[bookmark: _GoBack]Dear Earth to Sky VI Participant:

We are very pleased you will be joining us next month at the FWS National Conservation Training Center (NCTC) in Shepherdstown, West Virginia for the NASA-NPS-FWS course, Communicating Climate Change. This FWS correspondence provides you with the logistical information you need to make arrangements for attending the course.  To ensure you have the best possible experience, please be certain to read this letter in its entirety; requirements and due dates are specified throughout the document.

Our course at the NCTC and NASA Goddard Space Flight Center promises to be an exciting one.  You will have the opportunity to meet key players in the realm of Climate Change and at the same time the format of our course is informal enough to provide the opportunity for participation from everyone.

The course will start on Monday, February 25 at 8:30 AM, and end on Friday, March 1, 2013 at 4:00 PM. 

We have a very full week and will be spending most of our time at the NCTC; venues listed below:

·   Monday, Wednesday, Thursday, Friday - NCTC Classrooms.
·   Monday evening - Reception in the Roosevelt Room at NCTC 
·   Tuesday - Field trip to NASA Goddard Space Flight Center- Bag lunches will be provided by the NCTC, and dinner will be at a nearby restaurant.
·   Thursday evening [Pending confirmation of speakers] – Presentation and discussion on Audience, Social Science, and Climate Change. 


Pre-requisite Assignment

“Starter Kit” for Climate Change Communication

Completion of The Starter Kit is a requirement for all Earth to Sky: Communicating Climate Change course participants. Please assemble and retain documentation that demonstrates you have completed each component. We will be referencing the Starter Kit work during the week at NCTC. 

Submit the entire documentation package (see below for details) to: sandy_spakoff@fws.gov, and anita.l.davis@nasa.gov by COB, February 4, 2013. 

Failure to submit documentation by the due date will result in you being dropped from the course.




Documentation Package includes four components: 

1. Certificate of Completion for Climate Change: Fitting the Pieces Together tutorial 
https://www.meted.ucar.edu/training_module.php?id=522

2. Certificate of Completion for Foundations of Interpretation on-line tutorial
http://eppley.org/elearning/interpretation-1/foundations-of-interpretation

3. Copy of your notes/responses from the Interview Assignment – Climate Change at Your Site

4. Answer the following (you may append this as a single word document)
a. List at least one resource that you find useful, on each of these websites
i. NASA Earth Observatory http://earthobservatory.nasa.gov/
ii. NASA Climate Change http://climate.nasa.gov/
iii. US Global Change http://globalchange.gov/
b. List one unique characteristic of each of the “Six Americas.”
c. Based upon the webinar, briefly describe the role of risk perception in Climate Change communications (1-2 sentences).
d. In one – two sentences, describe one thing you will do differently (when responding to controversy) as a result of reading Communication Strategies for Interpreting Climate Change—Controversy vs. Conflict.





Making Travel Arrangements

You will need to make your own travel arrangements using your usual office/park/station guidelines. 


LODGING
Upon receipt of this letter, you must call the Hotel Reservations Office at 877-706-6282 to confirm your reservation.   You may check-in on your scheduled arrival date at any time after 1:00 PM at the Entry Auditorium building. Checkout is 12:00 noon on your scheduled departure date. If your flight home is not until the day following the class end date, you will need to arrange for your own off-site lodging if you haven’t already done so. To get a list of alternate lodgings, you may contact the Hotel Reservations Office at 877-706-NCTC (6282).    



AIR TRAVEL
If you are flying, plan to arrive at Washington-Dulles Airport (IAD) or Baltimore Washington Airport (BWI) on Sunday, February 24th, between noon and 6 PM, so that you can be included on the shuttle or in car pools from the airport.  Schedule your return flight after 8:00 pm on Friday, March 1st. Please be sure to complete the participant survey so that we will be able to facilitate your travel needs.

Shuttle Schedule: The shuttle runs between Dulles and the NCTC at the following times: 
Sunday Arrivals: 
Depart Dulles at 1:00 PM - Arrive NCTC at 3:00 PM 
Depart Dulles at 4:00 PM - Arrive NCTC at 6:00 PM 
Depart Dulles at 7:00 PM - Arrive NCTC at 9:00 PM 
Note that shuttles are unable to wait for late/delayed flights.

Friday Departure: 
Depart NCTC at 4:30 PM - Arrive Dulles at 6:30 PM

REMINDER: Shuttle service is available only from Washington-Dulles International Airport. The one-time fee of $70.00 is charged for one way or round trip service and is payable at the NCTC Front desk upon checkout. If you want to use the shuttle, you MUST make a reservation through the Hotel Reservations Office at 877-706-NCTC (6282). Office hours are Monday through Friday, 8:00 AM to 6:00 PM EST. The fax number is 304-876-7910 and TTY is 304-876-7201. 


