LaSPACE Final Report Guidance for K-12 Educator Professional Development Program / Workshop Participants
Final Report Introduction
Final Reports are due 30 days after your LaSPACE-supported experience ends. This Final Report is specifically designed for participants who were supported by LaSPACE to attend a K-12 educator professional development program/workshop. Failure to submit a timely and complete Final Report can result in a loss of eligibility for future support. Incorrect or incomplete answers will require you to resubmit the entire Final Report. You may prepare your responses in advance using this guidance document. This guidance is structured to parallel the online form.
1. Who should be completing this form?
· This Final Report is specifically designed for folks who were supported by LaSPACE to attend a K-12 educator professional development program/workshop.
· Examples of who should be completing this form: LiftOff participants, SET Sail Summer STEM Educator Training participants, ASM Materials Education Foundation Teacher Development participants, etc.
2. Save and Resume Later
· This Final Report platform allows you to "Save and Resume Later." Clicking this button at any point will prompt you to create a password to save your progress and access your report draft later via a unique link generated by Formstack. We recommend you 1) immediately write down your password and 2) provide your email address and click "Send save and resume link" so that the link is sent to your email account. It will come from Colleen Fava (LaSPACE/LSU) via Formstack. If you have questions about the Final Report, please do not reply to this email but contact LaSPACE@lsu.edu. 
· We cannot access reports-in-progress. If you lose your password or link, the work will be lost permanently. 
· Once you submit your completed Final Report, you will receive an automatic confirmation email containing a PDF with your Final Report answers. Keep that email and PDF for your records.
3. Non- K-12 educator professional development program/workshop Final Reports
· If you’re trying to submit a Final Report for a different LaSPACE program (e.g. GSRA, HIS, LaSSO, RAP, REA, Senior Design, etc.), you must use the final report platform linked in the program guidelines, in your Award Letter, and in any reminder-emails sent to you by LaSPACE Management. It is an entirely different Final Report platform with distinct questions not included in the K-12 educator professional development program/workshop Final Report. 
· If you incorrectly proceed with this K-12 professional development report, your submission will not be accepted by LaSPACE and you will be required to complete the correct Final Report.
4. Useful links
· Link to Online LaSPACE K-12 Professional Development Final Report platform
· Link to Online LaSPACE NASA Media Release Form
Participant Information
This section collects basic information about the K-12 professional development program/workshop participant. 
· First name
· Last name
· Personal email
· Work email
· Phone
· Name of your school/organization (your employer)
· Your professional title(s)
· Subject(s) you teach
· Grade level(s) you teach
K-12 Professional Development Program/Workshop Information
This section collects basic information about the K-12 professional development program/workshop you attended.
· Name of the program/workshop you attended
· Name of the organization that ran the program/workshop (e.g. Texas Space Grant Consortium, ASM, United States Naval Academy, etc.)
· Start date of the program/workshop
· End date of the program/workshop
· Primary venue location of the program/workshop (e.g. NASA Johnson Space Center, U.S. Naval Academy, virtual, etc.)
· Secondary venue location(s) of the program/workshop (for additional locations, if applicable)
· City of the program/workshop (write virtual if needed)
· State of the program/workshop (write virtual if needed)
Report Narrative
1. Describe your workshop/program experience.
a. Start with a short description of the workshop/program itself (3-5 sentences).
b. What was your participation in the workshop/program like? Was this your first educator professional development experience? Was this experience different from previous workshops/programs and if yes, how was it different? Were you able to network with educators during the workshop/program? How? Will this benefit your curriculum and practice? Which technical and/or non-technical skills did you learn or hone? What growth opportunities or challenges did you overcome?  What wins did you experience? 
2. Share a highlight from your experience.
a. Share a highlight from your experience at the workshop/program. Did a particular session stand out? Did you meet a new mentor or become a mentor yourself? Did a speaker inspire you? Do you feel renewed in your profession after this experience?
