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Application Section I: Community Connectors Program Description


1. The target population is students grades 5-12. Identify the grade level or levels at each school that your program will be targeting. Programs may serve students in one or more grade levels.  


Our project would target students in grade 5 at City Day Community School, 320 S. Main St., Dayton, OH 45402.





2. Provide the number of youth in each grade level and at each school your program proposes to serve. 


We would serve up to 20 Fifth graders from City Day Community School the first year. If City Day Community School accepts 6th grade students the 2016-2017 school year, we would add 20 new fifth grade students and retain the 20 sixth grade students. In the 2017-2018 school year, we would hope to retain the new sixth and seventh grade students and pick up 20 new fifth grade students. 





3. Select one: Which of the following best describes the proposed project? Select one.


A. ☐ Totally new program developed by this organization


B. ☐ Replication of an existing model in use by others 


· Please provide the name of this model.


C. ☒ Expansion of an existing program within the applicant organization 


D. ☐ Extension of an existing program to a new setting





4. Please describe your project. How will it address each of the five Community Connectors core principles and what outcomes will you use to measure success.


	VGameChange is a current program sponsored by the Vineyard Church. We believe that the key to changing the City of Dayton is to reach the youth of the city. For almost three years, we have been working with up to 35 youth who attend our afterschool program on Tuesday evenings. As our name reflects, we hope to change the city of Dayton by changing the youth’s perception of their role in the city. We want our students to walk away being the Game Changers of the future. We strive to help them see themselves as part of the solution for transforming the city. 


	People who live in generational poverty suffer not only from a lack of financial resources, but a lack of emotional, mental, spiritual and physical resources, as well as a lack of the relationship or role model support necessary to transition from poverty to the middle class. (Payne, 1996)  We believe by targeting elementary and middle school age children, we can assist them in overcoming some of these detriments to improving their situations. The first element of changing peoples’ situations is for them to believe that their situation can improve. Recognizing that there is hope for their future to be better than their current situation. We have focused the majority of our efforts on this aspect. The second element is for the children to believe that they have the ability to change their situations. This grant would allow us to expand our program to three evenings a week allowing us to focus on changing the children’s belief that they have the ability to change their life situations. Their life does not have to be restricted to the life their parents have led. 


		Our current Tuesday evening program includes activities and programs to teach students to cooperate and work together. We have set the students on tasks that require them to demonstrate teamwork to complete. Competition has a tendency to bring out aggression in our children. In order to overcome this learned behavior, we decided that the children need to learn to cooperate. Once they are able to work together to all succeed, then they can learn to compete with sportsmanship. 


	As an academic coach for Montgomery ESC, one of the most surprising pieces of research I came across research that demonstrated children in generational poverty learned more during an academic school year than middle class children. This is counter-intuitive. It is not reflected in what we see or experience nor is it reflected in test scores. However, the study went on to show that in a 12 month period of time, middle class students learned more. Middle class students continue to learn as they interact with their families on vacations or day trips, camps or sports they may participate in, or in daily conversations with the adults in their lives. Children in generational poverty stop learning, and in fact, regress over the extended breaks of winter and summer. One of the ways we chose to try to combat this was to continue our program over the summer. Children were exposed to learning situations and adult conversation that changed their focus from running the streets. We also took field trips, Dayton Dragons baseball game, swimming party, the zoo. Things that would be a part of a middle class child’s summer break, but not typically a part of a child’s life when they are experiencing poverty. We witnessed many positive benefits from these trips. Some of which were an enlargement in children’s vocabulary, learning of situational manners and behaviors. 


	One of the other hindrances to learning for students in poverty is nutrition. We supplied our children with a nutritious meal each week. We also taught the children how to develop a nutritious menu for a meal and how to go about cooking that meal. We have seen a difference in the diets of the children who attend our program regularly. Although we offer fresh salad at each meal, when we began our program it often went untouched. Once the children learned about nutrition I would love to say they began to eat healthier, but that was not the case. They still complained about most healthy components of the meals and did not eat them. What did change their eating habits though were when they assisted in preparing the meals. When they assist in preparing the salad, they eat the salad.


	We would continue to offer these experiences to children who would attend our Tuesday after-school programming. The grant would allow us to take our program to the next level. 


	After children believe that there is hope for changes in their life situations, they need the skills and abilities to make those changes. Primary in accomplishing that goal is succeeding at their education. The current job market calls for workers who are have the ability to problem solve, work cooperatively, are able to look at the world in new ways and have the necessary computer skills to thrive. VGameChange also shares those beliefs. The Vineyard Church currently houses a computer lab at our facility. Although the structure is in place, the entire lab would need to be updated to allow the students access to computers that would be similar to those found in a work environment. PCs with Windows and Microsoft Office would give the children the ability to learn basic computer skills, working with Excel, Word, PowerPoint and Publisher, but would also give us the ability to take those with real technology interest into areas which could include: web design, instruction in how to keep your PC healthy, basic computer troubleshooting, use of Google Docs and other tools for success in today’s economic marketplace. 


	Our goal would be to offer some tutoring to students to improve their current academic level at school, but also to offer the chance to really learn how to use a computer as a tool. Currently none of the students we service have ever done a PowerPoint presentation, typed an essay on Word, or used Excel to graph results. Many of these same students will make it through high school without evening picking up a graphing calculator. 


	We would meet with the students two evenings a week (Wednesday and Thursday) for 2.5 hours. Transportation would be provided from their school to the Vineyard Church. This time would include, but not be limited to: goal setting, cooperative games, problem solving, tutoring and, after a basic introduction to the computer, they would be allowed to choose which program in Microsoft Office they would like to explore. If they are interested or gifted in writing, we would offer them instruction in using Word to create. Since editing is a basic skill in writing, learning to use the editing features integrated into Work would be essential, but also the mentor would work with the child at their level to increase their writing skills. If the students’ interest lies in the fields of math or science, we would help them conduct experiments to gather data. Once they have generated their data, the mentor would help them decide the best way to represent their data. Whether in a table or graph, Excel would be used to help them accomplish this.  All students would be asked to use PowerPoint to create a presenation of their work. All students would present their work to their peers and parents. Students would be asked to research topics and present their findings in a PowerPoint presentation. This would show them how to conduct research safely on the internet along with developing their presentation skills. When people learn to manipulate a tool that their peers or elders are unable to manipulate, they begin to believe in their ability to be capable.  Due to the fact that we would be meeting for an extended period of time with the children, we would serve them dinner. 





