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(1) INTRODUCTION

The Key to College Manual is meant to give you the tools you’ll need to get a Key to
College Program off the ground and running. It’s not the final solution to all Key to
College programs, and should not be taken as the definitive guide. Take what works for
you, and improve on it by supplementing it with your own experience and unique abilities.
With this guide and your determination, you truly can make the path to higher education
a more accessible one for high school students in your community. Please feel free to make
extensive use of this resource, and add to it whenever you think of something new yourself.

Good luck, and have fun!

(1) WHAT IS KEY TO COLLEGE?

The Key to College program was by Circle K
International to help inform and prepare high school
students interested in pursuing higher education
beyond their high school years. This program allows
Circle K members to pass on the knowledge that they

"l attended K2C for all 4 years of high
school. I loved seeing how much fun
college students had. Every year I
learned something new and useful. I am

have acquired throughout their college experience and s0 thankful to have had Circle K

prepare them for the road ahead. Key to College is not i) Doy e ool v st 0
only a great program that assists Key Club members in college.”

the transition from high school to college, but it also -Liora Jaffe

gives them exposure to Circle K and may inspire them r

to become members after they graduate. Through Key
to College you can help inform and create a stronger bond with Key Club to promote
interclubbing through the following year.

(1) WHY SHOULD YOU HOST A KEY TO COLLEGE?

1. Service
It is a great way to help out the community, specifically high schoolers who are
interested in college, and those who do not have adequate resources in their
schools.

2. Kiwanis Family Relations
By inviting your Key Clubbers, you will be able to strengthen relations with them.
Also, if your club decides to hold a Key to College in conjunction with another
Circle K club, it would be a good chance to interclub with them. If your Kiwanians
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are interested, they could also help out however they want, improving your
relations with them.

Expertise

Since Circle K is a club for college students, everyone has gone through the process
of looking at different colleges, choosing which ones to apply to, the application
process, getting accepted, dealing with financial, and everything that comes along
with getting into college. We have the experience to help the high schoolers and
make the process easier for them.

Leadership

By encouraging members of your club to participate in organizing this event and
creating and leading their own workshops, they will be able to further improve
their leadership skills.

Public Relations

While this event is NOT a PR event itself and not at all about promoting Circle K,
it is a chance to make a good impression on high schoolers, who are potential
Circle K members. It will help get your name out into the community and promote

the club.

MATERIALS NEEDED

The following list is the strongly suggested materials to have on hand at your respective Key
to College. It is meant to be flexible and bare guideline.

L]
L]

Key to College Manual (provides information for planning a K2C)

Contact/Emergency Information of Attendees (accidents are rare but may occur,
attendees may get lost...)

Presentation Materials/Visual Aids (provides students with something to look at
while listening)

o Power Points, Handouts, Projector, Slideshow, Lecture notes, etc.

Agenda/Schedule (everyone is aware of the goals and time limits of the event)
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[J Sample/important handouts (allows students to have their own copies)
o Applications (UC, State, Private, etc.)
o Personal Statements/Common Application Answers
o FAFSA

Food/Snacks (nice luxury to provide after hours of listening)

Note paper and pens (someone will need one or the other)

Sign-ups (offer to send information electronically)

O O o o

Evaluation forms (learn what attendees liked or wish was covered)

(V) GETTING STARTED

1. Form a committee
Appoint a chair and form a committee. Think about who you want on the
committee and keep in mind, it does not only have to be Circle K members. Open
up the opportunity to your Key Clubbers nearby, and maybe even your Kiwanians.
Including members from Key Club in your committee can benefit you in many
ways. You can gain input from Key Club members on what they feel high school
students would want to learn about. It will also be easier to spread the word about
your Key To College program. There are also your fellow Circle K clubs nearby you
can ask for help. Not only will this give you more people to work with, they may
also be able to contribute their past experiences or offer you ideas that you may not
have thought of otherwise. Also inviting your Kiwanis club to be a part of your
committee will be helpful in keeping the Kiwanis informed about your program as
well as dealing with any paperwork that must be done on the Kiwanis side. It's
important to have a diverse committee to be able to cover all aspects of the
program, but also be aware that a very large committee may actually make it harder
to get things done. Keep your committee a reasonable size to make sure progress
can be made.

