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ARIZONA GEAR UP YEAR 4 WORKPLAN

Sample


	District/School: 
	Sample School District
	Term:  
	July 1, 2009 – June 30, 2010

	Program:
	Arizona GEAR UP 
	Number of Students to be Served:  890
50 Seniors & 840 Sophomores

	Objective 1
	Increase Academic Performance & Preparation                                               
	Timeline

	 Students complete all college prep courses; meet/exceed AIMS standards; scores on the Terra Nova increase

	1.1

P.E.P.S. / ECAPS


	A. The GEAR UP Coordinators and the Counseling Department will work together to ensure all GEAR UP sophomores receive benefit of one individual Postsecondary Education Planning Session (PEPS) by February 22, 2010 and at least one PEPS follow-up activity by the end of the school year, consistent with Arizona GEAR UP Minimum Expectations for PEPS. The GEAR UP Coordinators will have access to sophomore students for PEPS through the Earth Sciences, Financial Algebra, English and World History Classes. 

B. The GEAR UP Coordinators will attend the monthly Department Chair meetings in order to determine scheduling for PEPS.

C. Beginning in September, 2009, the GEAR UP Coordinators and the Counseling Department will collaborate to facilitate individual Postsecondary Education Planning Sessions (PEPS) with each GEAR UP senior, by December 17, 2009, consistent with Arizona GEAR UP Minimum Expectations for Senior PEPS. After the initial Senior PEPS, throughout fall and spring semesters, but before May 15, 2009, the GEAR UP Coordinator or designated Senior Counselor will ensure that every student completes / participates in all necessary PEPS follow-up activities, appropriate to each student’s postsecondary plan, using the applicable “Follow Up” Guide.

D. The GEAR UP Coordinators will ensure that each student completes his or her assigned PEPS follow-up and that documentation of follow-up is provided to the NAU GEAR UP office.  
E. The GEAR UP Coordinators supervise the GEAR UP Administrative Assistant to ensure entry of PEPS page information into the GEAR UP database.

F. Between January and March 31, 2010, in coordination with the GEAR UP Coordinators, the Counseling Department will assure the establishment, or review, of students’ Education and Career Action Plans (ECAP), according to ADE guidelines. 

G. In conjunction with the annual PEPS and PEPS follow-up, every GEAR UP student will be assisted in the creation of a portfolio throughout his or her high school career.  At minimum, each student portfolio will include a copy of the student’s: education and career action plan; resume; a writing sample, and a letter of recommendation. 

H. The GEAR UP Coordinators will submit completed PEPS and ECAP forms to the NAU Office.


	A,B,C,D

	1.2

Tutoring
	A. GEAR UP Coordinators, counselors and teachers will encourage students to participate in Before and After-School Tutoring as needed.

B. The Academic Mentors (see 1.3) will provide Computer Lab after-school tutoring/mentoring for GEAR UP students.  A certified teacher will supervise these sessions, and assist with tutoring. 
C. The Principal and GEAR UP Coordinator will take all necessary steps to ensure that a contract is in place with ApangeaLearning for 54 concurrent licenses for math and writing programs no later than August 10, 2009.
D. The GEAR UP Coordinators, Academic Mentors and Teacher/Tutor will complete ApangeaLearning’s webinars to facilitate and monitor students’ use of the program.

E. The GEAR UP Coordinators will assure targeted students are oriented to the ApangeaLearning program.

F. GEAR UP Coordinators, counselors and teachers will encourage all GEAR UP seniors who have not passed all AIMS subject tests, and sophomores with academic needs to attend the after-school tutoring sessions in the computer lab, and/or the existing before and after-school tutoring.
G. GEAR UP Coordinators will ensure that supplies and healthy snacks are available in the computer lab for GEAR UP students. 
H. The GEAR UP Coordinators will provide sign-in sheets to all participating teacher tutors/academic mentors to document GEAR UP student participation in tutoring for database purposes. 
I. The GEAR UP Coordinators will collect time-and-effort forms from teacher tutors on a monthly basis for cost-share purposes.  
J. Transportation for after-school tutoring will be supported by GEAR UP two days per week.
 