	A typical evening at vGameChange would include:


4:00-4:30 Ice breaker, cooperative game or problem to solve. The children will have just completed a day of sitting at school. Using their brains and bodies in a fun, challenging way will help relieve some of the stress that is built up as the students remain seated for extended periods of time. The initial activities will need to focus on team building with small groups of students and their mentors. These problems will be easier to solve and will be used to introduce students to expectations for behavior and interactions. They will also help students begin building a trust relationship with their mentors and peers. 


4:30-4:45 Setting/review of individual goals. Students will rate themselves on their progress towards their goals and also the amount of effort they have put in to accomplish their goals. Personal charting of their effort and progress will be completed. Any goals that were met or exceeded would warrant a celebration. At the beginning of the program, those celebrations will need to be immediate and therefore, more individual. After students have experienced success, intrinsic and extrinsic rewards a few times, the period of time between accomplishing the goals and the celebration can be extended. Children need to trust that their success is important and will be acknowledged before this time can be extended. The amount of time spent in this portion of the program can be lessened once students are more familiar with setting goals and scoring their effort. 


4:45-5:00 Character building activities. Each month a particular character attribute will be highlighted. The first week of the month, our business partner will come in and discuss with the students how that character attribute will affect their chances of acquiring or keeping a job. The other weeks will include role playing, activities, stories or games that emphasize that attribute.


5:00-5:30 Homework help/tutoring. Students would be expected to bring their homework with them. Teachers would be responsible for ensuring students have things to work on most evenings as they leave school. As teachers or students identify areas where students are struggling, we would look for real-life application problems to reflect these areas. Hands-on problems that teachers would not have time to utilize during the school day could be done during the time to reinforce concepts the students are having trouble synthesizing. 


5:30-6:00 Small group work on computer projects. The goal would be to teach the use of the computer as a tool as the students use the programs. When students have a purpose for learning new material, their focus and retention of the skill/material is increased dramatically. In other words, if students have generated data by conducting an experiment, their interest in using that data increases. They will be shown how to format that data into a chart or graph. Different options of charting and graphing in Excel will be explored. Teams will decide the benefits and detriments to each style. 


6:00-6:30 Dinner Prep and dinner. Small groups of different students will be asked daily to participate in the preparation and serving of the meal. Students will not be asked to use a stove top or oven. Students who are not on dinner preparation duty that evening will continue to work on their computer project until dinner is announced.


	One of the hindrances to changing social class is not having knowledge of the hidden rules of the other social classes. (Payne, 1996) In many middle class families the dinner table is a learning ground. Children learn manners including sitting, asking to have food passed, please and thank you; how to hold a conversation with their family and how to talk about their days. When children go out into the world to look for a job, most of their prospective bosses will be middle class. Prospective hires will be expected to know how to not offend their prospective boss. Middle class children begin these learnings in their families. We will ensure the students have the beginnings of these learnings at our dinner table. Food will not be served cafeteria style, but family style. Children will sit with their mentors who will remind them of expectations and model them for the students.  





Setting Goals to be Prepared for the 21st Century Careers	


	One of the tools that turns a fun activity into a learning activity is goal setting. All children believe they can set goals – most of our middle school boys want to be football players, but as there is no plan in place to help them accomplish the goal, no way for them to track the progress of the goal. They do not have a clear understanding of what skills are needed to accomplish their goal. Few, in any, of these boys will accomplish this goal. The ability to write and implement a S.M.A.R.T. goal is a life skill all people can benefit from learning. In order to set a specific goal a student needs to recognize his/her current level of skill or behavior. Utilizing a self-assessment designed by the partners in the vGameChange initiative, we will assist students in identifying where they are in several current indicators of success including, but not limited to: attendance at school, completing assigned work including homework, attitude toward school, their belief in their own personal ability to succeed at school and their abilities to utilize the computer as a tool. After students have reviewed the results of their assessment, the staff will assist them in choosing a behavioral objective and an academic objective to accomplish. Students will be trained in the process of writing a S.M.A.R.T. goal. Teacher and school input will be vital in tracking these goals. Progress towards these goals will be reviewed weekly. 


	Students will also be asked each time we meet to rate themselves on the amount of effort they have put into accomplishing their goals. These ratings will be charted privately by each student. Students need to learn there is a correlation between the amount of effort they put in and the accomplishment of their goals. This cause and effect relationship is an integral part of realizing that it is not others who are keeping you from accomplishing your goals. Students also learn that they control how well they succeed. Although to most successful people realizing the harder they work, the more likely they are to accomplish their goals, this is not a correlation that is taught in most homes of generational poverty. 


	Once students have been introduced to the options available to them for working with the computers, they will choose a project and write a S.M.A.R.T. goal for that project. Although the main rewards for accomplishing these goals will be intrinsic, external rewards will be utilized to reward small groups or the entire group when they have accomplished a goal or reached an appropriate benchmark toward those goals. External rewards may include: free computer time, a group party, and certificates. 





Building Character	


	vGameChange currently utilizes a program entitled 252 Basics to teach 30 character traits to children. We will continue to use this program as a part of our Tuesday evenings, but we will expand it to Wednesday and Thursday evenings also. The program uses storytelling, games and activities to teach character traits. One trait is stressed each month with all 30 traits covered in a 3 year span. However, the biggest changes in behavior come through the positive support of mentors. When children develop positive relationships with older students who expect and reward positive behavior, behavior changes. Children need to hear stories of successful people and what made them successful (Marzano). These stories of people they know personally or only are familiar with help make success reachable.


	Our business partner has also committed to providing monthly trainings with the children. These trainings will stress the character traits needed to succeed at a job – motivation, punctuality, cleanliness, dress, problem solving, etc. As our business partner is an entrepreneur, he will also work with the students on what it means to be an entrepreneur and what traits help you become one.


