UPWARD BOUND PROGRAM

SALEM INTERNATIONAL UNIVERSITY

IN-SCHOOL CONTACT DUTIES

The In-School Contact’s  (ISC) primary job is to facilitate Upward Bound’s activities at the target school.  Working in conjunction with Upward Bound staff, the ISC’s responsibilities include, but are not limited to:

· Representing and promoting Upward Bound (UB) in your school.  

· Providing support to a group of approximately 10 students enrolled in the UB program at your school.

· Acting as a liaison between students and the UB office.

· Encouraging referrals and applications.  Collecting student applications and forwarding to the UB office.

· Collecting and forwarding students’ grade reports, test scores, and any other records requested by UB staff.

· Assisting students with UB-sponsored school and community projects.

· Providing support to the UB Counselor for in-school visits and after-school sessions, as well as special events (recruitment, etc.)

· Assisting in planning and facilitating tutoring for UB students as needed.

· Keeping resources for UB students (laptop, ACT study books, etc.) and facilitating borrowing.

· Distributing monthly newsletter and other information as requested.

· Submitting monthly time sheets to the UB office.

· Attending the two ISC meetings held each academic year (one at the beginning of the school year, and one at the end).