	A,B,C,D

	1.3

Academic

Mentoring
	A. The GEAR UP Coordinators, in collaboration with the Principal, will establish an Academic Mentoring program, ensuring that Academic Mentors (priority given to college students) are hired by September 1, 2009, in compliance with District policies and procedures. 

B. The GEAR UP Coordinators and the Assistant Principal for Academics will collaborate on the recruitment, training and scheduling of the Academic Mentors. The Assistant Principal/Academics will work with the selected Classroom Teachers regarding the effective use of academic mentors in the classroom.  
C. The GEAR UP Coordinators will ensure that the Academic Mentors document / record all services to students on required forms.

	A,B,C,D

	1.4

Absence Intervention
	A. Following District policy, the Assistant Vice- Principal, the Drop-out Specialist, and the Tardy Sweep Coordinator will monitor GEAR UP student attendance, consistent with Arizona GEAR UP Standards & Guidelines for Absence Intervention. School staff as designated in District Policy will make all necessary contact with students, and information regarding student and parent contact will be provided to the GEAR UP Coordinators according to established procedures. The GEAR UP Coordinators will be available, as needed, to verify contact information, and/or provide additional follow-up on specific students and families.

B. GEAR UP Coordinators will ensure that recognition for ‘excellent’ attendance will be provided to students each semester.


	A,B,C,D

	1.5

AIMS  Prep
	A. GEAR UP Coordinators, in collaboration with Counselors and Teachers, will refer GEAR UP students to AIMS preparation tutoring. The GEAR UP Coordinators will ensure documentation of student participation.

B. Sophomore Teachers will administer a ‘Practice AIMS’ test to all sophomore students, prior to the AIMS testing in April, according to the plan established by the Assistant Principal for Curriculum and Testing.  
C. The ApangeaLearning’s on-line tutoring system for math and writing will be purchased for use by GEAR UP students, including GEAR UP seniors still needing to pass AIMS (see 1.2E).


	A,B,C,D

	1.6

Rigorous / Advanced Coursework
	A. A principal-designated classroom will be equipped with the materials and supplies necessary to provide instruction for an Earth Sciences class in 2009-10. The Registrar will ensure that at least 85% of the GEAR UP sophomores are enrolled in this class.

B. The GEAR UP Coordinators will purchase AP World History workbooks, recommended by the AP teacher to be of benefit to enrolled GEAR UP students, in mastering the end-course exam. 
C. The GEAR UP Coordinators will purchase AP Spanish books for 35 students enrolled in a new section of AP Spanish in the 2009-10 school year.

	A

	1.7

Professional Development
	A. The Principal will designate three sophomore teachers to attend AVID training in July/August, 2009.  
B. The Registrar will ensure that approximately 35 GEAR UP sophomores are enrolled in an AVID classroom.
C. Two 11th grade AP Teachers will be designated by the Principal to attend AP teacher training in San Diego in June 2010. 

	A, D

	1.8

Financial Algebra Class
	A. Two certified Teachers will be hired by the Principal to teach 5 sections (total) of an introductory course in applied and computational algebra – ‘Financial Algebra’. Counselors will work with the Registrar to enroll students in this class, primarily, who need to recover math credits not earned in 2008-09.

B. The two Financial Algebra Teachers will select and purchase the books and materials/supplies for the class.

C. The Financial Algebra Teachers will incorporate the GEAR UP financial literacy messages into the curriculum of the Financial Algebra Class.


	A,B,C,D

	Objective 2
	Increase graduation and postsecondary enrollment rates. 
	Timeline

	Students are promoted on time; expect to attend college.

	2.1

Master Student Skills 
	A. The Superintendent will contract with Quantum Learning Network by August 15, 2009 for two (one first semester, one second semester) one-day Quantum Learning (QL) for Students workshops for up to 85 GEAR UP students each semester.  Students will be selected according to criteria developed by the GEAR UP Team (focusing on students who have potential and will most benefit). 

B. The GEAR UP Coordinators, in coordination with the Principal, will recruit up to 15 teachers to receive coaching from the Quantum trainers, and to assist with the facilitation of the QL workshops. 

