INTRODUCTION
This booklet is intended as a handbook for the College & Career Planner, from the Student Prep Team/Oklahoma State Regents for Higher Education.   It includes implementation tips and resources to assist counselors and other users of the Planner.  

We believe that the College & Career Planner can be a valuable tool for students, parents, teachers, and guidance counselors.   But we also believe that NO Planner….paper, electronic, or otherwise, can ever be as effective as a caring, involved mentor.
The College & Career Planner was developed by an Oklahoma school counselor.  It has been shared with counselors and schools around the state.    As it is shared, new ideas and resources are added.   As a result, the Planner is no longer the effort of an individual counselor, but the product of a large network or PLC of professionals in the business of helping kids succeed.   

Sample copies of the Planner and this guidebook are distributed at our Regional Workshops, the College Access Counselor Retreats, and other professional development programs.  Schools and other agencies interested in adapting a Planner may request the electronic files by e-mailing Cari Lousch:  clousch@osrhe.edu .    Assistance in adapting the Planner for your school is also available.
RATIONALE

The idea behind the original College & Career Planner was to expand the horizons of 8th grade students, to start them thinking beyond just 9th grade, all the way through high school and at least the first two years out.   The very first Planner was simply four enrollment pages (9th, 10th, 11th, 12th grades) stapled together.    Eighth grade students needed to understand that there was a process and a progression, that in order to get to Calculus as a senior, they had to complete Algebra 1, Algebra 2, Geometry, and Trig/Pre-Calculus (example).  
By the next year, the legislature had created the Oklahoma Higher Learning Access Program (OHLAP, now Oklahoma’s Promise), which became another important page to be stapled to the enrollment pages.    With the goal of getting more and better information to students and their parents at an early age, more pages were added (from stacks of handouts and post-its in the counselors office which also fell under the heading of “stuff they need to know!”)  The first bound/printed version came out after a couple of years of hand-stapled copies.
The reason for sharing this history is  to explain that it was never “rocket science;” nor did it take a wizard or magician.  And it did not happen all at once.   What it did take was an honest desire to help kids, taking time to read, research, and go to workshops to keep up with new developments, and a willingness to beg, borrow, and steal good ideas (along with a willingness to share them).  As the Planner has been shared, new users have helped enhance and update the Planner by adding their own ideas and programs, and content has expanded down as far as 5th grade.
This guide goes through the Planner with tips and suggestions from us and from counselors using the Planner.   Feel free to use any of them, but also then please DO feel obligated to share back with us YOUR innovative additions or uses of the Planner, and other great ideas you develop along the way!

 THE COVER 
Our sample copies of the College & Career Planner look very much like the very first printed version.   If you request the electronic files you will get one file with the text and one with just the cover of the Planner.   Your cover can look just like ours or you can customize it.  Most schools put their mascot and/or use school colors (ink or paper).   The Regents logo may also be used.

The lines on the cover are intended for the student to “brand” the Planner and to encourage parental involvement.  The first 8th graders to get the original Planner were required to have that parent signature before they could be enrolled in 9th grade classes.  (Early birds got the best classes!)
USER LOG
The log-in page idea was taken from the IEP.  The idea was for kids and others to keep track of times and reasons for working in the Planner.  Logging in can also provide documentation for dispensing required and vital information such as OHLAP/OKPromise, transition services for IEP kids, graduation requirements/checks. 
LETTER TO STUDENTS & PARENTS: 

The letter was written as an introduction to students and parents.     You may use it verbatim, throw it out completely, or make changes as you see fit.   No footnotes required.  Just be sure to insert your school name and information.
CAREER SURVEY
Students receiving their Planners for the first time were asked to complete this survey, even though as 7th or 8th graders it was likely that they could not answer many of the questions.  Early in the senior year the same survey was copied and given again, to see how students had progressed and also to find out what kinds of information was still needed by those seniors before they left in May.    Some schools have created their own surveys or inserted more complete inventories.    Suggestions and ideas from counselors around the state in the last 3 years have resulted in simplified but similar surveys for students as young as 5th graders, which can be found in the Planner.   The most recent update is a change on question #7; from the old 16 Career Clusters to the World of Work clusters used in EXPLORE, PLAN, and ACT.   The update aligns the survey with information students get on their EXPLORE and PLAN reports.  
COLLEGE/WORK PREPARATION
 (What courses should I take?)
Admissions policy is set each year by the Oklahoma State Regents for Higher Education.  Our template will be updated each summer when the Regents policy is published.  Users of the Planner can request the update by e-mailing Cari.   The information can also be found on our website:  www.okhighered.org . 
The following pages include information on remedial courses, concurrent enrollment requirements, Cooperative Alliances, and ACE Graduation Requirements.   Policy updates for these items will also be available via e-mail as they are published.
THE ACT and SAT/PSAT

Suggested by counselors, these pages provide an overview, written for students and parents, about the national testing programs.   They are brief and not designed to answer all the questions, but to introduce vocabulary (like Residual testing and the National Merit program) and to stimulate planning, preparation, and questions.  Websites for ACT and The College Board are given.  Both websites provide resources and assistance for educators and for students.
SUMMER ACADEMIES & OSSM

The Regents’ Summer Academies and The Oklahoma School of Science and Math fall under the heading of “stuff they need to know!”   And it is important for them to have that information early.   Websites are listed for finding more information.   8th – 10th grade is prime time for both.

OKLAHOMA’S PROMISE
Details of the Oklahoma’s Promise program are updated yearly as changes are made.   Some schools require an OKPromise application as part of 8th grade enrollment.   It IS that important!  Not all students qualify, but completing an application is good practice for students and parents and does no harm even if they don’t qualify. *If you choose to do blanket applications, however, make sure that all applications are complete!  Sending incomplete applications is NOT good practice, and creates unnecessary paperwork for the OKPromise office! 

