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The Presenters 
• WV Higher Education Policy 

Commission 
– Coordinating body for  higher education in WV 
– Division of Student Affairs, who administers GEAR UP 
– Plans, coordinates, and monitors all GEAR UP services for 

students in 10 counties 
 

• Xcalibur, Inc. 
– Developer of SCRIBE for GEAR UP – Longitudinal Student 

Tracking Product 

 



WV GEAR UP 
• Six-year state grant with no cost extension 
• Will serve more than 15,000 students from 

2008-2015 
• 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 Coordinators, 

6 Central Office Staff, and an External Evaluator 

 





Goals of our Discussion 
• To help program staff define challenges in 

workplan management 

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

• Discuss different strategies for improving 
workplan development 

• Discuss strategies for monitoring and 
reporting workplan progress 



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 with… 

– Developing a workplan 
– Managing a workplan 
– Monitoring a workplan 
– Reporting on the workplan 



Setting up your Workplan 

• Where to start 
– From your grant proposal 
– Review of activities from last year 
– Feedback from surveys 
– History/Experience 
– Information received at Annual Conference 

and Capacity Building Workshops 



Choosing Activities 
 Review funding for the year 
 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 

–  Hours   
–  # of services to deliver 
–  Objectives/goals to be met 

 



Matrix Reflects Minimum Level of Activities for FY 2010   *Note:  Additional activities may occur as your budget will allow.

Site Coordinator Grant Activities

 (Per School)
8th 11th 12th 

Substitute Teachers (Salaries and Fringes) X X X Funds to pay site coordinators to attend WV GEAR UP meetings.

Travel Expenses X X X Funds to pay county staff and site coordinators to attend WV GEAR events and professional development 
travel.  GEAR UP does not reimburse students or parents/guardians.

One In-State College Bus Tour (2009 -10) X X X Event must be associated with an in-class learning activity, career exploration, etc.

One In-State Cultural Event X Event may be combined with the college bus tour for the 8th grade class.  Examples of cultural events may 
include a visit to the state capitol, Clay Center, etc.

One Welcome Back to GEAR UP Family 
Event (Fall 2009) X X X X Event must overview Year 2 of  WV GEAR UP planned activities.

One End of Year Family Event (Spring 
2010) X X Event must focus on transition from middle school to high school.

One Parent/Guardian Event X X X X
Event examples include:  Get a Life Program, how to help your student study, financial aid awareness, 
admission standards, etc.  Manditory financial aid focused and college planning event for the 11th and 12 
grade parents.

One Student Event of Your Choice that 
meets GU Goals X X X X Examples include: College/Career Fairs, Job Shadowing, Career Counseling, other.  Must be associated 

with an in-class learning activity.

In-Class and Out-of-Class Events X X X X In-class and out-of-class events that promote GEAR UP goals as your budget allows.  This may include a 
guest speaker, career day, college fair, GEAR UP awareness activities, etc.

One Pre-Approved Professional 
Development On-site Activity for your 
Educators 

X X X X
Focus preference: (1) Using and understanding EXPLORE results to better student education and (2) 
Understanding poverty workshop delivered by Regional Coordinator.  Stipends to GU teachers (only) are 
allowable and must follow county policies.

One Pre-Approved Off-site Professional 
Development Activity for Educators X X X Examples may include: Statewide ACT Conference, Counselor Workshop, Curricular Alignment 

Worskshop, etc.

Equipment/Classroom Enhancements (If in 
school budget)  X X X X

Classroom enhancements is defined as equipment-like items that cost between $1,000 to $4,999 and are 
itemized in your budget.  All classroom enhancements must be inventoried and tagged per WV GEAR UP 
Policy.

Academic Enrichment Activities           
(Categories below)

Approximately 35% of the county budgets are earmarked for academic enrichment activities and these 
types of activities must occur.

Fall and Spring Semester Tutoring  X X
If tutoring is currently in place for 8th grade, then funding must be used to enhance tutoring.  Atleast 150 
contact hours of tutoring per academic semester for the class of 2014 is required.  Allowable tutoring 
expenditures include software in lieu of a person. 

Advanced Placement Testing X* X* X Payment on behalf of an 11th and 12th grade WV GEAR UP student to take an Advance Placement (AP) 
examination who are not eligible for a college board waiver.

ACT and SAT Preparation X* X* X Allowable expenditure if ACT preparation activities are not currently in place at the school.  This includes: 
Saturday school, before, during or after school prep for ACT or ACT prep software purchase. 

Class 

County and School (LEA's) Manditory Workplan for FY 2010

(Anticipated Federal Expenditure Types for Food and Materials and Supplies)

Materials 
and  

Supplies
Comments and Clarifications



Matrix Reflects Minimum Level of Activities for FY 2014   *Note:  Additional activities may occur as your budget will allow including busing students to the 2014 Governor's Honors Symposium

Minimum  Site Coordinator Grant 
Activities

 (Per School) 11th 12th 
Substitute Teachers (Salaries and Fringes) X X Funds to pay substitute teachers when site coordinators attend WV GEAR UP meetings, also may pay for substitutes so that 

chaperones can attend bus trips, for mentors to attend trainings/meetings, or possible other GU events.