2. Decide on a date and time
Date and Time are the most important in getting any project rolling. It is never too
early to set up the date and time; it will make planning everything else much easier.
Look at your calendar as well as the High School's. Check to make sure your Key to
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College is not close to their SAT and state testings. The traditional month that Key
to College programs are held is October, this is around the time that high school
students are considering which colleges to apply to. Once you have chosen a date,
be sure to inform everyone on what that date is, and make sure to lock it in early so
that your potential attendees don't make plans at the same time as your Key To
College.

Have a target

Decide on the target audience. Is the program for Key Clubbers only, for all seniors
(or juniors and seniors) at a particular high school, or is it a community-wide
program open to all juniors and seniors in the area’ Having a target audience will
make it easier for you to plan out your schedule of events and the types of
workshops that you will be providing.

Choose a location and reserve the place

Once you know the date and time, and have an idea of the size of your audience,
reserve your room right away. Look into what you might need for the program and
search for a place that best fit your needs. Try and pick a centralized location to
most of the schools invited. Keep in mind the different things that you can do just
based on your location. If you hold it on your campus, you can offer campus tours
to the students and give them a better feel for a college environment.

Fill out necessary paperwork
Fill out an ERF and get approval from the appropriate Kiwanis and Faculty
Administrators. Try and get this done as soon as the date, time, and location are
set, as it sometimes takes a while to get
approved. What other paperwork is needed?
You might need one for room reservations, so

"Key 2 College made the college experience seem
more real, like people actually live it, rather than

look into the requirements for each location just being talked about. It was one of the first
you take into consideration. times I could actually imagine myself living the

college life rather than just hearing other peoples'
The Program stories."

Plan out the program for the day. Check out Carissa Perkins

the different styles of Key to Colleges to help
you pick how you want to set up your Key to

’

College. Fun activities are always a good way to have everyone get acquainted with
one another. Having an inspirational speaker be the opening/intro to the Key to
College can also help motivate these students as they get ready for whatever you
have in store for them. Tours of the campus are also fun and can give the students
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a head start in looking into the different school environments.

7. The budget
Look into getting donations and sponsors rather than have everything funded by
your club. Many local shops and businesses are always happy to help support
community service events. So create donation letters and pass them out to local
businesses early! There are also many different grants and funding available
through Kiwanis or your campus such as the SLP Grant, Tomorrow Fund Grant,
Kaplan Grants, and many more! They do take some time so apply early! And it's
free money so you've got nothing to lose.

8. The materials
Make a list of all the materials you need including the necessary handouts and
resources for the workshops/presentations/ speakers. Make sure you have the
tables/chairs/technology needed. And don't forget to make signs and posters so the
attendees know where to go on the day of the event.

9. The food
With all the learning and fun, these high school kids will need some refreshments
to keep them energized. Whether it's a whole day or half day, prepare to have some
healthy breakfast and/or lunch!

IO.Pub.h.Clty . “I learned what to look for in a college
Publicize and send out invitations early! besid Jemics. Th h

esiaes acaaemics. ere are many other

Send invitations not only to the students, factors you should consider in your dream
but the teachers and parents too. Make college before limiting your choices. There
posters and signs to post around town, and were also a lot of things about the social
you could even look into putting it in the aspect of college that I got to ask that I
local paper and sharing news of this event wouldn’t otherwise learn from my parents
with the whole community. Have a or counselor.”
deadline set for when attendees should Kristen Bank
reply by to give you a better idea for set up r

and the amount of materials needed. You

can even advertise for free by going to classrooms and presenting about Key to
College (with approval of the school/teacher of course).
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(VI) DIFFERENT STYLES OF KEY TO COLLEGES

e Heading out to Individual High School Campuses

One option that you can have is holding your Key to College and various high school
campuses so that you can come to the students, rather than having them come to you. This
can help increase participant turnout and provide a bigger audience to educate about every
aspect of college. Because there will most likely several campuses that you will need to visit
you will probably need to hold the events on different dates, unless of course you have a
very large membership and will be able to send multiple groups out on one day. You can
also host a wide variety of Key to Colleges on high school campuses. Many of the types of
conferences that will be mentioned in this section can also be implemented on high school
campuses.

