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WHAT IS OREGON COLLEGE APPLICATION WEEK?

Oregon College Application Week (CAW) offers studededicated time and space during the school day
to complete college applicationswith the assistance of school staff and volunteers. Schools and
community based organizations host CAW events
Coll ege Monthdé by Governor Kate Brown. Since

submitted applications to colleges in Oregon andc
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https://equityinlearning.act.org/acac/

HOW DO | GET STARTED?

CAW is most successful with a committed coordinator (or two!) at each siWe recommend that
coordinators work with a dedicated team of colleagues, volunteers, and students to develop a CAW event
that is unique to the needs and interests of your communitis with most things, a successful CAW event

is about being prepared. This handbook and the additional resources are designed to help you and your

students be as prepared as possible for your event.

Everyone! All of our senior year events are designed to be inclusive, not exclusive. The goal of CAW is to
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WHO IS COLLEGE APPLICATION WEEK FOR?
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- 0o n

increase the number of lowncome and firstgeneration students applying to colleges and universities.
But
mean all formal education or training after high school. So your CAW event is just as important for the
students planning to begin an apprenticeship as it is for students applying to a four year university!

we know the events

ar e

fun and hel pful

When you registered to be a CAW site, you agreed to be inclusive by

f
f

Inviting all graduating seniors or GED candidatésthe school or program to participate.
Hosting events during the school day or, in the case of community based organizations, during regular
operating hours.This ensures that all students are able to attend, including those who might have

after school responsibilities.
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HOW CAN | HELP STUDENTS PREPARE FOR CAW?

When students come to your CAW event prepared, they are more likely to have enough time to submit
completed applications to schools that will be a good fit for them. Prepared students generally have a list
of which colleges they want to apply to, what they need to submit with their applicafiamd a solid start

on things I|ike personal statements or short ans\
need to complete the application.

USH 70 S COLIEGHAQ@HECKLISTS

Availableonline and as PDF downloadsyou can print for your students and their families, these Oregon
specific checklists are timed to walk students through each step of developing a college list and gathering
their materials so theydll be ready to submit é
educator checklists, youdll find resources to su

~

Encourage students to download the fre¢ t 6 s  AobilP lag to track their
progress, get personalized reminders of deadlines, and have a secure place to store
sensitive information theydoll need to c

HOST ADMISSIONS VISITORS

Welcome admissions representatives to your school to meet with students in small groups. Encourage
students to attend these visits to learn more about colleges that already interest them or to explore new
options they havenoét yet considered.

Il n a rural school or one that doe Offebto host\érwal Visitd | y
Representatives from colleges and universities throughout the country have expressed an interest in
meeting with your students, even if they aren't able to come to your school.

Register your school on RepVisits, set up your calendar of available appointments, and indicate that you
welcome virtual visitors. Representatives who want to virtually visit rural Oregon students will be on the
lookout for your accounts and sign up for a time.

Learn moreand discover best practices for successful visits.
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http://oregongoestocollege.org/itsaplan
http://oregongoestocollege.org/downloads
http://oregongoestocollege.org/blog/download-its-plan-app
http://oregongoestocollege.org/caw/virtual-visits
http://oregongoestocollege.org/caw/virtual-visits

COLLEGE APPLICATION WEEK COORDINATOR

The best way to be prepared for CAW is to keep
email you weekly reminders in the Coordinator Newsletter of the key things you need to do each week to
be ready by November.

SPRING/SUMMER

R Register.

A Sign upto be an official CAW site.
fWhile youdre at it, consider registering to host
College Cash Campaign, and Decision Day.

A\ Follow us on social media so you can keep up to date and share useful posts with students. We're
on Facebook Twitter, and Instagram

R Think ahead.

/A Recruit your CAW teaninclude a variety of people who will help plan and host your event
administrators, teachers, parents, and students are all good choices!

A Me et with them to choose which week in Novembe

/A Decide the format for your event.

1 You might choose drogin hours or scheduled class visits. You might focus on community college
applications one day, public universities the next, and private and enftstate colleges after that. You
might ask college admissions staff to present to your students or have-site admissions. It's your call!
Decide what works best for your students and community.

/A Plan schoolwide activities to help make your event usefaid fun.



http://oregongoestocollege.org/events
http://facebook.com/oregongoestocollege
http://twitter.com/orgoestocollege
http://instagram.com/orgoestocollege

COLLEGE APPLICATION WEEK COORDINATOR

SEPTEMBER

R Get ready.

