Campus Organizer Checklist & Timeline

The Aero Explorer program is coming to your campus!

Use this checklist and timeline to guide your planning and help ensure your
campus staff, volunteers, and students have an incredible educational
experience.

We’ve organized the information into simple steps so you’ll know what to focus
on as you prepare your campus, staff, volunteers, and students for their Aero

Explorer day of learning.

The following pages will guide you through each stage of the process:

10 days out Post Visit

% Where little hands build big dreams

www.AeroExplorer.org



https://www.linkedin.com/company/jpf-aero-explorer?trk=public_post_feed-actor-name
https://www.instagram.com/aeroexplorerjpf/
https://www.facebook.com/AeroExplorer
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0 Your campus is one of a select group of
schools in North Texas hosting an Aero
Explorer visit! We encourage you to share the
social media coordinators,

encouraged. This is also a great opportunity to

news with your district and campus
communications teams, 5

and school community.

Local media is welcome and

invite district staff and leadership teams from
other campuses to see Aero Explorer in action.

Prepare Your Staff

0 The more familiar your teachers are with the
Aero Explorer activities, the more they can
help students get the most from the
experience.

Our Pre-Visit webpage includes training
videos, activity instructions, and resources to
help prepare both your staff and students.
Please share the Pre-Visit webpage with all
participating staff.
https://pinofoundation.org/aero-explorer-pre-visit/

0 Volunteers make a tremendous difference in
the Aero Explorer experience! Start recruiting
volunteers now so you’ll have plenty of support
on program day.

We've included a separate Volunteer
Information page that explains how many
volunteers are needed, what they’ll be doing,
and other important details to help you recruit
and prepare your team.

Program date(s)

Number of 2.5 hour sessions

We Need a Few Things From You

Send ASAP to info@aeroexplorer.org
Please provide:

0 Your signed agreement document

0 A list of participating teachers, grade
levels, and student counts

We’ll ask you to confirm or update student
numbers as we get closer to your
program date.

Campus Clearance Process

0 What is required for Aero Explorer staff
to access your campus?

Please send us the appropriate link and
clear instructions for completing your
campus or district clearance process as
soon as possible. Be sure to include any
requirements, deadlines, or
documentation our team will need to
provide.

Info to know now, but we will remind
you later:

o Questions are ok and expected! Send
them to info@aeroexplorer.org.

o We will have a virtual meeting 45 days
out!

» Once we are set up, the program must
remain set up for the day(s). After the
last program, it will take us 1.5 hours
to pack up and load the trailer. If you
have any activities scheduled in the
room, we request that they be moved
to another location.
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https://pinofoundation.org/aero-explorer-pre-visit/
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They make a TREMENDOUS difference!

Your Aero Explorer day should be one of excitement, wonder, and learning. To
ensure this happens, you will need volunteers. Your volunteers could come
from a wide variety of sources and vary depending on your campus, community,
and connections.

Volunteer Quantity and Job Needs
e 6 for unloading & setup, 6:45 AM - 7:45 AM
o Activity Stations volunteers will assist at designated activity stations
for the duration of the event.
o Volunteers should arrive 20 minutes before the program to
receive detailed information from our staff.
= Provide these volunteers with the training information so
they can prepare in advance.
= |t works best if volunteers stay at the same station while
classes rotate to them.
= |t's a good idea for them to watch all the activity videos, so
they are versatile in case last-minute changes are needed.
e Clean up & loading immediately after the last session - usually
takes 1.5 hours. We would be most grateful for extra hands!!

Volunteer training Lunch
e Provide your volunteers with access to a What are your plans for
training video made just for them found on volunteers staying all day?
the pre-visit website. Snack stations and/or
https://pinofoundation.org/aero-explorer-pre-visit/ providing lunch are great

. ways to say thank you.
Volunteer source ideas

e Parents

Family members of students/staff who are in the aerospace
industry (some jobs allow for volunteer time off)
Community partners

CTE high school program students

Central admin (C&l), instructional coaches, retired teachers


https://pinofoundation.org/aero-explorer-pre-visit/
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Clean up & Loading

1
Unloading & setup 6:45 AM - 7:45 AM "
1 3
2 4
3 5
4 6
5 7
6 8
Activity Station Volunteers
AM Session PM Session
1 1
Flight Path
2 2
1 1
Liftoff Lab
2 2
1 1
Power Plant
2 2
1 1
Cargo Crew
2 2
. 1 1
Fit for
Space , ,

The remaining three stations are interactive but a little easier to manage, and volunteers are not necessary:
Symbol Squad, Weather Watch, Sky Command.

