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Dear Educators:

On behalf of College In Colorado, thank you for hosting College Application Month at your school Sept. 24 – Oct. 28. The goal of College Application Month is to provide every graduating high school senior with the preparation and opportunity to apply to college with the help of the resources available on CollegeInColorado.org.
While there is a particular focus on helping first-generation students and students who may not otherwise apply to college, we encourage participating high schools to include activities for all students during College Application Month, including freshmen, sophomores and juniors, and even seniors who have already applied to college.  

To help you prepare for the event, we are pleased to provide you with a calendar, timeline, checklist, and other materials, which are included in this handbook and on CICCollegeAppMonth.org. We also have incentives for those who participate. Students can enter to win one of two HP Chromebook laptops and Samsung Galaxy Tablets and an Amazon Echo.
Please feel free to contact your regional coordinator if you have any questions or concerns about planning and implementing a College Application Month event at your school.  We will be sure to keep you updated regarding any changes or additional information you may find useful.  Also, please be sure to check CICCollegeAppMonth.org regularly for up-to-date information.
Thank you in advance for all the time and effort you have committed to this important college access event.  Your participation will encourage Colorado students and their families to make college a part of their future.  

Sincerely,
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Julia Pirnack
Executive Director 
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Timeline
September: 
Educators view College Application Month (CAM) resources on CICCollegeAppMonth.org and print out the CAM Handbook.

Start taking steps to prepare for events around CAM at your school.

Confirm reserved times at the computer lab and find a contact at your school for troubleshooting on the days of your events.


With your staff, discuss ways you might publicize the event within your community and recruit volunteers.


With teachers, discuss possible tie-in assignments for students that relate to preparing for college applications and selecting a college. Think about ways to involve all students from 9th-12th grade.
Direct students to CICCollegeAppMonth.org and ask them to review their account information on CollegeInColorado.org to ensure it is current. Make sure seniors print out the CAM Calendar on CICCollegeAppMonth.org.

Start enlisting volunteers to help your staff with activities surrounding CAM.

Confirm your volunteers.

October:
Start working through the activities on the CAM calendar with your students.
Educator Checklist

	September

	Due Date 
	Task

	September
	Review College Application Month (CAM) Handbook.

	
	Visit CICCollegeAppMonth.org for materials available to help you with CAM.

	
	Confirm that computers and printers are reserved for the October dates you have scheduled for CAM.

	
	Establish a school team to advise and assist in CAM preparation. Discuss the timeline of events and activities.

	
	Plan and schedule your events—which students/classes will be in the lab at what times and/or what other college access activities will be available to students. Notify teachers.

	
	E-mail info@cic.state.co.us to inform College In Colorado that your school will be participating in CAM. How many seniors do you anticipate applying to at least one college?

	
	Remind students to take the SAT/ACT if they are interested in applying for four-year institutions. 

	
	Send letters to students and parents. Notify both students and parents of daytime and/or evening information sessions to help them prepare for CAM (see p. 20 in your handbook). 

	
	E-mail the “Ask Me About It” flier to all staff and request that they hang it on their door (see p. 16 in your handbook).

	
	Encourage all teachers to relate some lessons to CAM preparation.

	
	Schedule events and publicity. Send a letter to local colleges to invite admissions staff and faculty to volunteer during your CAM events. Also, reach out to local community organizations and parents as a source for volunteers (see p. 21 in your handbook).

	
	Recruit volunteers to assist during your CAM events by using the volunteer letter (see p. 23 in your handbook).

	
	Finalize volunteer list. Confirm the time and place for all volunteers. Share basic information about CAM with volunteers so they are prepared to answer questions. 

	October- College Application Month

	Due Date 
	Task

	
	Host student/parent/guardian event(s) (day and/or night) to assist students and parents/guardians who have questions or need help with the CAM activities (see p. 15 in your handbook).

	
	Remind volunteers of time and place and confirm attendance by sending the volunteer information form.

