GirlTech Mentoring Program for Nontraditional Careers
2011 -2012 Memorandum of Understanding

Program Description Female students will participate in job shadowing, mentoring, and soft skills activities designed to provide awareness of the nontraditional areas, motivate further exploration of nontraditional areas, and develop skills to pursue career opportunities within the nontraditional areas including careers in science, technology, engineering, math (STEM) and other current and emerging high-skill occupations, for which individuals from one gender comprise less than 25 percent of the individuals employed in each such occupation or field of work.
<Mentor refers to a person who is employed in the mentees career major interest.>
The Oklahoma Department of Career and Technology Education and _________________________________________________________, _____________________(city), commit jointly to implement The GirlTech E-Mentoring Program.  In order to reach this goal, the parties agree to the following requirements.
Oklahoma Department of Career and Technology Education agrees to:

· Provide stipend for site coordinator(s) at the technology center (not to exceed $3,000 total per year).

· Provide up to $2,500 total reimbursement for these required workshops:  Kick-Off, 1 to 4 Professional Development meetings, and Year-End Celebration.  If expenditures for these six events/workshops total less than $2,500, the remaining funds may be used to help fund other GirlTech workshops as needed.

· Provide up to $2,000 for other expenses connected to project (see attachment).

· Fund project at a level not to exceed $7,500. 
· Provide communication, technical assistance and leadership to site coordinators. 

· Develop and update GirlTech implementation guide, which includes process forms:  mentor application, mentee application, business and industry information, parent information, etc.

· Conduct technical assistance conference calls and/or site visits to offer assistance.
As a local GirlTech Site _________________________________________________________,

_____________________(city), Oklahoma, agrees to:

· Designate a site coordinator or coordinators.
· Provide local leadership to the GirlTech program.

· Complete a yearly budget sheet for funds due June 1 of the fiscal year and forward budget revisions to grant manager as needed.

· Provide GirlTech information and applications for program using federal “Nontraditional Program List” to schools, counselors, and parents.

· Plan and make arrangements for 3 to 4 events/workshops to include a Kick-Off Meeting, 1 to 4 Professional Development Meetings, and Year-End Celebration.

· Develop and plan additional meetings/workshops as needed for mentees and/or mentors. 
· Set calendar for meetings and provide facilities for required workshops. 
· Send schedule of meetings to grant manager.

· Solicit, collect, and evaluate applications and then select participants.

· Maintain a minimum of 12 and maximum of 25 mentees for the year.

· Recruit and conduct mentor interviews. 
· Complete security check and personal reference check for each mentor.
· Match mentors with no more than two mentees.

· Have a Plan of Study for each mentee that will identify academic and technical courses for her career interest.
· Complete specified mentee and mentor sections of GirlTech data spreadsheet and send to grant manager. 
· Provide suggested topics for the mentee and mentor for e-mail interaction. 

· Coordinate job shadowing with mentees and mentors.

· Provide prior year information on the females who have participated in GirlTech compared to all female participants, with assistance from the registrar, including analysis of occupational and program completers, retained, and leavers.  Positive placement should include continued educational plans (high school/tech center through college), number employed related to field, and status unknown. Complete form and send to grant manager by February 24th .
· Communicate regularly with mentees and mentors and check levels of communications between them.
· Require time/effort documentation for paid staff.

· Submit quarterly expense reports and any necessary documentation within 30 days of completed quarter to ODCTE (August-September, due October 31; October-November, due December 18; December-February 27, due March 30; March-May, due May 30).
· Fourth quarter reimbursement will not be distributed until GirlTech Coordinator has completed reporting requirements. 

· Encourage attendance for the events connected to the project (Examples: CTEEC Conference and/or fieldtrips).

· Complete year end mentee and mentor sections of GirlTech data spreadsheet and send to grant manager. 

· Notify ODCTE intent of continuance of Memorandum of Understanding by April 30.

AGREEMENT

The undersigned have reviewed the Memorandum of Understanding and accept it as the basis for the period of July 1, 2011 to June 30, 2012 for working together toward a common purpose through the GirlTech Program.  The state and/or the technology center can dissolve its participation by notifying the parties in writing.

__________________________________________
_________________________

District Superintendent/CEO




Date

________________________________
_________________________

Site Director






Date

________________________________
_________________________

GirlTech District Site Coordinator



Date

________________________________
_________________________

GirlTech District Site Coordinator



Date

________________________________
_________________________

ODCTE Grant Manager




Date

GirlTech Reimbursement Guidelines

Stipend for site coordinator(s)

· Can expend $3,000 total for the school year

· Must complete time/effort report for staff
· Will be reimbursed upon receipt of appropriate documentation on a quarterly basis
Other expenses

· Workshop development
· Speaker fees
· Room/equipment fees
· Printing
· Postage
· Educational supplies and training aids for project (such as thumb drives, books, curriculum, etc)
· Travel reimbursement for meetings called by ODCTE for site planning/coordination and professional development specifically for GirlTech
· Nontraditional conferences (CTEEC and fieldtrips)

Non-reimbursable Expenditures


(    Lunches, food trays (meat, vegetable, fruit, etc.)


(    Floral arrangements


(    Marketing items (tee shirts, coffee mugs, , etc.)

(    Tablecloths, paper plates, napkins, etc.

(    Consumable supplies and equipment (file folders, tape, adding machine, disposable camera, 

      etc.)


(    Registration or entrance fees for students

(    Plaques and awards

Note:  The test question to ask yourself for expenditures is, “Is this item beneficial to the mentees’ education and training?”
REMINDER:  ALL RECEIPTS FOR EXPENSES MUST BE SUBMITTED QUARTERLY.