Travel Expenses X X Funds to pay county staff and site coordinators to attend WV GEAR events and professional development travel.  GEAR UP does not 
reimburse students or parents/guardians.

One Welcome Back to GEAR UP Family Event (Fall 
2013 - see completion deadline) X X X September 13, 2013 Event must overview Year 6 of WV GEAR UP planned activities.

Three Parent/Guardian/Family Events (see 
completion deadlines) X X X

One by October 31, 2013; 
One by January 31, 2014; 

and One by March 7, 2014.  
Highly recommend 

completing two in fall due to 
possible bad weather in 

winter. 

Event examples include:  Get a Life Program, how to help your student study, financial aid awareness, FAFSA workshop, admission 
standards, utilizing CFWV.com (as a family), etc.  NOTE: ONE event must focus on financial aid and college planning event for the 11th 
and 12 grade parents.

Two SEPARATE In-State College Bus Tours (Fall 
2013/Spring 2014 - see completion deadline) (One for 
11th and one for 12th or two combined) 

X X X
One by December 13, 2013 
and One by March 14, 2014

Event must be associated with an in-class learning activity, career exploration, etc. Event must also include a financial literacy 
counseling component (For example, an activity on the bus ride teaching students about the true costs of college and how they may 
finance college).  Event may be coordinated in conjunction with other event such as job-site visit or student leadership academy.

Collect federally required GEAR UP surveys from 
GEAR UP 11th and 12th grade students (minimum of 
80% response rate required) and GEAR UP Cohort 
Parents (minimum of 50% response rate required)

X X February 1, 2014 Federally required 

In conjunction with Central Office: One College 
Application & Exploration Week (Oct. 14-18, 2013) X X TBA Statewide Initiative -- -- Site Coordinator's role is to ORGANIZE week long events at local school and collect and report appropriate 

data.  

In conjunction with Central Office-One College Goal 
Sunday Event (Feb. 9, 2014). Site Coordinators are 
required to work at a site on the day of the event.

X February 9, 2014 Statewide event -- -- Site Coordinator's role is to promote event and serve as a volunteer on the day of the event. 

One In-State Job Site Visit (see completion deadline) 
-- Required for 12th grade, but may take 11th 
graders if budget permits.

X X X December 13, 2013 Event may be combined with the college bus tour for the 11th grade class.  

One End of Year Family Event (Spring 2014 - see 
completion deadline) X X X April 18, 2014 Event should focus on engaging the community and building a college-going culture

Two Student Events of Your Choice that meet GU 
Goals--One must focus on transition from High 
School to Education and Training after 
graduation

X X X June 6, 2014 Examples include: CFWV.com account creation, College/Career Fairs, Job Shadowing, Career Counseling, other.  Must be associated 
with an in-class learning activity.

Two Pre-Approved On-site Professional 
Development Activities for your Educators X X X One by December 13, 2013 

and  One by June 7, 2014

ONE on-site PD event must focus on how the School/County/Community will sustain college access and success efforts 
after GEAR UP funding concludes.  FY 2013 Sustainability plans should be updated.  The updated report must be submitted to 
Regional Coordinator by agreed-upon date. Other on-site PD focus preference: (1) Using CFWV.com in the classroom, and (2) 
Training educators to use technology or tools purchased by GEAR UP as classroom enhancements.  Stipends to GU teachers (only) 
are allowable and must follow county policies.

One Pre-Approved Off-site Professional 
Development Activity for Educators X X X June 7, 2014 Examples may include: Statewide ACT Conference, Counselor Workshop, Curricular Alignment Workshop, etc.

In conjunction with Central Office: One Statewide 
Student Success Summit (Aug. 4-6, 2013) X X August 4-6, 2013 Site coordinators must bring a school team to the statewide Student Success Summit and coordinate getting their team registered and 

to the event. 

County and School (LEA's) Mandatory Workplan for FY 2014 

(Anticipated Federal Expenditures)

Materials 
and  

Supplies

COMPLETION 
DEADLINE                              

Event Must be 
Comments and Clarifications



Managing the Workplan 

• Training staff 
– 3-step reporting process 
– Activity Description Sheet 
– Data Reporting Calendar 
– Work with your data system 

• Coordinating 
• Management of staff activities 
• Service Summary 



 







Follow up – before next year 

• Student / Parent survey responses 
review 

• Calendar Review  
• Review of the School Personnel Surveys 
• Review of the strengths and weaknesses 

for activities recorded throughout      
the year 
 



What can work for you? 

Key points we want you to leave with 
 
 

• Disseminate information/processes 
• Sharing information  
• Communication 
• Documentation available for 

review 
• Using tracking system as a tool 

 



Service Tracking 



Contact Information 
Adam S. Green,  Ed.D. 

Vice Chancellor 
Division of Student Affairs 

West Virginia Higher Education Policy Commission 
(304) 558-0655 

green@hepc.wvnet.edu 
 

Michelle N. Johnson  
West Virginia GEAR UP, Research and Data Analyst 
West Virginia Higher Education Policy Commission 

(304) 558-0655 
michellej@hepc.wvnet.edu 

 

Jim Brown 
SCRIBE Development Team 

Xcalibur, Inc. 
(703) 896-5700 

jbrown@xcalibur.com  
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