	


Developing Pathways to Achievement (decision making and critical thinking skills)


	We have utilized high school National Honor Society (NHS) members from neighboring suburban schools to come into our program and lead our small groups. The NHS members are trained to be mentors with weekly trainings that occur after each vGameChange meeting. We have found great success with the use of these mentors. First, the majority of them have very limited interaction with city children. This is a benefit as they come into the mentoring program with few preconceived notions of the children. However the biggest benefit we have found is that the NHS students impact the expectations of the children. Suburban NHS students believe that their decisions and actions directly impact their situations. They are in their senior year of high school. As seniors, their conversations are filled with discussions of which colleges they are applying to, which colleges require essays, SAT and ACT scores, majors and dorm life. Later in the year, their conversations switch to which colleges they were accepted to, how and why they are choosing the colleges they have decided to attend and their excitement over making the transition to college life. These are conversations that do not occur naturally in homes of children who have grown up in generational poverty nor do they occur in their schools. However, these are conversations that are essential to children who believe that they have the ability to change their living situations. Students that have the potential to be the first college educated person in their family have no or very limited knowledge of what colleges are about, why they would want to attend one, how the tuition costs could be met or even that higher education is not free, that there are requirements for being accepted into college, how to determine what those requirements are and how to meet them.  We have discovered that after only one year of exposure to these conversations our generational poverty students began having the same discussions. At the beginning of our second year of our current program, middle school students who had been with us for the first year of our program began initiating these conversations with the NHS students. We considered that a huge victory and a real sign of success for our program.


	We have also built a cooperative problem solving time into our schedule. These problems can be as basic as: you need to get from this side of the room to the other, but cannot touch the floor. The only tool you have is this sheet of paper. Once teams have discovered one way, they will be challenged to find as many different ways as they can. All of these problems should be open-ended with multiple correct solutions. Students will be challenged to think outside the box at the sake of simplicity. In other words, usually in business or life we reward the easiest, most cost effective solution to a problem. However, ridiculous, elaborate, creative answers can sometimes lead to thinking outside the box that actually ends up with a more efficient, cost effective solution.





Building a Sense of Resiliency


	Resiliency comes from believing that you have self-worth. Self-worth comes from believing you have something to contribute to society. Children in generational poverty have grown up their entire lives being given things. Although these material gifts may have been essential to their survival, only receiving and never giving leads people to believe they have nothing to give, nothing to contribute to the world. We will ask the students to realize that they have a lot to give. Service projects will be done quarterly. We will take one evening each quarter and conduct a service project at their school (City Day Community School), the Vineyard Church (where meetings will occur) and their community. The first service project at their school will be determined by the school administration. Students will be shown the process used to determine the project, all of the planning that went into ensuring the project was completed successfully. The church service project will engage the students in the decision making process. They will be asked to consider what they think they could do to give back to the church. These will be listed along with a list of possible projects from the church administration. Students will vote to determine which project they would like to do. Students will be shown the planning that went into the completion of the project, but will not be actively engaged in the planning. The community project will be determined, planned and conducted by the students with their mentors support. 


	Students will be allowed to fail at each of the activities we do. Students will be encouraged to succeed, but it is essential to building a sense of resiliency that students understand that failing does not determine who they are. Nor does it necessarily determine the final success of their project. Teaching children a model to use to analyze what caused the failure, what they learned from the failure and how to turn the failure into a success is essential to depersonalizing failure. This will assist the students in realizing they are not the failure. They tried one solution to a problem and that solution did not work. (Marzano)


	Doing open-ended problem solving where we encourage students to come up with as many solutions as they possibly can without judging their efficiency is one way to encourage students to keep trying. Helping them identify that multiple possible solutions exist for most problems and that they can continue to look for those solutions if one fails, convinces them that they have the ability to continue trying.





5. Please describe the specific activities your program will conduct.


· Mentoring by high school NHS students.


· Cooperative games and open-ended problem solving.


· Study of positive character traits using stories, games, activities and projects.


· Computer studies including (but not limited to) Microsoft Office including Publisher, Word, Excel and PowerPoint. 


· Experiments and projects to generate data to use in students’ computer projects.


· Students will present their final projects to the other students. A final presentation at the end of the school year will be held with teachers and parents invited.


· Family-style meals.





6. Discuss how the program will utilize best practices to ensure program success. Are there successful mentor programs after which you will model your program?  Please name the program and describe what makes it successful. 


	Marzano’s meta-analysis of effective teaching practices identified nine of the most effective strategies. Our program has built 6 of these strategies into its core. Reinforcing effort and providing recognition is demonstrated when students self-evaluate how much effort they have put into their work and how successful their final product was. We plan on having the students utilize a rubric for scoring the amount of effort they put into their work and charting their effort against the realization of their goals. Many of us assume that children understand that if you try harder you will produce better results. This has not always been demonstrated in generational poverty homes (Payne, 1996). Students from homes in generational poverty have more likely heard stories recounted of how life is not fair and how their parents were kept from succeeding despite their efforts. Students must realize that in their lives more effort does correlate to more success. 


	Non-linguistic representations is another of Marzano’s identified most effective teaching strategies. Any time a student uses a chart, table or graph in Excel to represent their data they are effectively using a non-linguistic representation. Other forms of non-linguistic representations would be utilized in PowerPoint presentations. Images, whether pulled from web libraries or self-created by the student would be further uses of non-linguistic representations used in PowerPoint.


	We have built cooperative learning as an essential part of our program. Not only is it one of the Marzano identified most effective teaching strategy, but it is a skill that businesses are requiring from their workers. Children from generational poverty frequently have been taught to ‘get all that they can’ which leads to aggression in many situations where competition is perceived or does actually exist. Cooperation is not a normal part of most of their family lives, yet to be able to succeed in life and become a productive member of society, students are required to know how to successfully cooperate. That means cooperating as a follower, but also learning how to lead in a cooperative setting. Our use of cooperative games, where everyone wins or everyone loses, and cooperative problem solving sets students up to repeatedly practice these skills.


	Setting objectives and providing feedback is another one of Marzano’s identified research-based best practices. Goal setting is another name for setting objectives. Setting goals is a foundational piece in our program. Many children of generational poverty do not have the support from positive influences in their lives to set positive goals in their lives. If they do set a goal, they do not know how to establish benchmarks and put practices in place to reach their goals. Mentors provide the feedback. Feedback needs to be immediate and specific. Having a mentor work closely with only a small group of students, helps them be aware of all the successes of each student, no matter how small, to give that immediate, specific feedback. 


