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I. G.E.A.R.-U.P. Mission Statement:
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Gaining
Early
Awareness &

Readiness for
Undergraduate
Programs  
G.E.A.R.-U.P. is a national initiative to encourage more young people to have higher expectations for life, stay in school, study hard, and take the right courses in their academics to go to college. 
G.E.A.R.-U.P. is modeled in part after former President Clinton’s High Hopes for College proposal.  One of the program goals is to enlist every college in the national to collaborate with at least one local middle school in a low income community and help raise expectations; to ensure that students are well prepared for college.  
G.E.A.R.-U.P. also builds on an existing state Early College Program. This new competitive grant program, administered by the U.S. Department of Education, supports early college preparation and awareness activities at both the local and state level.

II. What is a Tutor/Mentor?

Tutor/Mentor is an individual committed to helping a student get his or her life together academically, socially, mentally and physically. He/She is committed to expending the time and energy necessary to help put the student on the right track. The role of the Tutor/Mentor is multifaceted. A Tutor/Mentor is a big brother/sister, role model, and most of all, a friend to the student. More specifically, a Tutor/Mentor’s role is to:

· Be an effective listener
· In some cases, the Tutor/Mentor is one of the few people that the student feels will listen to his or her concerns and problems. 

· Help set short and long term goals
· Convey the idea to the student that if one fails to plan, that person plans to fail.

· Help identify the positive things in life
· Concentrate on his/her strengths and use them as a framework for helping a student overcome his/her weaknesses (ex. What he/she likes about their self).

· Convey there is always “hope”
· Let the student know he or she can be successful, but that “hope” depends on him or her.

· Employ role-playing as a technique; put the shoe on the other foot.
· Place the student in the position of the teacher, parent, and so on, when dealing with the student problems.

· Help develop personal interests and be more involved in/outside of school

· Volunteering

· Boys and Girls Club

· Cheerleading

· Band

· Drama
· Swim Team

· S.G.

· ROTC

· …And more

· Assist with providing tutorial and mentor assistance
· Be sincere and committed
· A student can sense when you are not being sincere or do not have his/her best interests at heart.

· Develop a level of trust
· The trust established between a Tutor/Mentor and the student(s) is of utmost importance if the relationship is to work. 

· Be professional and maintain appropriate interaction
· Discussion of weekend plans [or other such personal topics] does not constitute as appropriate motivation or conversation with the students.

· Serve as a responsible role model 
· For the student who may not have other role models.

· Open a window
· In essence, you are one of the first “windows into the world of work” students will see.  Students will want to follow along your life’s examples and will in-turn form a vision of the future. 
· Express a high appreciation for education
· Show a student that education is very important both in their personal life and future career.

III. Tutor/Mentor Responsibilities
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· Tutor one on one or in small groups.
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· Develop tutoring plan for each student based upon pre-tutoring assessment, teacher input, and G.E.A.R.-U.P. staff recommendations.
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· Act as a mentor/tutor/role model to G.E.A.R.-U.P. students.

	· Provide individual and small group academic instruction.


	
	· Evaluate and document student progress.
	
	· Interact with G.E.A.R.-U.P. students at all times.

	· Act as a chaperone for educational and cultural field trips.
	
	· Document contacts with students and faculty/staff and record activity carried out on a daily basis.
	
	· Other duties as needed to support G.E.A.R.-U.P. grant objectives.




IV. Code of Conduct
[image: image26.wmf]The ethical conduct of our employees and volunteers is essential to G.E.A.R.-U.P.’s success at Gateway High School. Employees and volunteers must act in ways that will merit the continued trust and confidence of the Gateway High School community.

G.E.A.R.-U.P. expects all employees and volunteers must conduct themselves in accordance with the spirit and intent of all relevant laws, and to refrain from illegal, dishonest, or unethical conduct. 

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct. More specifically, any action that may disrupt a classroom activity (such as the use of cell phones and pagers) must be avoided at all times. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with your immediate supervisor. All teachers, counselors, administrators, and school staff should be addressed by their appropriate title. Never address a school representative by his/her first name, you are professionals and therefore should address each other as such.  