3. Describe at least 1 activity you will utilize in your teaching practice (classroom or other educational space). 
a. Often K-12 professional development workshops/programs will provide lesson plans, activities, and materials to bring back to your classrooms. In this section, describe at least 1 activity that you will utilize in your classroom. Tell us about the activity itself and how it will benefit your students.
4. Share how you have/will disseminate what you’ve learned to your professional network.
a. Many educators have the opportunity to disseminate information to their colleagues, administrators, and district personnel. LaSPACE supports educator development opportunities with the expectation that the educators we fund will share their knowledge and resources with their peers. Tell us your plan to share what you’ve learned with your professional network. If you have already done so, please describe what you did (who did you present to, what did you present, how did you present).
Participant Reflection
1. Participant reflection (500 words or less) written for a public audience
a. Explain how this experience directly impacted your work life: pay particular attention to 1) how you grew and/or employed your mentorship skills and 2) how this experience supported your own professional development goals. 
2. Unique Benefits to Participant
a. Tell us what, if anything, this experience provided to you that you would not have received without participating in this program/workshop. This could be specific skill development, experiences, training, and/or other resources of importance to you. If you do not believe this project made a unique contribution, please enter n/a.
3. Commitment to Diversity, Equity, Inclusion, and Accessibility
a. Share your perception of the commitment to DEIA (Diversity, Equity, Inclusion, and Accessibility) during your engagement with this program/workshop. Share both positive experiences and areas for improvement. Speak directly to your own feelings of belonging.
b. Share how your experience with this program will be incorporated into your teaching practice and shared with your peer educator community in a manner that centers DEIA. 
4. Direct Impact on Participant
a. Did this funding make a unique contribution to your professional success? If yes, please share details. If no, enter N/A.
Quantitative Data Results
This section of the Final Report collects quantitative data results required by NASA in our annual reporting. The data you provide should be the number of unique individuals (students & educators) YOU have directly impacted utilizing your training, lessons, and/or materials from the K-12 Educator Professional Development Program/Workshop you named earlier in the report. Exact numbers are ideal, but estimated numbers will work.
Student Participants
Include counts below for unique individuals YOU have directly impacted by utilizing your training, lessons, and/or materials from your program/workshop.
For example, if you are a middle school science teacher that serves 700 students with 60 students assigned to classes in which you are using the training and resources you obtained from this funded program, then you would enter 60 for the number of middle school students. If you trained all the science teachers at your school and all of those teachers incorporated lesson plans and activities, you disseminated into their own classrooms then the total enrollment number (700) of all students in science classes would be counted. If your training is incorporated into some classes, you count the total enrollment for those classes. If you are also a college instructor teaching pre-service teachers and are incorporating this training into those classes, you would also include the number of undergraduates enrolled in your college course. 
1. Elementary School Students (grades K-5)
2. Middle School Students (grades 6-8)
3. High School Students (grades 9-12)
4. Undergraduate Students (Undergraduate Freshmen – Undergraduate Seniors)
5. Graduate Students (Graduate Master’s; Graduate Doctoral)
6. Post Docs (Post Doctoral)
Educator Participants
Include counts below for unique individuals YOU have directly impacted by disseminating information from your program/workshop via a workshop or professional development meeting with your departmental colleagues, school, school district, etc.
For example, if you are a middle school math teacher and you trained 6 math teachers in your department in the curriculum and practices you learned, you would enter 6 middle school teachers under that section.  If you conducted a workshop for 90 middle school math teachers in the district using your training, you would list that number. Typically, you are training professionals in the same service sector as you. The most common exception would be an informal educator at a science center offering a workshop to classroom teachers.  
