
Connecting GTA Teachers Regional Planning Team
Guidelines and Procedures for Submitting Final Phase 11 Reports

· Only one person, usually a CGTAT Rep or designate, should take responsibility for coordinating and gathering all the necessary information for a project report. It is recommended that he or she establish a “master” file and exchange it with one collaborator after another, until the report is complete.

· [ Even if a project did not run during Semester One, Reps are still encouraged to fill in a Form as much as possible anyway. This will assure SCWI that some planning/preparation did take place during the fall and that this project was not overlooked. For example, you could fill in such things as Name of Project, CGTAT Code Number, Description of Project, etc., and then, at the bottom of the same Form/file, list by date, meetings held, preparations completed, and/or other actions taken, during the fall semester. ]

· Start by downloading the appropriate Excel Form/file from the “Reports to…” section of http://cgtat.org  There are two forms: one for reporting on an Activity, and another for reporting on a Dual-Credit Program.

· It is important to complete a separate Form/file for each project; i.e., only one project per file, and only one file per report.

· Send your completed report file, or files, to the CGTAT Coordinator. Please do NOT send files to SCWI. 

· The CGTAT Coordinator will compile one large file, including all of  CGTAT’s project reports, and submit it to SCWI. 

Student Testimonials and Consent Forms

· The Ministry has requested as many student testimonials as possible. Each testimonial should be accompanied by a Consent/Release Form, available at http://cgtat.org in the “SCWI, Reports to” section. 

· Please send completed testimonials and consent forms to: 
Mary Vesia, Student Development & Articulation

Humber ITAL

205 Humber College Blvd.

Toronto, ON  M9W 5L7


· Send by FAX to 416-675-3141; then by Canada Post, or courier.
· SCWI’s deadline is firm! Changes/additions may not be made after CGTAT’s electronic submission to the SCWI office.

· Please submit project reports to the CGTAT Coordinator by Friday, June 27, 2008. 
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