


ATE IMPACTS
Center Guidelines
The ATE Impacts book is an opportunity to showcase the work of the ATE community to stakeholders and the public. In general, featured centers should focus on the strengths and impacts of their work. For this edition, centers may also choose to highlight an effective industry partnership, a strong collaboration with a group of partners, or a particularly successful graduate of your program. Each featured center will have two full, adjoining 8.5” x 11” pages in the book.

Submitting Information for Your Center’s Impacts Pages
You must upload your text, photos, and data to your folder in Box. You will receive an invitation via email to a specific folder within Box that is exclusively for your center. Please make sure that all submitted materials have file names that contain your center name. 

With the exception of photos and data, you can submit all text items in a single Word file. In the past, some centers have used these guidelines as a template that they fill out for their submissions. Or, if you prefer, you may submit the requested info via Survey Monkey. If you choose to use Survey Monkey you will probably want to write out your responses in Word first and then cut and paste into the Survey Monkey text boxes. 

Regardless of how you choose to submit your materials, you must include the following:
1) Core Information
List the following:
a) full operational name of center (it is fine if this is shorter or different than what appears on the award abstract),
b) the center’s acronym or nickname (if applicable),
c) the name of the host institution,
d) city and state, and 
e) the center’s full website URL. 

2) ATE Area
Identify the ATE area category under which your center should be listed (indicate ONE):
Advanced Manufacturing (MFG)				Agricultural and Environmental (AGEN)
Bio and Chemical (BIO)					Engineering (ENG)
Information and Security (INFO)				Micro- and Nanotechnologies (NANO)
General (Learning, Evaluation, Research) (GEN)

3) Key Activities (no more than 60 words total)
Provide a brief, bulleted list of two to five center activities. Given the space limitation, this will not be an all-inclusive list of everything your center does. Please use the present tense and action verbs to start each bullet point (e.g. implements, creates, fosters, delivers, provides, broadens, promotes, etc.)

4) Impact on Target Audience (no more than 100 words)
Provide an engaging description of what your center is doing to improve technician education nationally or regionally. If possible, succinctly report outcomes of your initiatives. Optional: Use part of your space to tell the story of one graduate from your program. Include a headshot, or better yet, a photo of this person doing something technical at their workplace. If professional development is a key activity of your center, consider featuring an educator who has started or enhanced a technician education program

5) Provide a GREAT Quote (Please, no more than 50 words. Short, pithy quotes are best.)
Please obtain a quote that explains something your center does well or that is valued by your industry partners, industry sector, or educators in your discipline. Provide the speaker’s name, title, employer, city, and state. 

6) Impact on Skilled Technical Workforce (no more than 175 words)
Use this space to explain how your center works with employers regionally or nationally. Provide details of workplace-focused initiatives and their outcomes. Optional: Use a portion of this space to share a story about a high-impact event, collaboration, or activity that has had a broader impact on your target workforce or that responds to emerging technologies or employer needs.
   
7) Student Photos
Upload five high-resolution, original photos of students to your Box folder that show activities relevant to your center goals. No logos, screenshots, or stock photos. Photos must be submitted as individual jpg files—no collages. Action shots are strongly preferred, as opposed to posed shots or people looking at the camera. We encourage you to have a professional photographer take the photos that can be used for your center’s outreach materials. Your college’s public relations department or media arts instructors may be willing to assist if you do not have funds to hire a professional photographer. Please do not upload photos submitted for previous ATE Impacts books.
Photo Requirements:
1. Take high resolution photos.
Be sure to create photos that are at least 2,000 x 1,500 pixels or larger in size. To ensure this, set digital cameras’ resolution to 300 dpi or higher. Smart phone photos are not advised, but if you must use them, ensure that the photo settings are for the highest possible resolution and size.

2. Label photos.
Use meaningful photo file names to label each photo using the following naming convention:
		ATE Area-Center name-Photo number-Clear, short description
The description should be unique for each image. Photo number should be sequential based on upload, have two digits, and begin at 01. For example, if the bio and chemical technologies center InnovATEBIO’s first photo is of students using an inverted microscope and the second is of students doing undergraduate research the photo labels would be 
BIO-InnovATEBIO-01-boot camp students use inverted microscope and the second would be BIO-InnovATEBIO-02-CUREs engage students’ attention  
If file names include acronyms, like the second example above, please spell out the acronym in the photo’s corresponding cutline sentence (see below.)

