Welcome Letter Coaching Skills for Developing Campaign Leaders 
Send to all Facilitators, Karla, and all Participants listed in the most up to date registration. You will need to send this several times as late registrants often miss the first round of sending. 

Subject Line: Welcome to Coaching Skills for Developing Campaign Leaders (Campaign Lab Team Leads and Coaches) March 13-15, 2026 Oklahoma City, OK 
Hello all! 
Welcome to NEA's Focused Academy: Coaching Skills for Developing Campaign Leaders
When: Friday, March 13th – Sunday, March 15th 
Hotel:  Omni Oklahoma City Hotel, Oklahoma City, OK
This is a VERY long email with a lot of details you will need. You should have already received an email from Karla Medina regarding your registration and information for securing flights.  I have included that at the end of this communication for easy reference. If you have not yet registered and booked your flights, please do so asap following the directions provided in your email from Karla Medina.   A final rooming list will be sent by Karla Medina in the coming days. 
There is an action item that must be completed by March 10th described below and highlighted in yellow – I advise that you begin this item as soon as possible.  
HOTEL CONFIRMATION:
You will receive your hotel confirmation from Karla Medina in the coming days. If not, email Karla Medina kmedina@nea.org.
Basic Agenda 
Our meeting will convene at 8:30 am on March 13th and conclude at 1pm on March 15th . Breakfast will be served from 7:30 to 8:30 am each day. Lunch is served from noon to 1:00 pm Friday and Saturday, however, Sunday lunch is on your own.  You are expected to attend all portions of this event. 
· Meeting Room and Meals Room: Information to be sent late in the day March 12th . 
Communications 
You should expect an evening email on Thursday before the start of our session. This email will have additional information about the meeting room location, any new directions, and locations for breakfast and lunch.  You will receive an evening email each night with a feedback form and will reference any files you will need to access from our Online Learning Portal. Any questions you have about the content should be sent to cgleason@nea.org and any questions about the hotel, flights, food, and expense process should be sent to kmedina@nea.org. 
 What to Pack 
Please dress comfortably, and feel free to wear your most audacious Union solidarity swag. PROFESSIONAL BUSINESS ATTIRE IS NOT REQUIRED. Conference rooms are notorious for being too hot or too cold, so please bring layers so that you can adjust to your own comfort needs.  
Pre-Event Assignments and Participant Handouts - Ensure Access BEFORE March 10th  and complete required tasks later than March 13th .
Materials and Pre- Attendance Tasks (2 Step Process Outlined Below)
Our events are paperless unless you print the materials and bring them with you.  All reading, all worksheets, and all PPTs used for your learning are within a course found on the NEA Learning Management System. Please make sure you can log in well before March 10th.  I've shared the detailed directions for access and troubleshooting the online system below.  Once logged in and registered, you will find a pre-academy package chock-full of goodies that you can explore. Also, you will be able to download the Participant Handouts Package and access the PPTs for the meeting on your own device. Please ensure that your device of choice is large enough for you to easily work on and see.  If you would like these items to be printed, please do so before attending, as we will not be providing any printed copies on-site.  If not, simply make sure they are downloaded to your devices before attending. 
 
To access your required pre-academy assignments and participant handouts you must complete both of the following steps:
[bookmark: _Hlk215821651]Step 1 : You must pre-register with NEA’s Learning Portal known as PEPS at the following link:
https://neapartnera.learnupon.com/users/sign_in
 Once you do this, you will be set for all future UniServ, Organizer, and Campaign Lab Events – Online or In-Person.
Step 2:  Once you have accomplished Step 1, select the Unique Course link for this session named "Coaching Skills for Developing Campaign Leaders" at the following link: https://neapartnera.learnupon.com/content-details/4951364/0   then select the button on the left of the screen that says. “Enroll.”  The course will open to a detailed description of what you will need to do to be ready for our time with you. Scroll through all the details.  You will also see a listing of the modules on the left-hand navigation window.  The modules contain fillable PDFs and other resources you will need to DOWNLOAD TO YOUR DEVICE before you arrive, allowing you to enter your work directly into the document. If you prefer a paper-based packet, please print and bring it with you. The modules, Daily PPTs, and Additional Resources will be updated throughout our time together with PPTs and other resources you might need.
 Trouble Shooting
If you experience issues, do not email Ellen until you have completed ALL the troubleshooting steps below. Then, if you need additional help after completing the troubleshooting below, Email both neahqhelp@nea.org  and eholmes@nea.org  with a description and screenshots of the error you are receiving.  It is nearly impossible to help you without those.
Registration for PEPs Troubleshooting: 
If you receive an invalid email or email in use message, that means that you are registered in another portal on our system. For example, Minnesota has a portal as part of our system and if you are a MN staff person, you might be registered in the MN portal with that email. About 21 States have a portal such as this. The solution is to register as a new user in this new portal with the same email and password you use in the original portal. Then, since both portals use the same credentials, you can log into one and have access to the other via a handy little toggle in the upper right corner of the screen called “the portal switcher”. It looks like a little 3-legged spider.
Do one of the following:  
•       If you can’t recall your password in the original portal, you can go to that portal and request a password reset. Once you’ve created a new password for the original portal, go to the new portal and register as a user with that same email and that same password. 
•      If you know your password for the original portal, you can use that same email and that same password to register as a user in the new portal. Then you’ll have a single log-in and have access to both. 
If you receive a “resource not available” message when you select the course link, that means that you do not have the appropriate permissions to access the course and your account needs to be adjusted.  Email BOTH neahqhelp@nea.org and Carrie Gleason cgleason@nea.org to get help.  
Expectations 
You are expected to attend and complete all portions of this event.  Should your absence result in attrition costs, your affiliate may be charged for those.   You will be required to use a laptop or other device capable of accessing the internet and your materials for this meeting. We will have electricity at each table to support this. Please work with your IT department to make sure that these can connect to public Wi-Fi such as you find in a school or a conference meeting room.  

