Prepping for Day 1 - Organizing Strategies for ESP Members March 25 - Thursday, March 27, 2025 
Hello all -
The team is still prepping to be with you tomorrow.  A few reminders and notices about tomorrow. 
IMPORTANT HEALTH NOTICE:  There will be a person in attendance with a severe allergy to any type of fresh fruit.  It is an airborne allergy which means that there can be no fresh fruit of any kind, apples, oranges, bananas, tomatos  in our  food or training rooms.  Any snack you bring can not include fresh fruit. 
Our meeting room is Segell (on the East Tower Side of the hotel) on the 3rd Floor.  IT IS A LONG WALK FROM THE FRONT DESK (Plan on a 10 Minute Walk).
Our food room is Coe located just down the hall from our meeting room. Breakfast is from 7:30-8:20.
Our meeting begins promptly at 8:30 in Segell. There will be a morning and afternoon break and lunch will be served from 12:00-1:00.  The room has been very cold today.  Bring plenty of layers. 
A reminder, you will need your laptops as there are no handouts. You will be using the documents found in the online course. We are a long way – a long way- from concessions including coffee. If you require these – I strongly urge you to get them in the morning before the meeting 
Please make sure you review the following for Day 1 (previously provided as Pre-Attendance) 
· Community Agreements
· Cross Class Capacity Tool (Pg. 15 of Participant Handouts) 
· Analyzing Everyday Oppression in Union Work
· GSG Findings and Recommendations (Pg. 18 in Participant Handouts)
See you in the morning!




Previous Email from Ellen 
Welcome to Organizing Strategies for ESP Members March 25 - Thursday, March 27, 2025
Hello Everyone!
Welcome to the Organizing Strategies for ESP Members Focus Academy - Tuesday, March 25th – Thursday, March 27th in Louisville, KY .  You will receive a number of emails from me, Karla Medina, and the NEAe3 POP.  Each will have important information and tasks that you need to complete prior to your arrival on the 28th.  I am going to begin with the most important information first.  It is about our location, expectations, and agenda.  The rest of the message includes information about pre-attendance work, participant handouts, technology requirements, and expectations. The original email from Karla Medina is included here as well.  At the end of this email, is the list of who is currently registered.  PLEASE MAKE SURE THAT your email is correct.  These emails are what will be used to get you into our learning management system. PLEASE EMAIL ELLEN HOLMES if your email is not correct. 
 
Location, Agenda, Expectations
Information about our hotel will be coming soon. We begin at 8:30 on Tuesday, Wednesday, and Thursday. Breakfast is provided from 7:30 to 8:30.  Lunch will be provided each day from 12:00-1:00 except Thursday which is at 1:00 and is a boxed lunch.  Class time concludes at 5:00 on Tuesday and Wednesday.  Thursday we conclude at 2:00 with no flights prior to 4:00 PM. It is expected that you are fully present for all portions of the agenda.
 
Meeting room spaces are notorious for being too hot or too cold.  Bring plenty of layers so you can make yourself comfortable. During our class time and reception, feel free to be as casual in your dress as you would like.  The facilitator team will all be modeling comfort in their attire.  Wear your most audacious union swag.
 
You will need to bring your smart phones and laptops or tablets for this meeting.  We will be using them throughout our time together.
 
Materials and Pre- Attendance Tasks
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 before March 17 since there's no onsite IT support. I've shared the detailed directions for access and troubleshooting below.  Once logged in and registered, you will find a pre-attendance package chock-full of goodies for your busy brain to work on. Also, you will be able to download the Participant Handouts Package and access the PPTs for the meeting on your device that is large enough for you to 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.  There are a number of required pre-academy activities for you to complete before arriving that will take an estimated time of 3 hours to complete. 
 
 
To access your required pre-academy assignments and participant handouts you must complete the following:
Step 1 : You must pre-register with NEA’s Staff Learning Portal known as POPS at the following link:
https://neapartnerb.learnupon.com/users/sign_in 
You must use a VALID work email to create this account and to log in.  Once you do this, you will be set for all future UniServ and Organizer Events – Online or In-Person.
 
Step 2:  Once you have accomplished Step 1, select the Unique Course link for this session:  https://neapartnerb.learnupon.com/catalog/courses/4288138 , then select the button on the left of the screen that says. “Enroll.”  You will see that there are a number of modules.  Please complete the assignments outlined in the Pre-Attendance Module. The Participant Handouts Module contains fillable PDFs and other resources you will need to DOWNLOAD TO YOUR DEVICE before you arrive.  This allows you to enter your work directly into the document. IF you prefer a paper-based packet, please print and bring it with you. The module named 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 POPs 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. 
 
[bookmark: _GoBack]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 Ellen Holmes eholmes@nea.org to get help.  
 
Previously Sent From Karla Medina
Subject: Registration/Information - March 25-27, 2025, Organizing Strategies for ESP Members, in Louisville, KY
 
Dear UniServ Participants,
 
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 the UniServ Focus Academy – Organizing Strategies for ESP Members
 
When: Tuesday, March 25th – Thursday, March 27th   
 
Where:  Louisville, KY
 
Hotel: TBD
 
REGISTRATION 
REGISTER HERE by February 25th to guarantee your spot! The waitlist will open on February 26th 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 AmTravel 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.
 
Ø  Facilitators – Arrive Sunday, March 23rd - Meeting starts at 8:30 am Monday, March 24th and ends at 1:00 PM Thursday, March 27th (depart after 4:00 PM)
 
Participants – Arrive Monday, March 24th - Meeting starts at 8:30 am Tuesday, March 25th and ends at 1:00 PM Thursday, March 27th (depart after 4:00 PM)
 
GROUND TRANSPORTATION
If you plan to drive instead of flying or the train, contact AmTrav (Support@Amtrav.com) to get a flight cost comparison. Then email Karla Medina (kmedina@nea.org) the NEA cost comparison form (here) AND the quote from AmTrav 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 to the state 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.
 
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.
Reply
Forward
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