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(I) Introduction 
This manual is designed to help Circle K clubs with the process of planning and implementing a Key to 

College program.  Feel free to use the ideas in the manual but also remember that you are not limited to 

them.  Be creative and have fun with your Key to College program without forgetting its purpose—to 

help high school students interested in pursuing higher education and giving them insight on university 

life to facilitate transition. 

(II) What is Key to College? 
Key to College is a Circle K International program developed to provide guidance and insight for high 

school students interested in higher education.  This is a chance for Circle K members to become 

mentors as they share their acquired knowledge and experiences with high school students to prepare 

and encourage them to apply to college.  By providing valuable resources and tips in presentations, 

workshops and through mentorship, you can help guide them into a smooth post-secondary transition. 

(III) Why Should You Host a Key to College? 
1.  SERVICE – This is a great way to provide service to your community!  Many high schools lack 

adequate or sufficient counseling services that provide students the insight and tips they need for a 

post-secondary education.  Through outreach programs like Key to College we can begin to help bridge 

inequality gaps. 

2.  EXPERTISE – Since college students have been through the application process itself and have 

experienced college life for themselves, we have acquired knowledge that we can share with others.  

Remember that people’s experiences vary, which is why more people should be involved in the 

project—to provide different perspectives, insights and tips. 

3.  KIWANIS FAMILY RELATIONS – Work with your Kiwanis Family on this project and strengthen Kiwanis 

Family relations at the same time!  Whether it’s by contacting your local Key Clubs and/or working in 

conjunction with other Circle K clubs, you will be working on this project together and expanding your 

scope of service. 

4.  LEADERSHIP – Circle K members may further develop their leadership and presentation skills by 

planning and participating in programs like Key to College. 

5.  PUBLIC RELATIONS – While you should NOT push Circle K during Key to College programs, the 

program itself is PR for Circle K.  High school students will be come exposed to the type of service the 

Circle K does, or at least become familiar with the name. 
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(IV) Materials Needed 
 Key to College Manual* (this manual! – for planning purposes) 
 Key to College Resource Packet* (to hand out to High School students) 
 Key to College Power Point Presentation* (use it for your presentation) 
 Your own additional handouts with tips an resources 
 Sample Applications (UC’s, States, Private Universities, etc.) 
 Presentation Materials (powerpoint, laptop, projector, screen, chalk, poster board, etc.) 
 Food (OPTIONAL) 
 Kits for high school students OPTIONAL (folder to hold handouts, pencils, etc)  
 

*These items can be found under the Kiwanis Family resources section at 
www.cnhcirclek.org/resources/index.html 

(V) Getting Started 
1. START A COMMITTEE – Designate a chair for the committee and recruit members from your Circle K 

club. Get your local Key Club involved – recruit a representative or two to be on your committee as well 

as their faculty advisor.  Having Key Club members in the committee is beneficial because they can give 

input as to what topics to cover and what would be more convenient for students.  If you need more 

support, ask other Circle K clubs that are nearby to help you out.  If you want this event to be big, you 

could possibly do this within your division as huge collaboration.  It would also be a good idea to have 

your Kiwanis advisor in your committee to handle any sort of paperwork on the Kiwanis side—or at 

least keep him/her and your Sponsoring Kiwanis club very informed and updated. 

2.  PICK A DATE – Keep in mind that Key to College month is in October, which is a great time to help out 

seniors who are applying to college that same year.  However, this does not mean that you cannot do 

the program any other date.  Choose the date that is more suitable for your club and those you are 

helping.  A program in the spring can be beneficial for high school students of all grades—not just 

seniors.  Once a date and location is picked, be sure to inform everyone involved immediately. 

3.  DETERMINE THE TYPE OF PROGRAM – Will this take place on a high school campus—perhaps in a 

multipurpose room or a series of class rooms?  Or will this be a quick presentation during a Key Club 

meeting?  Will this be a conference style presentation on a college campus?  Will you have workshops?  

Or a simple presentation with a question and answer session?  Will have a student panel?  Will this be 

done in the style of an orientation with on campus tours? (Refer to “Different Styles of K2C’s” for more 

details). 

