[bookmark: _GoBack]Site Coordinator Planning Checklist

Write in your own due dates and use the blank spaces for additional tasks necessary for planning your event.
Remember, you don’t have to do all this work alone. Recruit volunteers and co-workers to assist you!

	
SEPTEMBER

	
Status
	
Due Date
	
Task

	



⃝
	




	
Visit the Site Coordinator section of the DC College Application and Exploration Month website:  http://bit.ly/2bVK1xU

Here you will have access to:
	October Planning Calendar
	Site Coordinator Resource Guide
	Training Power point 
	Toolkit Items

	
⃝
	

	
Review the Site Coordinator Resource Guide and contact District Coordinator with any initial questions. Tiffany DeJesus, Office of the State Superintendent of Education | (202) 741-6415 or Tiffany.DeJesus@dc.gov


	
⃝
	

	
Review the recorded training power point available at the following link: http://bit.ly/2bVK1xU


	
⃝
	

	
Set up a DC College Application and Exploration Month committee or team at your school or program site to discuss the timeline of events and activities. This may include school counselors, teachers, students, administrators, parents/guardians, etc.

	
⃝
	

	
Discuss with teachers possible tie-in assignments for students related to college application information and selecting colleges. Feel free to include activities for 9-11th grade students to prepare them early!

	
⃝
	

	
Add your event(s) to your school’s master calendar.

	
⃝
	

	
Reserve computer facilities or meeting rooms for your event.

	
⃝
	
	

	
⃝
	
	

	


	

⃝
	
	
Start talking to your school or program community about DC College Application and Exploration Month. Schedule time in an upcoming staff meeting to talk about the month and ask staff to brainstorm ideas to include college-planning activities throughout the school and community during October.

	
⃝
	
	
Schedule a meeting with the Principal to keep him/her updated on event goals and planning. Request that
DC College Application and Exploration Month activities are announced in the principal’s communications (newsletter, blog, etc.).

	
⃝
	
	
Solicit door prizes from area colleges and businesses. It is a good idea to put someone on your committee in charge of this task. 




	




⃝
	
	
Plan and prepare outreach and publicity efforts to get the word out about your events in your community. Refer to Section 4: Promoting and Generating Excitement (Resource Guide, 21) for ideas.
	Send a press release to local newspapers and TV stations
	Invite media to attend your school’s event
	Brainstorm locations to hang flyers outside of the high school
	Encourage business community to wear college clothing/promote the month
	Add information to school and district website and/or social media
	Automated calls or mailing to parents

	
⃝
	
	
Arrange a schedule for your event, including which groups or classes of students will participate at what time.

	


⃝
	
	
Brainstorm possible volunteers and/or speakers to recruit (i.e. community/political/business leader, alumni, college professor, or student to be a guest speaker). Contact local colleges or talk to college representatives already visiting your school to invite admissions staff and faculty to volunteer during your event. You will need at least 2 volunteers assisting students with application questions at any given time. 

	
⃝
	
	
Create a detailed schedule of DC College Application and Exploration Month activities and distribute it to teachers, program and school staff.

	
⃝
	
	
Work with your school counseling staff to determine which senior students have not yet applied to college, so that you can target them during the month.

	
⃝
	
	
Try to obtain a copy of the Free and Reduced Lunch List from the school counseling office or Nutrition Services. Being able to reference the list during the event will help to determine who is eligible for fee waivers.

	
⃝
	
	Inform students and parents of the changes to the FAFSA process for 2017-2018 Financial Aid Toolkit


	
⃝
	
	

	
⃝
	
	

	
OCTOBER

	
⃝
	

	
Consider taking a group of students to the NACAC’s Washington DC National College Fair or other local college fairs. Visit NACAC College Fair



	


⃝
	
	
Confirm the event date(s) with the school or program’s technology team to ensure the computer labs are ready
to go.
	If paper applications are needed, request copies.
	Have printer accessible if student is unable to complete the application online.
	Verify that there are no firewall issues with institutional websites.

	

⃝
	
	
Finalize volunteer list. Create a schedule for volunteers, taking into account the availability of your volunteers, as well as breaks and lunch. Make sure to contact each volunteer by email or phone to confirm when and where they are needed.

	

⃝
	
	
Communicate to students, parents/guardians, and school staff about application fees and fee waivers for qualifying students




	
⃝
	
	
Remind teachers, counselors and administrators of the event schedule and ensure that all seniors have the opportunity to participate.

	
⃝
	
	
Be sure that you have and use event materials (flyers, posters, Stickers, handouts, etc.).

	
⃝
	
	
Make an announcement to remind students about the event and what they will need to complete their applications (transcripts, fee waivers, letters of recommendation, etc.).

	
⃝
	
	
Encourage school staff to wear college clothing during the month or on a specific day.

	
⃝
	
	
Send volunteers a reminder about when/where they are needed a day or two prior to your event.

	
⃝
	
	
Make sure to have enough copies of handouts and resources to distribute to students during your events. 

	
⃝
	
	

	
⃝
	
	

	
⃝
	
	

	
NOVEMBER

	
Status
	
Due Date
	
Task

	
⃝
	
	
Work with your counseling office to complete the DC College Application Month Site Coordinator Survey

	
⃝
	
	
Obtain media releases for students in event pictures.

	
⃝
	
	
Post photos on your school or program website (if applicable) and/or include a wrap-up article in school or program publications.

	
⃝
	
	
Send a volunteer thank you email to volunteers and donors who supported DC College Application and Exploration Month. 

	
⃝
	
	
Celebrate the success of your DC College Application and Exploration Month Events – and the hard work of your students and staff!

	
⃝
	
	

	
⃝
	
	












