SWE Baltimore – Washington

Career Guidance Committees and Responsibilities


Science Fairs

The Baltimore-Washington Section usually supports four science fairs annually, two in Northern Virginia and two in the Maryland/Baltimore area. Typically student participation includes grades 7-12th with exhibits ranging from engineering and computer science to chemistry, physics, and environmental science. One of the greatest benefits to the student participants is the opportunity to discuss projects and topics of mutual interest with engineers and scientists from professional organizations. It is also a great opportunity for Section members to meet with local aspiring engineers and scientists. 

January – February
Receive request for judges from science fair organizers.  Call specific science fairs if no information is sent by February.

February 1
Prepare email and newsletter article asking for SWE volunteers to judge at each of the science fairs.  Include specifics such as time commitment, location, duties, etc.  

Send newsletter article to newsletter editor by March newsletter deadline. Send email for distribution to the electronic communications chair to distribute to general membership and to the webmaster for inclusion on the web page by February 10.

February
Prepare packet of information to be used at each science fair.  The following materials should be included:

· Career guidance brochures such as the Ford brochures from SWE National – these can be passed out to all projects that are judged by SWE members.

· Career fair cards developed by Dung Ho Lee.

· Applications for SWE Science Fair Space Campership Program

· SWE Evaluation forms to judge each science fair participant selected by the SWE judges for the day.  Include science fair judging guidelines prepared by Sandra Hyland.

· Blank SWE certificates of Achievement or Merit to be filled in after the winners are selected.

· Winner prizes, usually gift certificates to area book/music stores – be sure to stay within budget or approach the executive council to address your needs.

Early March
Receive responses from volunteers and coordinate groups of judges for each fair.  Select a lead judge for each fair and send them the packets prepared in February listed above, including the list of expected volunteers.   Send all judges directions to the fair with times to show up via email or regular mail.  Ask each lead judge to record the recipients of the SWE awards with their names, addresses, schools and project title.

Late March
Lead judges send recipient and volunteer information to Science Fair Chair.  This information is used for the SWE Annual Report.

April 1
Send article for inclusion in the May newsletter.  The article should include days, locations of Science Fairs, winners and SWE participants.

As Needed
Sign student applications for the SWE Science Fair Space Campership Program.  Mail the applications to SWE National on behalf of the students.  (To be eligible, students must have participated in a science fair; however, their project does not have to be one judged by SWE members.)

**
Each month the Science Fair Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Career Guidance VP prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.




Scholarships

The Scholarship Program recognizes outstanding and motivated high school seniors entering engineering studies and continuing engineering students with monetary awards. This program provides encouragement and financial assistance to women who have chosen to pursue a career in engineering. Candidates are evaluated based on merit, and quality and content of the written essay. There is a database of addresses for local high schools and colleges. Applications are mailed out to more than 150 area high schools and colleges.  The scholarships are presented to the winners at the April Membership meeting.

November
Prepare scholarship application to be reviewed by the executive council at the November executive council meeting.  Present application to the executive council so it can be approved prior to mailing and inclusion in the January newsletter.

December
Send approved scholarship application to the newsletter editor by the January newsletter deadline.  Also, send application to the webmaster for inclusion on the web page.


Prepare mailing labels for the scholarship applications.


Prepare cover sheet to be included with the scholarship applications to the local schools and universities including general SWE information/introduction, scholarship chair contact information, and application deadline.


Xerox adequate numbers of the scholarship application cover sheet and applications.

January 1
Prepare email requesting committee members to help with mailing and later judging the scholarship applications received.  Send article requesting volunteers to the newsletter editor for the February newsletter.

January
Mail scholarship applications.  


Prepare scholarship judging criteria sheet to be used for each application.


Attend the January executive council meeting to discuss the total amount of scholarship money to be awarded for the year and the specific amount of each scholarship to be awarded.  This direction is needed when judging the scholarships.

February
Organize SWE member volunteers for judging scholarships.  Send article requesting volunteers to electronic communications chair for distribution via e-mail and the webpage.

Early March
Receive completed applications.


Judge scholarship applications with the help of at least 3 other Baltimore Washington SWE members.  Be sure each applicant receives a score on a judging sheet from each judge.  Send scholarship recipient names to President, CG Vice President, Treasurer, and electronic communications chair.  E-mail and webpage announcements of the recipients may be posted after letters are mailed to each recipient.

March
Send each scholarship recipient a letter informing them of their award and the information about the April Scholarship dinner meeting.  Request that they attend the meeting if at all possible.  Be sure to include the RSVP deadline and request that they contact you when responding.


Prepare SWE Certificates of Achievement or Merit and have them signed by the President prior to the April Scholarship dinner meeting.  If possible and within budget, frame certificates.

April 1
Prepare and submit announcement for the May newsletter of each of the recipients and a brief description of their highlights and activities from high school or college.

April
Receive and collate scholarship recipient attendee RSVPs for April Scholarship Dinner Meeting.  Send RSVPs to the program chair so the appropriate number of attendees will be turned into the restaurant or hotel.