V. Attendance and Punctuality

[image: image27.wmf]In order to create and maintain a professional learning environment, G.E.A.R.-U.P. Tutors/Mentors must be reliable and punctual in reporting to work in scheduled classes. Absenteeism and tardiness place a burden on staff, teachers, and most importantly, the students. 
In the rare instances when Tutors/Mentors cannot avoid being late or are unable to work as scheduled...
[image: image5.wmf]Notify Erica Reynoso, GHS-2006 Program Advisor, or Sonia R. Peñaranda-Mena, GHS-2006 Program Assistant, at (407) 935-3600 ext. 3142 as soon as possible.  In the event neither can be reached, refer to the contact sheet for Aida Gonzalez, G.E.A.R.-U.P. Staff Assistant, or Sheri Finely, G.E.A.R.-U.P. Program Coordinator. 
[image: image6.wmf]Poor attendance and excessive tardiness are disruptive to both the teachers and the students and may lead to disciplinary action, including termination.

VI. Dress Code Guidelines
The dress and grooming of G.E.A.R.-U.P. Tutors/Mentors shall be one that promotes a positive educational environment, is non-disruptive of the educational activities and processes of the school, and encourages an image of professionalism. 

[image: image7.wmf]GHS/G.E.A.R.-U.P. ID badges must be worn at all times.
[image: image8.wmf]Violation of the dress code is disruptive to the educational processes and activities that occur inside the classroom. Failure to comply with the aforementioned rules will result in disciplinary action and may result in termination.
Under Osceola County’s School Dress code policy 7.3.5 Wearing Apparel and Accessories, the G.E.A.R.-U.P. staff shall enforce the following rules:

	Do’s
	
	Don’ts
	
	Also…
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Wear clothing that is clean, neat, and good condition.
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Shoes should be appropriate to the activities in which the G.E.A.R.-U.P. Tutor/Mentor will participate.
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Hair and nails must be clean and neatly groomed. Nails should not be excessively long.
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Shorts and skirts are permitted as long as they extend past mid-thigh as per school rules.


	
	· Clothing not properly fastened or with tears that are indecent must not be worn.
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Head coverings (hats, caps, head rags, or skullcaps) must not be worn inside the buildings.
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Dress professionally.  This also includes school functions and field-trips.
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Wear garments and/or jewelry that display/suggest sexual, vulgar, drug, gang or alcohol related wording/graphics or which provoke violence/disruption in the school 
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Never wear clothing that may show your undergarments [at any time]
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Wear clothing that exposes the torso or midriff (ex. tank tops, spaghetti strapped shirts) unless covered by an appropriate jacket or blouse.


	
	

	
	
	
	
	


VII. GHS 2002-2003 Tutor/Mentor Handbook Procedures
A. Procedural Guidelines for Tutor/Mentor

· Clock in at time of arrival unless specified to do otherwise. 

· Check in with Sonia or Erica upon arrival.

· Check the bulletin board for any changes or updates.

· Report to your assigned teacher. 

· Take initiative.  Seek out students by asking them if they need help.

· Fill out the Activity Log for each assigned area during the day.

· Clock in and out for breaks or lunch.

· Check your mailbox for additional information, time sheet, etc.

· Take time to fill out appropriate logs: Tutoring, Grant Time Reporting, and Mentoring. 

· Check-out with Sonia or Erica and Clock-out. 
· At the end of every school week ensure that you have turned in your tutoring binder to Sonia for review before leaving.  
[image: image18.wmf]You are responsible for all your documentation; be accurate and up to date.  Don’t be afraid to ask for help.
B. Payroll Guidelines
· Sonia R. Peñaranda-Mena, GHS-2006 Program Assistant, will provide the Tutors/Mentors with a Time & Effort sheet the last Friday before the end of the pay period to review and sign.  
· Erica Reynoso, GHS-2006 Program Advisor and supervisor, will sign the time sheets in accordance with the time cards for each Tutor/Mentor.

· Completed and signed time sheets will be turned into Aida Gonzalez, G.E.A.R.-U.P. Staff Assistant, on the Monday following the two-week pay period for review and she will make sure that they are turned into payroll by the due date.