C. The GEAR UP Coordinators will make all necessary arrangements for these workshops. 


	A,B,C,D

	2.2

College and Career Exploration 
	A. The GEAR UP Coordinators will promote GEAR UP student and family participation in the District College Night.

B. The GEAR UP Coordinators will assign, as PEPS follow-up, College and Career Research/Exploration using AZCIS and other web-based programs, as appropriate for particular students.

C. The GEAR UP Coordinators will promote GEAR UP student and family attendance at the local College Goal Sunday event held in February 2010.

D. A Teacher designated by the Principal, will participate in training on the use of Navigation 101.  The lessons will be presented in the Financial Algebra Class, and other classes, if possible. 

E. Sophomore Counselors will schedule and facilitate events in spring 2010 to interpret PLAN (see 2.6) results with all sophomores. 

	A,B,D

	2.3

Service

Learning
	A. The GEAR UP Coordinators will arrange for a half-day Service Learning Training, provided by the Service Learning Consultant from Mesa Public Schools prior to the beginning of the school year, for five GEAR UP teachers, designated by the Principal. 

B. Five trained GEAR UP Teachers will implement service learning projects for GEAR UP students.

C. The GEAR UP Coordinators will collaborate with the five teachers for the purchase of supplies for service learning projects. 


	A,B,C,D

	2.4

College-going Visuals
	The GEAR UP Coordinators will promote cohesion among the entire sophomore cohort by providing t-shirts for GEAR UP students.  A contest will be held for GEAR UP students to submit ideas for 2009-2010 t-shirt designs.


	A,B

	2.5

NYT Curriculum Enhancement


	A. The GEAR UP Coordinators, in collaboration with the Principal, will schedule teacher training through the NYT Learning Network during Fall semester for appropriate teachers, including the Financial Algebra Teachers.
B. The GEAR UP Coordinators will arrange delivery of the NYT during second semester according to GEAR UP Team recommendations. 


	B,C,D

	2.6

Plan/PSAT/ACT/

SAT Prep & Administration


	A. The GEAR UP Coordinators in coordination with the Counseling Department will arrange for use of the ADE AzCIS test prep package (purchased in Year 3), as appropriate, for test preparation. 

B. Counselors and the GEAR UP Coordinators will arrange for 100% of   sophomores to take the PLAN fall semester.

C. Counselors and the GEAR UP Coordinators will facilitate registration for seniors for the SAT/ACT in fall, 2009, and will arrange for test fee waivers and payment of test fees, as needed.


	A, B

	2.7

College Visits
	In coordination with the Principal, the GEAR UP Coordinators will arrange three college visits, consistent with Arizona GEAR UP Minimum Expectations and Guidelines for College Visits. Fifty students will attend each visit. GEAR UP Coordinators will chaperone, along with parent volunteers. Students will visit the following campuses:  ASU – Fall 2009; U of A – Winter; and NAU – Spring 2010

	A,B,C,D

	2.8

Promotion
	A. The GEAR UP Coordinators will work with the Counselors and GEAR UP Teachers to review final grades and credits earned each semester and ensure enrollment in a credit recovery/summer school program for any GEAR UP sophomore falling behind in credits due to failing grades.

B. Throughout the 2009-10 school year, teachers and counselors will refer GEAR UP students requiring credit recovery to A-Plus classrooms according to school policy.

C. The Assistant Principal for Instruction will ensure that Summer School 2010 will offer at least three (3) traditional math classes, as well as A-Plus credit recovery in other subject areas for rising juniors. 

	C,D

	2.9

Dropout Recovery
	The GEAR UP Coordinators, with information provided by the Registration Specialist and the Drop-out Prevention Specialist, will attempt to locate any student who withdraws with a W-4, W-5, S-4 or S-5 code and encourage their re-entry to school.  The GEAR UP Coordinators will document these efforts on weekly services logs submitted to the NAU Office. 


	A,B,C,D

	2.10

SEP 
	GEAR UP Coordinators will :

A. Hold a family information event during second semester with presentation by NAU Summer Enrichment Program (SEP) Director (see 3.1).

B. Ensure that SEP “Application Availability” is announced to students and parents in a timely fashion to ensure meeting all SEP deadlines.
C. Select 100 students for the NAU Summer Enrichment Program (SEP).

