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Minimum Expectations & Guidelines for Dropout Retrieval
GEAR UP is, fundamentally, a college-access program, not a dropout prevention program.  Nonetheless, keeping students in school is critical to project success.  If students don’t complete high school, their chances of succeeding in postsecondary education are slim.  

GEAR UP will collaborate with school personnel to attempt to contact every student who has withdrawn from school with a W-4 / S-4 (status unknown) or W-5 / S-5 (dropout) code to encourage their return to school, at the GEAR UP school, or an alternative school.

I.
MONITORING WITHDRAWALS

1. Each AZ GEAR UP partnership has established procedures to ensure that student withdrawal information is provided to the GEAR UP Coordinator on a timely basis.

2. GEAR UP coordinates efforts with any intervention or dropout prevention specialists employed by districts. GEAR UP supplements, does not supplant, existing dropout prevention efforts in districts. Because of the nature and duration of their relationship with students, GEAR UP Coordinators can take a different tone in their approach to dropouts than that of other school officials. GEAR UP Coordinators also often know about a student’s personal and extracurricular life that allows them to find dropouts when others could not. Consequently, GEAR UP’s supplemental efforts to find and retrieve dropouts can often be effective, even when others have already tried and failed.
II.
INTERVENTION

1. Intervention is provided in every instance that a GEAR UP student has withdrawn with a W-4 or S-4 (status unknown) or W-5 or S-5 (dropout) code. Intervention may be defined as research to investigate the whereabouts of the student, research to determine what efforts to locate the student by school personnel have already occurred, and/or services offered by the GEAR UP Coordinator in form of conversations, phone calls, letters, or home visits with students and/or parents. 
2. “W-4 and W-5 students” are contacted at their last known address and/or telephone number.  At least three attempts are made, including, ultimately, a home visit, if neither a phone call nor a letter is effective. 
3. Because GEAR UP Coordinators have established relationships with students, Coordinators draw on their personal knowledge of students and their families to attempt to locate them in places other than their last known address, when necessary.
4. Once contact is made, students’ reasons for non-attendance are explored and addressed. Referrals for professional help and/or community resources are provided to the family when intervention uncovers practical barriers to school attendance (e.g., student has no coat; student is staying home to take care of siblings while parents work; mental health issues; student is working to support family; homelessness; etc.) GEAR UP advocates for students with the registrar, teachers, etc., when intervention uncovers school-related motivations for dropping out (e.g., student is being bullied; classes are too difficult or easy; etc.)
III. DOCUMENTATION / REPORTING

1. Dropout Retrieval efforts are documented on the Coordinator’s Weekly Individual Service Log (WISL). 

i. When Coordinators are able to make contact with the student or their parent, dropout retrieval efforts are entered on the WISL as NOS Code 206. The “Comments” section includes information about the outcome of the attempt (which may include the school the student reported they will enroll in, a date when student will return, the reason for the student’s withdrawal, and/or any details that may be important). 
ii. When Coordinators attempt a dropout retrieval service by phone or in person and are not able to make contact with the student or their parent, the dropout retrieval efforts are entered on the WISL as NOS Code 532.  Coordinators note in the “Comments” field what the attempt was and its outcome.
iii.  When Coordinators do research (in a school database or by speaking with teachers, school personnel, or community members) to attempt to reach the student or parent, the dropout retrieval efforts are entered on the WISL as NOS Code 532.  Coordinators note in the “Comments” field the outcome of this research.
2. When students return to school as a result of intervention, the return date is e-mailed to the NAU GEAR UP Office.

3. When intervention either results in a student enrolling elsewhere, or uncovers that a student has already, actually transferred to another school, appropriate steps are taken to ensure school/district records are corrected.  The new W-code (consistent with school records) is also reported to the GEAR UP Office at NAU.

4. Service Logs are submitted electronically on a weekly basis to the NAU GEAR UP Office.
IV. FOLLOW-UP/ PREVENTION OF RECURRENCE

1. For students who return to school following intervention, GEAR UP Coordinators ensure on-going support and follow-up, to promote students’ sense of belonging and affiliation with the school, school staff and peers. (This may include matching the student with a mentor, or involving students in other “already available” services and programs.)
2. Follow-up support, when provided by GEAR UP, is documented on service logs with the appropriate NOS Code (typically some form of counseling) and submitted on a weekly basis to the NAU GEAR UP Office.
� W-3 Status – expelled/suspended is also considered a dropout status. These procedures also apply to students withdrawn with this code, but with caveats. The option to return to school does not exist and options for enrollment in other schools may be limited. In addition, the district or school may have policies about contacting expelled /suspended students or their families.