	The fifth research-based effective teaching strategy, as identified by Marzano, we have built into our program is questions, cues and advance organizers. These are three separate strategies that are as effective individually as they are together. Asking the children questions, prompting them – or giving cues – rather than giving answers is one of the best strategies teachers can use to build resiliency with comes from having the confidence in yourself that you can figure a problem out or have the resources to know how to find the answer. Mentors are so important to this strategy. Having a person whose attention is only split between a very few students means they are available to question a student or provide a prompt to help them get over the latest hurdle in their problem-solving.


	The last of the nine core research identified best teaching strategies that is built into our program is generating and testing hypothesis. Every time a group of students is challenged with an open-ended problem to solve, they must generate ideas and test them. Our plan also includes challenging students to come up with as many extravagant solutions to a problem they can. Frequently students struggle with realizing there can be multiple correct solutions to a problem. Evaluating the efficiency of a solution should only occur after all solutions have been realized.





7. Describe your organization’s previous experience with this type of program OR a program of a similar scale,   including previous evaluations, size and duration of previously implemented programs, goals, and outcomes.


	The Vineyard Church began hosting vGameChange in June, 2012. We have had 35 students in our program with a waiting list. Our goals were to begin teaching the children that they were capable, contributing members of society. Hope was our foundational teaching. We wanted the children to realize that their situations could be improved and that they were the key to changing their situations. Hope needs to be an integral part of their lives. Although we did not conduct formal evaluations, we counted success by positive comments from parents, positive comments from neighbors, statistics from the police department showing that juvenile crime had decreased 75% in our area, the length of our waiting list and the desire of children to return to our program. 





8. What will make this collaboration successful? What will the indicator(s) of success be for this collaboration?


	Open lines of communication between the school administration, teachers, vGameChange staff and our business partner will be a main determination of the success of the collaboration. We will need to meet on a regular basis and discuss the progress of each individual student. We will know we are successful in collaborating if we can gain the trust of the students and keep them desiring to come back. We will be challenging them in many areas of personal growth. If the children desire to come back and continue meeting their goals, even if they are not always enjoying themselves, will be a huge indicator of success.


	If we begin seeing the school start using goal-setting vocabulary and strategies, challenging their students with more open-ended questions or even hosting discussions at school that involve the challenges the children are conquering at vGameChange, you will also know that our collaboration is a success. This indicator of success will be a two-way street. We will also know that the collaboration is a success if vGameChange staff are aware and begin conversations with students about what is happening in their classes at the school and how students can use the strategies and techniques taught to them at vGameChange to successfully complete their work at school.





	Developing plans and strategies for individual students with the mentors weekly will be essential part of successful collaboration. The mentors are an integral part of the interaction with students. Although the vGameChange staff will develop the activities, projects and games for the students, it will be the mentor who has the continued day-to-day interactions with the students. When we see mentors modifying their behaviors as we develop plans to work with individual students, we will know that collaboration was successful.





Application Section II: Program Management





9. Leadership Team:  The leadership team should be comprised of no less than one member of each partnering organization. Please provide a brief bio of each leadership team member, including a brief description of the team member’s passion for the program and interest in working with young people.  Bios should also include:


· Name and title


· Responsibilities for this grant project. (Percent of time should be included in the budget document.)


· Qualifications


· Prior relevant experience





Patricia Caldwell is the Director of Children’s Programming for the Vineyard Church Riverdale Campus. 


Her responsibilities for this grant will be: 


· To recruit mentors from surrounding suburban high schools with a preference for NHS students. 


· Ensure the children are transported safely from City Day School to the Vineyard Church. 


· Develop and conduct all trainings.


· Ensure all supplies and materials are purchased and accounted for.


· Develop all activities, projects and games to be used with the students.


· Ensure the children are fed a nutritious dinner.


· Conduct all evaluations.


· Oversee all budget requirements.


Patty is a retired Ohio elementary and middle school teacher with 8 years of experience as an academic coach and 2 years as a STEM coach with Montgomery County ESC.


Patty is the founder and director of the current vGameChange program.





Ron Browning Owner, CEO of R E Browning & Son (Dba), 3147 Ridgeway Road, Kettering, OH 45419


His responsibilities will be to:


· Offer weekly oversight of the program offering feedback in areas of excellence and areas of improvement.


·  Oversee the setting goals, building character and mentor portions of the program.


       Ron has developed his own successful company. He can offer real insight into the characteristics an 


       individual needs to strengthen in order to succeed as an employee and as an entrepreneur.


       Ron has been consistently involved with children’s activities in his community. He has been team director 


       and head coach of Centerville Youth Wrestling, been an active participant in Miami Valley Kids Wrestling, 


       and is currently a small group leader, mentor and caregiver at the Dayton Vineyard Children’s programs





Meghan Rumbaugh Dean of Curriculum and Instruction, City Day Community School, 320 South Main Street Dayton, Ohio 45402


Her responsibilities will be:


· To recruit and encourage students to enroll in the program.


· To encourage communication between teachers and tutors based on students’ academic needs.


· To collect data on student achievement and attendance


Meghan has 10 years of teaching experience in grades K-4 including 3 years as the K-3 lead teacher.  She currently is the Dean of Curriculum and Instruction at City Day and has been in this position for 1 year.





10.  A timeline of all major activities must be provided. Assessment, planning and initial training must be completed by September 7, 2015. Services must begin by September 7, 2015. 


 


April, 2015 – Equipment and supplies will be ordered. 


May, 2015 – Assistant director and IT support personnel hired.


June, 2015 – A recruitment letter to all current 4th grade students at City Day Community School will be sent home inviting them to participate in the vGameChange program.


June, 2015 – A recruitment letter to all senior NHS members at surrounding suburban schools will be distributed inviting them to participate in the vGameChange program.


July, 2015 – Trainings will be conducted. Yearly schedule of meetings, evaluations, and celebrations will be planned.


Week of September 7 – First sessions with students will occur. Students will take self-assessments. Students will take pre-assessments to determine their level of expertise in use of a computer, goal writing, and stick-with-it-ness.


Once vGameChange has begun, it will meet all weeks that City Day Community School is in session. 


