Dear Participants Effective Worksite Systems and Strong Leadership Structures

Dear UniServ Participants,
 
We would like to welcome you to the UniServ Focus Academy – Effective Worksite Structures and Strong Leadership Systems.   Ellen Holmes is your contact for anything to do with content and learning. Phillip Zanders is your contact for anything to do with logistics, travel, and vouchers.  Our contact information can be found below.  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.

Ellen Holmes eholmes@nea.org  text 207-660-5589 (Please begin your text with who you are)
Phillip Zanders pzanders@nea.org  


**MEETING DETAILS**
We will be meeting in Denver, CO at the Sheraton Denver Downtown, 1550 Court Place, beginning at 8:30 AM on Tuesday, April 12th.  Each day begins with breakfast between 7:30 and 8:30 AM in Governor’s Square Room 16. Our meeting room will be Governor’s Square 17. We will conclude each day at 5:00 PM except on Thursday, April 14th  when we will conclude at 2:00 PM.  

Transportation to/from the Hotel: Please feel free to take a Taxi, Uber, Lyft, or an airport shuttle service.  You will be reimbursed for this expense via the NEA voucher process.  Please work to secure the most reasonable, cost effective transportation between the airport and the hotel.

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.  
                                                             
**PRE-ATTENDANCE READING**
Attached you will find a Pre-Attendance Package.  This package contains readings that we will use and reference during our work with you. Many folks have remarked that they would appreciate these materials in advance so that they are not trying to read and process in a large group setting.   

** TECH REQUIREMENTS**
You will need you laptops, chargers, etc.  We will provide extension cords at each table. Prior to arriving in Denver, please work with your IT Department or Manager to ensure you are able to access the conference center wifi.  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 VOUCHER/REIMBURSEMENT PROCESS (Information Previously Provided by Phillip Zanders)**
NEA requires that we have a W-9 form on file.  This means, if you have never submitted an expense voucher with NEA in the past, then you must complete the attached W-9 form and return it with your voucher expenses.  If you have submitted a W-9 in the past, there is no need to resubmit.
 
Please pay special attention to NEA's updated Non-Staff Travel Policy and Guideline as we have switched to per diem.  Any meals you purchase when a NEA meal is provided will be at your own expense, unless authorized by the program manager.  It is very important that you follow the NEA non-staff travel guidelines when submitting your vouchers for reimbursement.
 
To avoid your voucher getting lost in the mail, it is HIGHLY recommended that vouchers are scanned and emailed to me at pzanders@nea.og  Snail mail is not always reliable. The deadline to submit vouchers is May 14th, 2022.
 
[bookmark: _GoBack] 
 ** COVID REQUIREMENTS** 
NEA has mandated the use of the ReturnSafe app for all in-person meetings and events to verify that all participants are up-to-date on their vaccine status and have tested negative for COVID-19 within a 72 hour period of the event. This would apply to next week’s UniServ Organizing Through Advocacy Training.
 
Below is information on how to download and log into the app. We will have ample COVID-19 antigen tests available, if needed, to complete the verification process, starting at 4pm on Monday, March 28th in the Grant Meeting room of the Hyatt Regency Columbus..
 
If you have any questions or concerns after reading the information below, please contact me directly.
 
NEA is pleased to announce that we have chosen ReturnSafe as our partner to keep you and your colleagues safe as we get through the Covid-19 pandemic together. The ReturnSafe app is a user-friendly, efficient and secure app that makes it easy to upload vaccination information, testing results, and complete health screenings as needed. Here is a short video explaining the ReturnSafe solution.
 
Please follow these simple steps to install and use the ReturnSafe app:
 
Android users:
Install the app from the Google Play Store.  
Proceed to step 2 below.
iPhone users: 
Install the app from the Apple App Store.
Proceed to step 2 below.
Web (Mobile or Desktop/Laptop):
https://desktop.returnsafe.com
 
Open the app, click Find My ReturnSafe Space and enter the following code: neahq
Click the button that says NEA Events, and enter your name, email, cell phone number. 
A code will be sent as a text message to your cell phone. Enter that code into the app, upload your records and complete the short survey.
A green “cleared for entry” pass will need to be shown every day of the event.
·         If you experience an error upon logging in, please contact your event contact, not ReturnSafe support.
 
Complete the short survey in ReturnSafe before coming into the event space.  You will receive guidance at the end of the survey based on your answers.  Note: your survey responses are confidential and accessible only to designated administrators.
 
If you have any questions about the survey, the resulting recommendations, or our privacy policies please contact pzanders@nea.org. If you have any technical issues while installing or using ReturnSafe, please visit https://support.returnsafe.com for helpful support content. For any login related issues, please contact pzanders@nea.org, not ReturnSafe support.
 
Please install ReturnSafe and complete the registration and screening process prior to coming into the event space on site, and together we can maintain a safe and healthy environment at the UniServ Organizing Through Advocacy Training!
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