How to run a Girls and ICTs role model event
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Preface

Why is the issue of girls studying and working with Information and Communication Technologies (ICTs) important?

“Statistics show that women are under-represented in ICTs courses in secondary, vocational and higher education and in ICTs-based careers. In 2002 [in Queensland], about 22% of Year 12 students enrolled in the subject, Information Processing and Technology were girls compared to about 78 percent boys. Over a five-year period male enrolments in the subject have increased from 17 percent to 25 percent of all students, while the number of girls enrolled has remained static at about 7 percent.” (Hon. Anna Bligh, Queensland Minister for Education, 2003)

Information and Communication Technologies (ICTs) are transforming society. Fluency with Information and Communication Technologies is a prerequisite for life in the Digital Age. ICTs are vital to the future of every Queensland child.

Research has shown that women who work and study ICTs tend to the look through the machine to its social function. The ICTs industry will benefit from a more diverse workforce.

There are a number of factors that girls, parents, teachers and researchers identify as barriers to increasing girls’ participation in ICTs.

Boys generally have more experience with ICTs than girls due to early socialisation issues. This experience increases the confidence of boys with ICTs and thus their competence. 

The public face of ICTs is steeped in “geek mythology”. Many girls, parents and teachers are under the impression that working with ICTs is not “people-based”. Perceptions are that people who work in ICTs prefer to work with machines than to work with people. 

Many people do not realise that working with ICTs is not about working with machines but it is about developing solutions for real-world problems. Working in the ICTs industry is a fully human discipline that, while highly technical, is linked to other arenas and to people.

A priority for the Association of Women Educators (AWE) is to increase awareness of educators about the low percentage of girls studying and accessing work opportunities in the ICT field and to identify successful strategies for educators to employ that will redress this imbalance. 

What are the aims and objectives of this kit?
This kit is a ‘how to’ resource designed to make it easier for groups to plan and conduct ICT role model events for girls, their parents and their teachers. 


It contains a range of ready-to-use resources such as example templates for letters, planning, budgeting, promotions and marketing, sourcing role models and sponsors; and good practice exemplars with ideas, hints and suggestions which can be adapted to suit specific events.

”Girls need role models; they need to see women using computers competently and confidently” (Carey 2001).  The recognition of the importance of role models in relation to recruitment and retention of girls in ICTs is an established theme throughout ICT literature.  Essentially, role models are one of the powerful factors influencing career choices of high school students (Gürer and Camp 2002; Newmarch, Taylor-Steele and Cumpston 2000).  Some examples of good role models may include successful family or friends along with community and media figures, whether they are fictional or real (Multimedia-Victoria 2001).  

However, there is a lack of appropriate, visible ICT role models for girls both within and external to the school system (Byrne and Lyons 2001; Harrelson 1999; Newmarch et al. 2000).  Therefore, to ensure that girls are encouraged to enter and remain in the ICT field, it is essential that people are educated and recruited to act as positive role models.  It is these role models who will then inspire interest and demonstrate that IT is a diverse and interesting field (Gürer and Camp 2002).  By holding mentoring events, girls can be encouraged by positive role models and shown that ICT careers are for girls!

How was this kit developed?

This kit has grown out of the experience of a Queensland project that was funded by the Department of State Development and Innovation’s ICT Skills, Training and Role Models program (i-STAR). In this project, events were conducted by eight local action committees throughout metropolitan and regional Queensland to encourage girls to become involved in ICTs and to inform their parents and teachers of career possibilities in this area. 

Forming a Local Action Committee

Why form a local action committee?

It is desirable to bring together people interested in the issue of introducing girls to the range of opportunities in the field of Information and Communication Technologies. A committee that consists of people from a range of workplace backgrounds brings together a variety of expertise that makes this task easier.

What representatives make a good local action committee?

It is desirable to have representatives from any of the following sectors:

· Representatives from State, Catholic and Independent schools
· Primary and Secondary teachers
· TAFE representative
· University representative
· Guidance Officer
· School Administrator 
· Representatives from associations such as the Association of Women Educators (AWE), Queensland Society for Information Technology in Education (QSITE) (or local branch of Australian Council for Computers in Education (ACCE)), eWomen, and Women in Technology (WIT).
· Representatives from local businesses.
	Tip

In rural and remote areas, the pool of people for committee members may be limited.  It is not necessary to have a representative from every sector listed above.


What roles are required in a local action committee?  

The following roles are necessary:

· Chairperson/Coordinator

· Secretary

· Treasurer

· Promotions and marketing

· Sponsorship

· Executive Members

· Technical Person.

