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LA GEAR UP Revisited    
LA GEAR UP is a college access and readiness initiative within the Louisiana Office of 
Student Financial Assistance (LOSFA).  
 
LA GEAR UP is the acronym for Louisiana’s Gaining Early Awareness and Readiness for 
Undergraduate Programs. In 2002, the U.S. Department of Education awarded Louisiana 
a six-year, $12.5 million GEAR UP grant, which became a $15 million award, and in 2008, 
a second six-year grant, this time for $18 million. LA GEAR UP’s mission is to increase the 
number of low income students who graduate from high school and enroll and succeed 
in postsecondary education.  
 
LA GEAR UP’s focus is on a cohort group of students from schools throughout Louisiana 
that have been invited to join the program because their students meet certain 
economic and academic criteria indicating a strong need for intervention.  
 
Since academic year 2008-09, when LA GEAR UP began with a 6th and 7th grade cohort, 
we have offered academic enrichment opportunities, college awareness activities, and 
financial support for higher education. We will continue to work with this cohort through 
academic year 2013-14, when students will have completed the 11th and 12th grades.   
 
For A map of schools currently served by the grant, see Appendix A.  
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Overview:  On-Site School Coordinators (OSSCs)  
 
For AY 2013-14 OSSCs will provide administrative support and serve as the primary liaison 
between teachers, students, parents, and the assigned LA GEAR UP Program 
Coordinator in an effort to promote post-secondary awareness.  
 
High School principals are responsible for assigning roles related to the administration of 
the Louisiana GEAR UP grant on their respective campuses.  Individuals selected are 
subject to the approval of a representative of the local education agency or school 
board and Louisiana GEAR UP.  The On-Site School Coordinator and Explorers’ Club 
Sponsor at a school must be two different individuals. 
 
The OSSC may be a teacher, librarian, or professional school counselor.  Principals are 
allowed to serve in this capacity but will not receive a stipend. School or district-based 
professionals other than those listed may serve in the OSSC role upon written approval 
from Louisiana GEAR UP. Approval may be sought via an email to a school’s 
designated LA GEAR UP Program Coordinator. 
 
Each OSSC is assigned a Program Coordinator within the Baton Rouge office, as follows:  
 
Staff Email Address Office Phone District Assignments 
Dianna Frank dianna.frank@la.gov 225 219-9409 Avoyelles, Iberia, 

Morehouse, 
Richland, Union  

Denise Jacobs denise.jacobs@la.gov 225-219-9443 EBR, Red River, 
Sabine  

Savitri Scott savitri.scott@la.gov 225-219-9372 East Feliciana, 
Iberville, Orleans, St. 
John the Baptist  

 
For a complete list of LA GEAR UP contacts, see Appendix B. 

 
 
Program Coordinators should be considered resources. They will provide on-going 
support and technical assistance to schools in their designated geographic areas of 
responsibility to ensure compliance with the GEAR UP grant requirements. Program 
Coordinators will establish and maintain on-going collaborative efforts to provide 
opportunities for college access and success to members of the LA GEAR UP cohort 
resulting in the number of low income students entering and succeeding in 
postsecondary education in Louisiana.   
 
If OSSCs experience any difficulty implementing LA GEAR UP activities or have any 
problems or concerns, contact the appropriate Program Coordinator.  
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Roles and Responsibilities of On-Site School Coordinators (OSSCs)  
OSSCs must sign a contract agreeing to assist in LA GEAR UP’s mission to Increase the 
number of low income students who graduate from high school and enroll and 
succeed in postsecondary education, by implementing LA GEAR UP and respective 
school-wide reform initiatives. In general, OSSCs provide administrative support and 
serve as a liaison between the teachers, students, parents, and LA GEAR UP; facilitate 
implementation of targeted LA GEAR UP initiatives as set forth in the district/school 
contract; ensure widespread participation in LA GEAR UP activities; and assist with 
gathering student and teacher data necessary for annual reporting. 
 
Specific OSSC responsibilities are listed below and expanded upon throughout this 
document:    
 

• Facilitate widespread student and parent engagement with Louisiana Connect  
• Build widespread cohort participation and awareness of LA GEAR UP initiatives 

and associated activities  
• Establish a calendar of associated events and activities  
• Facilitate planning, implementation, and connection of LA GEAR UP Standard 

Initiatives  
• Facilitate planning, implementation, and connection of LA GEAR UP Special 

Initiatives to targeted goals, including the collection and analysis of information 
for Make a Difference grant Final Reports 

• Monitor and document all budgetary expenditures using LA GEAR UP funds  
• Serve as Site Coordinator for Louisiana College Application Week  
• Complete Modules 1, 2, & 3 of the online course for the SREB Collaborative 

Counselor Training Initiative  
 

• Reporting:  
o Assist with gathering and documenting student, parent, and teacher data to 

include but not limited to pre- and post-surveys and scores/grades necessary 
for monthly reporting of activities and evaluation, including special data 
required for the Annual Performance Report. 

o Monitor and document all budgetary expenditures using LA GEAR UP funds 
and oversee the dissemination of invoices and receipts (to the district for 
reimbursement)   

o Utilize Louisiana Connect’s Journal feature to facilitate student level activity 
reporting 

o Collect time & effort documentation for the purpose of documenting match 
requirements 

o Report the completion of Explorers’ Club scheduled activities with the 
assigned LA GEAR UP Program Coordinator  

o Collect and analyze information for Make a Difference grant final reports 
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Facilitate widespread student and parent engagement with Louisiana Connect   
 

https://www.louisianaconnect.org/ 
 

Louisiana Connect provides comprehensive college and career planning resources for 
schools, counselors, students and parents. These resources will assist students in the 
process of creating a postsecondary plan that promotes college and workforce 
readiness, identifies promising careers and advancement opportunities, and facilitates 
the transition from secondary to postsecondary education.  
 