May, 2015 – Final meeting with children. Post-assessment will be conducted. Final presentation of student projects to parents and teachers will be held. Final celebration to acknowledge successes will be held. A letter will be distributed to graduating 4th grade students at City Day Community School inviting them to join the program the following fall. 5th grade students will be invited to return in the fall.


June-July, 2015 – Program evaluation will be completed. Modifications to the program will be implemented for the following school year.


Year 2


Week of September 5, 2016 – First sessions with students will occur. Students will take self-assessments. Students will take pre-assessments to determine their level of expertise in use of a computer, goal writing, and stick-with-it-ness.


Once vGameChange has begun, it will meet all weeks that City Day Community School is in session. 


May, 2016 – Final meeting with children. Post-assessment will be conducted. Final presentation of student projects to parents and teachers will be held. Final celebration to acknowledge successes will be held. A letter will be distributed to graduating 4th grade students at City Day Community School inviting them to join the program the following fall. 5th and 6th grade students will be invited to return in the fall.


June-July, 2016 – Program evaluation will be completed. Modifications to the program will be implemented for the following school year.


Year 3


Week of September 4, 2017 – First sessions with students will occur. Students will take self-assessments. Students will take pre-assessments to determine their level of expertise in use of a computer, goal writing, and stick-with-it-ness.


Once vGameChange has begun, it will meet all weeks that City Day Community School is in session. 


May, 2017 – Final meeting with children. Post-assessment will be conducted. Final presentation of student projects to parents and teachers will be held. Final celebration to acknowledge successes will be held. A letter will be distributed to graduating 4th grade students at City Day Community School inviting them to join the program the following fall. 5th and 6th grade students will be invited to return in the fall.


June-July, 2017 – Program evaluation will be completed. Modifications to the program will be implemented for the following school year.


11. Describe the implementation process for reaching the following milestones: 


a. Screening, orientation, supporting, and monitoring process for mentors and other personnel working directly with youth;


All personnel wanting to work with students will be interviewed to ensure suitability for working with children. All personnel 18 and over will have a background check conducted. They will be asked to provide 3 references for previous work with children. At least 2 of the references will be contacted and must give a positive recommendation. The applicant will not be accepted if any negative references are received. 


No adult or mentor will ever be left alone with children. There will always be 2 leaders in the same room with the students.


Recruiting of mentors will begin at the end of the current school year. NHS will induct their new members. We will ask to be given space to display our program and recruit volunteers for the following year. This process is already in place at one suburban high school.





b. Identification and intake process for mentees;


Mentees will be identified by City Day Community School. They will determine the suitability of any student who wishes to participate in the vGameChange program. The intake process will include, but not be limited to: a liability release form for transporting the child from City Day Community School to the Vineyard Church Riverdale Campus, a permission slip signed by all custodial parents or guardians giving permission for the child to participate in the program and permission for the child to be transported to the church. Parents will be asked to sign a photo release. Children will not be excluded if a parent refuses to sign the release. 





c. The means by which you will involve families of youth in your program; ongoing


training of mentors throughout the life of the program, including topics and frequency;


The families of the youth will be invited to participate in our program by attending the presentation days, days when students present their projects to each other. Specifically they will be invited to participate in the final presentation day of the year. Parents will be invited to attend any regular meeting with prior notification to the director of the program. This is to ensure there are not too many parents choosing to visit on the same day. Parents will also be invited to attend our celebration days when their child has accomplished their goals.





Mentors will be given a pre-assessment and orientation before beginning to work with students. Weekly meetings will be conducted with mentors. These meetings will include the development of strategies for working with individual students, trainings in working with students of generational poverty, goal setting, problem solving strategies and computer skills. As needed individual mentors will be asked to meet with the director to discuss their ability to lead children.





d. Assessing fiscal accountability and faithful implementation of project plans;


The Vineyard uses GAAP accounting practices. Our financial statements are audited annually. We have quarterly reviews conducted of our accounting and financial practices. Bimonthly board meetings are held, which the director of vGameChange would be responsible for attending and reporting progress. Our accounting practices contain the requiring of two key officers (not the accountant) to sign each check.





12. Describe how each applicant partner plans to contribute to the overall program plan including, but not 	limited to, time contribution, personnel contribution, monetary contribution, shared responsibilities, 	use of facilities, etc. Complete the Roles and Responsibilities worksheet attachment.


Patty Caldwell, Director of Children’s Services Vineyard Church, will have primary responsibility to oversee the grant implementation and the overseeing of the program. She will have the main role in purchasing supplies and equipment, developing curriculum, training staff and volunteers, and ensuring the most productive environment for students’ learning. Her time commitment will be 32 hours per week.





Ron Browning, Owner CEO, R E Browning & Son, will oversee the mentoring, character building and goal setting portions of the program. He will offer insight into characteristics desired by business. He will conduct monthly sessions with students to introduce them to the monthly characteristic.  His time commitment will be 15 hours per month.





Meghan Rumbaugh, Dean of Curriculum and Instruction, City Day Community School, will oversee the recruitment of students and collect data on student satisfaction. Meghan will be the liaison between the teachers of City Day Community School and the director of the vGameChange program. She will gather data from teachers regarding specific needs of the students, respecting student/parent privacy rights. She will monitor student achievement and attendance data. She will collect and distribute suggestions from teachers and City Day staff on areas of strength and areas to be improved in the program. Her time commitment will be 3 hours per month during the school year with additional hours as needed over the summer.





Application Section III: Evaluation Plan 


13. The evaluation plan is intended to provide lead organizations with a framework that will ensure the program is on track to positively impact the lives of students and identify needs for additional support when challenges arise. Each evaluation plan must list the scope of work and describe the following:


a. Plans for keeping records of mentor contact hours, unduplicated count of students served each month, mentor training hours, etc. for ongoing reporting;





Mentors will have a sign in process for each week. The assistant director of vGameChange will have the responsibility of ensuring mentors have signed in. S/he will also be ensure that accurate weekly and monthly records are kept. S/he will assist in assigning mentors to small groups of children and ensuring each child in assigned to a present mentor. The director will oversee the assistant director.