e Workshop Convention Style

One method of holding your event is by having various workshops going on throughout
the day. You can have an opening session to give an overview of the workshops and how
the day’s events will go, and then have a closing session to wrap everything up. Your closing
session can even feature a panel of college students to have a question and answer session.
You can have any number of workshops that range from financial aid to personal
statements; one workshop can even be a campus tour. A more in depth discussion of
possible workshops is presented in this handbook.

e Divisional Key to College

If you're looking to hold a Key to College on a much larger scale then a divisional Key to
College may be what you need. Your division can work together to hold one large event
that can accommodate and even larger number of high school students. Because there may
be a large number of high schools that may participate you can go out to the various
campuses and divide the division into groups to send out. A good way to cover every
different type of college experience is to divide the groups in a way that they are not all
from the same school. This provides greater diversity and you will be able to better meet
the needs of the high school students. You can hold almost any type of Key to College with
your division, which means you have greater possibilities of what you can do while also

strengthening your division by working with one another.
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e Joint Key to College with Divisional Council Meeting

Another option that you have is to combine your Key to College Program with your local
Key Club’s or KIWIN'’s Divisional Council Meeting. Because most students will already be
together for the event it is convenient to plan because you do not need to try to get
everyone back together for a separate event. You can also invite students outside of the
organizations to participate in the event, which is recommended. Who knows, they may
even become interested in Key Club or KIWINs after the event is over. The main drawback
of this type of Key to College is that you will have limited time because you are joining it
with a DCM. A solution to this problem is to have various handouts that go in depth. You
can touch upon many of the topics that you want to cover, but the main information will
be on the handouts. Be sure to include the contact information of those who presented on
the handouts so that if the students have any question they have a way to reach you.

e Pairing Between High School and College Student

Another option that you have is to allow a high school student to shadow someone in
college. The benefit of this is that the high school student gets a more personal experience.
The college student can aid the participant personally with things like applications,
personal statements, interviews, financial aid, the list can go on and on. Another thing that
can be done is to allow the high school student to attend classes with his or her “mentor”
to get a better feel of what college life is really like. It’s basically, “A Day in the Life of a
College Student.” As with the workshop method of holding a Key to College, you should
have an opening session that explains how the program will work and cover any general
information and then a closing session at the end to wrap everything up.

(VII) ENTERTAINING THE ATTENDEES

A large part of a successful Key To College is keeping the high school students entertained.
There are many small things you can prepare and do to keep students excited about the
program/event, some of which are:

o Icebreakers
Icebreakers and fun, quick games keep students alert and ready for the program.
During waiting times (before announcements), at lunch, or even in workshops are
appropriate times to have icebreakers. Keep in mind that there are many different
types of icebreakers for different types of groups. For example, if you have a large
group of high school students, it would be best to play icebreakers involving a large
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number of people; or if the group is not familiar with each other, try an icebreaker
that doesn’t involve people feeling too uncomfortable.

e Skits
Well-planned skits do a great job of entertaining the guests. You can plan one for
opening ceremony, before workshops (each skit can do with each specific
workshop). Make sure the skits are relevant to the program, but also make sure
they are funny and light-hearted.

e Food

Depending on how long your program is, it is always nice to have some food and
beverages available. If you start early, have inexpensive foods like muffins and juice
for breakfast. If you have time for lunch, buy easy foods in bulk (pizza, sandwiches).
Food makes people happy! Also, to save money, ask for donations ahead of time for
foods and beverages.

