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NEVADA STATE GEAR UP
GUIDE AND GLOSSARY FOR
9th and 10th  GRADE DATA ENTRY – 2015-2016
The glossary is designed to provide general guidelines for GEAR UP services, matching, staffing and special definitions for use in making data entries.  If you have questions, please contact Tammy Bolen at 775-687-9243/tbolen@doe.nv.gov or Lori Botelho at 775-687-9222/ lbotelho@doe.nv.gov .
I. Student Services: 
Service Code – Use the Name of Services (Names of Services are underlined below.) and Service Type (Service Type is listed in bold print below). For standard services, the hours and number of sessions are found in parentheses following the Name of Service.  Services should be supported through GEAR UP funds or match funds.

A. Tutoring/Homework Assistance
Tutoring/homework assistance services provide additional academic instruction designed to increase the academic achievement of students. Tutoring can occur one-on-one or in small groups before school, during school, after school, during study or lunch breaks, or on weekends and be provided by GEAR UP staff, hired tutors, teachers, trained peers, and/or volunteers. Tutoring should be recorded by subject area (Mathematics, English/Reading, Science, Other).  

Virtual tutoring/homework assistance: Virtual tutoring services include services that are provided via remote access through the internet or other means. 

NOTE: Data entry needs to indicate whether tutoring is “in-person” or “virtual.” 

B. Rigorous Academic Curricula  

Rigorous Academic Curricula are provided when GEAR UP students are provided career and college readiness level classes that advance their skills and academic performance.  This varies by grade level. The middle grades should be providing classes to accelerate the preparation for high school and beyond. These courses must either be paid for with GEAR UP funds, or qualify as GEAR UP in-kind/match. 
Report ONLY ONE service per student per semester (1 hour per session; 90 sessions only per semester).  Examples include: 


Pre-algebra and Algebra I course work that is above grade level in mathematics or science


AVID



      Foreign Language

C. Comprehensive Mentoring 
Comprehensive mentoring services are provided when GEAR UP staff, teachers, or other school staff identifies students who would benefit from an ongoing supportive relationship with a trained, caring adult or older student, i.e., “mentor.” Mentors meet regularly with their assigned student(s). Meetings may be on or off campus and either during or outside of the school day. Typical issues addressed during mentoring meetings include academic, social, organization or life skill development. Per the 2008 HEOA, comprehensive mentoring  must provide students with financial aid information, and encourage students to stay in school, enroll in rigorous and challenging coursework, apply for postsecondary education, and, if applicable, the GEAR UP scholarship. 

Virtual comprehensive mentoring: Virtual comprehensive mentoring includes services that are provided via remote access through the internet or other means. 

Mentoring Programs may include:

· Traditional mentoring programs that match one youth and one adult. 

· Group mentoring that links one adult with a small group of young people. 

· Team mentoring that involves several adults working with small groups of young people, ideally

 with a ratio of no more than four youth to one adult. 

· Peer mentoring that connects caring youth with other adolescents. 

· E-mentoring that functions via email and the internet. 

NOTE: Data entry needs to indicate whether mentoring is “in-person” or “virtual.”

Identify name of event.  Examples include:



Dean’s Future Scholars (time varies)



The Williams Group (time varies)



Mentoring periods
D. *Counseling/Advising/Academic Plan/Career Counseling 
Counseling/advising/academic planning/career counseling services span a spectrum of activities with individual students or small groups of students. Services are defined as follows: 

Counseling: Discussing personal growth issues such as decision making, problem solving, goal setting, attendance, behavior concerns, or family issues. 

Advising: Providing assistance on course selection (secondary or postsecondary), college and/or career choices, or college and/or career planning. 

Academic planning: Providing assistance on coursework selection, course of study choices, college major selection, assessment advising or interpretation of scores, or assistance with placement tests. 

Career counseling: Providing assistance about career choices, career planning, internships, or career interests.

Virtual counseling/advising/academic planning/career counseling: Virtual Counseling/advising/ academic planning/career counseling include services that are provided via remote access through the internet or other means. 

NOTE: Data entry needs to indicate whether counseling/advising/academic planning/career counseling services are “in-person” or “virtual.”

Examples include:


Academic and Career Counseling/Guaranteed Level of Service (time varies)



ACT, SAT, IB, AP, ASVAB (4 hours)



Career Cruising™ software (10 hours)


Career Fairs (time varies)
*Every student must have an Individual Academic/Learning Plan

E. *Financial Aid Counseling/Advising
Financial aid counseling/advising services assist students understanding and navigating the complexities of financial aid, including providing hands-on assistance with the FAFSA and scholarship applications, presentations on financial aid or literacy, using financial aid or literacy curriculum, and the benefits and how-tos of participation in college savings plans. 