	
	Confirm publicity and/or attendance of guest speakers.

	
	Confirm all seniors have completed their CAM activities, which are on the CAM Calendar.

	
	Remind teachers, counselors and administrators of the month’s schedule and planned activities. Ask them to decorate their classrooms with “college-going culture” materials.

	November- After Applying

	
	Be sure to hand out the FAQ: Students page and I Applied, Now What? worksheet to seniors who apply (see p. 8-11 in your handbook). 

	
	Remind students to document the schools to which they applied in their CollegeInColorado.org portfolio under College Planning> Postsecondary Plans> College Applications> Add Self-Reported Application. This will ensure that you know to which colleges students applied when you pull reports in the Professional Center.

	
	Request a Financial Aid Night at your school. Contact College In Colorado for more information.


Priority Reminders
Prior to College Application Month 
· All students should have a CollegeInColorado.org account.
· Make sure you have reserved computer labs for students to work on CAM activities.

· Remind teachers that students will request letters of recommendation.

· Make sure to inform students of school procedures for transcripts, letters of recommendation, etc.

During College Application Month 
· Direct seniors to CICCollegeAppMonth.org to review the College Application Month (CAM) Calendar, Practice Application and other resources for preparing their applications. 
· Contact students eligible for a fee waiver. Usually students who are eligible for fee waivers on college entrance exams are also eligible for college application fee waivers. See p. 7 of this handbook for more information.
· Remind students that their address and information about their parents will be used to determine tuition and residency. This is private information and will only be reported to college(s) to which they apply. 
Essays and Personal Statements

· Note that some applications will require an essay or a personal statement. Please have students bring their essay(s) with them. Some applications will allow the file to be uploaded. Others may require that the student copy and paste it from an existing document (which they may have stored on an external device). 
· Transcripts: Please be prepared to handle multiple requests from students regarding transcripts.
· Please assure parents and students that all information submitted for online applications is confidential. 
· Once students apply, be sure to have them document the colleges that they applied to in their CollegeInColorado.org portfolio.
· Essays may vary at each college. Please make sure to have students check the Application/Materials Checklist on CICCollegeAppMonth.org to find more information regarding essay requirements for each college.
Frequently Asked Questions: Students
Applications for Four-Year Colleges and Universities 
Applications for four-year colleges and universities will include more questions and fields than the two-year (community colleges) applications. The following information includes highlights to inform students about during the application process.

Enrollment Information

What term am I entering and what is my status? Most students will select the fall semester following their senior year. You will also have to choose one of the following statuses: 

· Freshman: The first year of college in which you enroll after you graduate from high school. Even if you have advanced placement (AP) credit, concurrent/dual enrollment, or have received college credit in high school.
· Transfer: If you are graduating high school in 2018 and going directly to college, you are not a transfer student—even if you have college credit. 
· Non-Degree: You would like to take college courses but are not seeking a degree.

What if I don’t know my major yet?  You may claim you are “Undecided.” Remember you can change your major during your college term. 

Address

Can I list a Post Office Box? You can, but you will also need to list a physical address if you use a Post Office Box (PO) for your mailing address. If you are asked for the date on which this became your permanent address, please put the date you moved to the address. If it was before you were born, put your date of birth.

Personal and Family Information

What type of personal information will I need to provide? Your Social Security Number: This is not required, but is preferred by most admission offices.
What family information am I required to submit? As a general rule, tuition classification is based on parent/legal guardian information unless the student will be 23 years of age or older by the start of the term, or if he or she has been “emancipated” according to state tuition classification statute. Length of connection to the state of Colorado can demonstrate the intention to make Colorado a long-term/permanent home. This information is also used for emergency contact information.

