2012 4-H GATEWAY ACADEMY
New 4-H Gateway Academy requirements:
1. School registration with the program must be completed by February 20, 2012. Please send the school information (district, school, address, and phone number), school contact information (teacher name and email) and find out if the school is an approved PLTW/NAF/NACME academy of engineering (AOE) site. Send all this information to Joanna and she will register the school. 
2. A 4-H Youth Educator must visit the Academy at least 2 times during a one-week session and lead a 4-H team building, leadership or STEM activity with the youth and work to promote 4-H. Please document when you participated in the Academy, which activities you led, and how many total hours you spent leading and interacting with the participants. Send this information to Joanna by email or snail mail due in 2 weeks.
3. The 4-H Youth Educator must send Joanna days of week, dates, times and location of the camp by May 1. Please do not list dates and times that encompass weekends or days the camp are not held. 
Example:
	Gateway Academy
	days
	dates
	times
	location

	New Prague
	M-F
	July 11-July 15
	9 am-4 pm
	New Prague HS



If your camp is two weeks please list like this:
	Gateway Academy
	days
	dates
	times
	location

	New Prague
	M-Th
	July 11-July 14
	9 am-Noon
	New Prague HS

	New Prague
	M-Th
	July 18-July 21
	9 am-Noon
	New Prague HS



4. The 4-H Youth Educator must document the number, gender and demographic distribution of the youth participating in the 4-H Gateway Academy in their county as listed on the attached form and submit to Joanna within two weeks of the camp completion. 
5. The 4-H Youth Educator must fill out and submit the online version of the Final Report (Demographics). This automatically goes to Project Lead the Way and can be found at: http://www.smeefgrants.org/finalreport/ 
6. Just like any other 4-H sponsored event, youth protection practices apply and the 4-H educator has the responsibility to collect registration, health information (one per youth; signed by parent and youth) and media release documents. This is not the responsibility of the teacher or other school administrators. A template registration form is posted on the website: Gateway Academy -- 4-H Youth Development UW-Extension Wisconsin, but other versions can also be used. These forms need to be stored in the county office for 7 years.
NOTE: 4-H Gateway Academy Registration Form—this might be a school version if the 4-H Gateway Academy is operating during summer school.
7. Student, teacher and parent surveys are posted on the Wisconsin 4-H STEM website: http://www.uwex.edu/ces/4h/set/engineering_gateway.cfm. Please do not use the PLTW website’s surveys. Print out and distribute to gather information concerning the success and impact of the program and send the completed surveys or copies to Joanna.
8. Just a reminder to take photos or video of the 4-H Gateway Academy and send copies of these Joanna as well. These items will be used in promotional materials and presentations.


Final checklist:
____  4-H Gateway Academy Registration; due February 20, 2012
____  Dates, time, location of camp information; due May 1, 2012

____ Health information, media release and list of participants. This information is kept at the county      office for seven years as required by 4-H.

____  Surveys for youth, parents and teachers; due two weeks after camp completion
____  4-H Educator’s visit schedule and activities list; due two weeks after camp completion
____  Final report emailed and or mailed to Joanna; due two weeks after camp completion
____  Final report online submission (goes to PLTW); due two weeks after camp completion


Joanna Skluzacek			or		joanna.skluzacek@ces.uwex.edu
436 Lowell Hall
610 Langdon Street
Madison, WI 53703