LA GEAR UP is continually working to align its program and initiatives with Louisiana 
Connect. Thus far, Explorers’ Club modules incorporate Louisiana Connect; RFS 
Scholarship selection is integrated with Louisiana Connect; and LA GEAR UP Quarterly 
reporting is partially integrated.  
 
Louisiana Connect highlights include:   
 
Individual Graduation Plan: Integration of state-mandated Individual Graduation Plan 
(5-Year Plan), driving all 8th-12th grade students to the web portal  

Data Integration: Louisiana Department of Education student data loaded into the web 
portal, pre-populating student profiles, and driving college, scholarship and career 
matching  

College Searching & Matching: Guided college searching, matching and comparison 
tools  

Scholarship Searching & Matching: Scholarship searching and matching, including the 
ability for counselors to upload local scholarships  

Career Exploration & Planning: Interest, Skills & Values assessments mapped to 
occupation profiles, internships, and career planning strategies  

Dashboards & Reporting: Resources that empower counselors to help students stay on 
track to graduate  
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Build widespread cohort participation and awareness of LA GEAR UP initiatives and 
associated activities 

 
One strategy for building widespread cohort participation is utilizing the 
Communication Center function of Louisiana Connect to promote LA GEAR UP events. 
Students will view events from "Home > Calendar > Events.”   
 

 
 
In keeping with current networking trends, LA GEAR UP has developed new lines of 
communication through Facebook and Twitter. The LA GEAR UP website has been 
updated, and online newsletters frequently provide OSSCs with updates.  
 
Publicizing the program through electronic communication is an efficient vehicle for 
disseminating information; this mode of communication also allows for immediate 
feedback through our comment sections.   
 
On-Site School Coordinators are encouraged to fully utilize all these online tools to 
publicize LA GEAR UP initiatives and associated activities.  
 
Another way to build widespread cohort participation and awareness is to recruit as 
many students as possible into Explorers’ Clubs, which have been restructured, 
improved and tailored to the transition needs of 11th and 12th grade.  
 
Lastly, take advantage of LA GEAR UP promotional materials, like the handouts LA 
GEAR UP creates for Year-Long Literacy Projects, and talk to other OSSCs about their 
promotional efforts.  
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Establish a calendar of associated events and activities  
 
OSSCs must establish a working calendar or schedule associated with LA GEAR UP 
events. Use the timeline below to get started on your own system.   
 
  
July 7-12 Summer Institute Training 
August 1 Contract begins  
September 2 RFS 2013-14 Competition opens (Standard Initiative)  
September 16 Essay Contest opens (Standard Initiative)  
October 1 Surveys Available online  
October 31 1st Quarter ends—reports due LGUP & invoices due 

districts   
November 15 Surveys due  
November 16 Essay Contest ends  
December 31 2nd Quarter ends—reports due LGUP & invoices due 

districts   
January 15 Poetry Contest begins (Standard Initiative)  
January 31 Last day for Financial Aid Presentations (Standard 

Initiative)   
February 14 Last date for purchase of materials & supplies  
February 16 College Goal Sunday  
February 16 RFS 2013-14 Competition closes  
March 31 3rd Quarter ends—reports due LA GEAR UP and 

invoices due districts  
April 29 Last date for expenditures other than materials & 

supplies  
Spring 2014 Explorers’ Club Leadership Summit (Standard 

Initiative)  
Spring/Summer 2014 Project Director’s Challenge opens (Standard 

Initiative)  
May 15 Contract ends  
May 15 4th Quarter ends—reports due LA GEAR UP and  

invoices due districts  
May 25 Final requests for reimbursement for all expenditures 

except payroll for the month of May must be 
received  

May 30  Final Reports due  
June 20 Final requests for reimbursement of payroll for the 

month of May  
August 5 Project Director’s Challenge due (by students)  
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To create a calendar in Louisiana Connect  
 
Home > Communications Center > Events > Add/Edit Event    
 

1. Enter an event and details.  
 

 
 
 
 

2. Create a description and email others about the event.  
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3. The final product  
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Facilitate planning, implementation, and connection of LA GEAR UP Standard Initiatives 

Standard Initiatives  
Unlike Special Initiatives (next page), Standard Initiatives are value-added initiatives 
across all LA GEAR UP schools. Participation in each is a component of each school’s 
Performance Profile Score.  
 
LOSFA Financial Aid Presentations: The OSSC is expected to facilitate planning, 
implementation, and connection of this Standard Initiative and provide deliverables 
within the Quarter in which the financial aid presentation or workshop occurs.  
 
Rewards for Success Scholarships: The OSSC will facilitate planning, implementation, 
and promotion of this Standard Initiative by facilitating the widespread student and 
parent engagement with Louisiana Connect. The OSSC will provide LA GEAR UP with 
data not reported in Louisiana Connect as requested in a timely manner. The Louisiana 
Connect RFS Guide is available at http://lagearup.com.  

 
Summer/Academic-Year Learning Projects —an interconnected three-part program 
spanning the calendar year: Summer Transition Programs, Academic-Year Explorers’ 
Clubs, and the Summer Institute Training (Professional Development)  
  

Summer Transition Programs: The OSSC will facilitate planning, implementation, and 
promotion of this Standard Initiative by systematically scheduling access to 
computers so that students can complete STP applications. In addition, OSSCs or 
Explorers Club Sponsors are expected to work with Explorers’ Club members to plan 
and host STP information sessions featuring previous STP participants as guest 
speakers.   
 
Explorers’ Clubs:  While the Explorers’ Club Sponsor will manage the Club and all 
associated activities the OSSC will report Explorers’ Club activity and budget 
expenditures via Quarterly reporting.  
 