Virtual financial aid counseling/advising: Virtual financial aid/counseling/advising includes services that are provided via remote access through the internet or other means. 

NOTE: Data entry needs to indicate whether financial aid counseling/advising is “in-person” or “virtual.”

Examples include:



Financial Literacy Presentations: 



Budgeting




Checking Accounts




Savings Accounts




Credit
*Every student must receive financial aid counseling/advising

F. *College Visit/College Student Shadowing
College visit/college student shadowing services take place on college campuses.

College visit: A physical visit to a college campus by a student facilitated/supervised/led by GEAR UP staff, teachers, college representatives, or other school staff. College visits should include an official tour, presentation(s) by admissions, financial aid, academic departments, athletics, student affairs, residence life, multicultural affairs, or other college departments. 

College student shadowing: A one-on-one experience in which a middle or high school student spends a day on a college campus with an undergraduate student seeing typical college life.

Virtual college visit: Virtual college visit includes services that are provided via remote access through the internet or other means. Virtual college visits must be facilitated/supervised/led by GEAR UP staff, teachers, or other school staff and include the same elements as a physical college visit. 

NOTE: Data entry needs to indicate whether college visit services are “in-person” or “virtual,” as well as the name and/or type of college visited, i.e., 2- or 4-year college.

Examples include: 


College/University presentations (time varies)


College/University visits (time varies and includes travel time)


College/University fairs (time varies)

*Every student must receive a college visit
G. Job Site Visit/Job Shadowing
Job site visit/job shadowing services offer students exposure to the workplace in an occupational area of interest and reinforces the link between classroom learning, work requirements, and the need for postsecondary education. Students witness the work environment, employability and occupational skills in practice, the value of professional training, and potential career options. 

Job site visit: A physical visit to a local business/work environment facilitated/supervised/led by GEAR UP staff, teachers, or other school staff. Job site visits should include visits to local businesses, employers, and agencies to explore different professions or career selections, and can be followed by job shadowing.

Job shadowing: A one-on-one experience in which a middle or high school student spends a day at a business or work environment with an employee seeing typical job duties.

Virtual job site visit: Virtual job site visit includes services that are provided via remote access through the internet or other means. Virtual job visits must be facilitated/supervised/led by GEAR UP staff, teachers, or other school staff and include the same elements as a physical job visit.

NOTE: Data entry needs to indicate whether job site visit services are “in-person” or “virtual.”

Examples include:


Internships (time varies)



Job Presentations (time varies)



Job Shadowing/Job Site Visits (time varies) 

H. Summer Programs

Summer programs are services that include an experience over one or multiple days during the summer (or other non-school year time, i.e., for year round schools). Summer programs could be a statewide GEAR UP summer camp, a local summer camp funded by GEAR UP, or a residential GEAR UP program hosted by a college/university/community organization, or another camp attended by a GEAR UP student that supports the GEAR UP mission. These programs include academic enrichment, college preparatory programs/camp experience, credit recovery, and/or remediation programs. 

NOTE: Data entry needs to indicate whether summer programs are providing services for “academic enrichment” or “remedial services.” In addition, summer programs may include other services that should be recorded as such, i.e., college visit. 

Examples include:



Summer School (1 hour; 90 hours or equivalent per summer session)



Summer Special Programs, examples include:




Dean’s Future Scholars Camp (time varies)




Talent Search Camp (time varies)



College orientation (time varies)


I. Educational Field Trips
Educational field trips are services during which students leave their school or travel to another location, and include an academic component that is linked to classroom activities. Examples would include a science demonstration on a college campus (the purpose of the event was the science demonstration not a college visit), a class trip to attend a science or history museum linked to curriculum, academic competitions, cultural experiences such as performing arts, museums, or similar activity, and field trips that complement and enhance existing curriculum in key content areas. Educational field trips should be recorded by subject area (Mathematics, English/Reading, Science, Other). 

Examples include:



Animal Ark


Yucca Mountain Nuclear Waste Depository (time varies)




Atomic Energy Museum (time varies)




Special exhibitions or fine arts events (time varies)
J. Workshops
Student Workshops are services that include interactive informational classroom-level or large- or small-group sessions that involve hands-on experience for each student in the workshop. Workshops are offered to groups of students on topics like secondary school success and college awareness, and general elements of college readiness such as study skills, self-monitoring, goal-setting, time management, and problem-solving. This includes guest speakers that motivate students and highlight careers. Workshops are informational in nature and are not intended to provide direct counseling or guidance to individual or small groups of students. Workshops should be recorded by subject area.  

Virtual student workshops: Virtual student workshops include services that are provided via remote access through the internet or other means. 

NOTE: Data entry needs to indicate whether workshops are “in-person” or “virtual.”

