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Goals of our Discussion

• To help program staff define challenges in To help program staff define challenges in 
workplan management

Di  diff  i  f  i i  • Discuss different strategies for improving 
workplan development

• Discuss strategies for monitoring and 
reporting workplan progress

• Discuss aligning the planning,  development,  
tracking and reporting activities for all tracking and reporting activities for all 
program staff



The Presenters

WV Higher Education 
P li  C i i  (HEPC)
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GEAR UP L d lhigher education in WV

• Division of Student Success 
and P-20 Initiatives 

GEAR UP – Longitudinal
Student Tracking Product

and P 20 Initiatives 
administers GEAR UP

• Plans, coordinates, and 
monitors all GEAR UP 
services for students in 10 
counties



West Virginia GEAR UP

• Six-year state grantSix-year state grant
• Will serve more than 13,000 students from 

2008 20142008-2014
• 10 counties, more than 5,000 students per year
• 2014 cohort and 11th and 12th graders each 

year of the grant
• 14 High Schools
• 26 Site Coordinators  3 Regional Coordinators26 Site Coordinators, 3 Regional Coordinators





Definition of the Workplan

• How do you define the Workplan?

– Living document
– Follows grant proposal
– Rigorous and flexible



Challenges with Workplans

• Share with us challenges you experience Share with us challenges you experience 
with…

– Developing a workplan
– Managing a workplang g p
– Monitoring a workplan
– Reporting on the workplanReporting on the workplan



Setting up your Workplan

• Where to startWhere to start
– From your grant proposal

Review of activities from last year– Review of activities from last year
– Feedback from surveys

Hi t /E i– History/Experience
– Information received at Annual Conference and 

Capacity Building WorkshopsCapacity Building Workshops



Choosing Activities
• Review funding for the year

M k   ti iti  t thi  ’  l  d • Make sure activities meet this year’s goals and 
objectives

• Link activities to specific and overall objectives
• Supplement versus supplant
• Approval from Federal Program Officer
• Determine/set expectations• Determine/set expectations

– Hours
# of services to deliver– # of services to deliver

– Objectives/goals to be met





Managing the Workplan

• Training staffTraining staff
– 3-step reporting process

Activity Description Sheet– Activity Description Sheet
– Data Reporting Calendar

W k ith  d t  t– Work with your data system

• Coordinating
• Management of staff activities
• Service Summaryy









Follow up – before next year

• Student / Parent survey responses reviewStudent / Parent survey responses review
• Calendar Review 

R  f h  S h l P l S• Review of the School Personnel Surveys
• Review of the strengths and weaknesses for 

activities recorded throughout the year



What can work for you?

K       l  h

Takeaways

Key points we want you to leave with

• Disseminate information/processesDisseminate information/processes
• Sharing information 

C i ti• Communication
• Documentation available for review
• Using tracking system as a tool



Proactive Planning

C i  f hi  i   il bl   i  
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