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Chapter 1: Before You Go
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Once it has been determined that you will be presenting/traveling at a conference or other such venue it is time to set the travel planning in motion!  Good prep-work now will make for fewer headaches later!

1. Research the conference hotels—look up the conference on the web and see what information is provided. Sometimes they tell you where you can stay at a cheaper conference rate, what airport to fly in and out of and how to deal with ground transportation.  Once you’ve figured out what hotel you will be staying at, join their frequent stayer program. A list of the common ones is provided as appendix A.

2. Search for flights—I usually start with a 3rd party like www.orbitz.com, www.travelocity.com, or www.expedia.com. There are others, but this will give you ballpark figure of what the ticket will cost. Beware…these third party rates will be cheaper than airline website prices because they often sneak in things like flying on multiple airlines (in general, a bad idea), forcing you to stay in an airport overnight (an even worse idea), or having 3 or more layovers (no thanks!)  I also recently discovered that they add on a $3-$7 charge on your credit card in addition to the price of the flight. If you have a preferred airline, try them first. Try at least a couple of different airports, times of day, etc. to get the best flight you can for the cheapest rate you can. This can be very frustrating if you are not used to doing this. You always have the option of leaving it up to Planners by indicating the times and days you have to leave on your Travel Request Form and taking what you get, but I like to have  a little more say in the matter.  Once you find a flight you like, print out an itinerary, but DO NOT book the flight. Planners must do this for you. Then join the airline’s frequent flyer program.  A list of the common ones is provided as appendix B. 

3. Check to see if you need to register for the conference—you may need to do an additional check request for this.

4. Get all your paperwork approved by your district if you haven’t already. Requesting days off, a sub, etc. are details you want to take care of early.
5. Make a presentation kit—it’s the little things that you’ve forgotten that will drive you crazy once you’re alone in your conference room trying to set up for your presentation. Things like: tape, a mini-stapler, markers, a small pair of scissors, paper, pen, pencil, an extension cord or power strip, speakers for your computer, duct tape.  All these things will come in handy when you least expect it. You’ll appreciate not having to run around the conference asking to borrow or having to buy at an outrageous price.
6. Do an equipment check—make sure the battery on your laptop is charged, that you know your way around your powerpoint, or CD from Jeff, and that you have what you need to access the Internet. Make sure you know how to set up your laptop to a projector and you have all the adaptors, power cords, etc. that are necessary. Take a camera! We’ll put your pictures on the website with a feature on your workshop.
7. Ship stuff ahead of you—sometimes you can save yourself a lot of hassle by shipping things like posters/bookmarks, etc. to the hotel.  Beware! Some hotels may charge you an extra fee to store your boxes or bring them to your room. Check ahead of time. Also, be careful how much you ship because you will have to lug it around once you get there.  If you time it right, when you fill out your request online, we can actually ship it to your conference location for you! Just make sure you write a note to that effect in your request.
8. Change your phone message--if you will be gone more than a day. (Assuming you have a voice mailbox at school that people call) Set an “away message” auto-reply for your e-mail, even if you will be checking e-mail. If you’re hitting the conference hard, you may not be able to get to e-mail as often as you think or are too tired to do much other than read your messages and make a “to do” list.

9. CA$H Money—Make sure you have enough dough for the little things that come up. I usually just cash my per diem check and stash it in my wallet. Carry at least $10 in singles for tips.

10.  Pack Light—when you can!  Check the weather at www.weather.com to find out if you should bring an umbrella, sandals, or a parka. Keep the real important stuff like medications, toiletries in your carry-on in case you get stranded. Other carry-on gems: 

a. a bottle of water and a snack will go a long way, especially if that quarter ounce of airline pretzels won’t be enough to carry you through. Delta and other airlines don’t even have that, you must pay for any kind of food/snack service.

b. Headphones for longer flights that show movies will save you the $2 headphone fee some airlines charge.

c. Something to read!  Airline magazines aren’t known for their substance.

11. Confirm, Confirm, Confirm!  Once you have received all your itineraries and registrations, it doesn’t hurt to make sure you still have them a day or two before you leave. Call the airline to confirm your flight and make sure they have your frequent flyer number on your record.  Call the hotel and do the same.  