D. Work with the NAU Office staff to ensure applications and deposits are made according to prescribed time line.   

E. Before the end of the school year, meet with parents and students attending SEP to discuss packing recommendations and other logistical issues.

F. Meet with parents and students attending SEP shortly before the designated sessions, to collect medication and communicate final arrangements for travel to SEP.
G. Make all necessary travel arrangements for the selected 100 students to attend SEP.


	C, D

	Objective 3
	Increase student and family knowledge  
	Timeline

	Parents and students receive college financial aid information; parents and students have knowledge of academic preparation requirements; students receive career guidance counseling.

	3.1

Family information events / workshops
	The GEAR UP Coordinators, the will host three family information events for GEAR UP families, including:

A. A Sophomore Kick-Off event in fall 2009.

B. A SEP Information Event second semester (see 2.11A).

C. A GEAR UP Scholarship Info Event (See 3.5)


	A,B,C,D

	3.2

Financial Literacy
	GEAR UP Year 4 Financial literacy messages will be distributed through family events (Task 3.1), newsletter articles (Task 3.3), PEPS (Task 1.1) and the Financial Algebra classes (Task 1.8).


	A,B,C,D

	3.3

Family Mailings
	A. The GEAR UP Coordinators will prepare and send two newsletters (one each semester) to all GEAR UP parents, consistent with Arizona GEAR UP minimum standards, ensuring the inclusion of age-appropriate financial aid and college preparation information. The GEAR UP/ACSF Scholarship Brochure will be included as an insert in the first semester newsletter.

B. The GEAR UP Coordinators will prepare and send upcoming event/activities reminders to families at least every six weeks.


	A,B,C,D

	3.4

New Student & Parent Orientation
	A. During the first week of the 2009-2010 school year, the GEAR UP Coordinators will send information for any new GEAR UP students added to the cohort to the NAU Office including: name, SAIS ID number, date of birth, gender, ethnicity, guardian(s) name(s), full address, phone number(s), ELL, IEP and free/reduced lunch status. 

B. The GEAR UP Coordinators will provide an orientation / introduction to GEAR UP, for all new students added after the beginning of the year, in an initial PEPS, and send an ‘introduction / welcome to GEAR UP’ letter to the parents.  

C. The GEAR UP Coordinators will ensure that all new GEAR UP students receive 21st Century Scholar Certificates.


	A,B,C,D

	3.5

GEAR UP/ ACSF Scholarship
	A. The GEAR UP Coordinators will arrange for the ACSF Director of Education to make a presentation to GEAR UP seniors on the procedures for successfully applying for the GEAR UP-ACSF Scholarship.

B. The GEAR UP Coordinators will collaborate with the Senior Counselors to provide follow–up services as needed to help GEAR UP seniors successfully apply for the GEAR UP Scholarship and other scholarships, as appropriate (application assistance, essay writing workshops, letters of recommendation, personal statement & resume workshops, practice interviews, etc.)

C. The GEAR UP Coordinators will make all necessary arrangements for GEAR UP seniors to participate in GEAR UP Scholarship interviews and orientation.
D. The GEAR UP Coordinators will obtain documentation of all non-federal scholarships and submit copies to the NAU Office for cost-share purposes.
E. The GEAR UP Coordinators will work with the Principal to ensure that all sophomores hear about the opportunity for, and value of, the GEAR UP scholarship.  This may be accomplished through scheduling ‘mini-assemblies, once in the fall (during English class periods), and once in the spring (during World History class periods). 


	C, D

	4. Other
	Complete Administrative Responsibilities in a timely and accurate manner
	Timeline

	4.1

GEAR UP “Space”
	Maintain dedicated GEAR UP “space” on the school campus, including the supplies necessary for the performance of typical job duties. 


	A,B,C,D

	4.2

NCCEP Confs.
	A. Five School / District staff (including the GEAR UP Coordinators) will participate in the NCCEP Annual GEAR UP Conference in San Francisco in July 2009. 

B. Four School / District staff (including the GEAR UP Coordinators) will attend the NCCEP Annual GEAR UP Conference in July 2010. 


