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Add your school's college application event to the academic calendar.

Secure a venue equipped with computers for your college application event.

Identify a School Team to build support; Use the Site Coordinator Worksheet to organize tasks:

Pre-Event Preparation1

Reserve computer labs and/or secure electronic platforms for use during CAM Events.

Work with art teachers to create classroom challenge for CAM post/social media design.

Ask 12th grade English teachers to include college essay writing assignments prior to CAM Events.

Reach out to PTA for volunteers.

Host a School Team meeting to discuss implementation of program at your school.

Ensure students have access to ACT, SAT, or NACAC fee waivers, and work with your team to verify and  
distribute them appropriately.

Communicate College Application Event Throughout School Community2
Send save-the-date emails and/or HESC text messages to students and families.

Include event details in the morning announcements, school newsletters, and newspaper.

Post information on school website and school marquee.

Issue a pre-event news release to your district.

Prepare Students for the Event3
Promote activities encouraging students to research and identify schools that best fit them.  
Free tools are available at hesc.ny.gov/cam.

Distribute College Application Worksheets for students to complete before the event.

Sponsor and/or support participation in virtual college fairs or visits.

Implement college exploration and preparation assignments in classrooms.

Identify and meet with students eligible for application fee waivers to review options.

Use this checklist to assist in planning your College Application event.
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Build Awareness and Enthusiasm4
Encourage teachers to promote college discussion by wearing college swag, decorating their 
classrooms/backgrounds with their college logos, and invitations to “Ask me about my college.”

Include fun facts or reminders about the event in daily announcements.

Sponsor a “college door” decorating contest.  

Host guest speakers such as alumni, faculty, or local professionals to talk about their college experiences.

Organize a student-parent info night to explain the college application process and what to expect.

Involve underclassmen with the event so they begin thinking about their college journey early.

Organize Event Volunteers5

Assign tasks and provide training, if necessary.

Communicate event specifics in advance, including arrival time, location, and responsibilities.

Ask volunteers to wear college logo clothing during event.

Check Last-minute Details6

Remind seniors to complete their College Application Worksheet.

Send final instructions to volunteers, including updated event schedules or role changes.

Arrange student-counselor meetings to finalize application fee waivers.

Confirm technology needs with school/district technology team.

Ensure students have created a StudentAid.gov Account (FSA ID).

Hold College Application Event7

Distribute the "Today I Will Apply" sheet to each student upon check-in.

Have students sign in as they arrive.

Make sure students receive the I Applied, Now What?, and Complete Your FAFSA info sheets as  
they finish.

Post-Event Follow-Up8

Review the student sign-out sheets and email the data to: thepath@hesc.ny.gov

Customize and send thank-you letters to all volunteers.

Host post-event debrief with school team.

Release post-event news release celebrating student participation and outcomes.

Follow up with students to ensure they complete the college admissions and financial aid applications.