12.  Print your boarding pass at home!  Many airlines allow you to do this up to 48 hours ahead of time and you should definitely take advantage when you can. You will save a lot of waiting in line. The couple of bucks it costs to tip the skycap curbside to check your bags in for you is well worth the expense. I usually tip $1-$2 per bag depending on how friendly they are. At a hotel, there is often a business center or computer/printer they will allow you to use if you ask nice!
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 Chapter 2: Airports
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The Rapture of Airport Security

Since 9/11 our Federal Government has made extensive efforts to increase airport security. Numerous measures have been implemented to keep you waiting in security lines longer than you ever thought was humanly possible. You might say something like, “If it makes for safer skies, I don’t mind the extra wait.”  The funny thing is, it doesn’t really make for safer skies. I have heard multitudes of “Oops!” stories shared by other travelers who forgot to take that army knife, miter saw, 12-inch metal skewers, or the deadly nail clippers out of their bags and lo’ and behold, they just breezed right through airport security only to discover their transgression while unpacking. But that’s really beside the point. What you wear is actually more important than what you pack. Here are some airport fashionista tips that will expedite your passage through those scanners:

· SNEAKERS—everything else makes the detector go off. Then you have to put your head down in shame, go back through, take your shoes off, put them on the belt through the scanner, shuffle back through the detector in your socks, and do the one-legged flamingo dance as you try to put your shoes back on while simultaneously trying to get our of people’s way, grab your laptop, bag, ticket, ID, and so on. 

· NO BIG BUCKLES—its best to avoid belts with those fashionable large shiny buckles. Some airports make you take them off or flip the buckles over so they can see down your pants. Well, ok, I guess they’re checking to see if you’re hiding anything behind the buckle. But it seems a little personal.

· AVOID THE UNDERWIRE—no, not underwear, underWIRE. Please do wear underwear for your own sake. While I haven’t had any trouble since right after 9/11 when the detectors were set to super-sensitive, occasionally the wire in a woman’s bra will make the little wand go off and you get the prize of a friendly pat-down. It’s always performed by another woman who understands, so a lot of times she won’t even touch you, you’ll just get the knowing nod. Apparently button-fly jeans can be a little embarrassing, too. I’d leave ‘em at home.

· AVOID AN OUTER COAT—or shove it in your bag before you get in line. Even if you wear a light jacket or fleece you are required to take it off and put it through the scanner.  It’s just one less thing to worry about when you gathering your things back up an trying to put yourself back together. However, temperatures in airports, on planes, or at your destination can be hit or miss so it’s smart to dress in layers and have a jacket. One little trick I’ve picked up for those who don’t want to worry about the take-it-off-put-it-back-on routine, (this one’s for the ladies) is to wear a tank-top or something without a high neck with a zipped up fleece over it. Zip it so it looks like you aren’t wearing anything underneath. When they ask you to take it off, give a sheepish (or coquettish if you decided to go with the no underwear thing, after all) grin and say, “Uh, that would be a little inappropriate.”  If it’s a guy, watch him blush and enjoy the moment. He just asked you to take your clothes off. Ha!

In general, wear loose, comfortable clothing and layer when possible. Once I read that you should wear natural fibers in case of a plane crash where the fire could melt those nylon or man-made fabrics to your skin. How’s that for an unnecessary and terrifying thought?  Well, welcome to my world. Enjoy your stay. Please tip your waitress.

What You Can Carry On

· TWO BAGS--Most airlines allow you two carry-ons. Northwest Airlines will often let you sneak on with more. Airport security, however, may not, Last April, after waiting 45 minutes in an Atlanta airport security line with Dr. Ruth Westhiemer (she’s really tiny!) I got to the front of the line only to be told that my backpack, projector bag, and (gasp!) PURSE, were simply too many items to carry on and I would have to consolidate my bags. I started to do so quickly and was told, “I’m sorry ma’am. You can’t do that here. You are going to have to step out of line and take care of that.”  My items all together were hardly 2 cubic feet in volume. However, Johnny Airport in line behind me steps up and waltzes through with two bags large enough to haul around his golf clubs and a dead horse. But you see I had THREE ITEMS to carry on and he only had two. So there you have it. Consolidate when possible. 