	Tip

Some of these roles may be combined.


Where do you look to fill these roles?

As well as the representative list given above, the following list might prove helpful:

· Marketing and media sections of TAFE and universities

· Local computer clubs or associations

· Local network meetings such as the local Principals’ group and local heads of department meetings

· Email discussion lists

· Local education offices 

· Local council

	Tip

The marketing and media sections of tertiary institutions can be very helpful in promoting your events.


What is the best method of contacting people to recruit?

· It is important to send a written invitation via email
, fax or post outlining the project and the purpose of forming the committee. Include details of the first meeting time, date and venue and the proposed agenda
.

· Follow up with phone call and face-to-face contact where possible.

· Invitations from spontaneous face-to-face contact are often very successful.

	Tip

Getting a response from a potential committee member may prove difficult. Ensure you send out the initial invitation well in advance to allow time for follow-up.


What characteristics should you look for in prospective committee members?

· Commitment

· Leadership

· Prior experience in a specific area eg. Treasurer

· Having the infrastructure/resources available to support the role. For example, it is useful to have a committee secretary who works daily with a computer. 

· Someone with good networks and contacts, for example, education department district office and local ICT industry. 

Getting Started

	Roles
	Responsibilities

	Chairperson/coordinator
	· Organise and conduct meetings.

· Follow up with individual committee members to ensure tasks are done.

	Secretary
	· Take minutes.

· Email/distribute minutes to committee members.

· Send reminders of next meeting with agenda for next meeting attached.

	Treasurer
	· Negotiate with appropriate body (eg. AWE) to auspice the accounts. 

· Keep books, issue receipts, pay accounts and do bank reconciliation.

	Promotions and marketing
	· Advertising - including creating/designing flyers/bookmarks, advertisements for newspaper, posters, working with local media/radio, writing press releases.

	Executive Members
	· Take on tasks that they have the resources/infrastructure to complete.

· Support other persons in positions where needed.

	Technical Person
	· Lighting and sound. 

· Organise ICT demonstration.

· Setting up of equipment needed for event.

· Liase with systems technicians.

	Sponsorship
	· Approach potential sponsors and coordinate sponsorship activities.


Role Models

What sorts of people make good role models?

· Vibrant and dynamic individuals who are passionate about their work.

· Younger women who are able to reflect on their journey with ICTs.

· Past graduates of schools or local TAFEs.

· Year 12 girls who are engaged in senior IT subjects make suitable role models for primary school and middle school students.

· University students who can give an insight into courses, not necessarily just IT degrees, students who are doing dual degrees with IT could also be included.

· Teachers who work with girls and boys and can reflect on their differing approaches within ICTs.

· Role models should either be directly involved with in their industry ICTs (ICT-enabled professionals) OR be directly involved in the ICT industry (ICT professionals).

· ‘Whiz-bang” professionals who can dazzle students with new technologies.

	Tip

Make sure you have some local women as these women will relate more directly to students. This is especially important in remote areas.


Should we use ICT-enabled professionals vs ICT professionals?

ICTs should not be thought of as a profession in isolation.  In today’s world, ICTs are integrated into most other occupations through communication tools and the information economy, to name a few.  In fact, it is extremely difficult to think of any occupation which does not use ICTs in some form or another.  

Throughout their day, ICT professionals generally perform a variety of tasks which contradict the stereotypical view of ICTs as being highly technical or programming in seclusion.  There will always be people who choose to enter technical or design oriented ICT career paths because they have developed a strong affinity for these areas during their school years.  However, many ICT professionals enter ICT professions through a diverse range of career paths, or after being exposed to ICTs in their former career.  The use of ICT role models from a variety of professions helps to move the image away from stereotypical IT jobs to the true nature of ICT careers.  By having a broad range of people, who not only are ICT professionals, but use ICTs as part of their daily lives, can provide both a realistic and holistic approach to ICT careers.

Good role models are usually passionate about their career and want to show others the fascinations of their occupation and encourage others to join in.  It does not matter whether these role models are engaged in ICT professions, or simply use ICTs to assist them in their professional lives.  It is more conducive, however, to have a mix of both ICT-enabled professionals and ICT professionals because this can show a variety of qualifications and skills which are a critical requirement for those working in or entering the IT industry.  

What are some ways to find appropriate role models? 

