Sample Preparatory Email for SSW&P Participants
(send to participants about a week in advance of the Workshop)

Subject:  Your Upcoming Sharing Science Workshop...

Dear [Name],

We're looking forward to seeing you [this coming] [day of week], [date], at [location], from [time] to [time] for the Sharing Science Workshop & Practicum.  This email contains important logistical information and some advice on how to prepare.  

The SSW&P is designed to give you a well-grounded experience using hands-on activities to stimulate informal science learning discussions with children and adults, and also give you professional practice conversing about research with broader audiences.  During the Workshop portion you will pick up new skills; in the afternoon you will practice them with [Museum visitors or families attending ____].  Expect to have a good time.  We will provide [lunch and afternoon refreshments].  Please let us know if you have any dietary restrictions.  

Travel to [Location of Workshop]
The Sharing Science Workshop & Practicum will be held at [address]. Here is link to directions: [link]. [Include any extra relevant detail on getting to your institution by public transit, where to park, etc.] 

Arrival:  Please arrive by [time]. [Include any extra relevant detail on where to meet upon arrival.]  

Preparation:  The Workshop begins with a 'Meet and Greet' role-play, the moment you walk into the room.  Wearing a nametag, you will circulate among the other guests as if you are among strangers at an interdisciplinary research conference, introducing yourself and giving these new acquaintances a brief (under a minute) insight into what's interesting or exciting about your current research, but assuming they know little about your field.  We recommend you prepare this brief introduction in advance – target it for someone with a good understanding of science but no special experience in your area - and practice it aloud.  Don't worry about cramming a lot of information in.  Your goal is to arouse their interest in learning more. 

Afternoon Practicum:  [We will break for lunch around midday] [box lunches will be provided], and then we will move to the [location of Practicum], and begin to work with children and adults visiting [the Museum].  After about 90 minutes of working with visitors and coaching, we will return behind the scenes to debrief about our experiences.  

End of Day:  We will wrap up by [time]. 

Please use [this link] to respond by [day] to a few brief questions that will help us tailor the workshop to the needs of the group.  

If you have questions, please contact us at [   ].

We look forward to seeing you [day].

[bookmark: _GoBack][signature]
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