School of Science (SOS) Outreach Guide

The Penn State Behrend School of Science aims to connect and create a meaningful learning experience for alumni, community members, and youth through partnerships and experiential learning through our outreach efforts.  Aligned with Behrend’s strategic plan, outreach activities aim to emphasize the interdisciplinary and collaborative nature of science and communicate science to the community.  
To support those efforts, this guide has been designed to help faculty and staff navigate the logistics and regulations associated with outreach events on our campus and beyond. Information on obtaining clearances for K-12 events, reporting forms, and how to request funds at some of the highlights.  We hope this guide will help create maximum success with minimum stress.  
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If at any time you need assistance, please do not hesitate to reach out to Tracy Halmi (tracy@psu.edu, SOS Outreach Coordinator) or Lani Harmon (lah585@psu.edu, SOS Staff).  Changes and suggestions to this process are welcome.  
SECTION 1: Applicable to All Outreach Events
1.1  Budget Application & Approval (6 months to 4 weeks prior):
The School of Science has set a small budget for outreach activities. Events could include, but are not limited to, visiting K-12 schools, hosting K-12 schools, public events, participation in community events, and more. Faculty must request funds in advance (at least 6 months) for large events (over $1000) or smaller events (at least 4 weeks) before the event.  Funds are first-come, first-served and prioritized based on impact and measurable outcomes. While there may be exceptions, this budget will not be provided to purchase:
· meals for participants (meals for volunteers are permitted)
· YEO sponsored events
· honorariums or related travel expenses
· funds for academic courses
Please fill out the budget form below for all requests: 
Application for Internal Outreach Funds

1.2  Strategic Communications (2 weeks prior): 
The Strategic Communications office can help support your event in multiple ways, including:
· create social media posts
· submit a press release to local media
· support SOS collecting information for publication (i.e., The Science News)
Requests for support require a minimum of 2 weeks’ notice; availability is not guaranteed.  
Procedure:
Send an email to the three addresses below:
· rgf10@psu.edu (Robb Frederick, Director Strategic Communications)
· hjc13@psu.edu (Heather Cass, Marketing and Communications Specialist)
· lah585@psu.edu (Lani, SOS) 
Email must include:
· name & purpose of the event
· time & location of the event
· audience

1.3  Science Ambassador Volunteer Group (2-week prior minimum):
The School of Science is happy to help facilitate the Science Ambassador program to help find volunteers for outreach events.  A small group of science students is available to help with science-related events.  All Science Ambassadors have their clearances and are approved to work with minors.  The earlier you request, the better chance we have of finding ambassadors to help with your event.  Requests for student Science Ambassadors can be submitted at:
Science Ambassador Volunteer Request Form
Please do not assume students are available until you receive a confirmation from Tracy.
If you are working with K-12 students, volunteers may need clearances.  The Science Ambassadors have their clearances on file.  
Please do not assume all faculty are approved to work with minors – we are not.  (Please read the Background Checks and Clearances section for additional information.) 
Please do not assume staff are available. If you need staff support to check on clearances and/or need staff support outside of working business hours, please communicate with Tracy (tracy@psu.edu) or Amy (alw6@psu.edu), respectively.
Main contacts:
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	Tracy Halmi, SOS Outreach Coordinator
	814-898-6045, tracy@psu.edu
Amy Kaliszewski, Administrative Manager
814-898-6228, alw6@psu.edu 


1.4  Accessibility:
All are welcome at our science outreach events.  Organizers should do their best to anticipate the needs of their audience.  If applicable, please use the following statement in your advertisements to ensure that all participants can fully enjoy our outreach programs. 

The School of Science at Penn State Behrend is committed to ensuring that people with disabilities have an opportunity equal to that of their nondisabled peers to participate in the University’s programs, benefits, and services. The School of Science encourages persons with disabilities to participate in its programs. If you anticipate needing special accommodations or have questions about the physical access provided, please contact us at 814-863-2000 or BDScienceLOR@psu.edu before your participation.