· TICKETS AND ID—have these ready at all times. If you have a passport, I suggest using this as your ID and keeping your driver’s license safely tucked away in its normal place. I have suffered many a panic attack thinking I lost my license when I had just put it in different location. Which brings me to my next point:  use the SAME POCKET for your ID and boarding pass wherever you go. I prefer right-front. But that’s just me. You will save yourself a lot of headaches if you just put it in the same, easy to access place EVERY SINGLE TIME. Then you won’t do the whole freak-out, self-pat-down, checking-every-pocket-and-place-my ID/Boarding Pass-could-possibly-be dance.  I have had the pleasure of doing this multiple times in a span of 20 minutes.  Nobody said I was very bright.

Here are some other quick tips for going through that security line:

· Film up to 800 speed ok

· Take laptops out of bag in put in plastic bin

· Empty pockets of keys and junk BEFORE you get up there

· Put coat in bag BEFORE you get up there

· Smile.  

· Be Quick-Draw McGraw with the ID/Boarding Pass, you have to show it several times, to several people.

· Never, EVER, joke or fool around unless you want to be tackled. These people are federal employees. They do not have a sense of humor they are aware of. 
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Standing On the Peanuts 

If you should be so lucky as to win the security lottery and set off the alarm too many times or just get motioned aside for some private time with a TSA Officer, you get to participate in what I like to call, Standing On the Peanuts. I have not had to Stand On the Peanuts in a long, long time, because I follow my own advice, which you now have in this handy guidebook.  Most airports have got this routine down to keep you from feeling like too much of a spectacle. They have little partitions or side areas that pull you out of the mix.  The guard will wait for you to get all your stuff, and if you didn’t listen to me, you’re probably in your socks and clutching your bags with your shoes stuffed under your armpits ‘cuz you only have so many hands. Sometimes the guard will help you schlep your stuff over to the chair. You will see a floor mat that has these light brown marks on black background that I guess are supposed to look like footprints. They don’t. They look like peanuts. You know, of Mr. Peanut fame. The only thing they’re missing is  the top hat and the cane. Just what was it with Mr. Peanut anyway? I think he even wears spats. And that monocle!  Is he Nazi, or a legume??? But I digress. You will Stand On the Peanuts and put your arms out to your side while the guard wands you. It only takes a couple of minutes and they are usually very nice. They might search your bags. It’s ok. They’re just doing a job. And besides, it’s all in the name of safer skies! 

Just keep in mind all your bags are subject to search at any time. If you have unmentionables or things that might embarrass you if they came flying out of your overpacked bag, just take some care to tuck them away in a less obvious place. Also, if you have gifts you are taking to someone, DON’T WRAP THEM!  You could be asked to remove the wrapping. I’ve seen it happen. I guess America’s finest security scanners are only as strong as your average SpongeBob GiftWrap by Hallmark®.  And here our nation is investing all this money in covert operations. Apparently all you have to do is cloak your aircraft in wrapping paper and you could rove the skies unnoticed!

Chapter 3: Hotels and Conferences 
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Education Conferences are unique in that they primarily serve teachers! Yes, this is a population of adults who have a college degree, work with children all day, and don’t get out much. These are your people. It is an opportunity to branch out and be one with the community.
Hotel Happenings

One of the more enjoyable aspects of business travel is the fact that you often get to visit a new city, area, and meet new people. It is important that you familiarize yourself with your temporary home so you can take full advantage of its offerings and do not end up sitting alone and bored in your hotel room watching fuzzy HBO because you are intimidated by being by yourself in a new place. 

Your hotel front desk, concierge, or that book you find in your hotel room will be able to tell you the following important information:

· Restaurants and services nearby or special tourist districts or attractions of interest. If the hotel staff is clueless, don’t be afraid to approach local people and ask them where to go. Often they will point you to a great place you wouldn’t otherwise find or go. Ask where to get the best coffee, pizza (insert vice here) in town and you can’t go wrong!

· The relative safety of the area you are in

· What kinds of transportation options you have (often there is a free conference or hotel shuttle to places you want to go)

· If you get anything “special” for being a member of the hotel loyalty program (free newspaper, breakfast, drink coupons, a special drink/hors’d’eourve time)

· If there is a pool or fitness center.

