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NAWCAD Education Outreach Office 
Naval Air Warfare Center Aircraft Division (NAWCAD), Patuxent River, MD

Science, Technology, Engineering and Mathematics (STEM) and Finance Academy Support
Kathy Glockner (Kathryn.glockner@navy.mil)  (301) 342-2281 (w)
Karen Lane (Karen.lane.ctr@navy.mil) (Calvert County only)

Julie Lemmon (301) 481-0688 (c) 
2011 – 2012 Services Request Form
E mail your completed form in Word format to Kathy Glockner or Karen Lane depending on your school district.  Do not send this form to the office in PDF. 

	  

	

	School Name and City/State: 
Grade Level:                Class Subject:                          Application Date:           

	Name of Requestor 
	 
	Number of Students and Chaperones
	

	Are all Students and Chaperones U.S. Citizens?      Yes □   No □   If no, see note below

	Email  
	 
	Cell#
	School Phone#

	

	Date(s) Requested
	
	Time
	 Est. Start       Est. End

Time to arrive at the base, and time that you must depart.

	
	** Please provide several date options in priority order
	
	

	

	Lab Day Tours
	(Please provide a short list of curriculum areas you wish covered during the tour.  The education outreach office will build your visit around your curriculum. Visit our website to view tour site options www.ndep.us/LabsPax.aspx.  (Go to the educators section on the Behind the Scenes tab.)

	Please note your lunch preferences and disabled access issues:
Brown Bag Lunch (Student Provided) ____  (Beach House, or weather permitting a pavilion)

Restaurant Luncheon ($10 pp) _____  (River’s Edge)
Do you require disabled access accommodations? __________



	Notes / Special Instructions

	Lab Day Tour Procedures and Policies

     To help expedite any request for services, only one representative from the school should coordinate with the education outreach office. To avoid scheduling conflicts, all schools requesting education tours must process their request through the Education Outreach Office.  We request at least four weeks notice so your visit can be scheduled.  Please provide the exact times your bus needs to leave the base in order to be back to your school.  Schools must provide their own transportation.   
     Students are advised to dress appropriate for the tour.  For safety reasons, only closed toed shoes will be worn.   All visitors should wear flat shoes.  Cell phones and other wireless devices are not allowed on the tour. Photography is limited to recreation areas only or by permission only from site hosts.   Only hands free cell phone use is permitted on the base while driving.   

     If the group is using the River’s Edge for the luncheon, the school is responsible for collecting the fee from the students.  Please note these are full service restaurants and students may not bring food into either establishment.  When the beach house or a picnic pavilion is used for a brown bag lunch, students are to provide their own meal and drink.  

     A base representative will escort your group onto the base.  Please call the office the morning of the event to coordinate times. In the event the bus arrives earlier then the designated time, you are not authorized to enter the base.  The outreach office meets all tour buses at the parking lot on the left south of Gate Two by the Cedar Point Federal Credit Union.  Parents who work on base, or otherwise have access are invited to join the group for lunch, but not on the tour due to space restrictions.  Chaperones must be kept limited for tours due to facility space issues.  

     Schools are reminded that setting up tours takes a great deal of time and coordination, and last minute changes to the itinerary are discouraged.  Cancelling a tour once all the arrangements are made is highly discouraged and may result in a reduction of support for future tours.  

For security purposes, the school must notify the education outreach office if any attendees (adults or children) are foreign nationals. A minimum 40 day notice is required, and the school must complete an additional from, along with sending a PDF copy of the student’s passport picture page.  If the group is touring the Manned Flight Simulator, the school must provide this office with a list of the students in advance, or bring a hard copy list on the tour. No foreign nationals are permitted in the Manned Flight Simulator or the Vision Lab.  

Please advise bus drivers that they will need to show their driver’s license upon entering the base, but note that a representative from the outreach office will board your bus prior to entering the base.  Do not enter otherwise without your escort.
To avoid scheduling conflicts schools must coordinate tours through the education outreach office; not through parents or other contacts on the base.  

  


