Volunteer Reference Guide
DC College Application and Exploration Month: General Information
Welcome to DC College Application and Exploration Month at [NAME OF YOUR HIGH SCHOOL or Program]! We appreciate your hard work and dedication to making college a reality for our students. Use this reference guide to familiarize yourself with more information about DC College Application and Exploration Month. 

DC College Application and Exploration Month is an event supported by the Office of the State Superintendent and a districtwide steering committee and [NAME OF YOUR HIGH SCHOOL or PROGRAM]

The goal of DC College Application and Exploration Month is to provide an opportunity for all District of Columbia public and public charter high school seniors to complete and file college applications, and to encourage younger students to start planning for life after high school. While the focus is on helping all students, special attention should be given to first-generation, low-income, and other students who might face barriers in applying to college.

Students are encouraged to research different college and universities in order to find the best fit for them prior to completing college Applications.

Host sites are to provide a designated space and time during the school day for completing applications.

Students may have questions about application fees and waivers. Note that some colleges and universities in DC do not have an application fee. 

Some students may be eligible for an application fee waiver from their DCCAP Counselor based on their family income status. If students have questions about eligibility, please refer them to their school counselor. 

For colleges that require an application fee, students can use credit or debit cards online or print their online application(s) and mail with a check to the college(s). 

In order to be eligible for financial student aid, college applicants must complete the Free Application for Federal Student Aid (FAFSA) as soon as possible. The FAFSA will be available this October 1 for students who plan to attend college between July 1, 2017, and June 30, 2018.
 The earlier students and parents/guardians complete and submit this form, the better! 

DC TAG provides up to $10,000 per year for college tuition for DC Residents. Funds are limited. Students must apply early beginning Feb. 1, 2017.

Remember you are there to assist students; don’t recruit to a specific campus.

Prior to arriving – confirm day/time you are expected with the site coordinator, confirm any visitor guidelines for the high school.


Volunteer Reference Guide

Steps for Volunteers

The following are potential steps a volunteer should take prior to DC College Application and Exploration Month and potential tasks a volunteer may be asked to complete during DC College Application and Exploration Month. Site Coordinators should share these recommended steps with their volunteers. Some volunteers may not think to confirm certain details like if the school has a volunteer/visitor policy. See page 7 for a more detailed listing of potential tasks that should be shared with all volunteers.

Steps to Take Before DC College Application and Exploration Month Event

· Visit http://bit.ly/2bVK1xU
·  to learn more about DC College Application and Exploration Month 

· Check in with Site Coordinator:
· Confirm any volunteer/visitor policies (may require background checks).
· Confirm day/time to arrive.
· Receive anticipated volunteer assignment(s).

Steps and Potential Tasks During DC College Application and Exploration Month (application drive event)

· Guide students through the application process.
· Help students complete and submit college paper applications and fee waiver forms.
· Sign-in/Sign-out process: Ask where they intend to apply, applications completed, etc.
· Track data
· Provide directions to the appropriate room.
· Pass out “Now What?” and/or financial aid information.
· Answer general questions about the application process.
· Monitor printers to ensure they remain in order and replenish as needed.
· Share personal experience.
· Congratulate students on applying.
· Share about your area of expertise (financial aid, college persistence, college preparation, essay writing, etc.)








Potential Volunteer Tasks

When assigning tasks, consider the expertise and comfort level of the volunteer with various roles.  The power of the volunteer comes from students seeing that members of the broader community see education as an important goal.

· Post (possibly create) directional signs in the school for the event.  Good signage is key to reminding students of the event and getting them to the right place.

· Greet students as they arrive. Make sure they use the sign-in sheet.

· Help students log on to/access the specific college/university website and begin an application.  If the school does not have enough computers or stable online service, the site coordinator should be prepared with paper applications.  As a volunteer, you can hand out the correct application.

· Guide students through the college application process and help answer any questions students may have, regardless of where the student wishes to apply.

· Monitor printers to ensure that any applications that need to be printed remain in order and replenish the paper supply as needed.

· Share personal college or career experiences with students.


· Give an “I Applied!” sticker and a “Now What?” handout to each student after they complete an application.

· Share about your area of expertise (financial aid, college persistence, college preparation, essay writing, etc.)

· Remind students to use the sign-out sheet before leaving. Site coordinators need to track where students applied, fee waivers used, if it was their first application and if they will be a first-generation college student.

· Congratulate each student on applying to college and encourage them to complete their admission file by sending in their high school transcript, test scores, or any other documentation that the college may require.

· Remind students to share their experience with others and to remember to attend the Financial Aid Day events that will be held in your community. Handouts may be available regarding the upcoming Financial Aid events.

· Wear a college t-shirt or sweatshirt.
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