Each child will be signed in as they board the bus from City Day Community School. They will all gather in one space when they arrive at the Vineyard Church where attendance will be checked before our opening activity begins. It will be the assistant director’s responsibility to ensure attendance is accurate. The director will oversee the assistant director.


Mentor training will occur weekly. The director will conduct the trainings. The director will have the responsibility of ensuring accurate attendance is kept for each training session and the topic of each session. If it is deemed that a mentor who misses a training would benefit from the missed training, the director will conduct a one-on-one training with the mentor. It will be the director’s responsibility to ensure these records are kept accurately.


All other data collected will be the responsibility of the director.





b. Gathering of data to measure progress of program towards meeting the selected goals;


Pre-assessments will be given to mentors and students before they begin the program. It will be the responsibility of the director to collect and tabulate this information and distribute it to the appropriate individuals for use.


Data will be collected on the length of time it takes individual students to generate goals. One of our indicators of success will be if this time decreases over the course of the year. Data will also be generated and collected on the number of goals that are successfully reached per student during the course of the year. As some goals will take longer to accomplish than other goals, the number of goals each student accomplishes will not be the best indicator of successful goal completion. However each week the children and mentors will evaluate the child’s progress toward their goals. If progress is being made toward their goal, then that will demonstrate a successful outcome. Data will be kept on the number of children who made weekly progress toward their goals. 


Each student will generate and keep their data on successful completion of goals and on their self-assessment of their effort. This data will be recorded in their data binder. The mentors will be responsible for ensuring this is completed, with oversight by the assistant director.


Students will keep records of their suggested solutions to open-ended problems in their data folders. Mentors will be responsible for ensuring this is completed with oversight by the assistant director.


City Day Community School teachers will be asked to monitor progress toward goals for attendance at school. They will be responsible for collecting and monitoring this data.





c. Projected indicators of success; 


We will know our project was successful if:


· School attendance improves.


· Student effort improves.


· Students’ level of work toward their goals improves.


· Students increase in their ability to see alternate solutions to problems.


· Students complete computer projects and are able to effectively present their project to their peers and/or parents.





d. Anticipated barriers to successful evaluation including data collection 	and measurement of progress toward outcomes.


We anticipate inconsistent attendance may be a problem. Students will not see the value of the information they are collecting and will be lax in gathering their information. Many students will be reluctant to put any work on paper.





14. Applicants are to complete the program model.








Application Section IV: Sustainability


15. Describe how you plan to maintain the program after the grant funding period.  Include a discussion about financial sustainability and sustainability of the partnership commitment. Applicants are not required to include cash as part of their local contributions; however, funding sustainability is critical to the Community Connectors program. Applicants that show the potential for funding sustainability will be given preference in application scoring.  


	We plan on reaching financial sustainability by keeping our operating costs as low as possible. The majority of our grant funds will be used to purchase hardware – PCs, Server, Ipad Minis, etc. These items are not disposable and with direct oversight in small groups by the mentor, the life of these items should be extended. We utilize as many volunteers as possible. We are in our third year of maintaining our program at its present level by utilizing NHS volunteers and adult volunteers from the surrounding suburban communities. We anticipate the ability to continue recruiting from both of these pools to sustain our personnel. With the success of our grant, we feel we will be able to reach out to the businesses of Dayton more successfully to secure additional funding to maintain our program. We currently have limited support from Wright Patterson Air Force Base which is an important business leader in our community. Although most support so far has been in-kind support, we feel this is a largely untapped area for recruiting and financial support.


	


Application Section V: Program Budget


16. Complete the budget form attachment and justify each of the budget items by creating a budget justification.





By clicking this box,☒ I (Insert Name)Patricia L. Caldwell agree, on behalf of this applicant, and any or all identified partners, that this application and all supporting documents contain information approved by a relevant executive board or its equivalent.
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Roles and Responsibilities Worksheet (Required)





Describe how each applicant partner plans to contribute to the overall program plan including, but not limited to, time contribution, personnel contribution, monetary contribution, shared responsibilities, use of facilities, etc.


1. Faith-based organization:  Patricia L. Caldwell


· Time contribution


· Director – 30 hrs/week


· Assistant Director – 20 hrs/week


· Accountant – 2 hrs/week


· Technology Support – 20 hrs/week


· Custodial Care – 12 hrs/week





· Personnel contribution


· Director


· Assistant Director


· Accountant


· Technology Support


· Custodial Care





· Monetary contribution


· $30,000 cash and in-kind contributions.





· Shared responsibilities


· Development and writing of curriculum


· Training of mentors and staff





· Additional roles and responsibilities 


· Hiring of additional staff – assistant director, technical support


· Recruiting of mentors


· Providing facility 


· Providing meals


· Providing fiscal accountability


· Providing transportation





2. School district partner: Meghan Rumbaugh


· Time contribution 


· 2-3 hours per month during academic year


· [bookmark: _GoBack]Additional time as needed during summer months





· Personnel contribution


· Dean of Curriculum and Instruction





· Monetary contribution





· Shared responsibilities


· Liaison between teachers and vGameChange staff


· Data gathering of student data as pertains to school attendance and academics





· Additional roles and responsibilities


· Recruitment of students


· Liaison as needed with parents 


· Participation/assistance in training of staff and mentors





3. Business partner: R. E. Browning and Son


· Time contribution


· 15 hours per month


· Personnel contribution


· Ron Browning


· Monetary contribution





· Shared responsibilities


· Writing and implementing curriculum


· Overseeing mentoring, character building, and setting goals


· Offering insights into program strengths and areas to improve


· Offering insight into what businesses are looking for in potential hires


· Additional roles and responsibilities


· Conducting monthly trainings to introduce our positive characteristic of the month













[bookmark: _GoBack][image: communityconnectorslogo]vGameChange


People resources include: Program director, Assistant director, Technology Support, Mentors, Custodian, Food preparation and clean up.


Technology resources include: Desktop PCs, Ipad minis, headphones, flash drives


Transportation resources include a van to transport students to vGameChange. 


Meal resources include healthy meals to be served at vGameChange and backpack meals for the student to take home for an additional healthy meal.	


Technology Resources will we used to assist the students in learning to use basic Microsoft Office programs to include: Word, Excel, Publisher and PowerPoint. Ipad minis will be used to help the students discover the differences between the two operating systems and to allow them to become familiar with both main computer operating system formats.