/A Review the Coordinator Handbook and materials
9 Contact Oregon GEAR UP with any questioisnail or use the "Contact Us" form on our website.

/A Reserve a computer lab, classroom, the libradywherever you plan to host your CAW event.

>

Add CAW to your school/organization calendar.

/A Encouragest udents to download the free | tds A Pl ar
1 The Oregorspecific app guides students through the ten key steps to apply, pay, and go to college and
provides a safe place to store important information they'll need to complete their applicatiorike
SSNSs, usernames, and passwords.
1 The app is available in the Apple Store and Google Play.

/. Watch the mail for your supply of CAW posters

A

Spread the word.

/A Distribute the CAW Overview for Teachers and SteEncourage them to participate in your
activities & allow students to attend your events, and ask if they have additional ideas for ways to
add college knowledge and readiness to their classes.

A Tell students and families about your event. Send&udent and Family Lettehome.
1 In addition to English, templates for these letters aravailable in the following languagesSpanish,
Arabic, Chinese, Russian, Somali, and Vietnamese.

A Request a proclamatiorof College Application Week from your mayor or city council.

Join the national #whyapply campaign on social media. Tell the world why students should apply to
your alma mater, the local university, or postsecondary education in general. Challenge your
friends and colleagues to do it, too.



mailto:info@oregongoestocollege.org?subject=Question%20about%20CAW
http://oregongoestocollege.org/sites/default/files/caw/TeacherOverview.pdf
http://oregongoestocollege.org/sites/default/files/caw/FamilyLetter.docx
http://oregongoestocollege.org/sites/default/files/caw/familylettersall.zip
http://oregongoestocollege.org/sites/default/files/caw/ProclamationRequest.docx

COLLEGE APPLICATION WEEK COORDINATOR
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Recruit help.

Request college gear, gift certificates, or other fun items from area colleges and local businesses.
Use these for door prizes during your event.

Recruit volunteers from the school and communit¥olunteers can help before and after the event.
They can assist with setting up, checking students in, and answering questions while students
complete their applications.

Work with your school's counseling staff to identify students who haven't applied to college yet.
1 Send them special invitations to participate in your CAW event.

Share your detailed CAW schedule, including any special activities, with teachers and school staff.
Ask which elements they want to participate in or help with.

Remind everyone.

Send a reminder home for students and families. Include suggestions of ways parents/guardians
can help their senior prepare for the event.
1 Hint: completing the "My Plan" section of thi€s A Planmobile app is one great way! For students who
don't have the app on their phone, use th€ollege Organizein PDF orGoogle Doc

Send a press release to your local medi€onsider inviting them to send a reporter to cover the
event.

Prepare for the big day(s).
Confirm your volunteers.

Hang posters and other signs around your building to advertise the event. Color posters came with
your CAW mailing. If you need moreint black & white onesand ask students to decorate them.

Double check that your district hasn't blockedregongoestocollege.or@r college/university
websites from shared computers.

Print a complete list of your senior class to use as a signsheet during your CAW event. Include
space to ask how many applications they submitted.
1 If you can't print a class listprint a generic sigasheet.

Print copies ofOregon Public University Fee Deferral Formasd NACAC Fee Waivete have on

hand during your event.
1 Have information aboutuition equity and the affidavit form for undocumented students.
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http://www.oregongoestocollege.org/sites/default/files/attached-files/DonationRequestLetter.docx?_ga=2.177577061.1392504996.1501008477-753955125.1465589525
http://oregongoestocollege.org/sites/default/files/caw/VolunteerRequestLetter.docx
http://bit.ly/1XmobbS
http://bit.ly/2O9UacY
http://oregongoestocollege.org/sites/default/files/caw/PreEventPressRelease.docx
http://oregongoestocollege.org/sites/default/files/caw/CAWPosterBW.pdf
http://oregongoestocollege.org
http://oregongoestocollege.org/sites/default/files/caw/StudentSignInSheet.pdf
http://oregongoestocollege.org/sites/default/files/caw/ApplicationFeeDeferral.pdf
https://www.nacacfairs.org/globalassets/documents/app-fee-waiver_december2018.pdf
http://oregongoestocollege.org/undocumented

COLLEGE APPLICATION WEEK COORDINATOR

NOVEMBER

Prepare your space.

