $$ for budget
	
	

	
	Secure location for reception
	
	

	
	Identify possible speakers for the program (female engineers or female engineering students and/or past PLTW® female students)
	
	

	
	Identify girls to invite to the reception
	
	

	
	Develop invitations and send to girls
	
	Give at least a 3 week notice

	
	Develop invitations and send to parents. Include PLTW® tri-fold brochure
	
	Give at least a 3 week notice

	
	Develop and make reminder announcement(s) 
	
	

	
	Order PLTW® materials for presentation from www.pltw.org
	
	At least 10 days prior to event

	
	Develop agenda and presentation for reception
	
	

	
	Contact and secure speaker(s)
	
	

	Just Before Event
	Purchase paper goods for food (Use color to make reception festive. Dollar stores often have colorful paper goods.)
	
	

	
	Purchase food and drink for reception
	
	

	
	Set up for reception
	
	

	Event
	Determine food and drink
	
	

	
	· Purchase/Prepare
	
	

	
	· Set up
	
	

	
	· Host the food table
	
	

	
	Host presentation
	
	

	
	Collect evaluations and/or interest in PLTW® course sheet
	
	

	After the Event
	Send thank you to girls and parents that attended.
	
	









	
	Indicate your interest with a CHECK

	
	YES, I plan to attend the PLTW® Reception with my daughter.

	
	NO, we are not planning on attending the reception.

	
	We can not attend but are interested in obtaining additional information on the program.

[Please indicate name and address where information is to be sent]





	REGISTRATION
	Name of Individuals Attending
	Email Address or Phone

	Daughter’s Name:
	
	

	Parent/Guardian Name:
	
	

	Parent/Guardian Name:
	
	

	Home Address:















	
	Indicate your interest with a CHECK

	
	YES, I plan to attend the PLTW Reception with my parents.

	
	NO, we are not planning on attending the reception.

	
	We can not attend but are interested in obtaining additional information on the program.

[Please indicate name and address where information is to be sent]



	REGISTRATION
	Name of Individuals Attending
	Email Address or Phone

	Name:
	
	

	Friend’s Name:
	
	

	Parent/Guardian Name:
	
	

	Parent/Guardian Name:
	
	

	Home Address:




Invite to print on cardstock:

Dear (Insert student name),

Would you like to make the world a better place to live? Do you like helping others? Do you want a career where can work together with other people? Maybe you aren’t quite sure what you want your career to be yet. Whether you may want to work in the medical field, own your own business, be an interior designer or work for the Center for Disease Control bringing safe drinking water to third would countries the “Focus Your Future reception” is a place to begin.

You have been recommended to attend a special reception by someone at your school, a teacher or coach, because you have demonstrated creativity, an interest in helping others, and a desire to work in a team in order to make a difference.

The “Focus Your Future” reception will show how taking Project Lead The Way courses will help 

prepare you for college and career in any field. By attending the reception, you and your parents, if they attend, will gain a greater understanding of what happens in the PLTW classrooms and what future opportunities may be open to you with the PLTW experience in high school. Feel free to bring a friend along!

Please provide notification of your interest by providing the below 

information to: 

(name and e-mail address) or calling (name and phone number) no later than (date).  

                 Signature's of those hosting the reception.

ANNOUNCEMENT:

The following announcement is to be used as a reminder about the event. This can be used for a PA announcement, e-mail to students, electronic bulletin board, or any other way that your school provides reminders and/or announcements to students.



Project Lead The Way® is holding a special reception for girls to learn about the Project Lead The Way® classroom and the educational and career opportunities available because they have participated in PLTW®.

If you received an invitation, please make sure that you RSVP to (person in charge) no later than (date). 

If you did not receive an invitation to the reception but you believe you are creative, like solving problems, and enjoy working with others in teams, please see (person in charge of reception).



	
	Yes
	No
	No Opinion

	1.  The PLTW® “Future Your Future” Reception provided me with the information I needed to make a decision about taking PLTW® classes.
	
	
	

	2. The most important piece of information for me was:

	
	
	

	3. I will consider taking PLTW® classes.
	
	
	

	4. I will definitely take PLTW® classes.
	
	
	

	5. I will recommend that my friends take PLTW® classes.
	
	
	

	6. I will not be taking PLTW® classes.
	
	
	

	7. Please indicate the reasons you will not be taking PLTW® classes.



Rate the following on a scale of 1-5 (1 is low, 5 is high) 

How would you rate the:




1
   2         3         4        5
	1. reception location?

	
	
	
	
	

	2. the presentation and speakers?

	
	
	
	
	

	3. the panel presentation?

	
	
	
	
	

	4. the food?

	
	
	
	
	

	5. the time of the reception?