For more information on accessibility: Penn State Accessibility

1.5  Background Checks & Clearances
All University faculty, staff, and volunteers who are responsible for "the care, supervision, guidance, or control" of or have "routine interaction" with anyone under the age of 18 must obtain the following clearances before working with children, and renew them every five years:
1. Pennsylvania State Police Criminal Background Check (SP-164)
(https://www.pa.gov/services/psp/request-a-criminal-history-background-check)

2. Pennsylvania Child Abuse History Clearance Form (CY-113)
(https://www.pa.gov/agencies/dhs/resources/keep-kids-safe/child-abuse-clearances/pa-child-abuse-history-clearance)

3. Federal (FBI) Fingerprint Criminal Background Check (Criminal History Report)*
(https://www.pa.gov/services/dhs/apply-for-an-fbi-criminal-history-background-check)


Complete instructions and codes* can be found at:
Clearance Instructions Penn State Employees

The policy is clear, but the definition of “care, supervision, guidance, and control” is often up for debate.  Here are a couple of scenarios to help you decide if you need to obtain your clearances.
Scenario #1:  	Professor Smith is teaching an entry-level course and has two dual-enrolled students who are 17 years old.  Clearances are required.
Scenario #2:	Professor Jones is visiting a 1st grade classroom.  The teacher will be present at all times.  Clearances may be required.  The school district dictates its own procedures and policies.  You must check with the school administration or teacher before confirming this event.
Scenario #3: 	Professor Quincy is hosting an outreach event in Roche Hall on a Saturday afternoon for youth ages 4 – 10 years old.  Parents will be present.  While clearances are not required of each volunteer, I would highly encourage Professor Quincy to obtain their clearances.
Scenario #4: 	Professor Brown is hosting an outreach event for a high school honors physics class.  The teacher will be attending a campus admissions event on campus at the same time.  Clearances are required.
*	The School of Science will reimburse the costs associated with obtaining your clearances. Please save your receipts and email them directly to Nate Carter (nrc5069@psu.edu). Please use your pcard, but you may use a certified check or personal credit card if necessary. Once you receive all your results, please send copies to Tracy Alexander (tra25@psu.edu).

1.6  Reporting (2 weeks after):

While much more important to participate in outreach, measuring our impact is also important. Immediately following but no later than two weeks after your event, please report the details of your outreach event using the following form:

Science Outreach Reporting Form
· 

The form will ask for the following information:

· Event Details
· Title, date, location & length of event (i.e., 2 hours)
· sponsor of the event (i.e., SOS, physics)
· Attendee/Audience Demographics
· number of participants (adult, youth, volunteers)
· K-12 events include the grade, school, & district served
· attendance metrics 
· capacity vs. attendance
· registered guests vs attendees
· Advertising Methods
· calendars, flyers/direct mail, TV, radio, social media, etc.
· measured session metrics (downloads, social media likes, hits, etc.)
· Learning Outcomes
· What goal do you hope to achieve with this outreach event?
· What specific change do you hope to see?
· What specific lesson and/or topic do you hope to convey? 
· Qualitative & Quantitative Feedback
· pre & post survey data
· attendee satisfaction data
· Budget
· total expenditures compared to the budget 
· estimated cost per participant
· Photos, Video, and Media Records
· upload here


	Reporting these activities using the outreach forms provided in this document will help the director and the School of Science staff record and track our outreach initiatives. However, faculty should also include outreach in annual activity reports using Digital Measures.  

	Please know that not all events will have answers to all of these questions.  We simply ask that you share as much information as possible.
SECTION 2: Applicable to On-Campus Events
2.1  25Live Room Reservation (before the event is advertised)
The campus 25Live room reservation form* (25Live) has been updated to support University location standards and responsible use of campus resources. Key changes include clearer event naming, accurate attendance estimates, proper identification of sponsoring organizations, required setup/teardown time, and standard room layouts. Resources and service needs (M&O & IT) will now prompt additional questions for smoother coordination. 
*  	Please know it may take 48 hours to receive a 25Live response, and new users need to register, which takes 24 hours. 