e Music
Whether it be hiring a DJ or making a playlist and playing it over speakers, music
during down time creates a good atmosphere for the students. During lunch and
breaks would be a great time to have music on.

e Open Forums and Conversations
Although talking to strangers can be rather intimidating, always set a time for
volunteers to share their experiences with the students. Have volunteers talk to
students during free times, such as lunch and during breaks. Allowing time for an
open forum will let students ask each volunteer/workshop presenter their very own
questions.

e Slideshows

People like pictures, and a slideshow powerpoint of the event is a quick gesture that
can be presented at the closing ceremony of the event. Have designated
photographers throughout the day documenting workshops and fun times, and put
it all together in a simple slideshow to entertain the guests.

e Misc. activities
Basically, any other fun things you may have time for. Whether it be looking up
hilarious YouTube videos or playing sports and board/card games, these activities
keep the student busy during down times.
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(VIII) PLANNING A WORKSHOP

Major points to consider:

e Topic
Know what the topic is going to cover, as well as be able to answer any major
questions that come up. Be sure to clearly define what the topic is, so that there is
no confusion between you and your audience.

e Information
As the presenter, you want to cover the major subjects concerning your topic and
present them in an order that is efficient but effective as well. It is not a good idea
to drown your audience with too much information, so know where to draw the
line.

e Presentation
How do you want to present your workshop to your audience! PowerPoint?
Working in small groups? Certain methods of presenting work better for different
topics, but in the end it is up to you to decide.

Whatever way you choose to present your “Key to College introduced
information, make sure that it is interesting for me to college life and made
your attendees. Also keep your environment in me consider early on what
mind - having slaved over a PowerPoint to kind of campus environments
learn that your workshop will be outside with fit me.”

no electricity is never a good thing. Wesley Hart '

e Handouts
Handouts are highly recommended. This is so that attendees can have something
to look back and recall what the workshop was about as well as something to take
notes on. For example, agendas are always nice - how much information you want
to put on it is up to you. The pro to having a general agenda, with only major
topics listed, is that attendees will have to pay attention in order to get what they
need. On the other hand, the pro to having a more specific agenda is that the
attendee will not be missing any one piece of information - unless they lose the
agenda entirely. It is up to you on which type of handout to give, but a maximum
of 2 or 3 sheets per person is recommended.
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e Interaction
Unless you want bored attendees, be sure to have some interactive activity with
them. This can include having them work in small groups or opening up for ideas
for a sample situation. Icebreakers at the beginning of the workshop are certainly
welcome, as they provide a less stiff atmosphere for the remainder of time. ©

e Example
Turn to the sample workshop literature provided. In such a workshop, think of all
the things you wished you could have known going into the college application
process. After having acknowledged these topics, make sure that you cover them.
Use the literature as an outline - you should NOT be reading off of your literature.
The specific sample literature provided in this manual is a booklet, making the
notes page the very last page. This allows for the workshop attendee to jot down
anything presented orally.

e Tip
Have back-up plans. This goes for almost any point - even the icebreakers. You
might have a back-up icebreaker game in case you have a bigger group than
planned. You might have to improve after a PowerPoint technical difficulty.
Anything can happen - so be prepared.

e Fun
Trying to get information across in a fun manner is hard but remember, you are as
important as your attendees. If you have fun, they will be more likely to have fun.
Relax, and good luck!

Check out just a few awesome workshop ideas!

PERSONAL STATEMENT/ESSAYS STUDENT PANEL
o Sample/Actual Topics o Experiences from
o Do’'sand Don'ts freshman year
o Brainstorm ideas o Transitioning to college  Kiwanis Family Panel
THE APPLICATION PROCESS o Tips and advice o How fo pick a career
o A-Grequirements FINANCIAL AID PICKING THE RIGHT SCHOOL
o UC/CSU admission requirements o FASFA and state grants o Eastversus West
o Testing: SAT’' S, o Scholarships o Versus qu".
MAJORS o Loans o Public versus private
PERSONAL FINANCES o 2-year, 4-year

o Whatis a majore
o How to pick a major
o What to consider in the major

o Fiscal responsibility COMMON MYTHS
o Sample budget o Application process
o Credit card scams o Myths about college




Check out this sample workshop handout!