Summer Training Institute: The OSSC will complete Modules 1, 2, & 3 of the online 
course for the SREB Collaborative Counselor Training Initiative (CCTI)    
 
Year-Long Literacy Projects:  The OSSC will facilitate planning,  
implementation, and connection of this Standard Initiative by promoting  
widespread participation in writing contests and providing LA GEAR UP with required  
documentation.  Integrate literacy projects into English courses for best results 

 
Detailed descriptions of each Standard Initiative follow.  
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LOSFA Financial Aid Presentations  
 
DESCRIPTION: LA GEAR UP, through the Louisiana Office of Student Financial Assistance 
(LOSFA), will offer grade-specific financial aid awareness presentations to provide 
students and parents with information, resources, and encouragement to pursue 
financial resources for college. Presentations focus on planning for postsecondary 
education.  LA GEAR UP program coordinators will provide presentations on the 
following topics:  
 

• TOPS (Including TOPS Tech) 
Louisiana’s premier merit based scholarship 

• Financial Aid Overview 
Information on scholarships, grants and loans 

• FAFSA 
The Free Application for Federal Student Aid 

• Surfing the Web for Financial Aid 
Making the most of the internet to maximize financial aid opportunities 

 
REFORM TARGET: College and Career Readiness, Academic Performance 
 
NATIONAL OBJECTIVE(S): Increase the academic performance and preparation for 
postsecondary education for GEAR UP students. 
 
STATE OBJECTIVE(S):  Provide meaningful financial advice and aid to all LA GEAR UP 
students 
 
DELIVERABLES:  

• Sign-in sheets  
• Louisiana Connect Journal Entries  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Address questions & concerns to Program Coordinators. See page 3 for contact information. 
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Rewards for Success Scholarships  
 
DESCRIPTION: RFS Scholarships are competitively awarded based on a diverse set of 
criteria indicating whether students have a reasonable probability of completing high 
school and college successfully: academic achievement, student responsibility, and 
parental involvement. Individual students can earn $250, $500, and $1,000 awards 
totaling approximately $200,000 annually. Scholarship funds will be invested in individual 
college trust fund accounts in the START Savings Program, Louisiana’s 529 College 
Savings Plan, where they not only earn interest but income-based earning 
enhancements as well. When RFS recipients enter college, funds will be disbursed (upon 
request) to the appropriate college or university and used to pay qualified college 
educational costs such as tuition, room and board, books, and fees.   
 
RFS has been integrated into the Louisiana Connect College and Career Readiness 
web portal. This shifts RFS into an automated student identification/award system and 
eliminates the paper application process, which minimizes the transmittal of sensitive 
student data on paper. LA GEAR UP is developing the capacity to aggregate key data 
available in the State’s longitudinal data systems, accessible within Louisiana Connect, 
with student and parent portal activity data into a student scholarship eligibility 
system.  This student and parent portal activity will serve as the application for RFS in the 
2013-14 academic year.   
 
The ultimate goal is to utilize the indicators of college readiness and success already 
employed in the RFS process with a) additional such indicators/activities available 
within Louisiana Connect and b) other LA GEAR UP activities, including Explorers’ Club 
and STP activities currently not factored into eligibility. This will allow for students to 
receive credit towards their RFS eligibility for participation in LA GEAR UP Standard 
Initiatives.  Also, students will be able to monitor their progress for completion of 
activities which lead to points for RFS within the portal beginning in academic-year 
2013-14.  The Louisiana Connect Student RFS Guide can be found at 
http://lagearup.com/.  
 
REFORM TARGET: College and Career Readiness, Academic Performance 
 
NATIONAL OBJECTIVE(S): Increase the academic performance and preparation for 
postsecondary education for GEAR UP students. 
 
STATE OBJECTIVE(S): Provide information networks which ensure continuous access to 
accurate information regarding postsecondary education opportunities and career 
options. 
 
 
 
 

 
Address questions & concerns  to Program Coordinators. See page 3 for contact information. 
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Summer/Academic-Year Learning Projects: Summer Transition Programs  
 
DESCRIPTION: Summer Transition Programs (STPs) are free one-week residential 
experiences hosted on university campuses. While themes vary, all STPs provide ACT 
preparation and academic support, including development of a college preparation 
action plan via Louisiana Connect and opportunities to talk with college recruiters 
about admission procedures and financial assistance. Students get the full college 
experience while living in residence halls, eating in campus dining halls, engaging in 
explorations, and utilizing the unique recreational opportunities each host university 
offers. College undergraduates serve as mentors and counselors.  
 
The summer programs are followed by academic-year activities (Explorers’ Clubs) 
designed to sustain summer learning, leadership training, and school and community 
service projects.  

 
During summer 2013, Summer Transition Programs provide students with the skills 
necessary to effectively transition from 11th and 12th grade to postsecondary 
education while affording them the opportunity to experience life on a college 
campus. 
 
Each student attending a 2013 STP will leave equipped with: 

• A plan and a timeline to assist in the academic preparation for postsecondary 
admission success, including an ACT study plan 

• A plan and timeline for completion of tasks associated with the practical aspects 
of preparing and applying for college and financial aid 

• An active Louisiana Connect account to be used in formulating, implementing 
and tracking their plan for applying for college and financial aid 

• An idea of what living on a college campus is like as a motivation to return to 
college. 

 
Summer Transition Programs were open to all LA GEAR UP students and are completely 
free of charge. LA GEAR UP provides transportation, living expenses, meals, materials, 
and all other costs associated with STPs.  
 
REFORM TARGET: College and Career Readiness, Academic Performance 
 
NATIONAL OBJECTIVE(S): Increase the academic performance and preparation for 
postsecondary education for GEAR UP students. 
 