1. Elementary School Teachers (grades K-5)
2. Middle School Teachers (grades 6-8)
3. High School Teachers (grades 9-12)
4. Preservice Teachers (individuals enrolled in a teacher preparation program)
5. Higher Education Faculty (Undergraduate; Graduate; Post Doctoral)
6. Administrators (formal education administrative staff)
7. Informal Educators (museums/science centers/planetariums; libraries; youth-serving organizations; government; industry; other non-profit organizations)
8. Homeschool Educators (homeschool K-12)
9. Parents or other participants who do not fall within the student or educator categories above
LaSPACE NASA Media Release Online Form Submission Confirmation
NASA Media Release Forms are required for all identifiable individuals in submitted materials. The LaSPACE NASA Media Release Online Form is available in an online submission format (click here for link).
For this question, you must confirm that all identifiable individuals in your uploaded photos have submitted the LaSPACE NASA Media Release Online Form.
Attachments (photos, forms & other supporting materials)
Photos are vital to showing our statewide community, elected representatives, NASA leadership, and other partners the benefits brought to Louisiana via the LA NASA Space Grant and LA NASA EPSCoR Programs. It allows LaSPACE Management to highlight funded work on our social media platforms, write local press releases, and compile information for required reports to NASA and other stakeholders.
One zip file folder upload (size limit 2GB) is required for all Final Reports. This upload should contain photos/media uploads, files, and other materials relevant to this K-12 Educator Professional Development Program / Workshop experience. 
· At least 2 photos must be included (could be your headshot, photos of yourself during the program/workshop, pictures of you sharing what you’ve learned with your professional colleagues, etc. NOTE: if other people’s faces are identifiable, we need them to complete a LaSPACE NASA Media Release Online Form).
· A Word document with comprehensive photo captions and details for data shared in the Project Report Quantitative Data section must also be included
· Include details for data shared in the Project Report Quantitative Data section if you presented information about your program/workshop in a workshop or professional development meeting with your departmental colleagues, school, district, etc.
Zip File Folder Upload Instructions (2GB limit)
· Step 1: Name your zip file folder
a. Name the folder as follows: K-12 PD - Final Report Materials - Your Last Name
i. Example:
1. K-12 PD – Final Report Materials - Smith
· Step 2: Add your photos, figures, and other media
a. Include at least two photos featuring the supported participant at the program/workshop. We encourage the submission of additional photos like headshots and classroom photos.
b. Name photos as follows: Image 1, Image 2, Image 3, and so forth
i. JPG and PNG file types are preferred
c. Each photo file name must correspond to the list of comprehensive captions in the Word document in Step 3.
d. See Appendix A for file naming examples.
· Step 3: Format your Word document
a. This file will contain comprehensive image captions and details for data shared in the Project Report Quantitative Data section if you presented information about your program/workshop in a workshop or professional development meeting with your departmental colleagues, school, school district, etc.
b. Name the Word document the same as your zip file folder
c. Comprehensive captions list for uploaded images:
i. List out the file names based on how you named them (e.g. Image 1, Image 2) followed by a colon (:)
ii. After the colon (:) include a comprehensive caption answering the following questions:
1. Who is in the photo? (full names)
2. What is happening? 
3. Where are the photographed people? (city, state, conference name, etc.)
4. When was the photo taken? (month, date, & year is preferred)
d. If including details related to project results and dissemination, provide a list of any workshops or professional development meetings where you’ve shared information about your program/workshop. Include the following details:
i. Workshop or professional development meeting name (e.g. monthly science department meeting, in-service day training, etc.) 
ii. Date and location of presentation
iii. Information shared
iv. Attendees (e.g. 5 science teachers, 2 district staff, 1 school principal)
v. Other available and relevant details
· Step 4: Upload your required Zip File Folder
a. Zip is the only accepted file format. You will receive an error message after attempting to submit a Final Report containing non-zip file type uploads.
b. Follow the instructions in Steps 1-3 above before uploading your materials.
Final Notes
After clicking the final submit button, it may take a moment for your Final Report submission to process if your zip file folder upload is large.
Do not refresh the page, click the back button, or close your browser!
Once your submission is processed, a new screen will appear thanking you for submitting your Final Report. You will also receive a confirmation email (sent to the personal email address provided) which includes a PDF copy of your full report.
After you receive the confirmation email, it will be safe to close your browser.
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