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SITE COORDINATOR MANUAL 3
VOLUNTEERS






1. FINDING YOUR VOLUNTEERS
Host sites are responsible for organizing their own corps of volunteers for the Arizona College Application Campaign.  Contact the following for help with your event:
· College/university admissions and financial aid staff
· District Superintendents
· Teachers and school staff
· Retired teachers
· School alumni 
· College access groups
· Civic organizations

2. TYPES OF VOLUNTEER TASKS
· Post directional and promotional signs in the school for the event.
· Greet and sign in students.
· Assist students with the completion of online college applications and answer any questions they may have.
· Monitor printers and replenish paper supply as needed.
· Share personal college experiences with students.
· Distribute information about financial aid opportunities.
· Instruct students to complete the Student Exit Survey
· Give an "I Applied" wristband to students as they complete their applications.
· Remind students to complete their admission file with any transcript, test scores, or other documentation needed.
· Congratulate each student on applying to college and encourage them to complete their admission file
· Encourage students to share their experience with others
· Sign students out 

3. COORDINATING VOLUNTEERS

· Get the volunteer’s name
· You will need contact information (email, phone, etc.) for your volunteers
· Find out their areas of expertise related to the College Application Campaign
· Get the dates and hours your volunteers are available
· Assign volunteers a task for the day(s) they will be at your event
· Make sure that they have taken all steps that the school requires for them to be allowed on campus
· Finalize a list of volunteers and their assignments
· Request that they wear a college shirt, hat or other college affiliated item
· Provide name tags for volunteers on the day of the event
· Send out a reminder to your volunteers with the date(s) and time(s), where they should meet, and their assignments
· Greet your volunteers when they arrive


4. VOLUNTEER TRAINING

Volunteers can access the 2013 AzCAC Volunteer Training Video at http://azhighered.gov/azcac/volunteers.html

The 2014 Volunteer Tutorial can be found at http://azhighered.gov/azcac/volunteers.html
This tutorial gives an overview of the Col


5. THANK YOUR VOLUNTEERS

[bookmark: _GoBack]Be sure and thank your volunteers for their time and energy.
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