Introduce each scholarship recipient at the April Dinner Meeting and present them with their certificates since the actual award is sent directly to their Universities.

August - Sept
Receive tuition bills from each recipient and forward to the Treasurer so recipients will receive their award.

**
Each month the Scholarship Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Career Guidance VP prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Engineers Week

Family Day is held in February during National Engineers Week at the National Building Museum.  A career guidance booth is set up to showcase career guidance activities. The booth in the past has highlighted the video "She's the Engineer" and interactive demonstrations. The event is held for families and their children to explore careers in engineering. Literature on SWE and engineering disciplines is passed out. More than 3000 students usually visit the booth and participate in our hands on activity.  Several contacts are usually made for participation in school career days and for our outreach program.

December
Research hands on demonstration and decide on a specific activity for the night.



Prepare newsletter article and email for distribution requesting volunteers for Family Night.

January

Buy materials for the hands on activity.

Put together box with all materials including the SWE banner, SWE literature, Career Guidance brochures, hands on activity materials, videotape, posters, etc.

February
Send volunteers directions to the event and organize shifts for the evening so people can commit to a specific time instead of all 4 hours.



Send reminder to volunteers 1 week prior to the event.

March 1
Submit article on the evening to the newsletter editor by the April newsletter deadline.  Included should be the number of students that attended, what activities were performed, and the names of volunteers.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Celebrate Fairfax!

Celebrate Fairfax is held the second weekend in June at the Fairfax County Government Center.  The SciTech area consists of 8-10 booths of hands-on experiments for children to complete.  The SciTech area is specific for families and their children to explore careers in science and engineering.  Literature on SWE and engineering disciplines is passed out; one or more videos on engineering may be shown. More than 3000 students usually visit the booth and participate in our hands on activity during the 3 day event

July

Research hands on demonstration and decide on a specific activity for the event

Present budget at annual retreat

February
Initial meeting with Celebrate Fairfax organizers
.

March

Submit SciTech application and water/electric needs

April

Prepare newsletter article and email for distribution requesting volunteers for Family Night.

May
Recruit volunteers - there are 9 3.5 hour shifts; 3-4 volunteers per shift are needed, based upon the experiment


Buy materials for the hands on activity

June 1
Ensure volunteers receive directions and volunteer packet from CFI!

Put together box with all materials including the SWE literature, Career Guidance brochures, hands on activity materials, videotape, posters, etc. (do NOT bring SWE banner)

June 15
Submit article on the event to the newsletter editor for a future publication.  Included should be the number of students that attended, what activities were performed, and the names of volunteers.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

K-12 Student Outreach

This early influence program introduces career opportunities in math, science, and engineering to young girls in the elementary and middle school grade levels. Through use of videos, demonstrations, experiments, and classroom discussions, this program answers the questions 'What is an engineer?’, 'Why should I become an engineer?', and 'How do I prepare to become an engineer?'. Sometimes we are invited back for end of the year assemblies to present SWE certificates to young women who excel in science. 

September
Identify schools for outreach visits during the fall.



Prepare and select hands on activity and classroom presentation.


Purchase materials for activity and prepare box of materials with presentation, SWE literature, SWE Career Guidance brochures, She’s the Engineer video, etc.


Prepare email and newsletter article requesting volunteers to visit schools.

Early October
Coordinate volunteers and send them directions to the school and time of visit.  

Set up a time to drop off box of materials and explanation of activity.  Review box contents and ensure volunteers are comfortable with activity and presentation.

October and 
Outreach visits.

November

December
Identify schools for outreach visits during the Spring.

January

Prepare and select hands on activity and classroom presentation.


Purchase materials for activity and prepare box of materials with presentation, SWE literature, SWE Career Guidance brochures, She’s the Engineer video, etc.


Prepare email and newsletter article requesting volunteers to visit schools.

Early February
Coordinate volunteers and send them directions to the school and time of visit.


Set up a time to drop off box of materials and explanation of activity.  Review box contents and ensure volunteers are comfortable with activity and presentation.

February, 
Outreach visits.

March, and 

April

March 1, 
Submit article to the newsletter editor regarding any outreach visits conducted, including date,

April 1, and 
location, number of students in attendance and volunteers.

May 1

**
Each month the Elementary and Middle School Outreach Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Career Guidance VP prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Girl Scouts

The Girls Scouts program this year is new to our section.  In the past we have done outreach visits to local Girl Scout Troops but this year we want to focus on a program to help them earn specific badges.   Since this program is a new one to our section it might be best to hold this event in the Spring to give us more time to prepare.  We envision an all day event where girls will earn specific badges.  Some initial contact with the National Capital Area Girl Scout Council will be necessary in the Fall and research on a location to hold the one day seminar will need to be done.  More details to follow.

July
Attend retreat.  Bring suggestions.  Review budget.