Postimportant school informationand student survey postersnear computers.

Open browsers on all computers toregongoestocollege.org/apply

Designate a clear place where students will sign out so you can track who has participated and
how many colleges they've applied to.

> > P > A

Greet volunteers, give them a nametag, and assign them a job to do.
1 Tip: Use the CAW "I Applied" stickers as nametags. Encourage volunteers to write the name of their alma
mater(s) on the tag so students know they can ask more specific questions about the colleges.

Do it!
Have fun!

Help students apply to college. Celebrate their successes when they do.

Remind students to complete thé&tudent Surveyafter they have completed their college
applications.

Remind students to sign out on your sheet, including the number of applications they submitted.
Post photos of your event to social media. Use #lApplied and tag Oregon Goes To College.

Follow up.

Complete theCoordinator Survey

Thank your volunteers

> P > A > P> P P> > A

Send a press releasdo local media to encourage your community to celebrate your students
successes. Share any published stories on social media and tag Oregon Goes To College.

>

Debrief with your CAW team. What went well? What will you change for next year?

Set a date for your spring CAW to serve studer
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http://oregongoestocollege.org/sites/default/files/caw/SchoolInfoSign.docx
https://oregonstate.qualtrics.com/jfe/form/SV_38ah4ZqS7YzTCGp
http://oregongoestocollege.org/sites/default/files/caw/studentsurveyposter.pdf
http://oregongoestocollege.org/apply
http://oregonstate.qualtrics.com/jfe/form/SV_38ah4ZqS7YzTCGp
http://oregonstate.qualtrics.com/jfe/form/SV_40D5mDR7g8Qs1Ux
http://oregongoestocollege.org/sites/default/files/caw/VolunteerThankYouLetter.docx
http://oregongoestocollege.org/sites/default/files/caw/PostEventPressRelease.docx

BEFORE YOUR EVENT

MAKE A SCHEDULE

fDecide which week i n NoHoemdedaysyHow ddny hodrsceach dag?n

1 Decide the format for your eventwill you have an open lab for working on applications? Will you have
workshops to teach students about writing essays or completing their activities resume? Will you offer
onsite or oinstantdé admi ssions |ike Instant Viki
contact the university admissions office as soo0

fDeci de how vy o u dNillyoubrmyentireeEngiish dagsentad tse.computer lab to work on
applications at one time, or will you have drap times when students can come on their own?

ev

1 Schedule it.Reserve the computer lab or library. Put the week on your school/organization calendar.

*Special Consideration®* Think about how you might include yourollege Cash Campaigactivities at the
same time. The OSAC Scholarship and Oregon Promise applications both open on November 1, and the
FAFSA/ORSAA will already have been open for a month. For students who have already completed their
college application®z or for students who quickly complete their applications, providing resources to get
them started on paying for college is a great next step.

