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Site Coordinator Checklist 
 
Write in your own due dates and use the blank spaces for additional tasks necessary for planning 
your event.  Remember, the earlier you are able to complete these tasks the better!  

 

SEPTEMBER 

 Due Date Task 

 

 

Create or update your CFNC Professional Center Account. This will assist 
you in planning you event, tracking your students’ applications and 
transcripts, as well as allow you to print event reports in real time!! For more 
information, reference the Professional Center FAQs on the CAW site 
coordinator site, CFNC.org/CAWSchool.  

 By 9/10 Review Site Coordinator Resource Guide. 

 

 
Review CFNC.org including the new Site coordinator centered webpage, 
CFNC.org/CAWSchool and the revised student and family page, 
CFNC.org/CAWSeniors.  

 

 
Set up a College Application Week committee or team at your school to 
discuss the timeline of events and activities. This may include school 
counselors, teachers, students, administrators, parents/guardians, etc.  

 

 
Sign up for one of the free CAW webinars on CFNC leading up to the event. 
Earlier webinars will focus on early planning and later webinars will focus 
more on the nuts and bolts of the event.  

 

 
Elect to participate each day of College Application Week, or just one day 
during this week and confirm the event date(s) with the school and district’s 
master calendar. 

 
 

Confirm the event date(s) with the school and district’s technology team to 
ensure the computer labs are ready to go. 

 

 
Plan a schedule for your event – what students/classes will be in the lab at 
what times and / or what other college access activities will be available to 
students. 

 

 
Plan on outreach efforts and ways to get the word out about your event in 
your community.  Discuss with your team possible volunteers and/or 
speakers to recruit. 

 
 

Remind students to take SAT/ACT if interested in applying to four-year 
institution. 

 

 
Schedule a presentation by your CFNC Regional Representative for more 
information on the services provided by CFNC, including financial aid. 

 

 
Give the “Ask Me About It” flyer to all staff and request they hang it on their 
door. This flyer is available as a fillable PDF download from the CAW 
webpage. 

http://www.cfnc.org/CAWSchool
http://www.cfnc.org/CAWSchool
http://www.cfnc.org/CAWSeniors
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Discuss with teachers possible tie-in assignments for students related to 
college application information and selecting colleges.  Feel free to include 
activities for 9th-11th grade students to prepare them early for applying to 
college! 

 
 

Running into questions? Most answers can be found on the CAW webpage 
in the various support documents. However, you can always contact the 
CAW Coordinator with any questions, abpostlethwaite@northcarolina.edu.  

 
  

 
  

 
  

 

OCTOBER 

  Encourage all teachers to relate lessons to College Application Week. 

  Review online Site Coordinator training videos and tutorials. 

 

 

Prepare publicity and events.  Send letter(s) to local newspapers and TV 
stations announcing event.  Invite media and/or a “guest speaker” such as a 
community / political / business leader, alumni, college professor, student, 
parent/guardian, etc to attend your school’s College Application Week event. 

 

 

Recruit volunteers to assist during College Application Week by using the 
volunteer letter.  We recommend at least two volunteers per school.  
Contact local colleges to invite admission staff and faculty to volunteer 
during your College Application Week event. Also, reach out to local 
community organizations and parents/guardians as a source of volunteers. 

 

 
Finalize volunteer list.  Confirm the time and place for all volunteers.  Share 
with all volunteers the volunteer guide which can be found at 
CFNC.org/School. 

 

 
Send student and parent letter.  Notify both students and parents of evening 
and/or daytime information session(s) to help them assist them in preparing 
information needed for the event. 

 

 
Confirm that all seniors have updated their CFNC account and have 
selected your high school correctly in their “This is Me” section so they show 
up in your professional center account. 

 
 

Encourage students to meet with counselors to discuss fee waivers, if 
applicable. 

 

 
Verify which seniors have not applied to a postsecondary institution and 
encourage these students to meet with counselors and plan for colleges and 
universities on CFNC.org. 

mailto:abpostlethwaite@northcarolina.edu
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Encourage students to complete a practice application on CFNC.org in the 
Apply section. 

 

 

Communicate to students, parents/guardians, and school staff the 
application fee waiver information for the colleges and universities that have 
chosen to temporarily waive their application fee for College Application 
Week and the College Board fee waiver for students in financial need. 

 
 

Make sure you have reviewed the CAW Technical Guidelines document 
(located on the CAW School page) with your IT department.  

 
 

Make sure you have filled out the CAW Technical Survey online to catch any 
potential computer issues before the week of the event. 

 
  

 
  

 
  

 

 

NOVEMBER 

 

 
Host student/parent/guardian event(s) (day and/or night) to assist students 
and parents/guardians who have questions or need help with the College 
Application Checklist. 

 
 

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 College Application Checklist. 

 

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

  Confirm your computer lab reservations. 

 
  

 
  

 
  

 
11/12-11/16 NORTH CAROLINA COLLEGE APPLICATION WEEK! 
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Make sure your students mail in a signed confirmation page to each school 
they apply to (if directed to do so by the application instructions). 

 
 

Submit the online College Application Week Site Coordinator Survey.  See 
email notification for the link. 

 
11/16 

Print off your CAW report on your students and the schools they applied to 
by using the CFNC Professional Center!  

 
 

If you did not set up a CFNC Professional Center Account and you want 
your school’s participation report, you will need to request one from the 
CAW Coordinator, Ashley Postlethwaite via email or phone. 

 
  

 
 

Encourage students to sign-up for FAFSA Day.  Registration is available at 
CFNC.org or by calling 866-866-CFNC. 

    
  