STATE OBJECTIVE(S): Enhance students’ academic preparation 
 
DELIVERABLES:  

• Sign-in sheets from promotional meetings  
• Louisiana Connect Journal Entries  

 
 

Address questions & concerns to Program Coordinators. See page 3 for contact information. 
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Summer/Academic-Year Learning Projects: Explorers’ Clubs  
 
DESCRIPTION: Explorers Clubs are based on the peer leadership model and extend the 
benefits of Summer Transition Programs throughout the academic year, charging 
members to make the right personal decisions to ensure that they are prepared to 
enter and succeed in postsecondary education. As emerging school leaders, Explorers’ 
Club members have a dual responsibility to create and follow a personal Action Plan 
and support the postsecondary aspirations of other LA GEAR UP students at their school 
site.  See Appendix C for a special update on Explorers Club Management. 
 
The Explorers Club Leadership Summit is the highlight of the Explorers’ Club and 
provides a forum for Clubs to present the outcomes of their Action Plans each spring. 
Officers from across the state prepare presentations to share the results of their work.  
Two parents from each LA GEAR UP school are also invited to attend the parent portion 
of the Summit—the Preparing Parents for Possibilities Conference (P3). Like students, 
parents are hosted at an area hotel and attend a variety of information sessions 
focused on postsecondary education.  
 
REFORM TARGET: College and Career Readiness, Academic Performance 
 
NATIONAL OBJECTIVE(S): Increase the academic performance and preparation for 
postsecondary education for GEAR UP students. 
 
STATE OBJECTIVE(S): Enhance students’ academic preparation, leadership skills and 
career awareness, provide additional academic support to students who are 
challenged by more rigorous coursework, and provide information networks which 
ensure continuous access to accurate information regarding postsecondary education 
opportunities and career options. 
 
DELIVERABLES: Aligned with Focus Training  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Address questions & concerns to Program Coordinators. See page 3 for contact information. 
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Summer/Academic-Year Learning Projects: Summer Institute 
Training/Collaborative Counseling Training Initiative   
 
DESCRIPTION: The Louisiana GEAR UP Summer Institute is designed to provide training, 
resources, and academic-year support in academic and career planning, current 
counseling trends and issues, as well as assistance in planning academic-year activities 
to support the overall goals of LA GEAR UP. Summer Institute Training is available to On-
Site School Coordinators, Explorers’ Club Sponsors, Professional School Counselors, 
School Principals, and District Administrators.  
 
New! As of summer 2013, LA GEAR UP has partnered with The Collaborative Counselor 
Training Initiative (CCTI) to present training modules at the LA GEAR UP 2013 Summer 
Institute as well as in follow-up online sessions.  The CCTI’s emphasis is consistent with LA 
GEAR UP’s emphasis on the transition to college and postsecondary achievement.  
 
Content includes sessions on communicating with students from diverse cultural 
backgrounds, creating a college-going school culture, career planning, academic 
planning, postsecondary choice, financial literacy, financial aid, college admissions 
testing, and the college application process. Modules 1, 2, and 3 include:  
 
Building a College-Going Culture for All Students: This module includes four 
sessions: Introduction to the Counselor’s Role in Student Career and Academic 
Planning; Creating a College Going Mission; Understanding and Working with 
Diverse Populations; and Communicating Effectively with Diverse Student 
Populations. 
 
College, Career and Academic Planning: This module includes four sessions: 
Engaging Students in Early Career Awareness and Planning; Using Data to Guide 
Academic Planning; Academic Planning Part II; and College/Postsecondary 
Choice. 
 
Financial Aid and College Applications: This module includes four 
sessions which address financial literacy, financial aid, completing the 
FAFSA and preparing college applications. This module focuses on the 
counselor’s role in counseling both students and parents in financial aid 
and college preparation. 
 
REFORM TARGET: Professional Development, College and Career Readiness, Academic 
Performance 
 
NATIONAL OBJECTIVE(S): Increase the academic performance and preparation for 
postsecondary education for GEAR UP students. 
 
STATE OBJECTIVE(S): Enhance students’ academic preparation, leadership skills and 
career awareness, provide additional academic support to students who are 
challenged by more rigorous coursework, and provide information networks which 
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ensure continuous access to accurate information regarding postsecondary education 
opportunities and career options. 
 
QUARTERLY REPORTING DELIVERABLES:  

• Sign in sheets 
• Louisiana Connect journal entries  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Address questions & concerns to Program Coordinators. See page 3 for contact information. 
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Year-Long Literacy Contests  
 
DESCRIPTION: The Essay Contest, Poetry Contest, and Project Director’s Challenge 
encourage writing across the curriculum and target academic achievement through 
writing (and reading). Topics align with the Louisiana Language Arts Content Standards 
and focus on connecting student experiences to future aspirations. Competitions 
challenge students and provide opportunities to explore and develop writing abilities in 
the areas of narration, exposition, description, and poetry. Selected winners from each 
grade level receive monetary prizes. In addition: 
 

• ELA teachers and/or assisting teachers will receive stipend awards ($50) for 
judging the contests (individual teacher stipends are not to exceed $50) 

• A maximum of two teachers per grade-level will be awarded stipends 
• Teacher stipends will only be awarded for double-digit (or higher) submission 

rates per teacher (Individual teacher stipends will not be awarded for judging 
fewer than 10 entries.)  

 
REFORM TARGET: College and Career Readiness, Academic Performance 
 
NATIONAL OBJECTIVE(S): Increase the academic performance and preparation for 
postsecondary education for GEAR UP students. 
 
STATE OBJECTIVE(S): Enhance students’ academic preparation, leadership skills and 
career awareness, provide additional academic support to students who are 
challenged by more rigorous coursework, and provide information networks which 
ensure continuous access to accurate information regarding postsecondary education 
opportunities and career options. 
 