	
	
	
	
	

	      6. the “take home” items/information?

	
	
	
	
	

	     7. the activity?


	
	
	
	
	


What additional suggestions/comments would you like to share?:

Sample Thank You Note for Presenters

Date

Address 


Dear (name),

Thank you for being a part of our Project Lead The Way® “Focus Your Future” Reception. Your part in this effort to encourage more girls to consider and prepare themselves to be engineers or in the engineering field was so vitally important. Girls need to see and hear from other girls and women like you that engineering is field/career choice? that is rewarding because it makes a difference in the lives of all of us. Your participation in the panel helped the girls of (name of school) see how high school, and particularly Project Lead The Way® classes, could help them prepare for success.

Thank you again for sharing your time, experience, and knowledge with our students.

Sincerely,

Name of teachers

Sample Thank You Note for Students

Date

Address

Dear (student name),

Thank you for attending our Project Lead The Way® ”Focus Your Future” Reception. We hope that you learned more about the program and are seriously considering the opportunities that may be available to you if you pursue the PLTW® course of study. If you have additional questions about the program, please feel free to contact us at (room #), (e-mail), or (phone).

We look forward to seeing you in the PLTW® classes!

Sincerely,

(Teacher or teachers’ names)


Reception Sign-In Sheet (Date)                                                      PLTW® “Focus Your Future”     
	Name
	Student or Parent’s Name
	Mailing Address
	Telephone
	E-mail
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PLTW® “Focus Your Future” Reception





Date:


Time:


Location:








Highlights…


Gain understanding of Engineering coursework


Have an opportunity to listen to and speak with PLTW teachers on understanding coursework


Tour PLTW Labs





Congratulations! Your daughter has been selected to attend an informational reception to learn more about Project Lead The Way® (PLTW). Project Lead The Way® is a series of courses that complement academic college preparatory courses that will establish a solid background in engineering and technology for your student. The PLTW® curriculum is a hands-on, project based approach which allows students to see how the lessons they learn in the classroom are valuable tools to be applied in their everyday lives. Your daughter was nominated by the staff because she demonstrates creativity, the ability to solve problems, an interest in math and science, the ability to work in a team environment, and a desire to make a difference in our world.





You are invited to attend this reception with your daughter, if you are able to do so. RSVP by providing the information below to: (name and e-mail address) or calling (name and phone number) no later than (date).  





Congratulations again and we look forward to seeing you at the reception.





Signature's of those hosting the reception.











  


	








 Location:








Date and Time:








Reception for all Female Students Interested in Engineering as a Career





Highlights…


Gain an understanding of Engineering coursework


Have an opportunity to listen to and speak with PLTW teachers on understanding coursework


Tour PLTW Labs








Congratulations! You have been selected to receive an invitation to the Project Lead The Way® (PLTW) Reception  by your school’s teachers and staff. 


   Project Lead The Way® is a series of courses that complement academic college preparatory courses. These courses will give you a solid background in engineering and technology as the curriculum is a hands-on, project-based approach. This approach will help you see how the lessons you learn in the classroom are valuable tools to be applied in your everyday life.


   You have been recommended by your school’s teachers and staff because you have demonstrated creativity, an interest in helping others, and a desire to work in a team in order to make a difference.


   By attending the reception, you and your parents, if they attend, will gain a greater understanding of what happens in the PLTW® classrooms and what future opportunities may be open to you with the PLTW® experience in high school.


   Please provide notification of your interest by providing the below information to: (name and e-mail address) or calling (name and phone number) no later than (date).  


Signature's of those hosting the reception.











  


	returning the enclosed card to (name of person receiving at school) or 





Congratulations again and we look forward to seeing you at the reception.





(Signatures those hosting the Open House)





Congratulations again and we look forward to seeing you at the reception.





(Signatures those hosting the Open House)





       REGISTRATION       





Location:








Date and Time:








Reception for all Female Students Interested in Engineering as a Career





Sample for Parents





Sample for Student





PLTW® “Focus Your Future” Reception Evaluation








Bring


a Friend!

















®





Highlights:


Meet women in engineering and health professions





Tour PLTW classroom





Meet and speak with PLTW teachers





Gain understanding on courses and 


         benefits





 




















“PLTW® curriculum prepares students for higher education and 


introduces them


to a wide 


variety of 


potential career 


opportunities.” 





   -Keith D. Nosbusch,


Chairman & CEO,


         Rockwell Automation





“PLTW® has been a rare experience and one that I thoroughly enjoyed. I am hoping for a career in interior design or architecture and I am especially grateful for the skills I learned in my Civil Engineering and ArchitectureTM class.”


-Chelsa Crutchfiel, Student taking PLTW®


courses
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