Good ICT role models may not be easy to find. Below are some suggested starting points:

· Local industry associations for females and/or ICTs

· Industry (e.g. Chamber of commerce, cattlemen’s union)

· Local professional people

· Large companies that have local offices

· Local universities, TAFEs and Colleges (approach the IT departments as well as others)

· Past graduates of local schools

· Local / state government departments (e.g. Department of Meteorology, Department of Primary Industries)

· Heads of Departments from other schools

· Committee member contacts

· Professional associations for ICTs (e.g. Queensland Society for Information Technology in Education or local branch of Australian Council for Computers in Education (ACCE), Women in Technology (WIT))

· Use the phone book to find IT businesses/organisations in your community

· Education department sections targeting indigenous areas (e.g. Far Northern Learning and Engagement Centre, Indigenous Education and Training Alliance (IETA))

What expectations are there on role models? 

Role models should:

· Empathise with students as being on a path

· Be realistic about what they are doing 

· Be honest, open and personal when communicating with small groups of students 

· Be able to communicate about what they do in terms that students will understand

· Be positive about the future

· Identify potential pathways for work and study

· Be able to identify unique attributes that females bring to the IT industry

· Discuss / demonstrate exciting technology

· Showcase a range of skills.

Role models should not:

· Be a marketing person, or someone who doesn’t actually use ICTs

How should we go about approaching a prospective role model? 

Call first, to arrange a meeting. During the call:

· Identify the purpose of the event

· Give a brief background as to why the event is being organised

· Identify role of speakers (message we are hoping to get)

· Explain very clearly who their audience is, and what sorts of numbers they will be speaking to as well as time limits

· Give a brief outline of the events.

What is the purpose of the initial meeting?

If the role model is previously unknown to you, it is important to meet with your role model after initial contact to ensure that they will be appropriate. If it is not possible to meet face-to-face, this meeting can be conducted using the telephone.

Do:

· Find out exactly what the role models will say.

· Give the role models feedback and suggest changes.

· Insist that the role models tailor their speech to fit the allotted time period.

Don’t:

· Presume that your speakers will be great – you will need to ascertain whether they are appropriate for your audience

· Presume that they are aware of what students are like – they may not be aware of the need to keep students engaged.

What communication should occur between the local action committee and each role model? 

The following communication needs to happen between the nominated person from the local organising committee and each role model:

· Well before the event, confirm with the role model that they still wish to participate in the event. This will minimise the number of last-minute leavers.

· Have the role model complete a questionnaire 
about what they do.

· Send the role model a running sheet prior to event.

· Provide and confirm clear directions on where the event is to be held. If the event is to be held on a school or tertiary campus, it may be necessary to provide a campus map.

· Ask the role model whether they require any technical resources for their session.

· Explain to them the format of their participation. For example, will they be expected to participate in a questions and answers session, will they have to give a formal speech, what are the speaking time limits.

	TIP

Communication with the role model can be made face-to-face, telephone, email or fax. Discuss with your role model the method of contact that best suits them.

Regardless of how you communicate with your role models, it is important to maintain regular contact with each role model in the leadup to the event and briefly following the event. Role models will be more likely to participate in such an event again if they feel that their efforts were successful and valued. Be sure to send all role models thank you letters from the local action committee following the event.


To Do List

What jobs need to be done in order for the student event to run smoothly?

	By When
	Job

	Months prior to event
	· Form a local action committee and schedule meeting dates.

· At the first committee meeting assign tasks. 

· Establish a budget.

· Decide on type of event. 

· Decide on aims and objectives of the event (e.g. increase girls’ participation in ICT Senior subjects, broadening knowledge of Year 6 & 7 girls to increase subject choice awareness for high school.).

· Determine the target group for the event. Target groups may include parents, teachers, guidance officers, teacher support staff, girls from both government and non-government local schools, community members, industry reps, other educational providers such as TAFE, universities and private training organisations.

· Decide if registration payment is needed for event and method of collecting registration payment.

· Decide on an event date.

· Identify and book keynote speaker or other speakers if appropriate (some speakers will need significant prior notice).

· Identify target groups – eg who to invite (parents, teachers, guidance officers, teacher support staff, community members, industry reps, other educational providers: TAFE, universities, private training organisations, local schools: public and private, girls from local schools).

· Approach role models and other presenters. Provide an outline of possible content of speech/talk.

· View and book the venue. Consider non-school venues such as tertiary and community venues.

· Approach sponsors – phone call and then send out a follow-up letter.  

· Organise and book ICT demonstration by an industry professional, teacher or student.

· Create discussion list for committee members or identify an alternative medium of communication.

· Organise and book catering.

