GUIDANCE:  POST-SECONDARY PLANS

COLLEGE ADMISSIONS / SAT-ACT / FINANCIAL AID / CAREERS

July

· Finalize student schedules

· Check accuracy of student schedules, checking that students are on track to graduate.  Run Report 814* Graduation Status Report to check basic academic requirements.  Use Graduation Pathway Chart* to check student progress on graduation pathways. 

· Make list of final pathway courses needed (i.e. John Doe --- level 2 engineering course)

· Review student course completions through CEC – adjust schedules as needed 

· Mail schedules for grades 10-12
August
Week 1 (week prior to school opening)

· Drop/Add for students

· Run Report 605 Class Enrollment to check class load and balance 

· Freshman Orientation Night – 9th graders pick up schedules, find classes and meet 

teachers, see Guidance for schedule questions
Week 2

· Begin school

· Complete drop/add

· Run Report 835 Student Drops/Adds @ the end of each day – put in teachers’ boxes

· Re-check graduation status for seniors

      Run Report 814 – for “students with insufficient credits” to graduate – grade 12

Re-check pathway courses 

· Schedule computer lab for Guidance Sessions 

Week 3

· Mail letters to parents* (a letter individualized by grade level).  Letter provides basic information, helpful websites, and a timeline for accomplishing each activity.



Process for applying to college



College Day @ Louisburg College – date & registration




Financial Aid



Scholarships



SAT & ACT dates & cost (grade 11 & 12)



PSAT date & cost (grades 9-11)



Guidance plans for providing classroom guidance on college and career 

information

· Visit 12th grade English classes to provide information on college application process, upcoming SAT/ACT dates, financial aid & scholarship process, registration form* for College Day.  

Take class to school computer lab to continue research on colleges, financial aid, careers, using CFNC and Bridges sites (see worksheets*).

· Distribute information to seniors on NCSU Parks Scholarship & UNC Morehead Scholarship

· Visit to Grade 11 classes:  Registration for College Day

Week 4

· CACRAO – college admissions workshop for counselors – provides information on the admissions process as well as college applications

· College Day – deadline for juniors and seniors to sign up.

            Organize bus drivers, bus rosters, teacher chaperones. 

· Schoolwide Open House – information table for parents – college process, SAT/ACT, financial aid, careers  

September

Week 1

· Teaching Fellows information meeting in Raleigh. Distribute information to seniors.

· Visit classrooms (grades 9-11, College Prep & Honors) to distribute PSAT    

      information 

· Visit 11th grade English classes to provide college / career guidance.  Use school computer lab to introduce students to CFNC site (see worksheet*).

Week 2

· College Day @ Louisburg College – juniors & seniors talk with college admissions reps from North Carolina colleges

· Governor’s School:  identify potential applicants; distribute program information to students and parents.  

· Convene Scholarship Committee to select Morehead & Parks nominees

Week 3

· Attend College Board / Financial Aid Workshop for counselors 

· Visit 9th grade H/PE classes to provide college / career guidance.  Take students to computer lab to conduct research using Bridges site (see worksheet*).

· Test Governor’s School applicants if necessary.

Week 4

· Schedule January Financial Aid Workshop for students and parents (invite financial aid officer from an area college)

· Finalize PSAT pre-registration / test rosters.

October

Week 1

· Distribute Governor’s School applications to qualified students.

· Submit Morehead Scholarship applications

Week 2
· Visit 10h grade English classes to provide college / career guidance, using SOICC materials (see worksheet*).

Week 3

· Administer PSAT to grades 9-11                    

November

Week 1

· Submit Parks Scholarship

· Teaching Fellows candidates – conduct practice interviews

· Forward Governor’s School applications to county AIG Coordinator.

Week 2

· Teaching Fellows interviews

Week 3  

· Distribute and explain PSAT scores to students, as well as information regarding SAT/ACT.

December

Week 1

· Financial Aid – distribute FAFSA and other information to senior classes.  Explain financial aid process in more detail.