College Specific Information

What additional information might I be asked to include in my application? This information varies by each institution. Be sure to check out each college’s Application/Materials Checklist on CICCollegeAppMonth.org or go to individual college websites.
Criminal Charges 
All Colorado colleges and universities are required to ask questions to support a safe campus community. “Yes” responses are given careful consideration to include the scope and severity of the situation, how it was resolved, and what has happened since the occurrence. You may be asked to explain the circumstances.
Answers to the following questions are required:
1) Have you ever been convicted of a crime, made a plea of guilty, accepted a deferred judgment, been adjudicated, or been required to register as a sex offender? (Misdemeanor traffic offenses are exempt.)
2) Have you ever been expelled from or ineligible to return to a school or institution as the result of disciplinary action taken by the school? (Academic dismissal is exempt.)
Paying Your Application Fees

When you submit your application online, you may be required to pay an application fee. Make sure to check the Application/Materials Checklist or the college’s website for more detailed instructions before you go to the lab to work on your application. 

1) Most online applications prefer payment by credit card. You will need the credit card number, security code, name on the card and the date the credit card will expire.
2) You can choose the fee waiver option if you qualify. DO NOT choose the fee waiver option if you do not qualify. Ask your counselor for more information. 
3) Some colleges offer the option to submit your application online and mail in a check. You will need to review the Application/Materials Checklist or individual Websites for each college - as each college varies.

4) You can save your application, print it and mail it in with your payment. 

I Applied, Now What?

Now that you have finished answering and completing the application, there will be a few other steps that you will need to take. Read the instructions below about paying for your application fees, keeping track of your confirmation page, when to expect schools to contact you and information on transcripts, test scores, financial aid and more.

Transcripts, Test Scores and Essays

Many admissions offices require students to send additional information or materials in order to complete the application. Make sure you find out what other information is needed (that was not included in your application) and send it to the campus as soon as possible. Review the Application/Materials Checklist or the individual Website for the college(s) you applied to for more information.
Confirmation Page

Do not leave the computer lab without a hardcopy printout of your Application Confirmation Page. Make sure to put the page in a safe place.

Schools should contact you
Once you have submitted your online application, a campus representative should be in contact via e-mail or letter to inform you of your application status. Most colleges also have a link on their site where you can check your application status. If you have not been contacted within 1-2 weeks, you may want to get in touch with the admissions office.

Now what?
Take advantage of the other resources that are available on CollegeInColorado.org.

· Don’t forget to document the colleges and/or universities to which you applied in your CollegeInColorado.org portfolio. College Planning>Postsecondary Plans>College Applications>Add Self-Reported Application. 

· Check out college planning and financial aid timelines.
· Check out the resume and cover letter templates.
· Research all your financial aid options.
· Apply for the FAFSA (Free Application for Federal Student Aid) beginning October 1.
· Search and apply for scholarships.
· Apply for the College Opportunity Fund (COF).
Congratulations, you have now completed College Application Month!

Sample Schedules for Event Days
During the planning and implementation stages of your College Application Month events, it is important to keep your school staff informed of the event schedule. Work with members of your staff to identify the most effective schedule possible for your specific high school. Use the following schedule templates as a guide, and make adjustments for your events. You may use the following sample half-block, open, or homeroom schedules.

Sample Half-Block Schedule – 2 computer labs (By block teacher’s name)





Computer Lab A

Computer Lab B
8:05 – 8:45 AM

Block 1 Kincaid

Block 1 Smith

8:50 – 9:30 AM

Block 1 Robinson

Block 1 Andrews

9:40 – 10:20 AM

Block 2 Fisher


Block 2 Snyder

10:25 – 11:10 AM

Block 2 Hunt


Block 2 Black

Lunch Break

12:05 – 12:50 PM

Block 3 Boyd


Block 3 Page

12:55 – 1:35 PM

Block 3 Combs


Block 3 Anderson

1:40 – 2:20 PM

Block 4 Roger


Block 4 Myers

Sample Open Schedule – 1 Computer lab

(By senior’s last name)