· If organising a trade display, contact universities, businesses, TAFEs, etc.
· Send a date claimer to school administrators to be used for their school calendar.
· Advertising is vital to the success of this event!  Advertise whenever and wherever possible and as early as possible.

	6 weeks before the event
	· Collect information on role models.

· Create and send invitations. 

· Create promotional materials such as media release, adding information to appropriate websites.

· Organise photographers.

· Create and send publicity such as flyers and bookmarks.

	4 weeks before the event
	· Contact schools for potential numbers of attendees.
· Finalise role models.

· Organise trade displays.

· Organise technical support for any hardware, software or audio requirements.

· Get permission/consent from students and their parents to use their photograph for publicity of this and future events.

· Send out another round of advertising listing venue, date, sponsors, role models, cut-off date for registration and any other features (eg. Competitions).

	2 weeks before the event
	· Collate registration. 
· Contact caterers to advise of potential numbers of attendees.

	1 week before the event
	· Have a committee meeting to develop checklist and running sheet for the event. This should include allocating jobs to committee members.

· Decide on seating arrangements.

· If payment is required to attend, organise receipts. 

· Confirm attendance of role models and other presenters.

· Finalise the attendees’ list.

· Create nametags for role models and, if possible, for participants. Decide whether to use printed or blank tags.

· Finalise and confirm demonstrations and displays.

· Purchase gifts for helpers and role models.

· Confirm venue and catering and any costs associated with the event.

· Confirm equipment availability.
· Confirm technical assistance.
· Collect and follow up RSVPs
· Send out Media Release.
· Collate show bags and flyers.

	On the day
	· Give gifts to role models and speakers.

· Before the event, use the running sheet 
to check everything is working and set up.

· Assist sponsors with setting up signage.

· Assist sponsors with setting up the trade displays.

	After the event
	· Finalise finances by making payments and collecting receipts.

· Write and send thank you letters
 to all that helped.

· Send media release with photographs reporting on the event.

· Send thank you letters and certificates of participation.

· Collate evaluation surveys.
· Have a final committee meeting to debrief, tie up loose ends and to review and evaluate the event.


Event Promotions

How does our local action committee go about promoting our ICT role models events?
Your events can be promoted in a variety of ways including:

· Teacher email lists

· School newsletters

· Local radio

· Local newspapers

· Date claimers sent to schools

· Creating flyers 
for schools to give to students

· Creating posters for distribution to target schools

· Telephone calls to key teachers in schools

What timelines generally apply for promotion and marketing of Girls and ICTs role model events?

	Timing
	Promotion and marketing activity

	By the end of the previous school year or as soon as possible
	Send a date claimer to the local schools that will be invited to attend. 

Encourage the school administrators to include it in the school calendar or term planner

	6 weeks before the event
	Send invitations

	4 weeks before the event
	Send publicity material (e.g. flyers, bookmarks) to school contacts to distribute

	3 weeks before the event
	Ask schools to identify possible numbers so not left to last minute and students miss out

	2 weeks before the event
	Collate RSVPs

	1 week before the event
	Send media releases to media outlets

	Immediately after the event
	Send media release on success of events, include photos where possible.


Where should we send information about our role models events?

Invitations to attend the Girls and ICTs role model events should go to:

· Principals of local schools by both email and fax. 

· Heads of Departments in local schools (all departments not just the ICT department)

· Targeted teachers in schools who will support the event by promoting in their school. Identify these people through committee member networks.

· Local school district’s information newsletter

· Education Views or your State’s Department of Education equivalent publication

· Local women’s groups

· Local Mayor

· Local Members of Parliament

· Executive Director of your local school district

· Catholic Education Office and local Independent Schools.

How do we write a media release?

Do

· Use the pyramid writing style, that is most important information on the top, who, what, where, when, why and how in the first paragraph.

· Ensure interesting grab to hook reader.

· Always have a contact at the bottom with telephone number, email address, postal address and job title.

· Where possible use letterhead (with permission from school, university, or sponsor) to add credibility to release.

· Always acknowledge the sponsors or funding sources in media releases.

· Have links to web site if available.

When and how should we send the media release? 

Do

· Send a few weeks before the event and then follow up two days before event. Telephone the organisation and find out how to direct the information to the relevant person.

· Develop a database or table of media outlets and contacts.

· If television is coming to film, ensure displays are available for grabs.

Don’t

· Annoy the editor by constantly ringing.

· Release over the school holidays. 

Sponsors and financing

What sort of ways can sponsors assist with the event?

Sponsors can be approached to provide any of the following:

· Freebies such as mouse pads, stickers, mice, balloons, pamphlets, calculators, pens, career option information, women and equity information, educational opportunities information, trial versions of software on CD.

