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Virtual Services, Documentation, and Portal Reporting Requirements
The following guidance is an update to the GEAR UP data tracking and reporting guidance, effective March 16, 2020 in response to the school building closures related to COVID19. This guidance will remain in effect until further notice. 
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IMPORTANT: Do no change any portal entries that you have already done, regardless of when they occurred or whether or not they were virtual. This guidance is meant only for activities that occurred after March 16, 2020 AND are not yet entered in the portal. 

Definitions
Direct service is having confirmed contact with a student or family member. The student or family member is a participant in the activity and engaged in a communication exchange with a GEAR UP staff member. Examples include online tutoring, Zoom classes, phone conversations, email exchanges, two-way text messaging, etc. You must have confirmation that the student or family member was engaged in the activity. 

One-Way Outreach is defined as a communication with a student or family but there is no confirmed participation. Examples include newsletters distributed either by mail or electronically, one-way texting or emailing, Google classroom posts, etc. There is no confirmation that the student or family member was engaged in the activity or responded in any way. 

For direct service activities that are in your current work plan: 
1. Using the Activity Name already listed in your work plan, create a new activity named “Virtual – XXXXX” and enter all participation data. Keep the original name of the activity but designate that it is virtual with this naming convention. Please refer to your current work plan to ensure you are using the correct Activity Name – do not create new names. 
2. Use the Individual Student Services Tracking Form to document participation. We recommend that you use a separate form for each activity/service provided, but if you have a method that works for you, please continue to use it. https://gearup.wa.gov/file/form-individual-student-services-tracking
3. For example, if you had “Tutoring” in your original work plan, and are continuing to provide tutoring to students, create a new activity called “Virtual Tutoring” and enter student participation. 

For direct service activities that are not in your current work plan:
1. Create a new activity named “NEW - Virtual – XXXXX” and enter all participation data. 
2. Use the Individual Student Services Tracking Form to document participation. We recommend that you use a separate form for each activity/service provided. https://gearup.wa.gov/file/form-individual-student-services-tracking

For one-way outreach activities: 
1. Use the following naming conventions for one-way outreach efforts to STUDENTS:
a. One Way Outreach Newsletter 
b. One Way Outreach Email
c. One Way Outreach Phone Call
d. One Way Outreach “NAME” for any other activities
e. If sending to family members and NOT students:
i. One Way Family Outreach
ii. You will enter the student names only and won’t be able to enter the number of family members. (Unfortunately, we don’t have a better way to do this at this time.)
2. Use the Activity Type “Other – Fee Only.”  (Yes, this is weird, but it is the only activity type that doesn’t have time attached to it, so we are making it work.)
3. You can schedule multiple dates under each type of outreach – do not create multiple activities with the same name. 
4. Enter all students who received the one-way outreach activity. 
5. Keep a copy of the activity (the newsletter, the email, etc.) in the file as backup documentation.
6. If you are sending text messages, please keep a running record of the messages sent, including Remind or other texting platform messages. This will be good for future planning and provides solid documentation for the activity. 
7. No other participation record is required. 
8. If you repeat the same one-way outreach, you can use the same activity, and schedule as a multi-day event. For example, if you send out an email every Monday, here’s how you enter it:
a. Create activity called “One Way Outreach - Email”. Activity Type – Other Fee Only. 
b. Schedule for Monday, May 4, May 11, May 18, etc. 
c. Enter students for every Monday. 

For activities you offer but cannot document participation:
Enter the same as the one-way outreach activities. For example, if you send out an email with information about a virtual college visit, enter it as follows:
1. Activity Name: One Way Outreach Virtual College Visit
2. Activity Type: Other – Fee Only


Need assistance? Contact Kelly at kellyk@wsac.wa.gov.
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