WELCOME. To the Personal Statements
workshop - brought to you by Key to
College!

Let's start with the basics.

‘The best essays are always written from the heart — they are

persomal statements, after all. 1s there anything yon have spent a
- .

Start early. Not only does this allow time for a thoughtful essay
Inﬂlanrndg:marmﬂspd]ﬂg,i:ih)mmﬂmixa
m;mmg;mnymmdammmnﬂm
mention, you want to give your peer reviewers time to read and
edit your essay.

Fn.lla.uimged'peu:mr‘nnﬂs,

and Eiwanians! The more, the better, People m

ﬂmﬁﬂntdﬂsﬂmnﬂtm Alﬂil:{hml't to
get diffevent ideas and opinions.

Visit your college and career center, If your
school does not have such a thing, pay a visit
to your advisor. These people are there
utilize in any relevant way you may need.
“They will often have more books on colleges
and essay writing than the local Borders,
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-
ont's:
3, 1 Procrastinate, I know, it's essentially the same thing as
—.¢ "start early” but it really #s just that important!

Be too broad. If you selsct your topic as junior year being the
tonghest year of your life, choose a specific event that made that
wear even harder than it had to be. Remember, you have a word
limit,
to proofread! Even the best of writers will
E' 1k i even thing like \
using “too” instead of “two™ will happen, and it's not stupid
bat it is easy to overloak.
D T

Thank You's.
Don't forget to thank those who helped you with this process! Good or
bed, they made time for you because they cared enough.

- >

Tip:

Talktzrold friends who-have already been thiough
nm&vbutmly informatiowisvaluable:
Please, don‘t ever hesitate to ask for help!
Qmestions? Comments? Suggestions?

- ..more gquestions?

Feel free to contact me!

Email:

AIM: kaydiubirecask:
‘Cell: [408] BO7-338%
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FINAL CONSIDERATIONS AND SUGGESTIONS

Never hesitate to ask for help. Work with your Kiwanis adviser, local Key Clubs,
and Circle K clubs with experience in this event. They can provide additional
resources and insight to making your event a success.

Make a list! It pays to be organized for a large scale event. Pick a location for your
event, find out who will lead workshops, and make a budget for all your expenses.
Werite down any ideas you may have to get you started in planning.

Plan early! Make a timeline that outlines your goals and deadlines so you don’t fall
behind. There is much to do for planning a Key to College, so knowing what to
expect will ensure a less hectic process.

Figure out what types of paper work needs to be done. This can include room
reservations, donation letters, and various money grants. Know when the deadlines
are to complete them and get a head start!

Don’t focus solely on Circle K. The purpose of the program is to help high school
students understand more about the college process and to pursue a higher
education.

Be honest! Your attendees came to find out what college is really about. Help
debunk college myths and provide guidance through your personal experiences. Try
to avoid exaggerated or inappropriate anecdotes.

Keep your attendees excited and enthusiastic! Be interactive and try to have
everyone involved. Games, ice breakers, and skits are very useful to engage your
audience.

Publicize! Make fliers and work with your local Key Clubs to raise awareness for the
event. Ask if you can speak at their meetings to present the program if possible.

Keep in contact! Provide the attendees with your club’s contact info for future
questions or reference.

10.Relax and have fun! You’ve worked hard arranging this event and making it all
possible. A pleasant atmosphere creates a more enjoyable time for everyone.
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Circle K International Website www.circlek.org
District Circle K Website www.cnhcirclek.org

Got Questions?
Contact Cal-Nev-Ha District Kiwanis Family Chair Ali Alkhatib kfamily@cnhcirclek.org
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