Planning for a College Fair

· Early consideration should be given to determining the usefulness of a college day/night program.

· High Schools are encouraged to work together to plan a college day/night program.  Programs planned on a regional or county-wide basis, where full cooperation and participation occurs between high schools, are among the most successful in Kentucky.  Colleges are more apt to attend a college fair that has many high schools in attendance.

· The sponsoring school(s) has the responsibility to invite those colleges they wish to participate in their day/night program.  The sponsoring school(s) should mail invitations to colleges at least six weeks in advance of the program and should insure that all KYACAC member colleges receive invitations.  Invitation packets should include the following:

· day, date, and time (start and finish)

· location

· program format

· anticipated number of students attending

· the grade levels participating – please limit participation in day programs to juniors and seniors

· contact person at the sponsoring school(s) and the appropriate contact information
· high schools participating in the program
· directions and a map to the program venue as well as parking information
· return card or form for representatives to RSVP
· The length of the program is critical to its success.  The sponsoring school(s) should select a length that allows students full exposure to college representatives without significant slow-downs in traffic flow.  The sponsoring school(s) should take care to plan program length in relation to the number of students who will attend and their level of interest.  One and a half hours is normally a sufficient amount of time for a day/night program.

· KYACAC does not suggest required attendance.  Students required to participate often distract other students who have a sincere interest in meeting with representatives.  Likewise, activities designed to monitor full student participation (a mandatory set of questions for each student, representatives’ signatures, etc.) tend to interfere with the sharing of information between representatives and interested students.

· Please provide each representative with a copy of the KYACAC Day/Night evaluation to complete and return to the Day/Night Committee.  (You will receive a copy of the evaluation form with your confirmation letter.)

College Day/Night Formats

The sponsoring school(s) typically chooses one of three day/night program formats.

· Arena Format:  The sponsoring school(s) assigns each college a table.  The set-up should provide comfortable space for students to visit with college representatives while allowing for adequate traffic flow.  If representatives are located in several rooms, the sponsoring school should provide a list of the institutions’ locations.  
· Session Format:  The sponsoring school(s) assigns each college an individual room for 20-30 minute information sessions.  In this format, be certain not to assign more than one representative to the same room.

· Combination Format:  The sponsoring school(s) gives each institution the option of choosing their format.  Colleges that regularly receive a great deal of arena traffic may choose to hold sessions while colleges with lighter levels of traffic may choose the arena option.

Some Helpful Hints

· KYACAC prohibits the use of non-educational promotional items (i.e. Frisbees, Key chains, etc.) and the practice of holding gift drawings.  These activities are distracting to the students and representatives and diminish the importance of the event.

· Consider advertising your program through school announcements, posters, and local and school newspapers.  You may also be able to secure free public service announcements through local radio and TV stations.

· KYACAC does not recommend assessing registration fees to offset advertising and administrative expenses.

· If you assign tables, be mindful of each institution’s position and how that will impact traffic flow and the visibility of all the participating institutions.  For example, do not place colleges/universities for which there is widespread interest side-by-side.

· Meals before an event are not necessary although a hospitality room is often a welcomed feature.  If you plan to have food available, please include that information in your correspondence with the representatives so they may plan accordingly.

· Having student guides available to assist representatives to their assigned areas can be helpful, particularly if the program location is not directly visible from logical entry areas or if your school and/or parking areas are under construction.

· When representatives arrive, please make them aware of the order of the participants.  (Will seniors or juniors be first?  Will the group be of mixed grade levels? Etc.)