2.2  Work Orders (4 weeks prior):
All work orders should be processed 4 weeks in advance and submitted via the Maximo System.  Lani Harmon has access to this system.  Work orders are necessary for:
· set-up of equipment and furniture
· clean-up of equipment and furniture
· tables for catering (catering does not provide tables)
· general clean-up request (larger events)
· trash removal 

2.3  Information Technology via 25Live (2 weeks prior):
IT needs will be coordinated using 25-Live.  IT can provide:
· IT staff support during events 
· technology needs
· microphones/sound system
· hardware/software needs
· internet & access codes
Main contact:
Ken Mason, IT Support Specialist 
814-898-6409, kcm21@psu.edu
2.4  Catering (3-week minimum & 10 days prior): 	
Catering requests require a minimum of 3 weeks’ notice, and their availability is not guaranteed.  The final details and headcount must be sent no later than 10 days prior to the event.
Menu:   Penn State Behrend Catering Menu
	Procedure:
Send an email to all three addresses below:
· bdcater@psu.edu (staff)
· sji109@psu.edu (Sara, Manager)	
· lah585@psu.edu (Lani, SOS) 
Email must include:
· name of event
· number of guests
· location
· start time
· end time
· billing information (if available when sending the email)
· plated or buffet
Main contact:
Sara Hollobaugh, Catering Manager
814-898-6538, sji109@psu.edu 

2.5  Visitor Parking Permits initiated via 25Live (2 weeks):
Faculty and staff members may request parking permits in advance for visitors through:
	Campus Event Parking Requests  
Additional information can be found at Visitor Parking Information.

Main contact:
	Valerie Truitt, Administrative Support Assistant, Parking Services 
	814-898-6255, vlt12@psu.edu
2.6  Safety & Permission Slips (2 weeks prior): 
K-12 events often need both safety and photo release forms.  Although they may need to be adapted to your event, the following general templates are provided below:

PHOTO/VIDEO: 
	Photo and Video Release Forms

SAFETY: 
	Youth Registration and Safety Information

If there is ever a concern about a minor’s health or safety, please report to CHILDLINE: 
CHILDLINE
Complete youth policies can be found at: 
	Penn State Youth Policies
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OUTREACH TIMELINE

	
TASK

	
TIME

	CONTACT
	CONNECT

	Budget Requests
	6 months or 
4 weeks 
	Tracy Halmi
	Outreach Budget Application

	Reservations
	4 weeks 
	Lani Harmon
	25Live Penn State 

	Work Orders 
	4 weeks 
	Lani Harmon
	lah585@psu.edu

	Catering
	3 weeks 
	Sara Hollobaugh
	bdcater@psu.edu
sji109@psu.edu
lah585@psu.edu

	IT
	2 weeks 
	Ken Mason
	25Live Penn State 

	Communications 
	2 weeks 
	Robb Frederick
	rgf10@psu.edu

	Parking Permits
	2 weeks 
	Valerie Truitt
	Parking Permits

	Science Ambassadors
	2 weeks 
	Tracy Halmi
	Science Ambassador Form

	Permission Slips
	2 weeks 
	Tracy Halmi
	Youth Information

	Reporting
	2 weeks 
	Tracy Halmi
	Science Reporting Form 



If you need any assistance, please do not hesitate to reach out to:

Tracy Halmi (tracy@psu.edu, SOS Outreach Coordinator)

Lani Harmon (lah585@psu.edu, SOS Administrative Support Assistant)

THANK YOU for spending your time to take science OUT and REACH our community. It is more important than ever to engage non-scientists in appreciating science.  
Your efforts are appreciated!
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