4




ERQx
R

Let’s Meet!

O It's time to schedule a planning
meeting with the Aero Explorer team.
Please send us several date and time
options. Plan for up to one houir,
although the meeting may be shorter.
If your campus or district prefers to host
the virtual meeting using your own
technology platform, that’s great!
Otherwise, we'll schedule the meeting
using Microsoft Teams.

Before the Meeting
O Please send us an updated student
count for PK-3rd grade classes.

0 Begin drafting a program schedule
that works with your school hours,
specials, lunch, etc. We've provided a
handy worksheet on the next page.

0 Have you shared the pre-visit
webpage with your staff? It is important
that they have ample time to prepare.

Complete Your Campus Map

0 We'll send you an email with a link to
an aerial view of your campus where
you will label the requested information.
This will help our team understand the
plan for arrival, unloading, setup,
loading, and departure.

Virtual meeting agenda:

e Review your campus map.

e Confirm your program schedule (see
Schedule Worksheet)

e Check in on student & teachher counts.

o Teacher training progress.

e Discuss your volunteer plan and
progress.

o Discuss timekeeper role & tools

e Answer questions.
o Confirm Day-of Logistics

o Who will meet our team at 6:30
a.m.? Provide their name and cell
phone number.

o Does your morning custodial staff
know we are coming?

o Please provide 2 tables and 4 adult
chairs.

o Is anything scheduled in the gym
after school that day? Please
remember that our team needs
approximately 1.5 hours to pack up.

o What time does our truck need to
be moved to avoid dismissal traffic?

Spread the Word

Reconnect with your

campus and district communications
teams to make sure they have the
confirmed program date and schedule.
This is a great opportunity to highlight that
your campus is hosting a career-focused
Aero Explorer experience for your
students. 5



Aero Explorer Schedule Worksheet

Each program session can accommodate up to 8 groups with a maximum of 200 students.
o/ EXPLORER A group is typically one class. Smaller classes may be combined when appropriate.

Aero Explorer team arrives & sets up

6:30 - 8:00 AM (unless otherwise notified)

Set up volunteers arrive

6:45 AM

'Your AM Volunteers arrive

Aero Explorer Program 1
begins & ends 2.5 hours later

IMinimum of a 30 minute break between sessions

'Your PM Volunteers arrive

Aero Explorer Program 2
begins & ends 2.5 hours later

Clean up (it takes 1.5 hours for us to pack up)
Your volunteers are welcome & appreciated!

Session

Group # Grade

Class(es)

Number of Students

S1 Group 1

S1 Group 2

S1 Group 3

S1 Group 4

S1 Group 5

S1 Group 6

S1 Group 7

S1 Group 8

Total Students

Session

Group # Grade

Class(es)

Number of Students

S2 Group 1

S2 Group 2

S2 Group 3

S2 Group 4

S2 Group 5

S2 Group 6

S2 Group 7

S2 Group 8

Total Students
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10 Days Before the Program

You’re almost therel!

Now is the time to confirm that your staff, volunteers, students, and campus are ready for Aero Explorer.

Confirm Staff Training

o All staff members who will be leading activities should

have:
e Watched the training video,
* Reviewed the teacher instructions and activity
materials, (We provide printed copies)
¢ Asked any remaining questions about their role on
program day.

Confirm Your Volunteers
o Check in with your volunteers and make sure Aero
Explorer is on their calendars.

¢ Volunteers should also have received and reviewed

the appropriate training materials so they understand

what to expect and how they’ll be helping.