K. Family Events/Cultural Events 
Enter both categories of participants in database:    Parents and Students.
Examples include:
Family Awards and Recognition (time varies)

Family Nights (time varies)

Financial Literacy and Financial Aid for Families (time varies)

L. Other – Please specify.

Examples include:



Community Service – Includes Leadership/Student Council and other service-oriented



activities related to GEAR UP (time varies)



Dean’s Future Scholars (time varies)



Talent Search (time varies)
II. Parent Services:
Three entries (services) are required, one for parents in attendance, one for students in attendance, and one for In-Kind Money.  Staff may be counted as in-kind as well.
A. Workshops on College Preparation/Financial Aid/Financial Literacy (hours vary)
1. Workshops of college prep/financial aid services include a parent/guardian or adult family member’s attendance with or without their child(ren) at a workshop that demonstrates how to assist their student with college preparation or financial aid information. These services include informational sessions for parents focusing on college entrance requirements and financial aid opportunities. 

2. Virtual parent/family workshops: Virtual parent/family workshops include services that are provided via remote access through the internet or other means. 

NOTE: Data entry needs to indicate whether workshops are “in-person” or “virtual.”
Examples include:
Budgeting

Checking Accounts

Savings Accounts

Credit
B. Counseling/Advising

Counseling/advising services span a spectrum of activities that can include one-on-one or small group advising for parents/guardians/adult family member designed to meet the specific needs of the individuals engaged in the activity. These services include when a parent/guardian or adult family member meets with the GEAR UP school staff or counselor, with or without a student, to discuss student’s academic goals, college plans, school progress, etc.

Counseling:  Meeting with parents/guardians to discuss student’s personal growth issues such as decision making, goal setting, behavior concerns, family issues, home visits, etc.  

Advising:  Providing individual assistance to parents/guardians on their student’s college choices, college planning, financial aid planning, etc. 

Career Cruising

Examples include:


Individual Learning/Academic Plan



Grade report parent meetings
C. College Visits

College visit services take place on college campuses. These include a physical visit to a college campus by a parent/guardian, with or without a student, facilitated/supervised/led by GEAR UP staff, teachers, college representatives, or other school staff. The primary objective of the event would be to conduct a college visit. The visit should include an official tour, presentation(s) by admissions, academic departments, athletics, student affairs, residence life, multicultural affairs, or other college departments. 

Virtual college visits: Virtual parent/guardian college visits includes services that are provided via remote access through the internet or other means. Virtual college visits must be facilitated/supervised/led by GEAR UP staff, teachers, or other school staff and include the same elements as a physical college visit. 

NOTE: Data entry needs to indicate whether college visit services are “in-person” or “virtual,” as well as the name and/or type of college visited, i.e., 2- or 4-year college.

Examples include:


College/University Presentations (time varies)



College/University Visits (time varies, and includes travel time)



College/University Fairs (time varies)



College/University Orientation (time varies)
D. Family Events

Family events are services in which parents or families participate. These services involve GEAR UP students and their families/guardians or just their parents/guardians. Family events include GEAR UP activities that recognize the role of families in student success, and are not defined under a previous category.

Family events, such as GEAR UP, math and reading nights and cultural events (hours may vary)

E. Other (Describe in Service Name) – Please specify. 
Examples include life skills, drug and dropout prevention, motivational speakers, etc.
Teacher Services: GEAR UP Sponsored Professional Development. Professional Development should be paid from or a match to GEAR UP funds.

Examples include:

STEM


Regional Professional Development Centers


GEAR UP trainings, conferences and meetings
III. School Services:

A. Curriculum Development 
 Design for learning which is planned and guided by the school, district and /or state
B. Reform Efforts
Understanding what works in education and how to go about successful teaching and learning.  Examples include conferences, working, professional development provided by:  Implementation of the new Common Core State Standards and Assessments, International Center for Leadership in Education, AVID, Partnership for 21st Century Learning, Academy models, Breaking Ranks, Professional Learning Communities (PLC), etc.
C. Other (Describe in Service Name) 
IV. In-Kind/Matching Requirements:
GEAR UP requires a dollar-for-dollar match of federal funds.  For every dollar received, at least $1 of state or private funds must be contributed in the form of cash or documented contributions of time or materials. Service time or goods paid for with federal or GEAR UP funds do not qualify. All forms must be signed attesting to the information provided on the forms. 
A. In-Kind Goods & Services Form:

1. All donations of goods or services to the GEAR UP program must be documented.  Examples include; cash, volunteer or staff time value, including educational institution staff benefits, supplies, food and service donated to service sites; and items of value or other donated resources. Examples of items not included are facility space at the home school or businessperson/volunteer benefits.

2. Common time valuations for volunteers:

a. $20.00/hour for college students and parent volunteers

b. $30.00/hour for business and community-based organization positions and graduate students

c. $40.00/hour for professional positions and managerial positions

d. $50.00/hour for executive positions

e. Higher amounts for some consultants/speakers, etc.