4.  SET A LOCATION – Choose a campus that will host the Key to College program—either a high school 

or college campus.  If it is on a high school campus, be sure to ask permission from the administrators 

and to reserve the appropriate rooms with adequate space for the amount of guests you are expecting.  
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If it is on a college campus, make sure you make the appropriate arrangements with the school (i.e. 

room reservations).  If it won’t take place on a campus, then find another area that is a central and 

accessible location for your guests.   

5.  CONTACT HIGH SCHOOLS – Talk to the administrators of the high schools in which you are inviting to 

Key to College to see what kind of permission you need for the event to happen. Talk to the Key 

Club/KIWIN’S Officers and Club Advisors to see if you can present at their meeting and/or to their 

members. Also ask how you can publicize the event on their campus. 

6.  DETERMINE WHAT TOPICS TO COVER – Once you know which high schools will be participating in 

the program, it would be a good idea to create a survey to determine which topics they are most 

interested in learning about.  Make a list of the topics with a fill-in option for things that you did not 

mention and distribute this amongst the students.  Thus, if you are tight on time, you can pick the topics 

that seem more urgent at the moment.  Key Club members would be of great help in distributing these 

surveys amongst their peers. 

7. DETERMINE HOW TO ENTERTAIN YOUR ATTENDEES – Once you’ve thoroughly planned the main 

content remember to think through ways of keeping your attendees entertained! (Refer to “Entertaining 

Your High School Attendees” for more details).  

8.  PUBLICIZE – Publicize to high schools that you are holding this event!  Get Key Clubbers involved so 

they can distribute leaflets or post fliers around the school (with permission first, of course).  Ask the 

administrators if they can put an announcement on their bulletin boards and newsletters.  Have Key 

Club students make announcements in classrooms (or ask administrators if they can tell homeroom 

teachers to make the announcements).  In order for this program to be a success, there needs to be 

attendance!!! 

9.  PREPARE PRESENTATION MATERIALS – Prepare what you are going to present and hand out as 

information.  Gather sample applications and different handouts to give to the students.  On the Cal-

Nev-Ha website there are several resources you can use and alter to your liking.  The Resource Packet is 

an informational packet that can be handed out to high school students as is, or with changes and 

additions of your own.  Feel free to also use the Key to College power point presentation that is 

available on the web and alter it to your liking.   

10. SECURE SPONSORS AND DONATIONS – Consider searching for sponsors and sources of donations 

for your program. Campus bookstores and local businesses may be happy to donate food, notebooks, 

pencils, etc. to your very worthy event, but be sure to seek these sponsors at least two months before 

your event! (Remember to prepare a formal donation letter/handout stating your organization and 

cause with what you are seeking and complete contact info!) 
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(VI) Different Styles of K2C’s 
WORKSHOPS/CONFERENCE STYLE (ON-CAMPUS) 

If there are many rooms available, you can hold a conference style program with several workshops that 

students may attend.  This way you can cover a variety of topics and the students can pick the ones they 

feel are the most important to them.  Have a general session for all students at the beginning to 

introduce yourselves and explain the agenda, and a few ones that you think will benefit everyone. 
ORIENTATION STYLE 

If you are going to hold Key to College on a college campus, you can make it like an orientation.  In 

addition to a presentation or a series of workshops, you can add a campus tour and several sessions 

about campus life.  If you find donations, you can possibly have lunch for students as well in the middle 

of the program. 

ON-THE-GO PRESENTATION 

Instead of inviting the students to your campus, you can go out to them. You can do a presentation 

during one or two Key Club/KIWIN’S meetings.  You can set-up the program during their meeting, after 

school, or even during their Divisional Council Meetings. The meeting can be for members or open for 

any student to attend (recommended).  Have a short presentation that covers the basics, followed by a 

question and answer session with a panel of college students.  Since the presentation will be short, the 

amount of information given will be limited.  Therefore, be sure to have lots of handouts and resources 

available for students so they can take it home with them and read it over.  You can introduce a topic 

during the presentation and go over the details in a handout.  If you wish, you can also leave some 

contact information in case they have questions after the presentations.  Set up a message board on a 

website, so they can post up questions and have your members check it regularly. 