Computer Lab A

8:05 – 8:45 AM

A-Co

8:50 – 9:30 AM

Cr-Fi

9:40 – 10:20 AM

Fl-K

10:25 – 11:10 AM

Ke-O

Lunch Break

12:05 – 12:50 PM

Or-Ru

12:55 – 1:35 PM

S-Z

1:40 – 2:20 PM

Make-up
Sample Homeroom Schedule – 2 computer labs 
(By homeroom teacher’s name; students leave during other period)




Computer Lab A

Computer Lab B
8:05 – 8:45 AM

Kincaid



Smith

8:50 – 9:30 AM

Robinson


Andrews

9:40 – 10:20 AM

Fisher



Snyder

10:25 – 11:10 AM

Hunt



Black

Lunch Break

12:05 – 12:50 PM

Boyd



Page

12:55 – 1:35 PM

Combs



Anderson

1:40 – 2:20 PM

Roger



Myers

SIGN-IN SHEET

Please sign in on the day of the event and indicate the college(s) to which you plan to submit applications.

Student Name




College(s) 

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________
*This document template can be found on CICCollegeAppMonth.org.
College Application Month (CAM) Activities
· Send us your stories from CAM. Include stories about how your school participated or about a student who may not have otherwise applied. We will include some stories in our Counselor Newsletter.
· Have students complete the activities each week on the CAM Calendar for a chance to win scholarships, laptops and other giveaways.

Creating a College-Going Culture

Purpose 

Create a college-going culture in your school by: 

· Encouraging students to complete college applications; 

· Initiating or culminating the college application process for seniors; 

· Providing awareness to the entire school about the college application process; 

· Celebrating the academic achievements and college aspirations of seniors. 

Activities 

· Create a “College Wall.” Seniors write the names of the colleges to which they have applied on banners or strips of construction paper to hang in a main hallway. Highlight college names when acceptances are received. Call on art teachers (if available) for additional promotional materials to create a “college-going culture” on the walls of your school. 

· Coordinate writing workshops for personal statements or essays. English teachers can use the essay template documents created by College In Colorado. 

· Provide pre-college application activities for all students in your school prior to and during your College Application Month event. Use CollegeInColorado.org curriculum materials to incorporate grade level appropriate activities for 9th-11th-grade students. You may organize workshops during student/family pre-college evening events, during homeroom with students, or during the actual College Application Month event, and use activities included in the CAM Calendar. Don’t forget to have students enter to win the weekly scholarship, laptop and college dorm packs prizes. All students are encouraged to apply.
· Widely publicize students’ college applications. Interview seniors about their college plans and send the articles to local newspapers, as public service announcements on local radio, as intercom/homeroom announcements or as ads in the school newspaper. You can also create a special section in the school newspaper that gives the names of seniors and their prospective colleges announcing applications submitted and acceptances.
Promoting College Application Month in your School and Community

Purpose 

To promote College Application Month events to the school community by: 
· Disseminating information by phone, mail, e-mail, website, fliers, meetings, and word of mouth;
· Holding special events/meetings prior to applying;
· Recruiting volunteers from students’ families and community organizations;
· Hosting guest speakers during the events.
Activities 

· Bring together a planning committee to decide on the options throughout the month and brainstorm additional activities, then make assignments and deadlines. This committee may include different groups such as faculty, staff, families, student groups, and community members. 
· Set goals for the number of seniors participating, number of volunteers, etc. Remind everyone of these goals and the importance of reaching as many people as possible in order to promote a college-going culture in your school community. 

· Hold special event(s) such as a College Alumni Parent Night and “Ask Me About It!” (see details included on p. 14). Schedule visits to your school prior to and during College Application Month by college admission professionals, a College In Colorado team member, first year college students, and/ or community and business leaders. 

· Send e-mail reminders to all parents, students, and school staff in addition to the official student/ family letter (see p. 20). Also, include information in the school newsletter and post fliers around the school and community about your College Application Month events. 