	A,D

	4.3

Teacher Orientation
	The GEAR UP Coordinators will provide GEAR UP Orientation for 100% of teachers at the beginning of the school year; provide orientation for any teachers who are absent from the teacher in-service, and for any new teachers hired after the start of school, according to Arizona GEAR UP Guidelines for On-Site Teacher Orientation to GEAR UP.


	A,B,C,D

	4.4

Data & Reports
	A. On weekly basis, the GEAR UP Coordinators will submit sign-in sheets and daily service logs to NAU Office for all services / student & parent participation. Sign in sheets and logs must include date and duration of service, as well as Nature of Service (from list of “approved” Nature of Service codes) (Timeline A,B,C,D).
B. The GEAR UP Coordinators will monitor all GEAR UP students’ withdrawals from and returns to school; e-mail enrollment codes and associated dates to NAU Office on a monthly basis. (Timeline A,B,C,D)

C. The GEAR UP Coordinators will provide a copy of each GEAR UP senior’s transcript to NAU Office at the end of each semester, by deadlines indicated on GEAR UP Year 4 Calendar. (Timeline B,C,D)
D. The District Data Liaison will submit all required academic data electronically, each semester, per NAU GEAR UP instructions. (Data includes courses, grades, and credits earned (Timeline C & D), GPAs (Timeline D),  Year-End Status codes (Timeline D), Class Ranks (Timeline D), test data (Timeline C & D), and attendance data (Timeline C).
E. The GEAR UP Coordinators will collaborate with the District Fiscal Liaison to assure monthly submission of GEAR UP Financial Packets to the NAU Office (Timeline A,B,C,D).
F. For new students added to the GEAR UP cohort, the GEAR UP Coordinators will provide entry date and demographic data of new student(s) to NAU Office within one week of entry, including:  name, SAIS ID number, date of birth, gender, ethnicity, guardian(s) name(s), full address, phone number(s), ELL, IEP and free/reduced lunch status (Timeline A,B,C,D).
G. The GEAR UP Coordinators will submit the GEAR UP Professional development report by the deadline indicated on GEAR UP Year 4 Calendar (Timeline C).
H. The GEAR UP Coordinators will administer Teacher Surveys and send the completed surveys to NAU Office by the date indicated on the Year 4 Calendar (Timeline A).
I. The GEAR UP Coordinators will report postsecondary status of GEAR UP 2009 graduates to NAU Office by the date indicated on the Year 4 Calendar (Timeline A).
J. The GEAR UP Coordinators will administer annual GEAR UP Parent & Student Surveys (Timeline C) ensuring a return rate of at least 80% of students and 50% of parents. The GEAR UP Coordinators will send the completed surveys and collated results to the NAU GEAR UP Office by the deadline indicated on GEAR UP Year 4 Calendar.


	A,B,C,D

	4.5

Coordinator Training
	A. The GEAR UP Coordinators will participate in all NAU GEAR UP NAU Office hosted training events.

B. The GEAR UP Coordinators will participate in the GEAR UP Northwest Regional Conference in Spokane, Washington in October 2009.

	A,B

	4.6

Translations
	As applicable and/or necessary, the GEAR UP Coordinators will arrange for translation of all GU documents that are mailed or distributed to students/parents, and for interpreter services for all GU events to which parents are invited.


	A,B,C,D

	4.7

Year 5  Planning
	A. The Principal will select the 2010-2011 GEAR UP Team and provide the information to the GEAR UP Coordinators.  The GEAR UP Coordinators will provide the NAU Office with an updated GEAR UP Team roster by February 1, 2010.   

B. The GEAR UP Team will convene for Year 5 Planning on or before March 31, 2010.

	B, C

	4.8

Admin.  Assistance
	A. The District will hire an administrative assistant for the GEAR UP Office by September 15, 2009.

B. The GEAR UP Coordinators will provide training for the Assistant regarding job responsibilities and GEAR UP requirements.


	A


	Timeline Key

	A:   July 1, 2009 – September 30, 2009
	C:   January 1, 2010 – March 31, 2010

	B:   October 1, 2009 – December 31, 2009
	D:   April 1, 2010 – June 30, 2010
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