Participant Survey

Please complete the Participant Survey and email the Word document (do not scan or send pdf) to our Management Assistant susan_destephanis@fws.gov, and also copy Sandy Spakoff and Anita Davis (email addresses below). 
 
The information provided by this survey is used to ensure that both the logistical and personal needs of the course participants are met.  Please return the completed survey no later than January 25, 2013.


Course Content and Updates
In the coming weeks course content and updates will be posted to the Earth to Sky website. Please watch for e-mail notifications that will alert you when new materials, such as the course agenda, are posted. You will be required to register on the website to access these materials. If you're interested in visiting the website and/or joining the Earth to Sky community now, please go to: http://www.earthtosky.org/ In the meantime if you have any questions or concerns, please contact Sandy or Anita.


Course Location and What to Bring

During the week we will be spending our time at secured Federal Government facilities and each person will need to have personal identification, such as a valid driver’s license, to enter these facilities.  

The majority of our sessions will occur at the NCTC in room 201 of the Instructional East building.  However, we will begin the course in room 105 of the Instructional East building on Monday, February 25 at 8:30 AM.

To help reduce our carbon footprint, you may bring a laptop computer for note taking, if you are so inclined


WEATHER: We get our share of inclement weather at the National Conservation Training Center! If the forecast is foreboding for the week of February 25, please contact our Guest and Employee Assistance Line to get the most up-to-date information regarding course cancellations. The number is 1-800-553-9472; Option 1 for weather information, Option 2 for shuttle arrival status.

With the occasional exception for holiday weekends, the front desk at our hotel facility is staffed on Sundays no later than 11:00 AM. If you feel you will be delayed or unable to keep your reservation please call the Front Desk. To speak with a front desk customer service agent, dial 304-876-1600 or 1-800-553-9472 Option 0. 


ATTIRE: General attire for NCTC training courses is casual dress. The NCTC is a walking campus, so sturdy, comfortable shoes are strongly recommended. Suitable clothing should be brought if you wish to participate in recreational activities. There are walking trails and a physical training center on-site. Bring rain gear and boots for inclement weather. 


ON-SITE ACTIVITIES: NCTC offers a variety of activities available to students staying on campus. A fitness center with quality weights and exercise equipment provides an opportunity for an early morning or evening workout. Shower rooms and towels are also available. 


COURSE CANCELLATION 

Note that course cancellation policies are in effect for all participants, including FWS, NPS and BLM. If you need to cancel your attendance, you must go into your DOI-Learn account and request to be dropped from the course. To avoid late cancellation penalties (cost of tuition, lodging, and meals totaling $1,640), you must cancel your registration at least 28 days from the first day of the course.  If you need to cancel, please let us know in writing in addition to “dropping” in DOI Learn.  To do so, you may email susan_destephanis@fws.gov.  




Travel Authorization and Voucher for FWS Participants 

FWS participants, please be sure to use "Actuals" when completing your Travel Authorization and Voucher. 

Mark off the meals that are being provided by the NCTC. These are: 
· Sunday, February 24 – Dinner
· Monday, February 25 - Breakfast, Lunch, Dinner
· Tuesday, February 26 - Breakfast, Lunch (You will need to request reimbursement for dinner – per diem is $26)
· Wednesday, February 27- Breakfast, Lunch, Dinner
· Thursday, February 28 - Breakfast, Lunch, Dinner
· Friday, March 1- Breakfast, Lunch



Again, welcome to the Earth to Sky community! We look forward to seeing you in a few short weeks.

Best regards,

Sandy Spakoff
Training and Education Specialist
U.S. Fish and Wildlife Service
National Conservation Training Center
698 Conservation Way
Shepherdstown, WV 25443
Office: 304-876-7783 Email: sandy_spakoff@fws.gov


Anita Davis
Lead, Earth to Sky Interagency Partnership
Coordinator Interagency Partnerships, NASA Terrestrial Sciences
Sigma Space Corp. 
NASA Goddard Space Flight Center
Mailstop 610.9
Building 33 A115
Greenbelt, MD 20771
Office: 301-614-6669 or 410-480-0718 Email: anita.l.davis@nasa.gov

Susan DeStephanis
Management Assistant
U.S. Fish and Wildlife Service
National Conservation Training Center
Division of Education Outreach
698 Conservation Way, Mail Stop 9
Shepherdstown, WV 25443
Office: 304-876-7494 Email: susan_destephanis@fws.gov
Fax: 304-876-7231