· Invite a guest speaker for College Application Month as part of a kick-off ceremony to elaborate from personal experience on the importance of applying to and completing college. Contact Freddy Burciaga from College In Colorado to schedule someone to speak to your students. E-mail alfredo.burciaga@cic.state.co.us for availability.
· Recruit volunteers from students’ families and community organizations. Be creative! Send the volunteer letter to volunteer groups, Boys and Girls Club, Pre-Collegiate Providers, YMCA, church groups, businesses in the community, banks, etc. Be sure to call the organizations and establish a point of contact. 
“Ask Me About It!” 
Purpose 

· To identify staff members by their institutions of higher education 

· To engage students in dialogue with faculty and staff members regarding college access, college preparation, application, etc. 
Activities

· Have the entire faculty display an 8 ½ x 11-inch poster that lists their alma maters. Post signs and display them around the school.
· Announce the posting date to the school and set aside some time (i.e., during homeroom) and allow students to go on a scavenger hunt for as many different schools as they can find, the school farthest away, the school with the most alumni, etc. Award small prizes. 

Preparation 
· E-mail a sample sign like the one included in this handbook to all faculty and staff and designate a posting date. Templates for the sign can be found online at CICCollegeAppMonth.org.
October is College Application Month!
I attended

______________________

Ask me about it!       ______________________
College Alumni Parent Night 

Purpose
· To familiarize families and students with community and four-year public and private colleges and universities. 
· To provide networking opportunities.
 Activities 

· Have staff and parents represent the colleges and universities. Ask parents and staff to wear college and university shirts and hats and display flags or other items of interest to represent their institutions of higher education. 
· Invite college admission offices to send materials for display or to send admission staff to attend. 
Preparation

· Schedule an evening, possibly in conjunction with a PTSA/PTA meeting. Reserve a space and make a promotion plan. Ask parents and the PTSA/PTA officers to provide refreshments and college paraphernalia door prizes. 
· Invite parents and staff to represent colleges and universities for your student body. 
· Invite admission counselors from nearby colleges to setup information tables. 
· Invite a College In Colorado team member to be on hand to answer questions. 
· Create sign-in sheets for each college/university represented to record attendance and collect comments. 
· Create a “Good Questions to Ask” sheet for students to use as they visit alumni and collect information on their selected schools of interest.
Community Outreach

Communication is Key to Successful Outreach! Please include information specific to your event and send to local media outlets (i.e., newspapers, TV stations, community newsletters, etc.). Also, disseminate to your school/school district’s website.

Sample Press Release
(City), CO – (Name of Your High School) will participate in the statewide College Application Month sponsored by College In Colorado during the month of October.
As part of College In Colorado’s college access initiative, (Name of Your High School) will work with each senior on (Your School’s Event Date) to prepare for, complete and submit at least one college application, using the career and college planning website, CollegeInColorado.org.
The goal of the program is to get more students to apply to Colorado colleges early in their senior year and to prepare students so they may apply successfully. 

(Name of Site Coordinator or School Principal), College Application Month event Site Coordinator/Principal for (Name of Your High School), expects more than (Insert Number) seniors to participate with the help of (Insert Number) volunteers from (Insert School Faculty, Administration, College, College In Colorado, Community Resources that will help).
For more information about (Name of Your High School), please contact (Name of Site Coordinator and contact info). 

For more information about College Application Month, visit CICCollegeAppMonth.org.
# # # 
*This document template can be found on CICCollegeAppMonth.org
Student / Family Informative Letter  
SCHOOL LOGO 
SCHOOL ADDRESS 
September 2017 
Dear Students and Families, 
During Sept. 24 – Oct. 28, College In Colorado is sponsoring College Application Month (CAM). On DATE(s) OF EVENT, we will encourage all seniors to use the tools available on CollegeInColorado.org to apply to a college or university if they have not already done so. This event is possible due to the collaborative efforts of the administration, faculty, and staff at YOUR NAME High School as well as students, their families, and volunteers across the community. 
College Application Month activities prepare students for application process, equip them with resource and communicate the importance of education beyond high school. To make the most of these tools, students will need to have a CollegeInColorado.org account prior to Oct. 1. We encourage all students to print and complete the tasks listed on the College Application Month calendar and checklist, which are available for download at CICCollegeAppMonth.org. Students will likely need your help in gathering some of the information and completing college application tasks. 