· Finalize any schedule changes for 2nd semester

Week 3 

· Exams

· After grades are finalized, check list of students with failed courses by grade  (SIMS Report #823 List of Students with Specified Marks). Reschedule courses for individuals where necessary.

· Rank Student Process;  Report # 803 - list students in GPA/rank order by grade level   

January

Week 1

· Report cards are printed – on senior cards, note time and location of Financial Aid Workshop.  (Possibly mail postcards.)

· Run Graduation Status Report 814 – “students with insufficient credits” for 12th grade

· Check pathway courses again

Week 2

· Financial Aid Workshop for parents – held at high school in the evening – conducted by college financial aid officer.  Information provided on the financial aid process, the FAFSA, and scholarships. 

January and February

· Conduct college / career guidance sessions for students in English 11-12, 9th grade 

Health/PE (for students not scheduled 1st semester). 

February

· Begin Course Pre-Registration – grades 8-11. (Start this as early in semester as possible – as soon as county office has Curriculum Guides published.) 

· Mail postcard to parents of middle school students:  1) inviting them to attend a Parent Information Session held one night @ middle school, and 2) inviting them to an individual conference with their student and the 9th grade counselor.                                              (* sample parent information sheet)

· Classroom guidance for grades 8-11.  Distribute Curriculum Guides and provide information on graduation requirements and pathways, course information & sequencing, graduation honors, college admissions, etc.

· Distribute AP Exam information to AP classes.

March-April

· Parent Information Nights for Pre-Registration Information.

· Meet individually with every student re course selections.  Conference includes discussion of postgraduate plans and 4-year plan.  Parents are invited to attend conference.

· Order AP exams.

May

Week 1

· Distribute Course Verification Cards (SIMS Report #718) to confirm course selections with students and parents. 

· Administer AP exams.

Week 2

· Survey seniors re post-graduation plans.  Counselor needs this information (1) to complete High School Graduate Survey required by DPI, and (2) to mail final transcripts. 

Week 4

· Last day of exams: finalize grades.

· Re-check senior graduation status, using SIMS #814 Graduation Status Report.

· Run Rank Process / GPA Report #803
· Graduation!!

June 

Weeks 1-2

· Finalize Graduate Analysis Report for ABC’s.

· Run final senior transcripts and mail to appropriate colleges.

· Run 2nd copy of senior transcripts – keep a permanent file for each graduating class of senior transcripts

· Complete High School Graduation Report; mail to DPI.

· Finalize student schedules.

· SIMS Report #823 – Students with Specified Marks – change course selections for students with failed courses.

· Check 9th grade course selections:  use 8th grade EOG’s and EOC’s, grades, etc.

Ongoing

· Scholarship/Opportunities List* – type approximately every 2 weeks as new information comes in.  Distribute to classes, post on Guidance bulletin board and on school website, place in accessible file for individual students.

· Write letters of recommendation for college applications and scholarship applications.

· Advertise campus visits of college admissions reps

· Monitor student grades and attendance – at the end of each six weeks and upon     teacher/parent request.  Conference with student.  9TH graders need to be educated about attendance policy (FA’s).

· For seniors: at the end of the 2nd and 5th six weeks – contact parents by phone and by letter if a senior is failing a course required for graduation.

(Eliminate surprises!)

· Also contact senior parents – by phone and by letter – if student continues to fail    Competency or Computer Test and is danger of graduating with a certificate rather than Diploma.  *These documented contacts are in addition to regular communication with parents.

Important Factors

· Genuine Concern & Respect expressed towards all students.

· Accessibility of Information to Students

Examples:  File cabinet in outer area of Guidance Office with college and
 scholarship applications that students can access.  

Bookshelf with SAT & ACT registration materials, college viewbooks, college & career reference materials, financial aid information.

Bulletin board outside of Guidance to post updated scholarship lists, SAT dates, scholarship posters, etc.

Computer for student use – college apps, FAFSA, college & career information are all online. 

Schedule most of senior English classes 1st semester to facilitate communication 

               of vital information to seniors.  (Try to schedule only 1 class for 2nd semester.) 