DELIVERABLES:  

• Sign-in sheets 
• Winning entries  
• Teacher stipend sheets  
• Louisiana Connect Journal Entries  
• Other documentation as included with contest guidelines  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Address questions & concerns to Program Coordinators. See page 3 for contact information. 
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Facilitate planning, implementation, and connection of LA GEAR UP Special Initiatives  
to targeted goals, including the collection and analysis of information for Make a 

Difference grant Final Reports 
 

Special Initiatives  
Special Initiatives are competitively-funded school programs, projects, and/or 
interventions negotiated on a school-by-school basis and aligned with the LA GEAR UP 
mission to increase the number of low-income students who attend and succeed at 
postsecondary education. Special Initiatives are funded through Make a Difference 
sub-grants, which are intended to be leveraged towards efforts either currently 
underway but underfunded or efforts deemed essential to the success of the LA GEAR 
UP cohort.  
 
In the 2013-14 grant cycle, LA GEAR UP will fund up to three (3) Special Initiatives per 
school from a list of pre-set Special Initiative options in addition to two electives, ACT 
Online Prep and Louisiana College Application Week. The electives do not count as 
one of the three Special Initiatives.  
 
An entire manual—the Make a Difference Policy Manual—has been developed with 
Special Initiatives in mind. Each OSSC will be provided a Make a Difference Policy 
Manual at the Summer Institute Training. The Make a Difference Policy Manual includes 
a copy of the projected 2013-14 Final Report.  
 

Serve as Site Coordinator for Louisiana College Application Week 

Louisiana College Application Week (LCAW) 
 
New! Louisiana College Application Week, part of the American College Application 
Campaign, a national effort to increase the number of first-generation and low-income 
students pursuing a college degree or other higher education credential, is a new 
Special Initiative option. If selected, this initiative will not count as one of your three 
Special Initiatives.  
 
The primary purpose of this effort is to help high school seniors navigate the complex 
college admissions process and ensure they apply to at least one postsecondary 
institution. While the effort occurs during the school day, with a focus on students who 
might not otherwise apply to college, if selected as a Special Initiative, schools can 
have the opportunity to participate in the pilot year of the LCAW and apply Make a 
Difference funds accordingly. Acceptable components include:  
 

1. Parent field trips to nearby, in-state institutions of higher education for the 
purpose of learning about the financial aid and admissions process 

2. Purchase of low cost promotional materials based on the templates made 
available by Louisiana GEAR UP and LCAW.  

3. Other components must be approved by Louisiana GEAR UP.  
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For more information, see http://www.acenet.edu. 
 
DELIVERABLES:  

• Sign in sheets 
• Digital photo 
• Louisiana Connect journal entries  
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Utilize Louisiana Connect’s Journal feature to facilitate student-level activity reporting. 

 

Quarterly Reporting  
Quarterly reporting includes reporting/documenting of all Louisiana GEAR UP activities 
taking place at the school level. Non-GEAR UP funded activities should be documented 
if they support GEAR UP’s mission. These activities may include but are not limited to 
tutoring, mentoring, job shadowing, job site visits, college guest speakers, community 
service, and cultural events.  
 
Reporting takes place on a Quarterly basis. Reports are always due to LA GEAR UP 
within five (5) days of the end of the reporting period, below:     
 
 
Quarter  Period Due Date  
1st Quarter August 1 through Oct. 31 Tuesday, Nov. 5, 2013  
2nd Quarter Nov. 1 through Dec. 31  Monday, Jan. 6, 2014 
3rd Quarter Jan. 1 through March 31 Monday, April 7, 2014 
4th Quarter April 1 through May 15 Tuesday, May 20, 2014 
 
For the 2013-14 academic year, activity reports will be submitted via the Journal Entry 
function of Louisiana Connect. OSSCs will no longer be required to enter information 
from handwritten sign-in sheets into Excel. Instead, attendance will be recorded via the 
Journal Entry function in Louisiana Connect.  
 
Supporting documentation intended to verify and enhance activity reports (sign-in 
sheets, digital photos, and agendas) will be submitted via a drop box at 
www.lagearup.com/reporting/.  
 
Here’s how it works:   

1) Activity occurs 
2) OSSCs collect supporting documentation 
3) OSSCs complete Louisiana Connect Journal Entry 
4) OSSCs submit supporting documentation via drop box  

 
The process of adding a journal entry can be found in Appendix D. 
 
At the end of each Quarter, OSSCs must respond to data requests from LA GEAR UP 
and have:    
 Submitted Journal entries through Louisiana Connect 
 Submitted sign-in sheets that correspond to Journal entries for that Quarter  
 Submitted [to the district] expense reports (budget requisitions, budget revision 

forms, invoices, and/or receipts and copies of checks, if applicable) for 
purchases associated with initiatives in district/school contract  
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Each of the activities in the chart below has a reporting component. This is not an 
exhaustive list.  
 

Activities (Alphabetical) Corresponding Timeframe 

Summer Institute Training & Collaborative 
Counselor Training Initiative July 7-12, 2013 and ongoing 

College Goal Sunday Feb. 16, 2014 
Essay Contest  Sept. 2, 2013 – Nov. 15, 2013 
Explorers’ Club Leadership Summit Spring 2014 
LOSFA Financial Aid Presentation Jan. 31, 2014 
Poetry Contest Jan. 15, 2014 – March 15, 2014 

Rewards for Success July 1 – Sept. 1, 2012-13 competition 
Sept. 2 – Feb. 16, 2013-14 competition 

Special Initiatives  All 4 Quarters 
Surveys Oct. 1, 2013 – Nov. 15, 2014 
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Monitor and document all budgetary expenditures for allocated LA GEAR UP funds and 

oversee the dissemination of invoices and receipts (to the district for reimbursement)   
 
Every district receives a budget sheet which includes the budget for each LA GEAR UP 
school in that district. It is the responsibility of the OSSC, in conjunction with the district 
person assigned to LA GEAR UP, to monitor and document all budgetary expenditures 
using LA GEAR UP funds. Think of it as keeping a checkbook—a hefty checkbook. In 
2012-13, some line items were as follows:   
 

 
 
 
 
For example, when OSSCs purchase library/literacy materials (Line Item 600), they must 
budget accordingly and keep a record of a running balance. Program Coordinators in 
Baton Rouge are not privy to invoices until they are submitted Quarterly. This means that 
no one is in a better position to know how much money is in a given school’s LA GEAR 
UP budget at any given time than the OSSC.  
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Questions & concerns should be addressed to Program Coordinators. See page 3 for contact information. 