Families are welcome to visit YOUR NAME High School on DATE(s) OF EVENT(S) to assist their student during the application process. If family members are interested in volunteering or guest speaking during the event, please let me know. Volunteers can greet and sign-in students or assist students with filling out college applications.

If you have any questions please call NAME, TITLE, at (000) 000-0000. Thank you in advance for your support of this exciting initiative to encourage Colorado’s students to make college a part of their future. 
Sincerely, 
SCHOOL COUNSELOR/PRINCIPAL/SITE COORDINATOR                                                                                                

*This document template can be found on CICCollegeAppMonth.org.
Volunteer Resource Guide
Reaching out to community groups and members during College Application Month is an effective way to create an on-going college culture at your school. Volunteers can donate food and supplies or help ensure events run smoothly. Use the templates and resources provided to help recruit and inform your volunteers. 
Managing Volunteers: Step-by-Step 

Recruiting Volunteers 

1. Identify contacts in your community that may be interested in helping make your College Application Month event(s) a success by donating time and/or resources. Some examples may include: 

· School alumni; 

· Students who have already completed their application (i.e., college application ambassadors);

· Student families, PTA;
· Retired teachers; 

· Volunteer, senior, or church groups;
·  Community college and university representatives and faculty; 

· Business, community, and political leaders;
· Representatives from youth programs (i.e., YMCA, Boys and Girls Club, 4H, Girl and Boy Scouts of America, etc). 
2. Send potential volunteer groups a College Application Month Volunteer Recruitment Letter (see p. 23 in your handbook). 
3. When promoting your College Application Month event(s), always mention the need for volunteers in your community.

4.  Reach out to student leaders in your school. For example, students who have already completed their application could help other students during the event and be called the “College Application Ambassadors.” 

5.  Create a system for collecting volunteer information. Depending on your school district’s policy, you may need to conduct a background check. 

6. Identify specific responsibilities and duties for your volunteers. For example, you may create shifts for greeting, sign-in, computer lab, other activities, etc. Create a short explanation of each responsibility for volunteers to follow throughout the day. 

7. Finalize a volunteer list and, as a reminder, send information using the following template notifying volunteers of event details. 

8. Provide nametags for volunteers on the day of the event. 

9. Conduct a quick orientation, perhaps the morning of the event, to familiarize volunteers on the details of your event. Provide volunteers with a volunteer reference guide to College Application Month.

Follow-Up 

10. Send a thank you letter to all volunteers for their dedication to College Application Month.
Volunteer Recruitment Letter 

SCHOOL LOGO 
SCHOOL ADDRESS 
September 2017
Dear (Name of Organization),
 (Name of Your High school) is pleased to announce its participation in the statewide College Application Month event. To expand college access initiatives, College In Colorado is sponsoring the annual College Application Month, held Sept. 24-Oct. 28. 
The goal of College Application Month is to provide every graduating high school senior with the preparation and opportunity to apply to college with the help of the resources available on CollegeInColorado.org. A focus of College Application Month is to help first-generation students and students who may not otherwise apply to college. 
We will be hosting our event(s) on (DATE(S) and would welcome representatives from (Name of Organization) to visit our school during this exciting and important time. Volunteers can (greet and sign-in students or assist students with the completion of college applications. CHANGE IF NEEDED) Our students would appreciate your help and support as they take a big step in the college direction. If you or any of your colleagues at (Name of Organization) are interested in working with (Name of Your High school) in any capacity, please contact (NAME, CONTACT INFO). 
Thank you! 
YOUR NAME YOUR TITLE[image: image2]
� HYPERLINK "http://www.CollegeInColorado.org" �www.CollegeInColorado.org� | 720-264-8580
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