· Valencia Part-time employees are paid every two weeks on [every other] Friday.

· Paychecks will be mailed to your home address unless direct deposit is requested from the business office.

· Any questions regarding payroll must be addressed to Aida Gonzalez. She can be reached at (407) 299-5000 ext. 4851.

C. Confidentiality and Child Abuse Issues

Two important issues when working with G.E.A.R.-U.P. students are confidentiality of students’ records and reporting child abuse, neglect, and exploitation. Please read the following sections with care and be prepared to sign an agreement that you understand them and will adhere to all relevant policies. If there is anything you do not understand, please ask Erica to explain or expand upon what is written here.

D. Confidentiality of Students Records

All student records and reports are confidential and should not be discussed with anyone but Sonia, the GHS-2006 Program Assistant and Erica, the GHS-2006 Program Advisor. You may discuss student progress with parents, but you may not give copies of any academic or advising records without a written request from the custodial parent and approval from Erica. You may provide the parents with copies of assignments and homework.

You may discuss the student’s academic progress in a particular subject with the teacher of that subject, but you may not share any other information regarding the student with the teacher. For example, you may talk to the science teacher about Bob’s progress in that subject, but you may not discuss his progress in math with the science teacher. 

[image: image19.wmf]Items that are considered G.E.A.R.-U.P./School student records and are privy to confidentiality include the following:

	Tutoring Log
	
	Referrals

	Participant Profile
	
	Attendance Reports

	Parent Agreement
	
	Student /Parent Survey

	Student tutoring file
	
	Free/Reduce Lunch Reports

	Pre-Tutoring Assessment
	
	Report Cards/Progress Reports

	Tutoring Goals/Objectives
	
	Students in Danger of Failure Report

	All notes in student master file
	
	Student Academic Involvement Report


VIII. Reporting Child Abuse, Neglect, and Exploitation
As a G.E.A.R.-U.P. Tutor/Mentor, you are responsible for reporting child abuse, neglect, or exploitation. Attached are documents which detail the indications of child abuse, the form and number to fax and phone in a report.  
[image: image20.wmf]You must have reasonable cause to suspect that a child has been harmed or is believed to be threatened with harm by a parent, legal custodian, caregiver, or other person responsible for the child’s welfare.
[image: image21.wmf]There are many aspects in defining harm to a child’s welfare that must be examined before making a report. If you suspect that a student you are tutoring is a victim of child abuse, notify your superior [Erica] immediately.  If Erica is at another site, contact Sheri Finley, G.E.A.R.-U.P. Program Coordinator.
[image: image22.wmf]Under no circumstances should you notify the parent(s) or any other family member of the student. Nor should you discuss the suspected abuse, neglect, or exploitation with any G.E.A.R.-U.P. or Gateway High School staff person other than those listed above. 
IX. G.E.A.R.-U.P. General Contact Numbers

	Name
	Title
	Contact Number

	Sonia R. Peñaranda-Mena
	GEAR-UP: GHS-2006 

Program Assistant
	(407) 935-3600 ext. 3143

	Erica Reynoso
	GEAR-UP: GHS-2006 

Program Advisor
	(407) 935-3560 ext. 3143

	Aida Gonzalez
	G.E.A.R.-U.P. Staff Assistant
	(407) 299-5000 ext. 4851

	Sheri Finley
	G.E.A.R.-U.P. Program Coordinator
	(407) 299-5000 ext. 4854


[image: image23.wmf] Contact sheets with home phone numbers, e-mails, and addresses for the GHS-2006 Tutor/Mentor group will be handed at the completion of orientation.  
X. Confidentiality agreement
I, ______________________________, Tutor/Mentor of the G.E.A.R.-U.P. Program at Gateway High School, have thoroughly read and understand the contents of the G.E.A.R.-U.P. Handbook 2002-2003. I understand my responsibilities and what is expected of me in order to fulfill my duties as a G.E.A.R.-U.P. Tutor/Mentor. Furthermore, I understand that any questions or concerns regarding my responsibilities should be consulted with my supervisor.

_________________________________

_______________________

Signature





Date
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