· Door Prizes

· Sample Bags

· Catering

· Hardware or Software Demonstrations

· Vouchers such as gift vouchers, meal vouchers and gym passes

· Software to be used at the event

· Hardware to be used at the event

· Trade displays

· Thank you gifts

· Technical support

· Computer Training for participants 

· Mini-discs, blank cds, floppy disks, USB hard drives
· Event promotions
· Venue for the event.
What sort of sponsors should we target?

Suitable sponsors may include the following:

· Local education and training providers (Eg. State, Catholic and Independent schools, Universities, TAFE, private education providers eg Drake, Business Colleges)

· Local ICT businesses

· School suppliers

· Local businesses

· Local council and local government (they may have discretionary funds you can access) 

· Head office of large corporations (sometimes local offices do not have funds for this type of event)

· State Government Departments (Eg. Office for Women, Fair Trading, Employment and Training, State Development and Innovation, Equity)

· Computer Competition organisers (Eg Australian computer competition)

· Women In Technology

· Association of Women Educators

· Professional Associations: QSITE, 

· Women’s Networks within large organisations (Eg Universities, TAFE)

· Major computer companies (Eg Apple, IBM, Microsoft, Macromedia)
How do we target sponsors?

There are a number of ways to target sponsors including:

· Cold calls via telephone, email, in person or fax. It is important to follow-up with a letter so that sponsors know exactly what they are responsible for.

· Through established networks of people. Your local council may be able to help you learn about networks that already exist.

· Attending local council and business association meetings.

· Through established relationships with industry (Eg. Go through committee members’ schools’ ICT suppliers)

· Through current contacts of committee members. Committee members’ friends and family may be associated with possible sponsors.

· Using student created promotional items (Eg. Student-created multimedia CD promoting the event)

What other tips can you offer regarding sponsorship?

Do

· Encourage sponsorship by providing advertising of their business in the school newsletter, on event information pamphlets, and at the events.
· Develop a partnership with sponsors by encouraging a long-term commitment by sponsors rather than just support for a single event.

· Personalise your requests by telephoning prior to mail outs. Use the information from the telephone call to personalise the letter mailed to the potential sponsor.

· Use letterhead if possible.

· Request sponsorship from school suppliers even if you don’t have many local businesses to approach.

· Mention and thank sponsors in all publicity.

· Thank sponsors after the event.

· When approaching sponsors, have a clear idea of what you want or give them some choices. Here are some examples of contribution choices:

· cash donations 

· human resources such as committee members, speakers and mentors

· physical resources such as equipment to borrow, freebies and prizes

· assistance with promotions such as mail outs, media releases and creating promotion materials

· Approach participating schools to make the event an item in schools’ budgeting.

· Remind sponsors of the importance to attract more women into ICT education, training and industries. Make it clear that this event promotes and encourages young females in the local area. Link the benefits of this to the sponsor’s businesses.

· Invite sponsors to attend the event. Sponsors appreciate the opportunity to speak informally with the participants, perhaps during dinner, breakfast, etc.

· Thank the sponsors informally and formally.

Don’t

· Give up if you get knock backs.

· Leave sponsorship arrangements to the last minute. Sponsors need ample time to respond, approve the support through management, purchase equipment, and send it to you.

	Further Resources

See the templates section for sample letters and emails to send to sponsors
.


Budgeting

What items need to be budgeted for?

The following items need to be considered when preparing a budget:

· Promotions and marketing

· Catering

· Venue hire

· Equipment hire

· Speakers’ fees (if needed)

· Thankyou gifts

· Mail outs (stationery and postage)

· Telephone and fax charges

· Photography

	TIP

You might be able to use school promotional items or sponsored items as thank you gifts for speakers.


	TIP

Approach schools, large business organisations or educational facilities to supply venue, equipment and catering. Local tertiary institutions may like to host the event as a way of promoting their institution to local students.


Student Event

What are the aims of a student event? 

This event aims to:

· Encourage female students to interact with role models from the ICT industry.

· Inform female students of the range and diversity of ICT career pathways and ICT enabled career pathways.

· Encourage students to realise their capabilities using ICTs.

· Provide a safe and supportive environment for girls to ask questions and increase their knowledge.

· Help students understand that working in the ICT industry is a fully human discipline that, while highly technical, is linked to other arenas and to people.

What time of year should a student event be held?

When deciding on the time of year to run the event, consider:

· The calendar of all educational institutions involved with event.