MENTORSHIP/SHADOWING 

Pair up high school students with college volunteers and create a mentorship program.  Be sure to cover 

the basics in a presentation, and then pair up those who are interested in having a mentor.  The mentors 

can help read over applications, give personal tips, or participate in a shadowing program. Hold an 

activity with all participants so that mentors and mentees can get acquainted without too much 

awkwardness.  The shadowing program will involve pairing up a college student with a high school 

student to take him/her through a typical day of college life.  They will attend classes together, show 

them the local places to eat, possibly give a tour of the dorms.  It is recommended that this be a 

structured and organized event, so set up a particular day and hold a general opening and closing 

session for all students involved.  
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(VII) Entertaining Your Attendees 
During down time (conference style), keep your attendees energized by switch up the day with some 

non-academic activities: 
1. FOOD - It makes everyone happy, and will give your students energy to pay attention and focus. 
2. ICEBREAKERS - Whenever there is nothing to do, an icebreaker will certainly create fun times. Some 

examples include Telephone Charades, I Love My Neighbor, Two Truths and a Lie, Knots of People, 
and Poncho. 

3. BOARD GAMES - Bring out some good old-fashioned board games like Monopoly, Scrabble, Sorry, 
and Apples to Apples. There is bound to be at least one game that interests someone. 

4.  MUSIC/DJ - This is just a great way to set an exciting atmosphere and maybe help strike up some 
conversation about the latest hits. 

5. CARD GAMES - An inexpensive way to play numerous games like Texas Hold’em and Slapjack. A 
crowd favorite is Mafia which can be played with a huge group and for a long time. 

6. SKITS - Show the students aspects of college through a funny skit that has them laughing, often at 
your expense. 

7. YouTube VIDEOS - Everyone knows at least one hilarious clip from this site and sharing them would 
be a great activity. 

8. SPORTS - Get the blood and fun rushing with team sports like volleyball and football. 
9. CONVERSATION - Usually it is difficult for high school students to start a conversation, so make the 

effort to open up first. 
 

(IIX) Sample Workshops/Topics to Cover 

1. PERSONAL STATEMENT/ESSAYS  
o Sample/Actual Topics 
o Do’s and Don’ts 
o Brainstorm ideas  
o Editing session: If you tell students ahead of time, this can also be used as a time for 

students to have their personal statements read by college students (or other people you 
can gather—teachers, professionals, Kiwanians, etc).  

2. STUDENT PANEL  
o Experiences from freshman year  
o Transitioning to college  
o Tips and advice 

3. PERSONAL FINANCES  
o Fiscal responsibility and expected expenses (i.e. textbooks, tuition, food, transportation, 

rent, etc)  
o Sample budget and balancing checkbook  
o Credit card scams 
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4. FINANCIAL AID  

o FASFA and state grants  
o Scholarships 
o Loans (Entrance/Exit Counseling and the Master Promissory Note) 

5. MAJORS  
o What is a major  
o How to pick a major  
o What to consider in the major  
o Majors do not determine career, possibility for change and exploration 

6. COMMON MYTHS  
o Application process  
o Myths about college 

7. PICKING THE RIGHT SCHOOL: FACTORS  
o East versus West  
o Coast versus inland, city versus suburb  
o Big versus small  
o Public versus private 
o 2-year, 4-year 
o Religious, Military 

8. HEALTH AND FITNESS  
o Freshman 15  
o Opportunities for physical health in college (i.e. intermural teams, school teams, gym 

classes, rock wall, etc)  
o Mental health: counseling, yoga 

9. THE APPLICATION PROCESS 
o A-G requirements 
o UC admission requirements 
o CSU admission requirements 
o Testing: SAT’S, Subject Tests, etc.  

10. KIWANIS PANEL  
o How they chose their career and what it entails 

11. LIVING AWAY FROM HOME 
o Dealing with roommates 
o Tips on dorm shopping 
o How to eat correctly 

(IX) Final Suggestions 

 Make your presentations interactive and interesting!  Make sure you keep your audience attentive 
and awake so they can soak in the information.  Presentations can be interactive by making them in 
the form of games, and question and answer.  If they are small workshops, do quick icebreakers. 
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 Visuals!  Some people learn better with visuals, and they usually add to the presentation.  Visuals 

can come in the form of overhead projectors, drawings, graphs, power point presentations, pictures, 
you name it! 
 