Contract Reimbursement for OSSC Stipends  
 
Reimbursement is related to reporting.  
 
Again, supporting documentation such as activity sign-in sheets, digital photos, 
agendas, and other forms of documentation intended to verify and enhance activity 
reports will be submitted via a drop box at www.lagearup.com/reporting/.  Other 
reporting will be via Louisiana Connect.  
 
On-Site School Coordinators will not be reimbursed until and unless Quarterly reports are 
turned in within five (5) days of the end of each Quarter. See the schedule on page 20.  
 
The process is contract reimbursement process for OSSCs is explained below:   
 
 

 

 
 
  

Process OSSCs complete quarterly reports through Louisiana Connect 
and submit Activity Reports, Sign-in Sheets, and appropriate 
data to their Program Coordinator no later than five (5) days 
after the Quarter ends.  

LA GEAR UP sends an email confirmation to district 
representative approving the OSSC for his/her stipend.  
Note: If districts pay stipends without prior approval from LA 
GEAR UP, they will not be reimbursed.  

District representative distributes stipends to OSSCs upon 
approval from LA GEAR UP.  Note: Stipends have the same 
applicable employer withholdings/deducations as salaries.  
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Invoicing Guidelines  
 
All fiscal documentation must come from the district and not the individual schools; 
however, it is the responsibility of the OSSC to supply the district with appropriate 
documentation. All billed items, regardless of value, must be supported by legible 
copies of appropriate documentation verifying the cost and amounts of the goods. The 
documentation must show when the goods were received and when the services were 
performed. It is imperative that both schools and districts understand this process.  
 

 
 
LA GEAR UP is a reimbursement program. When a given district sends its request for 
reimbursement to LA GEAR UP, the following procedure must be followed to expedite 
the process:  

• Reimbursement requests (invoices) must be on district letterhead with an 
appropriate signature 

• Expenditures must be listed in a format which matches the project budget 
• Expenditures must be timely, that is, made within the contract dates and 

matched to the correct billing period 
• Appropriate documentation includes copies of: 

o Vendor invoices with dates 
o Receipts with dates 
o Ledger entries for district salaries and fringe benefits with dates 
o Check copies with dates 
o Cash register receipts, packing slips, etc., with dates 

 
Note: Purchase requisitions and orders are allowed but will not take the place of proof 
of payment. All goods must be received and services performed within contract dates 
of August 1, 2013 and May 15, 2014.  

Process OSSCs submit receipts, invoices, copies of checks, etc. to their 
district representative at the end of each quarter.  
 
District representative submits receipts, invoices, copies of 
checks, and payroll ledger and corresponding budget sheet 
to LA GEAR UP Fiscal Coordinator (Renee Harris) no later than 
the 20th of the month following the month during which 
expenditures were made.   

LA GEAR UP issues reimbursement payments once proper 
documentation for all schools within a district has been 
received. Note: LA GEAR UP will issue reimbursement 
payments only one time per quarter per district.  
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Important Dates   
 
July 12, 2013 Make a Difference applications due  
August 1, 2013 Contract begins  
October 31, 2013 Last day of 1st Quarter  

December 31, 2013 Last day for budget revisions 1 
Last day of 2nd Quarter  

February 14, 2014 Last date for purchase of materials and 
supplies  

March 31, 2014 Last day of 3rd Quarter  

April 29, 2014 Last date for expenditures other than materials 
and supplies  

May 15, 2014 Last day of 4th Quarter  
May 15, 2014 Contract ends  

May 25, 2014 
Final requests for reimbursement for all 
expenditures except payroll for the month of 
May must be received.  

May 30, 2014 Final report due  

June 20, 2014 Final requests for reimbursement of payroll for  
the month of May  

 
  

1 Budget Revisions will only be accepted within existing categories.  
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Assist with gathering and documenting student, parent, and teacher data necessary for 
monthly reporting of activities and evaluation, including special data required for the 

Annual Performance Report. 

Federal Reporting  
As mandated by the United States Department of Education (USDE), LA GEAR UP must 
submit an Annual Report which documents activities that are implemented at all LA 
GEAR UP schools. To comply with federal regulations, LA GEAR UP will periodically make 
data requests of schools. For example, each school will be required to complete a 
“Data Elements” form, which concerns cohort promotion from one grade to another 
along with:  

• number of students enrolled in advanced mathematics, English, and science 
courses 

• number of students taking EXPLORE, PSAT, PLAN, ACT, and SAT 
• absences  
• performance in advanced courses  

 
Other data requests may concern professional development. LA GEAR UP information 
demands on schools reflect federal demands on the grant.  

Surveys  
Surveys are a federal requirement. LA GEAR UP is required to administer surveys to 
parents and students as part of its APR. The purpose of the survey is to gather data and 
feedback regarding the LA GEAR UP program at individual schools. Surveys are 
administered annually each fall for data reporting purposes.   
 
The student survey goal, as set forth by USDE, is an 80 percent response rate. The parent 
survey goal, as set forth by USDE, is a 50 percent response rate.  
 