September
Research on potential programs via the Girl Scouts, SWE National and through other sections.  The council in our area is GSCNC.  The web site is www.gscnc.org.  This web site advertises a few programs.  Of potential interest is the Science and Technology Programming in Girl Scouts or Project 2012 – Promote better understanding of career options (kbrown@gscnc.org).   There is a girl scout module on http://www.swe.org.  Many other sections have done Girl Scout activities.  From the SWE web page, can access any of the section web sites (through the regions link).


Attend the Sept. Executive Council meeting to present research.

October
Develop a plan.  Plan should include planned program (i.e. participation in a girl scout program or helping girls to earn a badge), target age group, budget, point of contact, date, location and number of volunteers needed.


Attend Oct. Executive Council meeting to discuss plan.

**
Each month Girl Scouts Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Career Guidance VP prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Collegiate Section Liaison

This committee provides counselors for the collegiate sections in the Baltimore-Washington area. The main requirement to be a counselor is that you are a professional SWE member. A counselor spends up to a few hours a month communicating with collegiate section officers to give guidance and act as a liaison between the collegiate section and the Baltimore-Washington Section. SWE counselors are needed to satisfy student section charters.

Early August-
Contact each of the 10 universities in our area and get an updated listing of the new officers and their

September 
contact information including email.  Collate this information and send to the webmaster for updating our webpage.  Send information to Student Mentor chair.


Comprise list of when their monthly membership meetings are held.  


Check to make sure each section has an active Counselor and that they know their counselor.  Help the collegiate section find a counselor if they do not have one.   


Introduce yourself to the collegiate section officers via email and let them know about our section and how they are invited to attend our monthly meetings at half price and other events we are holding.

Submit the e-mail address of the collegiate section POC to the electronic communications chair to be included in e-mail distributions and listed on the webpage.

Monthly 
Send collegiate sections membership meeting information and encourage them to attend.  

As Needed
Request volunteers from our section to visit collegiate sections in the area and attend their membership meetings.  Send out their membership meeting schedules to help with this process.  

Try to visit each collegiate section once a year.  

Help struggling collegiate sections in our area.

Aid Colleigate Mentor chair with activities such as mock interviews, financial planning seminar, resume writing seminar, student/mentor dinners and social, etc.

Discuss SWE membership upgrades with those students that will be graduating

**
Each month the Collegiate Section Liaison is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Career Guidance VP prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to know volunteers that have visited student sections so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.
The following committees were made inactive as of July 2004

Student Mentor

This program develops a mentoring program with local colleges and universities in which professional women engineers are paired with engineering students to provide support and guidance throughout the year. Specific activities include mock interviews, resume workshops, financial planning workshops, student/mentor dinners and job shadowing.   Usually there is an event in the fall where students and professional members match up.  They keep in touch throughout the year anyway that fits their schedules via email, phone calls, face to face meetings, etc.  In the spring there is often a social event organized by the student mentor chair where students and mentors attend to see each again face to face before the end of the school year.  In the past we have held a mentor dinner in College Park in the Fall and a Social at the American Café for lunch and networking at the Baltimore Science Museum in the Inner Harbor.

Early Sept.
Receive updated student section contact information from Student Section Liaison.

Contact student sections regarding what type of activity they would like to have to start off the mentoring process.  Maybe email a survey to find out their general interests.  Usually a dinner is suggested where students and professional members can meet and participate in networking activities.  At the dinner there is time for the students and mentors to match up and exchange contact information.

September 
Set up location for first mentoring event.  



Prepare email and newsletter article to request volunteers to be mentors.



Prepare networking activities to use throughout the evening of the mentor/student dinner.

Send out detailed information about the mentor dinner to all 10 student sections with directions and RSVP information.

October

Receive RSVP’s for mentoring dinner.  Send out reminders with directions.



Host mentor event at hotel or campus location.

In the spring set up another mentor/student meeting.  This can be a resume workshop, a mock interview workshop, a financial planning workshop or even a social.  Survey the mentors and the students to see what they prefer and plan the event similar to the fall dinner.

Mock Interviews Workshop

This activity allows student sections to practice their interviewing skills. Student sections in the Maryland, Washington DC, and northern Virginia areas are notified of the event. Section members conduct three interviews and then give feedback to the students. Some students attend the workshop in order to have their resumes reviewed also.  After the interviews, a luncheon and a student feedback session conclude the day.

Resume WorkshopPRIVATE "TYPE=PICT;ALT=Gear"
This activity helps students put together a resume or gives others the chance to have their resume reviewed and critiqued.  Sometimes a speaker is brought in from one of the professional members’ companies, such as the Human Resource department or a member of our section holds the workshop.  Members of the section are needed to help review the students’ resumes.  Lunch is a good idea if the event is held in the morning or light refreshments if it is held in the afternoon.

Financial Planning Workshop

A financial planning workshop is a good idea to help the students learn about responsible spending and savings.  Studies show that students often leave college with large amounts of credit card debt along with student loans.  An outside speaker is usually used for this workshop.

**
Each month the Student Mentor Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Career Guidance VP prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to know volunteers who have signed up to be mentors so they can be recognized at the end of the year June meeting.  Send volunteer list to CGVP.
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