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Guidelines for On-Site Staff Orientation to GEAR UP 
I.  PURPOSE 

The annual staff orientation is a means for providing general information about the GEAR UP project and specific information about the annual GEAR UP Work Plan to all school staff.  This helps garner support for the project and its mission.  
II. PARTICIPANTS
Participants include school staff administrators, teachers, counselors and all other staff who regularly interact with students and families.

III. SCHEDULING/LOGISTICS
The orientation should ideally take place during pre-service week, prior to the first day of school.  Coordinators should work with their Principals to be included on the agenda for an adequate period of time to provide the information.   
Coordinators will arrange to orient any teachers absent from the orientation and any new teachers hired after the beginning of the school year individually or in small groups.
IV. PROGRAM/AGENDA/CONTENT*
1.  Define GEAR UP

a.
Its mission is to significantly increase the number of low-income students who are prepared to enter and succeed in post secondary education.

b. 
GEAR UP stands for Gaining Early Awareness and Readiness for 

Undergraduate Programs.
c.
GEAR UP is a national initiative funded through the US Dept of Education; NAU received a GEAR UP grant from the US Dept of Ed to provide services at our school, as well as 5 other high schools around Arizona. 

d.
Explain the “cohort” approach – all students in defined cohort are eligible for GEAR UP services. This is the 4th year of the 6 year grant cycle.  Services began in the middle schools when the students were in 7th grade.
e.
Scholarship component – there is money for scholarships – GEAR UP students who maintain a GPA of 2.5 have a very good chance of receiving a scholarship, but they have to apply as seniors.
2.
Introduce GEAR UP Team
3.
Provide highlights from your Work Plan

a.
Briefly cover some of the major events and services GEAR UP will be providing to students in current year.
b.
Describe accountability/data requirements including, need for sign in sheets at various student and parent activities, information about staff development taken and needed/desired.

c.
Acknowledge teachers/staff by name who are already committed to a GEAR UP initiative or activity in the current year – or, staff who were instrumental in the prior year.

4.
Describe ways in which they can work with you to help students succeed (your mutual goal).  E.g., recommending students that could benefit from a mentor/grad guide; referring students for counseling, absence intervention, etc.  


5.
Introduce the concept of “cost-share”; explain that when they contribute time to a GEAR UP initiative you will be asking them to sign a “contribution of effort” form.

6.
Ask if they have any questions.
* Coordinators may chose to use the orientation power-point provided by the NAU GEAR UP Office.

V.  DOCUMENTATION
Sign-in sheets will be used to document staff attendance at the pre-service orientation and sent to the NAU GEAR UP Office.  
Coordinators will document individual teacher orientations done throughout the year on daily service logs, which are faxed to the NAU GEAR UP Office weekly. 