 
 
 
  

OSSCs must administer two surveys, a web-based student survey for 11th and 12th 
graders and a web-based parent survey for the parents of 11th and 12th graders.  
Paper surveys for parents will be available upon request; however, we strongly 
encourage all parents to use the web based survey to minimize paper distribution.   
 
Best Practices include:  

• Incentives such as free dress day, homework pass, PBS points 
• Designation of two or three days in a computer lab to complete on-line 

surveys  
• Utilization of school phone master system to remind parents  
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Collect time & effort documentation for the purpose of documenting match 
requirements.  

 

Documenting Matching Funds  
Matching funds are specific funds used to enhance and implement the goals of a 
project.  
 
Every year LA GEAR UP receives 3 million dollars in federal funds from the USDE to 
support its mission to increase the number of low-income students who enter and 
succeed in college.  For each federal dollar LA GEAR UP receives, the USDE requires a 
dollar match of state, local, institutional, and private funds. LA GEAR UP must report 
matching funds totaling 3 million dollars every year on the Annual Performance Report 
(APR) which is due on or before April 15, 2014.  
 
Matching Funds can be reported in the form of cash or documented in-kind 
contributions.  
 
School based activities in which non-federal funds (i.e. State, local, institutional, or 
private funds) are expended may be used as match as long as they further the goals 
and objectives of the LA GEAR UP Program and are not used to match another federal 
program.   
 
Funds used to promote reform in student learning are suitable targets for LA GEAR UP 
leveraging. Some examples are College Connection Workshops, Academic Year Clubs, 
Professional Development, Explorer’s Clubs, Literacy Programs, Scholarships, and 
Tutoring Programs as well as other school activities that impact the LA GEAR UP cohort 
populations and support LA GEAR UP goals and objectives. 
 
What does LA GEAR UP collect to account for Matching Funds? 
 

• Each district made a commitment to provide a match as noted on their Partner 
Identification Form and Cost Share Worksheet. 
 

• schools can indicate the type, source, and amount of matching funds or in-kind 
contributions their school receives for a particular activity on the LGU Activity 
Reports. 
 

• Time and Effort Sheets are available for those individuals who donate or 
volunteer their time on LGU activities. 

 
Any school personnel who donate/volunteer any portion of his or her time on LA GEAR 
UP sponsored projects or activities and is NOT compensated by LA GEAR UP or any 
other federal program, can document their time and effort. Documenting time and 
effort is another way of capturing match.  As mandated by the U.S. Department of 
Education, LA GEAR UP must report volunteer time that is linked with the 11th and 12th 
graders at LA GEAR UP schools.  
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Guide to Appendices  
 
A:  Map 

Louisiana GEAR UP schools served in 2013-14 year  
 
B:  LA GEAR UP Contacts 

LA GEAR UP staff  
 
C:  Explorers’ Club Update 

FOCUS Training, an interactive leadership development and training company, 
responded to LA GEAR UP’s RFP to provide professional development to 
Explorers’ Club Sponsors and OSSCs, receiving unanimous support from external 
reviewers. As a result, FOCUS Training is providing professional development at 
the 2013 LA GEAR UP Summer Institute.   

 
D:  Louisiana Connect Journal Entries 

Graphic instructions for completing a Journal Entry in the Louisiana Connect  
Portal  

  
E:  Forms 
 All forms and handouts are available at http://lagearup.com/ 
 
 
 
 
  

Page 28 of 37 
 

http://lagearup.com/


Appendix A: Map of LA GEAR UP Schools  
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Appendix B: LA GEAR UP Contacts   
 
 

Program 
Coordinators Email Address Office Phone District Assignments 

Dianna Frank dianna.frank@la.gov 225 219-9409 
Avoyelles, Iberia, 
Morehouse, 
Richland, Union  

Denise Jacobs denise.jacobs@la.gov 225-219-9443 EBR, Red River, 
Sabine  

Savitri Scott savitri.scott@la.gov 225-219-9372 
East Feliciana, 
Iberville, Orleans, St. 
John the Baptist  

 
Staff Title Office Phone Email 

Tireka Cobb Assistant Director 225 219-0920 tireka.cobb@la.gov 

Neal Boyd Communication 
Coordinator 225 219-9386 neal.boyd@la.gov 

Renee Carter Fiscal and Contracts 
Coordinator 225 219-9376 

 
renee.carter@la.gov 

 

TBD 
Evaluation 

Coordinator/Program 
Analyst 

225 219-2050 TBD 

Delreese 
Hector-Smith Executive Assistant 225 219-0921 delreese.hector@la.gov 

 
Kendra 
Williams Graduate Assistant 225 219-3221 kendra.williams@la.gov 
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Appendix C: Explorers’ Club Update  
 
New! Report the completion of Explorers’ Club scheduled activities with the assigned LA 
GEAR UP Program Coordinator regarding that work  

Explorers’ Club Update 
As always, each of the 30 participating high schools is expected to host an Explorers’ 
Club in which students opt to participate in additional college readiness and leadership 
development activities.  Changes aimed at creating a vibrant Explorers’ Club on each 
participating high school campus include:  

• development of a modular and sustainable Explorers’ Club curriculum which 
incorporates the Louisiana Connect College & Career Readiness web portal and 
other key features 

• launch of Statewide Explorers’ Club officers 
• incorporation of an inter- and intra- club competitive culture 

 
Each Club must have an Explorers’ Club Sponsor.  In the past, many OSSCs served as 
Explorers’ Club sponsors without pay. To rectify this situation and to distribute the work 
load of OSSCs, LA GEAR UP has established a dedicated stipend for Explorers’ Club 
sponsors for each Club. Explorers’ Club Sponsors will earn stipends based on the 
completion of the following club related work throughout the academic year: 
 