Please use this photo file naming convention to save time and potential confusion with the hundreds of photos that will be in the book and the thousands of photos that are in the ATE Impacts Photo Library.

3. Provide photo cutlines.
In the Word document include a short sentence (20 words or fewer) that explains what is going on in every photo you upload. For each labeled photo write a sentence that describes what the student or faculty member is doing in the photo and provide some info about the technology in the image. If your center’s focus is professional development, photos that show faculty teaching students what they learned from your program are preferred. Please ensure that the cutlines start with at least their corresponding photo’s number (this doesn’t count toward your cutline word count.) For example:
BIO-InnovATEBIO-01-boot camp students use inverted microscope
[01] Students participating in a Montgomery College biotech boot camp use an inverted microscope to check cells grown in a culture.
BIO-InnovATEBIO-02-CUREs engage students’ attention  
[02] InnovATEBIO encourages its community college partners to offer course-based undergraduate research (CUREs) to engage students’ attention and broaden their biotech skills.
For other examples, see the Naming Conventions document in the Instructions folder within your folder in Box. 

4. Supply keywords. 
Because all photos will be added to the ATE Impacts Photo Library for anyone to use, please provide several keywords for each photo to the specific technology displayed in it and/or your center goals.  (e.g., environmental, solar, solar panels, solar panel installation, cleanrooms, etc.) Note that in the past, the National Science Foundation has used ATE Impacts photos on its website, in reports, and for outreach activities, and the American Association of Community Colleges has used ATE Impacts photos at the ATE Principal Investigators’ Conference, on its website, and in the Community College Daily online publication.   

5. Submit Materials Release Permission form. 
Submit the signed Materials Release Permission form(s), which is attached to the email inviting you to participate in the ATE Impacts book and in the Instructions folder in Box. Photos you submit may be used in other publications and by other organizations, such as the National Science Foundation and the American Association of Community Colleges. For example, the National Science Board used a photo from ATE Impacts 2018-2019 in its Vision 2030 publication. 
PLEASE NOTE: All submitted photos, regardless of whether they are in the book, will be added to the ATE Impacts Photo Library that is an open, free, public archive. 

8) Technician Photos
You must also upload five high-resolution, original photos of technicians to your Box folder that show activities relevant to your center goals. No stock photos. Photos must be submitted as individual files - no collages. Please do not upload photos submitted for previous ATE Impacts books.

The requirements for technician photos are the same as those for the student photos, as described above. Photos must be high resolution and at least 2,000 x 1,500 pixels or larger; must have meaningful file names consistent with the naming convention described above; include cutlines for each photo, up to 20 words; include keywords for each photo; and have signed materials release permission forms from every individual in your photos.

9) Data
Upload data that reflects the impact of your center’s work. We want to illustrate your best outcomes data or summarize your reach. This data must be submitted in the form of a plain Excel spreadsheet—we will do all the formatting, charts, etc., for you. In a text box within the spreadsheet write a sentence or two about the data and its impacts or relevance. Please ensure the file name of your spreadsheet contains your center’s name/acronym (e.g., “GeoTech data”.)

Need help? Reach out to us!
If you need help pulling together your text, figuring out how to name photos, or anything else, please get in touch sooner rather than later. Putting together the book is a team effort and we want to make it as easy as possible for you, so don’t hesitate to reach out!

ATE Impacts Team
Madeline Patton, Content Editor
mpattonwriting@gmail.com / 330-337-3418 (office) / 330-509-2542 (mobile)

Ray (Rachel) Perry, Project Coordinator and Box Manager
rperry@scout.wisc.edu / 815-861-6177

Rachael Bower, ATE Impacts PI

Edward Almasy, ATE Impacts Co-PI

To contact the entire team, email ateimpacts@scout.wisc.edu 