« Identify Your Timekeeper - Keeping groups on
schedule is important to a successful Aero Explorer
day.

Plan for Student Needs
0 Make sure all participating staff and volunteers
understand your campus procedure for students who

need to leave the program area to use the restroom or for

another need.

o Dress for an active day! Encourage students, staff, and
volunteers to wear comfortable clothing and shoes. Think
PE-day active. There will be plenty of moving, exploring,

and hands-on learning!
0O Have your students watched their video?

Prepare for Photos & Video
The Aero Explorer team takes photos/videos during the
program. Your campus is responsible for following all

applicable campus and district policies regarding student

media permissions and for identifying any student who
should not be photographed or recorded.

o Determine which participating students should not be
photographed or recorded.

o Plan to identify those students with a visible sticker or

marker on both the front and back of their shirts. This

does not need to be elaborate - a simple piece of colored

tape works well. What matters most is that it is clearly
visible to our team throughout the program.

Reconfirm Campus Logistics

A few final reminders can help prevent surprises
on program day:

0 Make sure your morning custodial staff knows
when the Aero Explorer team will arrive.

o Confirm that 2 tables and 4 adult chairs will

be available for our team.

0 Do you have the tools your timekeeper
needs? Is it functional?

0 Check the gym schedule for any activities
immediately following Aero Explorer. Our team
needs approximately 1.5 hours after the
program to pack up.

0 Make sure the appropriate staff knows where
our team should arrive, unload, park, and load at
the end of the day.

Reconnect With Communications Team
Confirm the program date and schedule with
your campus and district communications
teams. Did you invite district leaders, other
campuses' leadership, and local media? Be
sure your campus office staff know!

Remind them that your campus is hosting a
special, career-focused Aero Explorer
experience for students and encourage them to
share the story with your school community

Safety Protocols
We follow the school's lead with student and
staff injuries and lockdown situations.

Any questions?
Contact the Aero Explorer team if you have
questions!
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Be ready for our arrival Teachers & Students

O Is the space being used cleared and ready? o Show the student video to classes

0 Are 2 tables and 4 adult chairs available? 0 Check your schedule. Make sure teachers and
0 Remind your custodial and/or morning staff. staff know their session time and how they will be

0 Remind the staff who will be there at 6:30 AM! sorted into 8 groups.

0 Do you have all the timekeeper equipment?
Do you know how to use it? Is it working?

0 Finalize the students who should not be

help reduce the chance they have forgotten. photographed or recorded. Have supplies ready
0 Make sure volunteers know where to go and for labeling students tomorrow.

what is expected of them.

Volunteers
0 Check in your volunteers. A quick reminder can

Teacher reminders about arrival
_ 0 The Aero Explorer staff will greet you in
, the hall near where we are set up.
o Each group’s teacher will be assigned their
starting station and given a Mission Control
O Place stickers or identify students who should not be  Kit (activity instructions).

photographed or recorded. o0 Once all groups have been greeted, they
0 As they arrive, assist with organizing classes into the  will enter the gym and go to their first station.
8 groups They can begin immediately.

O Every station will have 15 minutes. Please
expect the first station’s timing to be slightly
longer due to varying arrival and start times.

Communicate with AE team

0 What your no-photo identifiers are
0 What your restroom procedures are
0 Where the closest adult restroom is located for AE staff to use

In between sessions and End of Day i

0 Assist with resetting activity stations and vacuuming carpets.

O Have volunteers available tc_> help with packing and moving program materials. Post Visit
This helps speed up the packing process. Check your
During the Program email!

0 Keep everyone on time. The designated timekeeper should monitor activity times We will send a
and transitions throughout each session. survey and links
0 Help with transitions between stations. to the post-visit
0 Welcome your guests. If district leaders, campus leaders, communications staff, or  activity resources
media attend, make sure they know where to go and whom to contact. to extend the

0 Stay hydrated, but we kindly ask that all food/beverages be away from stations & educational
activity materials experience.

0 Enjoy the experience! Encourage your teachers and staff to participate, ask
questions, and help students make the most of their Aero Explorer day.. 8
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