• Monitor the completion of Club action plans 
• Recruit students into the Explorers’ Club 
• Serve as an advisor to Club members 
• Deliver modular Club lessons 
• Manage intra-Club competitions 
• Engage in inter-Club competitions 
• Chaperone Club events like the 2014 Explorers’ Club State Conference & 

Leadership Summit 
• Complete Modules 1, 2, & 3, of the online course for the SREB Collaborative 

Counselor Training Initiative (CCTI) 
 
The Explorers’ Club Sponsors may be a teacher, librarian, or professional school 
counselor.  Principals are allowed to serve in this capacity but will not receive a stipend. 
School or district-based professionals other than those listed may serve in the Explorers’ 
Club Sponsor role upon written approval from Louisiana GEAR UP. Approval may be 
sought via an email to a school’s designated LA GEAR UP Program Coordinator. 
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Appendix D: Reporting Student Participation in Activities through 
Louisiana Connect Journal Entries   
 
Students > Manage Journal Entries   
 

1) Select a topic  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Select students who participated.  
 

3) In the “Notes” section of the journal, include the following information:  
a. Purpose/objective of activity 
b. Overall outcome of activity: was objective met?  
c. # of teachers/administrators engaged in activity 
d. Amount of LA GEAR UP funds utilized  
e. List of cash match (donations received) 
f. Source of cash match (donations)  
g. Amount of cash match (donations)  

 
Specific directions for completing tutoring and campus field trip reports are listed in the 
table below.  
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Tutoring Activity Reports  
 

• Purpose/objective of tutoring 
program 

• Possible beginning date and 
end date 

• Content focus 
• Computer-based or traditional  

method 
• Amount of LA GEAR UP funds 

utilized 
• Cash match  
• Source of cash match 
• Amount of cash match  

 
The OSSC must supply an analysis of 
outcomes after the implementation of 
the tutoring program. The OSSC must 
use the LA GEAR UP tutoring 
Implementation Report2 to submit the 
analysis.  

Campus Field Trip Activity Reports  
 

• Purpose/objective  
• Name of institution visited 
• Indication of how many hours 

spent at each institution (if more 
than one university visited)  

• Departments involved in 
campus tour 

• Amount of LA GEAR UP funds 
utilized  

• Cash match  
• Source of cash match 
• Amount of cash match  

 
The OSSC must report on the results of 
pre- and post-surveys.  

 
 
 
 

 
 
  

2 Found at www.lagearup.com/reporting/ 
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Appendix E: Forms and Reporting Documents  
Coordinators must familiarize themselves with the Reporting page of the LA GEAR UP 
webpage. Some forms have been revised from previous years. All forms are available 
at http://lagearup.com.  

Annual Performance-Report Related  
 
Activity Report for PD and Technology 
Use this form to complete an inventory of professional development activities and 
technology usage to facilitate LA GEAR UP’s completion of its APR.  

 
Data Elements  
Use this form to complete an inventory of cohort performance on advanced courses 
and promotion rates to facilitate LA GEAR UP’s completion of its APR.  
 
Matching Funds Monthly! 
Use this form to report cash or documented in-kind contributions. School based 
activities in which non-federal funds (i.e. State, local, institutional, or private funds) are 
expended may be used as match as long as they further the goals and objectives of 
the LA GEAR UP Program and are not used to match another federal program. 
Matching Funds documentation must be submitted on a monthly basis and signed as 
indicated.  
 
Time and Effort Monthly! 
Use time and effort forms to report the time and effort of school personnel who donate 
or volunteer portions of their time to LA GEAR UP sponsored projects or activities as long 
as said personnel is NOT compensated by LA GEAR UP or any other federal program. 
Documenting time and effort is another way of capturing match.  Time and Effort 
documentation must be submitted on a monthly basis and signed as indicated.  

On-Going  
 
Budget Revision Dec. 31, 2013 Cutoff Date! 
Use this form for revisions that do not exceed the current budget. You may not request 
additional funds or request to use funds for a purpose not approved in the original 
agreement with your school district. Budget revisions must be requested by the district 
(not individual schools) by December 31, 2013, at the latest.   
 
Expenditure Pre-Approval Required!  
Use this form to obtain LA GEAR UP program approval for the purchase of program 
related materials as budgeted in each school’s collaborative agreement and contract. 
Each form must be accompanied by a preliminary invoice or individually itemized list of 
expenses.  
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Field Trip Approval Required!  
Use this form, which requires specific details about time, place, students, budget, etc., 
to obtain approval to take the trip. Field trip approval forms must be submitted well in 
advance of the planned calendar date. In order to be reimbursed, field trips must be 
approved by appropriate LA GEAR UP personnel. 
 
Field trip Pre- and Post-Surveys Required! 
Include pre- and post-surveys as a component of every campus field trip. Include a 
synthesis of the surveys in the appropriate Quarterly reporting. OSSCs must keep copies 
of all surveys in the event of an audit or should documentation be required for any 
other reason. 
 
Media Releases  
Use this form to obtain permission/consent to publish creative works, information, 
pictures, audio, and/or video for use on LA GEAR UP Web- and social media sites and in 
print publications. One form is for minors and one for adults.   
 
Tutoring Implementation Form Required! 
Use the tutoring implementation form to report on tutoring outcomes upon completion 
of tutoring program(s).  
 
Sign-in Sheet(s) Required! 
Use sign-in sheets to document attendance at every LA GEAR UP activity (except for 
whole-school activities). Journal Entries on Louisiana Connect do not take the place of 
actual signature sheets, which are mandatory. Reimbursement will not be made 
without sign-in sheets.  
 
 

 
 

All forms are available at 

http://lagearup.com/ 

under “Reporting.” 
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 Louisiana GEAR UP 

A Division of the Louisiana Office of Student Financial Assistance 
P.O. Box 91202 

Baton Rouge, LA 70821 
www.lagearup.com 
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