· If there is an extra charge for high-speed internet access or if there is a business center
Conference Logisitcs

There are a number of things you should do before your actual presentation.  Once you arrive at your hotel you will want to find out:

· the best way to get to the conference center 

· the best way to get to the room you are assigned for your presentation (often not in the same hotel or conference center as the convention)

· where your boxes are (if you shipped ahead) and how to get your stuff to the presentation room. 

· if there is a NASA booth and who you might know there
· If you know anyone else attending so you have peeps to hang out with or better yet, to help you lug around your stuff.

Usually as a presenter, you are allowed into the exhibit area or registration area before the rest of the crowd. You will be able to pick up your name tag, conference brochure, maps or whatever else they give you and scope things out ahead of time. At larger conferences you are pretty much up to your own devices for finding ways to get places and carry things. I have often “borrowed” luggage carts from my hotel and walked them full of boxes and supplies several city blocks to the conference center where my presentation was taking place. Yes, you get some strange looks, but would you rather have to make several back-breaking trips for blocks and blocks or coast in with your own cart? I’ve yet to charm any conference personnel away from their carts or dollies [image: image12.png]


without an exorbitant extra charge. I have, however, been given rides on those golf-type carts they drive around by looking pathetic and lost while appealing to the driver’s sense of goodwill. Generally conference centers are huge and cavernous and you will walk MANY miles before the day is through. Wear good shoes, expect to walk ridiculous amounts, and carry water with you at all times!  (These places are also very dry) After years of walking the conference circuit, I have entertained the thought of bringing one of those kiddie scooters with me to push myself along with one foot.  It would save so much time!  It would be so much fun! But, I haven’t had the guts to do so yet…just imagine, though… Whee!

Chapter 4: Networking
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The Art of Networking

When you attend a conference, your “work” does not begin and end with your presentation.  It begins as soon as you set off for the conference. You have a fabulous opportunity to meet interesting people who can become contacts, resources, or allies in future transactions. Networking is a process of seizing opportunities that allow you to 1) make yourself known to others in the space-education community, 2) communicate your enthusiasm and expertise in your field, and 3) learn who else is out there doing interesting things you can either use or want to learn more about.

The key to networking is recognizing opportunities. The rest is just details.  Keeping your eyes and ears open can land you in some interesting places. In 3 years with Space Education creative networking was responsible for the following experiences (and I have pictures to prove it!)

· sitting inside the fuel tank stage of a Saturn V rocket

· using a glove box, microscope, and entering the vault where all the Apollo samples are stored in the Lunar Sample Facility at JSC

· befriending Andy Chaikin

· two separate and private tours on the floor of Mission Control

· standing underneath the Space Shuttle Discovery (just this past January!)

· flying on the KC-135

· taste testing astronaut food and touring NASA’s food labs

· lunch and an interview with Chris Hadfield, Canadian Astronaut

· shaking Buzz Aldrin’s hand and getting his photo; Alan Bean’s photo

· touring Franklin Chang-Diaz’ propulsion lab

· getting autographs from Walt Cunningham (Apollo 7,) Gene Kranz (Apollo Era Flight Director—think Apollo 13 movie, the guy with the vests) and Wally Schirra (Mercury, Gemini, and Apollo crewmember)

So as you can see, networking can really pay off if you are a space geek like me. And I know you are. The mechanics of networking are easy, almost formulaic. The art of networking, however, is seeing every situation you walk into as an opportunity to make a connection. You must also be prepared with two essential tools:

Essential Networking Tool #1: The Elevator Speech

An “elevator speech” is a 16 second, carefully constructed statement that tells people the most important information about you, your company, and your products. (I wonder if they call them “lift speeches” in Australia?) Your elevator speech should consist of your name and title, occupation, field of interest and something special about yourself. The goal is to stand out from the crowd, be memorable, without seeming creepy. Here’s a tip from www.craigspeaks.com:  

Pronounce your name clearly. Be upbeat. Smile. Represent your occupation in its most ennobling light.  A dietitian describes her work as “teaching people how to behave in front of food.” An attorney tells people she “empowers the powerless.”  A midwife “brings life into this world.” These phrases invite further inquiry.

I often found some kind of local reference worked well from me when Green Bay, WI was my home…there are a lot of Dairy and Packer Fans out there. Find what works for you and use it! 