	
	JULY

	
	· Check student credits

      Graduation Status Report #814

      Graduation Pathway Chart

· Mail student schedules




	
	AUGUST

	Week 1
	· Drop/Add (Reports 605 & 606 – class balance/load)

· Freshman Orientation



	Week 2
	· School Opens

· Drop/Add (Report 835 Student Drops/Adds to teachers)

· Check Senior Graduation Status (Report 814 & Pathway 

      Chart) 

· Schedule computer lab for classroom guidance sessions



	Week 3
	· 12th Grade English Classes- computer lab: careers, college 

       apps, SAT/ACT, fin. aid, scholarships, College Day 

· 11th Grade English Class – College Day Forms

· Letter to Parents (grades 9-12) 



	Week 4
	· CACRAO Conference

· College Day – finalize rosters & buses

· Open House




	
	SEPTEMBER

	Week 1
	· Teaching Fellows Meeting – Raleigh

· Distribute PSAT info to grades 9-11

· 11th Grade English Classes – computer lab:  college/career  

            guidance – CFNC



	Week 2
	· College Day @ Louisburg College

· Begin Governor’s School application process

· Scholarship Committee – Parks & Morehead selection



	Week 3
	· College Board/Financial Aid Workshop

            9th Grade H/PE classes to computer lab – college/careers:    

            BRIDGES

	Week 4
	· Schedule January Financial Aid Workshop

· Finalize PSAT schedule/roster




	
	OCTOBER

	Week 1
	· Distribute Governor’s School apps

· Submit Morehead



	Week 2
	· 10th Grade English Classes – Career/College Guidance – SOICC



	Week 3
	· Administer PSAT



	Week 4
	


	
	NOVEMBER

	Week 1
	· Submit Parks

· Teaching Fellows – practice interviews

· Governor’s School apps to Carol Cheves (Fr. Co. AIG Coord.)



	Week 2
	· Teaching Fellows interviews



	Week 3
	· Distribute PSAT scores



	Week 4
	


	
	DECEMBER

	Week 1
	· Financial Aid info / FAFSA’s to seniors

· Finalize 2nd semester schedule changes



	Week 2
	

	Week 3
	· Exams

· SIMS Operator finalizes 1st semester grades

· Report #823 “List of Students with Specified Marks” – reschedule students who failed a course

· Rank Student Process;  Report #803 - list students in GPA/rank order by grade level   




	
	JANUARY

	Week 1
	· Senior Report Cards – date of Financial Aid Workshop

· Report #814 Graduation Status Report – “students with insufficient credits” to graduate – 12th grade

· Check Graduation Pathway Courses – 12th grade



	Week 2
	· Financial Aid Workshop for seniors & parents



	Week 3
	· College/Career Guidance Sessions – grades 9, 11-12



	Week 4
	


	
	FEBRUARY

	
	· Distribute Curriculum Guides & begin Course Pre-registration through classroom sessions:  grades 8-11

· Distribute AP Exam information




	
	MARCH

	
	· Schedule Parent Information Sessions – pre-registration info; Mail postcards to parents  

· Individual conferences with students re pre-registration

· Order AP exams




	
	APRIL

	
	· Complete individual student conferences re schedules




	
	MAY

	Week 1
	· Course Verification Cards (SIMS Report #718) to students

· Administer AP exams



	Week 2
	· Senior Survey:  post-graduation plans



	Week 4
	· Exams

· Finalize grades

· Check graduation status – Report #814 Graduation Status Report

· Run Rank Process / GPA Report




	
	JUNE

	
	· Graduate Analysis Report for ABC’s

· Senior Transcripts to colleges High School Graduation Report to DPI

· Finalize student schedules

· SIMS Report #823 – Students with Specified Marks – Change course selections for students with failed courses

· 8th Grade Data – use 8th grade EOG’s, EOC’s, grades, etc. to re-check course selections




IMPORTANT NOTES
PAGE  
1
(*Sample forms provided.)