B. In-Kind Administration Form:  District/administrative personnel who spend a percentage of their time on GEAR UP will use this form; one employee per form. Your data entry will show last name, title and the annual amount of salary and benefits.  The date will be the end of the school year. 

C. In-Kind Teacher/Counselor/Staff Form:  Teacher/counselor/staff time spent planning or implementing GEAR UP activities that is beyond the normal contract hours is documented on a monthly basis. This should be actual time, meaning an after- the-fact determination. 

D. GEAR UP Services Sheet: A versatile form that can be customized for multiple uses: 

1. Sign-in sheet to record attendees for parent services and/or student services 

2. Sign-in sheet for vendors at a career fair, college visit or presentation

3. Calculations of “in-kind/match amounts” 

4. Document data entry of the service

· Description:  Brief sentence about the service.

· Date Occurred:

For a multi-day service, enter the final date of the event.

For an event that lasts throughout a semester or the school year, enter the last day of the event, or the final day of the school year, such as June 30, 2016.

· Budget Category:  Use Federal categories for GEAR UP match/in-kind

1. Salaries and Wages

2. Employee Benefits

3. Travel

4. Materials and Supplies (includes equipment under $5,000)

5. Consultants and Contracts

6. Other:

a.  Property/Equipment:  Items of value costing at least $5,000.

b. Conferences, professional association memberships, admission or entry fee discounts, etc.
7. IDC (Indirect costs:  DO NOT USE THIS CATEGORY!!)  This section is for State, UNR, UNLV, and NSHE only.

8. Scholarships/tuition assistance/summer school fees/summer camp tuition.
V.  Staffing Requirements

A. List every staff person once for every school year he/she contributes.
1.
Title:  These are the only titles available to use in the database.

a. Assistant Principal

b. Program Assistant / Support Staff

c. Coordinator / Facilitator

d. Counselor

e. State Coordinator

f. District Administrator

g. Principal

h. Professor

i. Teacher

j. Teacher Aid

k. Tutor

l. Data Analyst

Source of Funding for the Position

A staff member must be paid via GEAR UP funds to be listed as “GEAR UP”.  The “MATCH” staff member designation is to be used for individuals contributing time that is paid by any non-federal source/contributor.
B. Professional Development

Please indicate the GEAR UP-sponsored professional development, and the average hours of professional development. 

Types of professional development include Curriculum Development, School Redesign, AVID, International Center for Leadership in Education (ICLE), Counselor In-Services and GEAR UP Training. Please email Lori Botelho at lbotelho@doe.nv.gov if you need assistance.

VI. Performing at Grade Level

This data will be uploaded by the Nevada Department of Education based on the student’s previous year’s CRT scores
VII. Special Definitions

A.
Homeless Children and Youths:

1. Individuals who lack a fixed, regular, and adequate nighttime residence [within the meaning of section 103(a)(1)]; and

2. Includes:

a.
Children and youth who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar reason; are living in motels, hotels, trailer parks* or campgrounds due to the lack of alternative adequate accommodations; are living in emergency or transitional shelters; are abandoned in hospitals; or are awaiting foster care placement;

b.
Children and youth who have a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings [within the meaning of 103(a)(2)(C)];

a. Children and youth who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations, or similar settings; and 

b. Migratory children (as such term is defined in section 1309 of the Elementary and Secondary Education Act of 1965) who qualify as homeless for the purposes of this subtitle because the children are living in circumstances described in clauses a through c, above.

*
If the trailer is on wheels, the student would be considered Homeless. Trailers/mobile homes on a temporary or permanent foundation are not included in the Homeless designation.  Students living on Native American/Indian Reservations are also not included in the Homeless designation. 

B.
Limited English Proficiency (LEP): (Be sure to check the LEP box to enter LEP students.)

To qualify as LEP students, school districts in Nevada use an Initial Identification Assessment. This assessment is updated annually.
C. Individual Education Plan (IEP) (Be sure to check the IEP box to enter IEP students.)

To qualify as IEP students, school districts in Nevada use an Initial Identification Assessment. This assessment is updated annually.
Contacts:
	Tammy Bolen
Nevada GEAR UP State Director
Nevada Department of Education

700 East Fifth Street, Room 110

Carson City, Nevada  89701-5096

(775) 687-9243    Fax:  (775) 687-9250

tbolen@doe.nv.gov
Lori Botelho, GEAR UP Assistant Director
Nevada Department of Education
(775) 687-9222   Fax:  (775) 687-9250

lbotelho@doe.nv.gov

	Patti Hayden, Program Assistant, CCSD
(702) 799-8462     Fax: (702) 799-8460
plhayden@interact.ccsd.net   
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