Essential Networking Tool #2: Your Business Card

Always have a stack handy. (We gave you like a ga-jillion of them)Make them available after presentations. You will often find your name badge a great place to store and collect business cards when you’re roaming around. Review the cards you have collected at the end of each day and jot down a few notes on each to jog your memory once you return home, along with notes to remind you if you promised to send info to that person or were told to contact them about a particular issue.

Now, Get to It!

With your prepared elevator speech and business card in hand you are ready to start networking!   In and around the conference you must always be poised and ready to take advantage of any situation.  You never know when you can be standing right next to someone who can open doors for you. It can be in the form of getting access to free materials, a professional contact, an invitation to a reception (free food!) a tour, an introduction to someone higher level, or a lunch or dinner companion if you happen to be traveling alone.
Aside from an actual elevator, you should seek out the following network-ripe locations to use your tools:

· Standing in line (especially buffet lines)

· Hotel Lobby or Bar

· Waiting for your presentation to begin (work the room)

· Waiting for someone else’s presentation to begin

· On the airplane or shuttle bus (especially to and from the convention)

· At the NASA booth

· At other booths (scan the directory and see an interest will be represented)

· At organization receptions

If you want to make the most of your networking, be sure to FOLLOW UP!  Make an e-mail contact within a week that reminds the person who you are and either invites them for further contact, or thanks them for whatever they did for you during the conference. The last conference I attended in Lansing found us a graduate student in Aeronautical Science who wants to help us update the links on Virtual Skies as part of his Master’s Thesis. Woo! Free Labor! The Power of Networking. 

Beware of Space Geeks Bearing Gifts

One of my little tricks at a conference where I know I will see certain people or it is a smaller conference where I know the organizers, I bring small gifts with me to express my appreciation for being included in the event. Living in Green Bay was easy—I  took cheese with me wherever I went. It’s a small thing, really, but oddly comforting when people remember you fondly as “CheeseLady!” and run up to you to see how your are doing. Living in the Bay Area has been a little more challenging…it’s too expensive to bring wine with you wherever you go. So I broke down and went for the obvious: little bars of Ghirardelli chocolate.  This was just as well received as anything. It makes people remember you, it makes them think you are thoughtful, and keeps them wondering what you will bring them next year. The beauty of it is the simplicity of bringing a smile to people’s faces.

Chapter 4: Presenter Tips

(
The mind is a wonderful thing. It starts working the minute you’re born and never stops until you get up to speak in public.

(
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Six Signals Audiences Want to Hear…

· I will not waste your time.

· I know who you are.

· I am well organized.

· I know my subject.

· Here is my most important point.

· I am finished.
--Ed Wohlmuth, The Overnight Guide to Public Speaking. Running Press, 1983.

TIPS
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Arrive early so you can:

· Rearrange furniture

· Test equipment and outlets

· Locate (and use) restrooms/check your appearance

· Greet participants

Don’t get trapped by: 

· Trying to cover too much in too little time

· Furniture

· Those who argue

· Individuals who engage you in political or philosophical arguments

During your presentation:

· Relax

· Find “friends” in the audience

· Move around the room

· Be “real”

· Use humor (if it’s natural)

· Involve your audience as much as possible

· Consider your audience’s needs (poll before you begin)

· Honor start and end times 

For longer presentations:

· Build and maintain rapport

· Provide breaks (and snacks if possible)

· Survey audience needs

· Create a climate of collegiality

· Care for physical needs

Teaching and Learning

Average Retention Rates
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--National Training Laboratories, Bethel, Maine

Breaks

Research indicates two good reasons for taking breaks after each learning module:

•New neural connections formed by the learning need time to fix and strengthen themselves without competition from additional, novel stimuli.

•Fatigue sets in without breaks
--The Owner’s Manual for the Brain, p. 257. P. Howard, 1994

The 3-Minute Pause

Learners are able to find more personal meaning in new information when instructors stop every 10-15 minutes and ask students to:

· Summarize what they have heard in the new information presented.

· Identify aspects of the new information they can apply to their own situation.

· Identify confusions and try to clear them up.

Learners can discuss these as small groups, in pairs, or jot down personal notes.