· Scheduling the event when there are:

· less school events,

· no report cards due

· school subject selection processes occurring  

· high levels of student enthusiasm (traditionally this is earlier in the school year)

	Tip

Holding the event between the middle of Term 2 and the middle of Term 3 is usually ideal.


What day should a student event be held?

It is recommended that your event be held on a school day

What should be considered when deciding on the time of day for the student event?

It is recommended that the following be considered:

· Timetables of the target group

· Transport facilities for students

Advantages and disadvantages of timing during the school day are listed in the table below.

	Session Time
	Advantages
	Disadvantages

	Morning
	· Students’ concentration span is best in the morning.

· Meals are not required, light refreshments are adequate.
	· Less time to set up

· Less time to pack up

· Possibly unsuitable for role models.

	Afternoon
	· If students are transported by the school to the venue, tardy students are not late.

· Allows time for organisers to set up and do last minute preparation.

· If the event runs overtime, school timelines are not adversely affected.

· Students can be dismissed from the venue to go home

· Afternoon tea can be used to break up the program

· Allows time to pack up at the end.
	· Student concentration span is decreased

· Time may be unsuitable for role models.


What would happen at a student event?

Below is a basic outline of a student event to encourage more girls to consider ICT careers and studies.

	Time allotted
	What happens

	5 mins
	Opening speaker welcomes participants and explains the program and purpose of the event.

	8 mins
	Explain to the students the purpose of the pre and post surveys and how to data will be used.

Get students to complete a pre-survey
.

	2 mins
	Introduce speakers.

	4 mins per role model
	Role models address students.

	15 mins
	Question and answer time (students to role models).

	10 mins
	Display students’ ICT work.

	5 mins
	Excerpt of IT & T Stuff video.


	15 mins
	Demonstration of ICT innovation(s).

	5 mins
	Gift giving and thanks to role models.

	5 mins
	Prize draws for participants.

	5 mins
	Thanks to sponsors and participants.

	5 mins
	Students complete a post-survey
.


	TIP

It is suggested that your event be near the middle of term 2 or term 3 to help influence subject choices.


What variations / additions are possible for this type of event?

Girls and ICTs Competition:

The event can be used to launch, promote or announce the winner of local Girls and ICTs Competitions. If your event is going to involve a competition, plan this early and distribute information about it early.  Information that participants will require includes:

· terms and conditions 

· closing date

· criteria

· date drawn/judged. 

It is important to send reminders.  

Other ideas include:

· Giving participants an item that they can refer to during the event and take away with them after the event that will display the speakers’ backgrounds and a photograph of the role models. Items include placemats, coasters, calendars or bookmarks

· Giving participants a mentor booklet that contains further information about the mentors. This is best used for speakers who are prepared to continue contact with students.

· Having roving microphones for question and answer sessions between students and speakers.

· Giving students lollies or other novelty items as an incentive for engagement with speakers.

· Supplying role models with thank you gifts.

· Having a hands-on ICT workshop for girls. The girls really enjoy this.

· Allowing students to interview role models and prepare a presentation about them “on the fly”. This can be uploaded to the school’s website throughout the event. 

· Giving away lucky door prizes.

Parent & teacher Event

What are the aims of a parent & teacher event? 

This event aims to:

· Promote ICT for girls in education, training and employment opportunities.

· Raise awareness and knowledge of what ICT is, what skills, attitudes and knowledge is desirable to enter ICT-related careers.

· Explain educational requirements and career opportunities that are available.

· Offer local, national and global perspectives on ICT careers.

· Establish links between the educational institutions, industry, local government and the community.

· Convey the pervasiveness of ICT.

· Celebrate women in ICT success stories.

What time of year should a parent & teacher event be held?

When deciding on the time of year to run the event, consider:

· The calendar of all educational institutions (including schools) involved with event.

· The local community calendar.

· Holding it close to year 10 subject selection time.

· Avoiding last weeks of semester while teachers are marking and producing report cards.

· Avoiding times directly after school holidays as this can make promotions difficult.

What would happen at a parent teacher event?

Below is a basic outline of a parent teacher event.

	Time allotted 
	What happens

	5 mins
	MC introduces opening speaker.

	10 mins
	Welcome and opening address.

	5 mins
	Explain to the audience the purpose of the pre and post surveys and how to data will be used.

Get audience to complete a pre-survey
.

	2 mins
	MC introduces the first group of ICT role models.

	5 mins
	ICT role model 1 speaks.

	5 mins
	ICT role model 2 speaks.

	5 mins
	ICT role model 3 speaks.