 Chill out – warm up to your crowd.  Be down to earth and honest – you’re helping out high school 
students, not lecturing them.   
 

 DON’T push Circle K.  That’s not the purpose of this program at all.  When you introduce yourselves 
in your presentation at the very beginning, you can mention Circle K and briefly explain that you are 
a service club on campus.  If they have questions about Circle K they can ask later after the 
presentation. 
 

 Follow up.  At the end of the program, ask participants to fill out evaluations to see how useful it 
was for them.  From this you can find out how to improve the program for years to come.  Also 
evaluate the program amongst yourselves—what went right and what went wrong?  What could be 
changed?  Be sure to include a report somewhere and hand it down to whoever will be in charge of 
Key to College next year. 

(X) A K2C Testimonial 
At this point you’re probably wondering why you should host a Key to College, and I could tell 

you about a lot of seemingly compelling data and statistics. How many Key to College events have been 
held in CNH, how many students have made the decision to go to college because of the work of Circle K 
members across the district, and a slew of other factoids. But the fact is that as a host for KEY to College, 
you’ll be dealing with people, not aggregates or statistics. You’ll be dealing with individuals on whom 
you can leave a lasting impression every single time, not “with 70% success”. To that end, it seemed the 
right time for me to make a minor admission of gratitude to Key to College, because if not for Key to 
College and programs like it, I wouldn’t have had this opportunity to help out in Circle K, I wouldn’t have 
gone to college, and I might not have even graduated high school. 
 I was in my junior year when I started to notice meeting times for college prep workshops and 
other seminars to help students get ready for their path to college. I went to a privileged school where 
everyone went to college of some sort, but my grades were slipping (more than that, actually. They 
were an embarrassment) and I simply wasn’t interested in college. Perhaps more than that, I was afraid 
of the rejection. I knew I wouldn’t be accepted to many of the universities to which my friends would 
inevitably go, so in an effort to avoid any possible disappointment, I decided not to apply to any schools 
at all like everyone else. I’d get rejected from no schools because I’d have no plans to go in the first 
place. I thought I’d go straight to work at some place for minimum wage and scrape by even though I 
knew that wasn’t what I wanted. I thought I was hopeless. 
 My friends dragged me to some obscure meeting. They didn’t know what an impact they were 
making at the time, but they knew that I had become disillusioned and needed some motivation. I 
showed up for a standard meeting on applying to colleges, types of colleges, and other ins and outs, but 
in that meeting the entire course of my life would change. I learned that I had a true second chance.
 It was there that I learned about community college and the opportunity to start fresh, do well, 
and transfer quickly to another top university of my choice. It was as if an entirely new door in life had 
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opened up for me at the precise moment that the weight of the world was pushing me to the wall. I had 
to graduate in the coming years and this was the perfect opportunity not to give in, but to prove that a 
new passion for learning and performing had been instilled in me. It’s impossible to describe how 
phenomenally relieving it was to learn about the prospect of community college at a time when I 
thought that college in any and all forms was simply out of the question. My life, this burden that had 
haunted me for year, was lifted by people who would never know explicitly how crucial they had been in 
my life. 
 The truly remarkable thing is that I’m not the only one who felt this way in high school. I know 
with confidence that there are thousands of students in California, Nevada, and Hawaii who are bright 
but unmotivated, gifted but marred by a few years of poor performance and are deterred from the 
entire machine of college life altogether. With your help in introducing them to your college, teaching 
them about their options, and helping them apply, these students can have a real shot at a way of life 
that they might not have otherwise had. 
 But more than that you all have the opportunity to relate to these students in much the same 
way that I can when I talk about the position I was in. All of us likely remember the pressure of college 
applications, SATs, GPAs, teacher recommendations, and personal essays looming over us for months 
and years on end with such vivid detail that it might still make us sweat. And while a counselor can tell 
an auditorium full of beleaguered students that “it’s all perfectly normal”, it’s just not the same as a 
peer helping them cope with the pressures around them by giving them real-world tips and advice. With 
your help, you can not only show them the door, but you can help them cross it like no one else can. 

~Ali Alkhatib, Foothill Circle K 
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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  

Gail Nipitnorasate 

 kfamily@cnhcirclek.org 
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