Control and Learning

If a learner feels in control, more learning can occur.  When the learner feels controlled, only rote learning occurs. Caine and Caine, (1991) suggest that when the learner feels relaxed and in control, the cortex is fully functional, and higher-level, more meaningful learning is possible (creativity, analysis, synthesis, planning, problem solving, complex decisions.)

For the In-Depth Presentation (longer than 90 minutes)

· Create a way for participants to learn “who’s in the room.”

· Develop an introduction that lets participants know who you are as a person and a facilitator.

· Design and agenda or other strategy to let participants know about the presentation’s content and flow.

· Assess participant needs.

· I came expecting…

· I got…

· I value…

· I want next…

· Assess participant prior knowledge.

· Address creature comforts and norms for the session.

· Design an engaging “opener.”

· Prepare the minds of the learners.

· Assess as you go and before they leave.

· Post-Its on the door.

· Formal evaluation forms.

· Written Reflection.

Evaluations

The AETT evaluation form:

· Collects statistics to report to NASA.

· Gives you, the presenter, feedback on your presentation.

· Alerts Rebecca (our evaluator) to possible underrepresented populations for testing.

· Allows people to sign up for the AETT listserve. 

When you return from a conference and have these forms, it is necessary to compile the data on the participants in a reporting sheet and submit it to Alicia.  We are working on streamlining this compilation so you can do it online. You will get more information about this soon! 

 Please make sure you your participants what NASA considers underrepresented. I usually say something like this:  

“If you have a high population (over 30%) of students who receive free school lunch, are learning English as a second language, or come from ethnic backgrounds that have historically not been represented in great numbers the sciences or engineering, then you teach an underrepresented population.”  

This can be a touchy issue for some. We have even been verbally pummeled over the issue.  Usually by those not hurting for resources. My basic line in this situation is, 

“These are the types of students that can be hard for NASA to find, have limited resources, or do not know NASA has something to offer, so we make a special effort to reach them.”  

Few people have an argument after that.  
After reporting, you can do whatever you want with the forms. If there are nice comments, save them!  If there are criticisms, read them, don’t be embarrassed, be open and consider what is being said. Take it constructively. You can’t please everyone. Somebody famous said it…you can please some of the people some of the time, but you can’t please all of the people all of the time. You will have a gut feeling for how your session went. Its always a good idea to jot down some notes/reminders to share with the group:  frustrations, successes, lessons learned, that kind of thing. We’ll post these on the website.
Finally, remember that I’m here to help you!  If you feel some anxiety about an upcoming presentation, especially since this is new material for you, talk it through with me, let me know how I can support you and we’ll get you through it. : )
APPENDIX A

HOTEL LOYALTY PROGRAMS
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Best Western Gold Crown Club International

http://www.goldcrownclub.com/
Choice Privileges Reward Program (Comfort, Quality, and Sleep Inns, Clarion)

http://www4.choicehotels.com/ires/en-US/html/ChoicePrivileges
Hilton Honors (+ DoubleTree, Embassy Suites, Hampton Inn)

http://www.hiltonhhonors.com/
Mariott Rewards

http://marriott.com/rewards/rewards.mi
Holiday Inn Priority Club

http://www.ichotelsgroup.com
Hyatt Gold Passport

https://www.goldpassport.com/secure/index.asp
Radisson Gold Rewards

http://www.radisson.com/goldrewards/home.jsp
Ramada Inn TripRewards

http://www.triprewards.com
Sheraton Starwood Preferred Guest

http://www.starwood.com/preferredguest/
APPENDIX B

FREQUENT FLYER PROGRAMS
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American Airlines Aadvantage

http://www.aa.com/apps/AAdvantage/AAdvantageHome.jhtml
Continental OnePass

http://www.continental.com/
Delta SkyMiles

http://www.delta.com/skymiles/index.jsp
Northwest Airlines WorldPerks Program

http://www.nwa.com/freqfly/
Southwest Airlines Rapid Rewards

http://www.southwest.com/rapid_rewards/
United Airlines Mileage Plus

http://www.united.com/
Lecture 5%





Reading 10%





Audio-Visual 20%





Demonstration 30%





Discussion Group 50%





Practice by Doing 75%





Teach Others—Immediate Use of Learning 90%
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