20 fifth grade students from City Day Community School. 


Adults, including mentors would include program director, assistant director, tech support, 1 business partner, 1 lead from City Day Community School, 5 mentors, for a total of 10 adults.


What are the short or intermediate term results that will be achieved?





1. Setting goals to be        prepared for 21st century careers


2. Building character


3. Developing pathways to achievement


4. Building resiliency


5. Believing in a positive future








Goal


Program Activities 


Program Name: _____________________________________


Outcomes


Outputs 


Resources


What are the long term results that will be achieved?


 


Strengthen communities, encourage mentoring opportunities, and create new pathways for civic engagement that will result in higher educational achievement, higher levels of well-being, and health and workforce readiness for our state.


Briefly describe the number of students engaged and the number of adults involved. 


What will we do with the resources?


What resources will be needed to conduct this program?
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BUDGET NARRATIVE


						Budget Narrative





						Grant Applicant:   


									vGameChange - a collaboration between Dayton Vineyard Church, City Day Community School, and R E Browning and Son.





						Summary


									The purpose of the Budget Narrative is to provide a detailed explanation of how planned expenditures were calculated for each budget category as well as the justification of those expenditures for the devoted program.


						Direct Costs


									A.  Payroll Expenses


									Director - currently a 30 hour employee at Dayton Vineyard, will be increased to full-time. 80% of her time will be dedicated to completely this program. Assistant director and technical support are new positions. Their salaries were calculated at $10/hr. 20 hrs/wk for 52 weeks per year. Custodial support would need to increase as children would be utilizing the building. The current position was expanded by 8 hours at the current salary. The Dayton Vineyard Church's current accountant would be utilized.


									B.  Payroll Fringe Benefits


									No fringe benefits would be offered.


									C.  Travel


									No travel by staff would be required.


									D.  Supplies


									We currently distribute school supplies to the children who attend our Tuesday program. We used those numbers to calculate school supplies for 20 additional children. We looked at costs of toner, etc.


									E.  Equipment


									Current prices for computers including Microsoft Office with Publisher, Ipad minis, headsets, flashdrives were used to calculate these prices. 


									F.  Contracted Services





									G.  Training


									Training would include the purchase of books: A Framework for Understanding Poverty by Ruby Payne and Effective Teaching Strategies by Robert Marzano. Other training costs include chart paper, markers, binders for participants.


									H.  Evaluation


									No costs would be incurred to evaluate.


									I.  Other Program Cost


									These costs would be essential. Success needs to be celebrated. Children need to be fed. Feeding costs were based on the reimbursement rate as given by the ODE for their summer feeding programs and current levels of cost for the program. The current IRS travel reimbursement rate of $0.575 was used to calculate transportation of student costs.


									J.  Additional Mentor Support Cost











BUDGET SUMMARY


						Budget Summary


						Budget summary automatically fills after completing individual annual budgets (Year 1, Year 2, and Year 3)





						vGameChange - a collaboration between Dayton Vineyard Church, City Day Community School, and R E Browning and Son.


						Categories			Year 1                Budget			Year 2                 Budget			Year 3                          Budget			Total                         Budget


						  A.  Payroll Expenses			51,074.50			51,074.50			51,074.50			153,223.50


						  B.  Payroll Fringe Benefits			- 0			- 0			- 0			- 0


						  C.  Travel			- 0			- 0			- 0			- 0


						  D.  Supplies			8,550.00			8,550.00			8,550.00			25,650.00


						  E.  Equipment			46,500.00			16,000.00			- 0			62,500.00


						  F.  Contracted Services			- 0			- 0			- 0			- 0


						  G. Training			460.00			340.00			250.00			1,050.00


						  H.  Evaluation			- 0			- 0			- 0			- 0


						  I.  Other Program Cost			15,763.88			15,763.88			15,763.88			47,291.64


						  J.  Additional Mentor Support Cost			- 0			- 0			- 0			- 0


						TOTAL PROJECT COST			122,348.38			91,728.38			75,638.38			289,715.14


						LOCAL CONTRIBUTION			30,000.00			30,000.00			37,500.00			97,500.00


						STATE MATCH			92,348.38			61,728.38			38,138.38			192,215.14


						LOCAL %			25%			33%			50%			34%








YEAR 1





						YEAR 1 - PROJECT BUDGET





						vGameChange - a collaboration between Dayton Vineyard Church, City Day Community School, and R E Browning and Son.





						Summary


						The grant funding would allow us to increase the director position from 30 hours per week to full-time. We would create an assistant director and IT support position. Custodial Support would be increased by 8 hours. However the largest expense would be upgrading our existing computer lab with current PCs, software and Ipad minis.





						A.  Payroll Expenses


						Position/Title/Description			Qty			Annual Salary			% Time			Total Amount


						Director			1			23,500.00			80%			18,800.00


						Accountant			1			47,000.00			5%			2,350.00


						Assistant Director			1			11,200.00			100%			11,200.00


						IT Support			1			11,200.00			100%			11,200.00


						Custodial Support			1			15,049.00			50%			7,524.50


																		- 0


						Total    												51,074.50





						B.  Payroll Fringe Benefits


						Description						Total Salary			Rate %			Total Amount


						Average benefit rate for all staff itemized above						51,074.50			0%			- 0


						Total    												- 0





						C.1. Staff Travel


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0





						C.2.  Mentor Travel


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0





						D.  Supplies


						Description						Total Amount


						Printer toner cartridges, paper, misc. school supplies						2,800.00


						Microsoft Office Software (1 year subscription)						4,500.00


						Office and School Supplies						1,250.00


						Total    						8,550.00





						E.  Equipment


						Description			Unit Cost						Units			Total Amount


						Desktop Computers			$900.00						25			22,500.00


						Computer Serverm, MFP (color laser printer), 60" panel display			$16,000.00						1			16,000.00


						Ipad Mini			$400.00						20			8,000.00


						Total    												46,500.00





						F.  Contracted Services


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						G.1. Staff Training


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


						S.M.A.R.T. Goals			$35.00						4			140.00


						Attributes/Teaching of children from Generational Poverty			$45.00						4			180.00


						How to empower mentors			$35.00						4			140.00


						Total    												460.00





						G.2.  Mentor Training


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						H.  Evaluation


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						I.  Other Program Cost


						Description						Total Amount


						Transportation of students to program location						2,063.88


						Meals/backpack meals						11,700.00


						Student Incentives						2,000.00


						Total    						15,763.88





						J.  Additional Mentor Support Cost


						Description						Total Amount





												- 0


												- 0


						Total    						- 0








									PROJECT YEAR 1									BUDGET


						The Local Contribution consists of identified 
in-kind contributions and available funding designated for this program. 
The Local Contribution  may not be less than 
25%  of the total project budget in any year. 			Total Budget									122,348.38


									Local Contribution									30,000.00


									State Match									92,348.38


									Local %									25%








YEAR 2





						YEAR 2 - PROJECT BUDGET





						vGameChange - a collaboration between Dayton Vineyard Church, City Day Community School, and R E Browning and Son.





