Guidance on using the Project Activity Form (PAF)		January 26, 2012

What is the PAF?  
The PAF is a data collection instrument designed by the NASA Office of Education to gather data related to NASA education events.  The data will be used in evaluating activities funded by the NASA Office of Education.  

What is the difference between the PAF and the participant surveys? 
The PAF data is quantitative, such as the number of student and/or teacher participants, whereas the OEPM surveys collect data that is qualitative in nature. The PAF asks for information about the event, whereas the participant surveys are about the quality of the participants’ experiences.  OEPM surveys are completed by event participants; PAFs are completed by projects.

Who is to use the PAF?
All projects funded by the NASA Office of Education should be completing PAFs.   The person(s) leading the project-related event should ensure that the PAF is completed and submitted to NASA.  PAFs related to the NICE project should be sent to larc-esteem-reporting@mail.nasa.gov. 

When are the PAFs to be prepared?
PAFs are event-driven; the timing of the submission is dependent on project –specific events.  In general, these forms are to be prepared upon completion of project events in which students and/or educators participate.

Where do I find the PAF form?  In what format is the PAF?
The PAF template (in Microsoft Word) can be found in the Reporting section of the NICE project website under the PI workspace login, https://esteem.larc.nasa.gov/pi-workspace/.

How does the data get into OEPM?  Who has access to it?  
A member of the NICE management team enters the PAF data into the OEPM system, and the data is then stored in OEPM.  NASA project offices, such as the NICE office, can pull data from the system and provide project PIs with requested data.  

Do I need to complete a PAF for each workshop and presentation that conduct?
The goal of the PAF is to count all participants reached by NASA Office of Education funding.  Thus you should report each event that reaches a new audience.  If you conduct a series of workshops with the same group of participants, then only a single PAF is needed.

What if I don’t know the answer to all of the questions on the PAF, for example the diversity data?
Only complete the information that you know; do not guess about information of which you are unsure.  If you are unsure of what to put, leave that information off of the PAF.  

If I make a mistake on the PAF, should I notify NASA of the correction?
At this time, OEPM doesn’t have the capability to accept corrections to PAFs, so please be sure that the information provided on the form is accurate.  However, should you make a mistake on the form, do let the NICE team know of the correction.


(Note:  this section is intended to be a list of FAQ’s, and it will be updated as we receive questions regarding the PAF.)

I have read the PAF, and have questions: 

a) How do I indicate that I conducted a course?  It isn’t a choice under Type of Project Activity.

Project Activity- In the first section of the form, please indicate the kind of activity being reported.  For course work  - professional development, higher education, etc. – please select “Other” and indicate that it is a course. 

b) What is the "project activity title"?  Is it supposed to match something that I provided to NASA?  If so, what is it supposed to match?

Project Activity Title – This is the title that you designate for the event.  For courses, please specify what kind of course it is (professional development course, higher education course, etc.) and provide the course title.  It is helpful if the title is somehow connected to a corresponding milestone, as appropriate.

c) What is meant by the following terms (question 13): "standardized presentation," "unique presentation"?  

Standardized presentation  - A presentation used by many activities, provided by a central source

Unique presentation – A presentation made especially for this activity and/or event.

d) How do I indicate the PAF is for an event that is in a series of events involving the same participant group?  Let’s say I’m conducting 4 workshops with the same cohort of 16 teachers, how is that captured?   

[bookmark: _GoBack]Section C, Participant Count - For the first workshop, under “Direct Interaction,” indicate the number of participants who attended the workshop, 16.  Then indicate 16 under  “Unique Participants”.  For subsequent workshop PAFs, you would indicate 16 in the “Direct Interaction” column but would put 0 under the “Unique Participants” column.

 