s - - A
COIIege Apmicaﬁon ((@ College Application Week Activities,
7
BR - []S November 2-6, 2015
FARKHERE po wevacs Date Event Time Location
Mon, Nov. 2 C ity College ication for any ity 9:30- North
WEAR YOUR college, Workshop with PCC representative 11:00 Computer Lab
Support to our seniors as they apply to college and Scholarships COLLEGE
CLOTHING
Date/Time Event Otherinformation Common Application Workshop for any college on 1:00-2:40 | North
‘Monday Tnstant Wolf—Admission Docisi m ~ Complete your Online Westem Orezon Applica- the Common Application with GF representative Computer Lab
11/9/2015 migsion Deciston meelings tionn:;pNgv. ?!nur e FEEON Applica Tues, Nov. 3 Future Connect Scholarship Info Meeting with 9:00- Room 168
9:30-3:30 ~Sign up for an appt. with your counselor WEAR YOUR Portland Community College 10:00
COLLEGE
— - - CLOTHING
Monday OSU Application Workshop-—Library N the power of your essay! General Application Workshop (any college or 11:30- North
11/9/2015 from the OSU team com-  Thisis a chance to have admissions reps read and university) with CCC representative 1:30 Computer Lab
930:11:30 pleting your application. Have questions answered  Critique—helpingyou eam admission and scholar- OSAC Scholarship Workshop (Office of Student Access | 1:30-2:40 | North
and help with your insight resume! Sh;ﬂ money!! and Completion) R Computer Lab
~Si ith lorand get a checklist. anc tompretion ompiter 245 |
EAD W O cosneolal and Pt a chioe Wed, Nov 4 Oregon Public Universities Application Workshop; 9:10- North
Tuesday Duck Express—U of O Application Workshop—  ~Getyour questions answered and make sure your Students may apply to any of our eight public 11:30 Computer Lab
11/10/2015  Library ! is complete befo universities with a WOU representative
8:45-10:45 Assistance from the U of O Admissions team com-  ~ Sign up with your counselor to ensure your spot Seattle Pacific University visit 9:30- College &
pleting your application. and geta check list. 10:15 Career Center
Tuesday Application Workshop—Library ~Sign up with your counselor to ensure your spotin Thurs, Nov 5 General Application Workshop (any college or 11:15- North
11/10/2015  Any Student can come and Apply to ANY college  the computer Lab. university) with a WP representative 12:15 Computer Lab
11:00-3:00 during this time! Get help from counselors and FIRST STOP LUNCH EVENT- “Choosing A College” 12:33- Room 168
othervolunteers. with a WP representative 1:13
Thursday Instant Mountaineer (Eastern Oregon Uni-  ~Complete your Onlin Eastern Oregon Univer- College Info Night-College information session-]’lzzal. 6:00-8:00 | North
1/12/2015  yersity)- dmision Decsion Mectings ity Application by Friday Nov. 6th e 1T, given away that g E?ﬁ:;"" and
:15-11: ~Sii i d P:
Sign up foran appt. with your counselor Fri, Nov 6 Portland State “Instant Viking Interviews" for 9:00-3:00 | College &
applicants to PSU-by appointment Career Center
Thursday Instant Viking—Admission Decision meetings ~Complete your Online Portland State Univer- General College AND OREGON PROMISE GRANT 12:00- North
;10/.%/ 32: 15 sity Application by Friday Nov. 6th Application Workshop with an MHCC representative 2:40 Computer Lab
Sded ~Sign up for an appt. with your counselor
Thursday PCC Future Connect Presentation and applica-  This is ip open to first tion and,/or ) )
11/12/2015  tion workshop low income students with a diploma or GED.
s o David Douglas High School
Thursday (OSAC Presentation Presentation about Free Money for College! !
11/12/2015  ~Qregon Promise ity College for free) ips available to Oregon Residents.
11:00-12:00 ~Scholarships
Friday p-Lit
11/13/2015  ANY student can come and work on Scholars| i
Honeo  ANrstudent Parkrose High School



http://oregongoestocollege.org/ccc

BEFORE YOUR EVENT

PROMOTE YOUR EVENT A RECRUIT VOLUNTE

1 Inform the school or organization staff about your evenEnlist your administration to help build a
culture of importance about the event. Brainstorm ways to ensure students will be able to participate,
even if it means missing a class or two.

6 CAW Overview for Teachers and Staff

1 Let parents and families know about the event.

6 Family Letters (.zip)

1 Tell your studentsMake sure that students know that CAW is coming and help the

prepar e. Encourage them to downl oad A
identify the coll eges theydll be appl an
to submit an application. ltds al so p |

i nformati on theyol | ‘tinge ke $SNr usermpmes el T 7"
passwords, and residency info.

1 Hang CAW posters around the schoab build excitement and

Central High School remind students and staff that the week is coming.

6 Black & White Poster{color versions will come in the mail)

1 Let your community know about CAViRecruit volunteers. Ask local
businesses to donate door prizes. Send out a press release
encouraging the media to come out to your event. Invite your local
elected officials to observe dr2 better yet"2 as volunteers. Encourage
everyone to celebrate studentsd p

6 Volunteer Request Letter

6 Donation Request Letter

6 Preevent Press Release

6 Proclamation Request

*



http://www.oregongoestocollege.org/sites/default/files/caw/TeacherOverview.pdf
oregongoestocollege.org/sites/default/files/caw/familylettersall.zip
http://oregongoestocollege.org/sites/default/files/caw/CAWPosterBW.pdf
http://www.oregongoestocollege.org/sites/default/files/caw/VolunteerRequestLetter.docx
http://www.oregongoestocollege.org/sites/default/files/attached-files/DonationRequestLetter.docx
http://www.oregongoestocollege.org/sites/default/files/caw/PreEventPressRelease.docx
http://www.oregongoestocollege.org/sites/default/files/caw/ProclamationRequest.docx