PREVIOUS EMAIL FROM KARLA MEDINA
Dear Campaign Lab Leaders, Coaches and Facilitators, 
  
In this email, you will find important information for your preparation and arrival.  I know that it’s a lot but please read the message in its entirety. 
  
We would like to welcome you to Coaching/Leading Single Issue Multi-Issue, March 13-15, 2026 in Oklahoma City, OK
 
When: Friday, March 13th – Sunday, March 15th
Where: Oklahoma City, OK
Hotel: Omni Oklahoma City Hotel (100 Oklahoma City Blvd, Oklahoma City, OK 73109)
  
REGISTRATION  
REGISTER HERE by COB February 19th to guarantee your spot! The waitlist will open on February 20th, and we will not be able to guarantee your spot once the waitlist is open.
  
AIRFARE 
NEA will cover your travel arrangements to attend this training. After registering, you will receive directions on how to book your flight with NEA’s travel partner AmTrav in your confirmation email. Please make your travel arrangements as soon as possible.  
  
Please do not purchase airfare independently as it will not be reimbursed. 
  
· Facilitators - Travel on Wednesday, March 11th – Meeting begins Thursday, March 12th at 8:30 AM, and ends on Sunday, March 15th at 1:00PM (depart after 4:00PM)
 
· Coaches, Mentor Coaches and Team Leads - Travel on Thursday, March 12th – Meeting begins Friday, March 13th at 8:30 AM, and ends on Sunday, March 15th at 1:00 PM (depart after 4:00PM)
 
GROUND TRANSPORTATION
If you plan to drive instead of flying or the train, email Karla Medina (kmedina@nea.org) the NEA cost comparison form (here), MapQuest AND screenshot of flight comparison from AmTrav (Click here on directions on ‘How do I capture a flight price comparison?’) at least 1 week before travel. NEA will reimburse the state only for mileage (no rental, gas, tolls/etc). We will add it to your stipend that we send after the meeting.
 
 
HOTEL
Hotel accommodations will be made for you with your room and tax direct billed to NEA. Please be prepared to provide a credit card upon check-in to cover any incidentals. Your check-in and check-out dates will coincide with your travel dates. If you do not receive your hotel confirmation a week before the meeting, email Karla Medina (kmedina@nea.org).
 
NEA TRAVEL EXPENSE REIMBURSEMENT
A payment will be made to the state or local you selected during registration after the training. Please contact them how you will be reimbursed for your expenses. Hotel and airfare will be direct billed and paid by NEA. UniServ trainings reimbursement one pager.
 
Expense are covered according to the NEA non-staff travel guidelines. If you are an affiliate staff person, please make sure that you have manager approval to attend this meeting. If you are a member, make sure that you have cleared your time away from your work BEFORE you register and book travel.   
 
If you are Retired, Aspiring ED, or work in a K-12 school or on a college campus you will receive a travel stipend within 30 days of the completion of the training. CLICK HERE to submit your W9 at least 2 weeks prior to the training if you never submitted a travel expense to NEA. Select ‘Center for Organizing and Affiliate Support’ for the Requestor or Center. CLICK HERE if you want to want to receive direct deposits from NEA.
 
PRE-ATTENDANCE ASSIGNMENTS
Coming soon from Ellen Holmes
If you have any content related questions, please contact Ellen Holmes by email at eholmes@nea.org or by text (207) 660-5589 (please begin your text with who you are).

TRANSPORTATION TO/FROM THE HOTEL:
Please feel free to take a Taxi, Uber, Lyft, or an airport shuttle service.  Your state/local will be reimbursed for this expense.
 
WHAT TO WEAR: You should plan to wear comfortable clothes and remember to dress in layers as sometimes the rooms are hot and sometimes, they are cold.  Please dress as casual and comfortable as you consider appropriate for learning with colleagues.  All of you already have the job, so there is no need to dress to impress. 
                                                             
TECH REQUIREMENTS
You will need your laptop, chargers, etc.  We will provide extension cords at each table. Prior to arriving, please work with your IT Department or Manager to ensure you can access the conference center Wi-Fi.  This will not be a “secure” network so you may need to have your settings changed so that you can access it or bring your own mobile “hotspot” that is approved for use by your affiliate.
 
NEA COVID PROTOCOLS
All participants are encouraged to follow up-to-date CDC practices related to COVID-19. The latest information can be found at this link. https://www.cdc.gov/respiratory-viruses/guidance/index.html
 
CONTACTS
Ellen Holmes is your contact for anything to do with content and learning. Karla Medina is your contact for anything to do with logistics, travel, and vouchers.  Our contact information can be found below.  
 
Ellen Holmes, eholmes@nea.org  text 207-660-5589 (Please begin your text with who you are)
Karla Medina, kmedina@nea.org
 
CANCELLATIONS
1. If we incur an attrition charge from the hotel due to the late cancellation (rooms and food), we will have to charge your affiliate.
2. If you need to cancel an already booked airfare, you must contact AmTrav at Support@Amtrav.com or (312) 629-0590 to cancel your flight. You will get a flight credit from the airline that you will have to use within 12 months to attend another UniServ program offering (unless your affiliate also wants to reimburse us for those costs). If you fail to cancel the flight, your affiliate will be asked to cover the cost of that flight.
3. Email Karla Medina (kmedina@nea.org) and Ellen Holmes (eholmes@nea.org) that you need to cancel.
 
WHAT'S NEXT?
You will receive an email with additional information at least 2 weeks before the training.
 
Please let me know if you have any questions.