	15 mins
	Question and Answer time. Audience has the opportunity to ask the role models questions.

	2 mins
	MC introduces the next group of ICT role models and describes the new the format, named “The Long and Short of I.T.”. One speaker will speak for 5 minutes. The following speaker will participate in a 2 minute question and answer style interview.

	5 mins
	ICT role model 4 speaks.

	2 mins
	ICT role model 5 is interviewed by MC.

	5 mins
	ICT role model 6 speaks.

	2 mins
	ICT role model 7 is interviewed by MC.

	15 mins
	Question and Answer time. Audience has the opportunity to ask the role models questions.

	5 mins
	Participants do post survey.

Vote of thanks. 

Event close.


What variations / additions are possible for this type of event?

Ideas include:

· Giving participants an item that they can refer to during the event and take away with them after the event that will display the speakers’ backgrounds and a photograph of the role models. Items include placemats, coasters, calendars or bookmarks

· Giving participants a mentor booklet that contains further information about the mentors. 

· Considering a variety of ways for your role models to interact with your participants. Options include:

· Role models speaking to the entire group.

· Role models speaking to smaller groups.

· Informal mingling and conversations, possibly while eating or at a cocktail party.

· Giving away lucky door prizes.

When implementing these ideas, it is important to consider:
· Matching your event with your target group. For example, a cocktail party may be appropriate for parents but not for students

· That when running a breakfast event, parents may need to take leave early to take children to school or leave early to start work.

· That if you are planning to hold a cocktail party, find out if you need alcohol licences and also have non-alcoholic beverages available.

· Matching the food with the event. For example, you may like to have finger food at a cocktail event with no seating.

	TIP

If there are admission charges associated with the event, it is best if payment is received prior to the event. It may be possible to use the facilities of a professional organisation (eg. AWE) or a school to collect payments.


Combined Event – Students, Parents and Teachers

What are the aims of a combined event? 

This event aims to:

· Encourage dialogue, excitement and a shared experience between parents and students;

· Assist students, parents and teachers to share ownership for Girls and ICTs issues;

· Enthuse and increase awareness of stakeholders regarding ICT career and study pathways;

· Dispel myths about career options and ICT stereotypes by highlighting the variety of pathways in ICT and ICT-enabled careers;

· Identify the unique attributes that women bring to the ICT work place. These attributes include teamwork, communication and interpersonal skills;

· Build girls’ confidence in themselves and showcase their abilities to parents, educators and the wider community.

What time of year should a combined event be held?

When deciding on the time of year to run the event, consider:

· Term 1 is too soon for students to be making decisions about subject selection.

· That schools need to be actively involved in promoting this event to students, parents and teachers. Term 4 is a very busy for schools,

· That it is best for the event to be scheduled just prior to subject selection processes in local schools. 
· That the event needs to be held at least two weeks after a school vacation period.

· That the recommended school term is term 3.

What should be considered when deciding on the time of day for the combined event?

An evening event also allows more time for networking, questions without feeling the pressure to rush off. It is also important to allow parents time to get home from week, time to feed the other kids.  There needs to be sufficient time for sponsors to set up their trade displays and for students and committee members to mingle.

What would happen at a combined event?

	
	
	Target Audience

	Time
	What happens
	Girls
	Parents and Teachers

	15 mins
	Meet and greet, nibblies & drinks
	Y
	Y

	15 mins
	Welcome & Introductions

TIP

Your opening speaker will set the tone for the event. They should be enthusiastic and positive. Ideas for opening speakers include female executives, a famous woman who is passionate about ICTs, a dynamic young female speaker, ICT Uni students or past students or a motivational speaker.

	Y
	Y

	30 mins
	Female speakers/role models. These segments may include ICT demonstrations.
	Y
	Y

	7:30 PM
	Groups split
	
	

	
	Parents and teachers:

· Hear from a secondary school Head of Department talking about secondary school ICT subjects.

· Hear from representatives from tertiary education providers about ICT careers and study opportunities. 

· Finish with a panel of women who work and study with ICTs. Give the parents and teachers the opportunity to ask questions of the panellists.

TIP

Other items for the guest speakers to cover include information about myths and issues about ICTs careers in studies; differences in the way girls approach ICTs, ICT career opportunities and ICT career income levels.