						Summary


						Staffing increases would continue. Although the church has a van, with the projected increase in  student involvement, we will need sufficient transportation for the students from their school to the Vineyard Church Riverdale Campus.





						A.  Payroll Expenses


						Position/Title/Description			Qty			Annual Salary			% Time			Total Amount


						Director			1			23,500.00			80%			18,800.00


						Accountant			1			47,000.00			5%			2,350.00


						Assistant Director			1			11,200.00			100%			11,200.00


						IT Support			1			11,200.00			100%			11,200.00


						Custodial Support			1			15,049.00			50%			7,524.50


																		- 0


						Total    												51,074.50





						B.  Payroll Fringe Benefits


						Description						Total Salary			Rate %			Total Amount


						Average benefit rate for all staff itemized above						51,074.50			0%			- 0


						Total    												- 0





						C.1. Staff Travel


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0





						C.2.  Mentor Travel


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0





						D.  Supplies


						Description						Total Amount


						Printer toner cartridges, paper, misc. school supplies						2,800.00


						Microsoft Office Software (1 year subscription)						4,500.00


						Office and School Supplies						1,250.00


						Total    						8,550.00





						E.  Equipment


						Description			Unit Cost						Units			Total Amount


						Van  to transport additional children			$16,000.00						1			16,000.00


																		- 0


																		- 0


						Total    												16,000.00





						F.  Contracted Services


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						G.1. Staff Training


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						G.2.  Mentor Training


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


						Effective Teaching Strategies			$45.00						4			180.00


						S.M.A.R.T. Goals			$35.00						2			70.00


						Attributes/Teaching of children from Generational Poverty			$45.00						2			90.00


						Total    												340.00





						H.  Evaluation


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						I.  Other Program Cost


						Description						Total Amount


						Transportation of students to program location						2,063.88


						Meals/backpack meals						11,700.00


						Student Incentives						2,000.00


						Total    						15,763.88





						J.  Additional Mentor Support Cost


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0








									PROJECT YEAR 1									BUDGET


						The Local Contribution consists of identified 
in-kind contributions and available funding designated for this program. 
The Local Contribution  may not be less than 
25%  of the total project budget in any year. 			Total Budget									91,728.38


									Local Contribution									30,000.00


									State Match									61,728.38


									Local %									33%








YEAR 3





						YEAR 3 - PROJECT BUDGET





						vGameChange - a collaboration between Dayton Vineyard Church, City Day Community School, and R E Browning and Son.





						Summary


						This would be the projected necessary level of funding to maintain the program.





						A.  Payroll Expenses


						Position/Title/Description			Qty			Annual Salary			% Time			Total Amount


						Director			1			23,500.00			80%			18,800.00


						Accountant			1			47,000.00			5%			2,350.00


						Assistant Director			1			11,200.00			100%			11,200.00


						IT Support			1			11,200.00			100%			11,200.00


						Custodial Support			1			15,049.00			50%			7,524.50


																		- 0


						Total    												51,074.50





						B.  Payroll Fringe Benefits


						Description						Total Salary			Rate %			Total Amount


						Average benefit rate for all staff itemized above						51,074.50			0%			- 0


						Total    												- 0





						C.1. Staff Travel


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0





						C.2.  Mentor Travel


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0





						D.  Supplies


						Description						Total Amount


						Printer toner cartridges, paper, misc. school supplies						2,800.00


						Microsoft Office Software (1 year subscription)						4,500.00


						Office and School Supplies						1,250.00


						Total    						8,550.00





						E.  Equipment


						Description			Unit Cost						Units			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						F.  Contracted Services


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						G.1. Staff Training


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


						Effective Teaching Strategies			$45.00						2			90.00


						S.M.A.R.T. Goals			$35.00						2			70.00


						Attributes/Teaching of children from Generational Poverty			$45.00						2			90.00


						Total    												250.00





						G.2.  Mentor Training


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						H.  Evaluation


						Description			Cost/Hr Rate						Qty/Hrs			Total Amount


																		- 0


																		- 0


																		- 0


						Total    												- 0





						I.  Other Program Cost


						Description						Total Amount


						Transportation of students to program location						2,063.88


						Meals/backpack meals						11,700.00


						Student Incentives						2,000.00


						Total    						15,763.88





						J.  Additional Mentor Support Cost


						Description						Total Amount


												- 0


												- 0


												- 0


						Total    						- 0








									PROJECT YEAR 1									BUDGET


						The Local Contribution consists of identified 
in-kind contributions and available funding designated for this program. 
The Local Contribution  may not be less than 
25%  of the total project budget in any year. 			Total Budget									75,638.38


									Local Contribution									37,500.00


									State Match									38,138.38


									Local %									50%








Inserting Rows


			To insert additional row on tabs - YEAR 1, YEAR 2, YEAR 3


			1			 Turn-off sheet protection


						 - place the mouse pointer on the tab where you want to insert the row.


						 -  Right click the mouse and select "unprotect worksheet"


						 -  Enter the password "connect'


			2			  Insert rows


						 - Select the middle row in the category you wish to insert rows


						 -  Right click the mouse and select "insert row"


						 -  If the cell is light grey copy the formula from the cell below


			3			Turn-on sheet protection


						 - place the mouse pointer on the tab where you want to insert the row.


						 -  Right click the mouse and select "protect worksheet"


						 -  Enter the password "connect'


						 -  Enter the  confirmation password "connect'
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