Hosting an FSU GEAR UP ACT Prep Class….
· Determine when to host your ACT Prep class.  You may want to have the prep class end right around the time of the ACT Test date.   4 days should be scheduled for the students to take the 4 tests.

· Determine how many students are interested in taking this class.  Half of the class must be GEAR UP students with no less than 10 GEAR UP students to host an ACT Prep Class.

· GEAR UP students may re-take an ACT Prep course, but if they had already received their free graphing calculator and ACT fee waiver then they will not receive another.  Also, if the student had already received a book from the ACT Prep course previously, they would not receive a second one; they would use the one they were provided earlier.
· Have all of the ACT Prep Instructors complete the Instructor Form and email it to Christy Burner.  Once this completed form is returned a contract will be sent to each instructor.  The salary of $1,250 for a class up to 30 and the salary of $1,500 for a class of 30+ will be distributed evenly amongst all instructors for the class unless otherwise indicated.
· Have all NON-GEAR UP students submit a $75 (Princeton), $67 (Cambridge), or $84 (Kaplan) check made payable to Fairmont State and mailed to Christy Burner at the GEAR UP Office.  This fee will cover the cost of the book and the test & essay grading for that product.
· Complete the ACT Prep Attendance Record form daily.  You MUST include the ACT Test Scores in the box for the day the test was given for each student in lieu of the X for attendance. 
· Use the Test Proctoring Instructions to implement all 4 tests.

· Once the ACT Prep class is completed submit your Attendance Record form and completed Invoice to Christy Burner.  The instructors will receive payment once the class is completed.  If the GEAR UP student has completed at least 80% of the class they will receive a one-time free graphing calculator and ACT Registration Fee Waiver.  The students must sign off on the Graphing Calculator Received form stating that they have received it.
· Read the Instructions for ACT Registration Fee Waiver form and the ACT Multiple Registration Procedures and follow the directions.  You may want to help your students complete the ACT Registration packet before the class has ended. 

· Have the students and parents sign the ACT Registration Fee Waiver form and submit them along with the completed ACT Registration packets.

· Complete the ACT Multiple Registration Worksheet, the ACT Registration Packets along with the ACT Registration Fee Waiver forms and submit them to the GEAR UP Office prior to GEAR UP’s deadline.  Please double check to be sure that the packets are filled out completely and accurately prior to submitting them.  You should keep a copy of the ACT Multiple Registration Worksheet for your records. 
ACT Prep Contacts
Princeton Review:
Heather LaDriere, Executive Director of Operations

1313 W. Lane Avenue, Suite A, Columbus, OH  43221

ph. 614-488-2929 / f. 614-488-2949

HLadriere@review.com 

Cambridge:
Yuval Trachtenberg, Vice President of School Relations

W:  (847) 299-2930 ext. 227

C:  (847)  204-0502
trachtenberg@cambridgeed.com 
Kaplan:

Patrice Simpson

pnsimpson@gmail.com 