 
	
	Y

	
	Students:

· Do a practical ICT activity. This may be a:

·  hand-on ICT workshop; 

· group work;

· complete a questionnaire based on the speakers which can be used as an entry form for a door prize later;

· witness an ICT demonstration;

· spend time with role models in small groups;

· watch ICT careers videos or

· showcasing girls and ICTs websites.
	Y
	

	8:00 PM
	Groups join together for the final debrief. In this session you may like to:

· Issue showbags;

· Show Girls and ICTs related websites;

· Explain where to go for more careers advice;

· Summarise the event and 

· Leave contact details for unanswered questions.
	Y
	Y

	8:30 PM
	Tradeshow (optional)
	
	

	8:45 PM
	Event finish
	
	


What variations / additions are possible for this type of event?

Ideas include:

· Hands-on computer lab workshops for students and/or parents.
· An online discussion board that can be used throughout the event by parents and students. The discussion board will need a clear purpose such as to discuss issues raised by the role models.
· Showcasing high levels of female tertiary or secondary students’ work with ICTs.
· A demonstration or hands-on workshop involving emerging or cutting edge technologies.
· Using an electronic audience survey system, ask the participants questions relating to Girls and ICTs issues. The survey systems give immediate visual feedback on audience responses.
· Have a web camera showing the parents what the students are doing in their session. 
· Playing student-produced videos for the event.
· Having a simple follow up event to evaluate the success of the event. It may be held after year 10 subject selection to see what impact event has had on decision making and to show photos and videos taken at the event.
	TIP

It is suggested that the evening event be held in a non-school venue such as a tertiary institution. This provides students with another experience that is different from the norm, and thus more appealing.

It is also suggested that students not be required to wear school uniform. This creates for girls an opportunity to dress smart.


Results & Evaluation

What processes should we go through to ensure a meaningful evaluation of our role models event? 

It is important to think through your evaluation processes carefully to receive maximum benefit. Here are the steps we recommend you go through:

· Identify outcomes that you wish to measure.

· Decide whether each outcome is short term or longer term.

· Identify how you will measure these outcomes.

· For each outcome, decide on whom you need to survey (eg. Students, schools, teachers or parents).

· Decide on when you need to survey the identified groups.

· Identify how you will survey the identified groups.

· Decide what you will use the evaluation for.

· Design the instrument(s)
 that will be used to collect the required data.

· Implement the data collection methods identified.

· Use the data appropriately.

What should we be measuring at a role models event?

It is up to each committee what outcomes they would like to measure but here are some ideas to get you started:

	Outcome
	Target group(s)

	Increased participation of girls in ICTs subjects (middle and senior school) at participating schools
	Schools

	Changes in beliefs relating to IT stereotypes and career paths
	Girls

Parents

Teachers

	Enjoyment of the event and individual segments of the event
	Girls

Parents

Teachers

	Demand for similar/repeated events
	Girls

Parents

Teachers

	Attendance at school-based ICT clubs
	Schools

	Increased ratio of girls to boys accessing computers outside of class time
	Schools

	Increased enrolment of Year 12s into IT based tertiary courses
	Schools / Tertiary providers / Education Queensland


How should we go about collecting the feedback required?

Here are some ideas for collecting feedback:

· Use a pre-event evaluation sheet as an entry ticket for the event.

· Post-event evaluation can be used as a pass to get the sample bag, bubble pen or lollipop.

· Post-event evaluation by email.

· Online survey.

· Audience electronic opinion device (like on ‘Who wants to be a millionaire?’).
· Build web site based group or email lists that can be used for both promotional purposes and collection of evaluation data.

Thanks

It is important to thank sponsors, speakers, panel members, helpers and committee members. In the resources section, you will find wording for thank you letters and certificates.

�PAGE \# "'Page: '#'�'"  ��Template to add: initial contact email / fax / letter


�PAGE \# "'Page: '#'�'"  ��Template to add: initial agenda


�PAGE \# "'Page: '#'�'"  ��Template to add: form used by Brisbane


�PAGE \# "'Page: '#'�'"  ��Link to running sheet used by Brisbane.


�PAGE \# "'Page: '#'�'"  ��Link to thnk you letters


�PAGE \# "'Page: '#'�'"  ��Include flyers used by previous committees


�PAGE \# "'Page: '#'�'"  ��Include letters and emails to prospective sponsors.


�PAGE \# "'Page: '#'�'"  ��Include pre-survey in attachments


�PAGE \# "'Page: '#'�'"  ��Link to resources


�PAGE \# "'Page: '#'�'"  ��resources: post-survey.


�PAGE \# "'Page: '#'�'"  ��Include pre-survey in attachments


�PAGE \# "'Page: '#'�'"  ��Resources: surveys





Association of Women Educators

Page 19 of 22