Failure to provide the information to a student who should qualify is in effect depriving someone of thousands of dollars toward a college or technical education.   A good starting place is your Free/Reduced lunch count.   The number of students applying for OKPromise should be at least equal to those numbers.  There are also students not on F/R lunch who would qualify for OKPromise.    It’s a little like the signs at the convenience store that say “We ID anyone appearing younger than 40.”  Students don’t always know, and parents are sometimes reluctant to talk about their family income.   But when you are shuffling hats and deciding where to save or spend time, this should be a high priority. 
MY HIGH SCHOOL GRADUATION REQUIREMENTS
Without intervention, students sometimes believe that the whole credits v. requirements/transcript issue is a big secret being kept by the teachers, counselors, and school secretaries; that at some point magic smoke tells who gets to graduate and who does not.    The blank table is a generic form that can be used.  It is also good for agencies other than schools who use the Planner, and who work with kids from multiple schools.   Most schools insert their own specific graduation requirements, but many also keep the “write-in” page.   Learning studies show that the act of writing something down increases memory or learning.   Entering information electronically may have a similar effect.    Most high school counselors have some form of graduation check either on paper or in their Student Information Systems.   Either is good but it is critical that students understand the system and take ownership of their own progress.  The fact that the counselor knows how many credits a student has and whether they will graduate doesn’t mean much if parents and/or students are “surprised” when graduation time arrives.
MY PLANS FOR THE FUTURE
The 5th & 6th Grade Survey is actually a simplified version of the survey on page 3 for older students.  The purpose is to start kids not just thinking about what they’d like to be, but also what kind of lifestyle they might like to have someday.   It is important to begin talking about the relationship between income and education.   In later pages there are similar surveys for 7th, 8th, and 9th grade students.   The 7th & 8th grade survey adds the concept of long-term planning, asking students to think about where they hope to be in 5 and 10 years.  The 9th grade survey adds deeper conversation with the questions about college, including asking “Why?” go to college, or “Why not?”    Again we are stretching thinking to the next level.   Lots of kids, when asked, will say, “Sure I’m going to college.”  But when asked why or what they will take, they don’t have a clue.   The surveys are designed to be simple and quick to fill out, and are open-ended to encourage free-thinking and discussion.   Students who have and use Planners from middle school all the way through high school will probably also enjoy looking back at their progression through these surveys and the other information they have collected over time, if they get them back to keep at graduation time.
 COURSE LISTS
Course List pages should be customized to fit your schools’ curriculum.   On the 5th-10th grade pages, note that OKPromise is included each year.   Putting this information on anything that is likely to be seen by students and parents is a good way to help insure they get the word.    The course lists, when completed by students, can speed up pre-enrollment.   Students and parents can review each year and make changes to the plan as needed.   Again, students are practicing long-term planning and also keeping up with requirements and matching their schedules to those requirements.  These are skills that will help students not only through high school, but when they “leave the nest” and begin navigating a college degree or career plan.
POST HIGH SCHOOL PLAN

As in the first pages, this letter/summary is written to parents and students.  The ideas and scenarios are intended to encourage visualization and future planning, and also to explain why creating a plan is important.
CHECKLIST for COLLEGE PLANNING

There are great calendars, checklists, and timelines for students on the internet and in print form.  OKCollegestart.org has a “Planning for College” tab that goes all the way down to 5th grade, with specific ideas and strategies appropriate for each level.  This checklist is one way to have students look at some of the things they need to be doing.    Students like to be able to mark things off their list when they have been accomplished.   It helps them to see their progress and plan for the next steps.  The checklist also invites questions from parents and students about terms or tests they may not know about.  Counselors and mentor/advisors should be familiar with the lists and be able to answer questions and/or have resources available to help locate answers.   It is okay to not know all the answers.   Teaching students how to find them on their own is good practice.   Searching together is a much better practice than either doing it all for them OR expecting them to do it all on their own.    That does not necessarily require sitting together at the same time/same place to research, just an agreement to follow up and share results.  
OK EPAS/COLLEGE READINESS SYSTEM
Identifying your school as a participant in EPAS (EXPLORE & PLAN) is the first step in raising the awareness level of students and parents, and creating a culture that places emphasis on college/work readiness.   Having students review and enter their EXPLORE-PLAN-ACT Scores, whether on paper or online, is a good way to get students to take ownership of their scores, their progress, and their plan.   As with credit check information, students should be involved and aware of what scores mean and how they relate to admissions, scholarships, readiness, and course selection.   Students who know where they are, understand benchmarks, and choose and record their own goals for improvement have a much greater chance of reaching those goals and making good adjustments later on.
MY OTHER TEST SCORES

Students take many other tests.   The charts on these pages can be modified to include tests used at your school.  State testing is changing.   Our templates will keep up with those changes each year and updates will be available.   ASVAB, PSAT, SAT, COPS/CAPS, and alternate reading tests used for the Oklahoma Reading Proficiency regulation for a driver’s license are some examples of other tests you may want to include.

APPLYING FOR SCHOLARSHIPS

The next pages are intended to introduce terms and information and to encourage thinking, planning, and questions, NOT to provide all the answers.   Students, who have seen terms like PELL, FAFSA, and Clearinghouse in 7th and 8th grade, are much more ready to talk about and understand the terms when they become juniors and seniors.   Making them aware of funding sources and opportunities is an important part of creating aspiration.   Kids cannot realistically see themselves going to college if they do not believe their families can afford it.
COMMUNITY SERVICE & LEADERSHIP

Many students (and their parents) believe that scholarships are based upon grades and test scores, and most applications do ask for those details.  And though both are still important, more and more emphasis is being placed on extra-curricular activities, especially those involving leadership roles and community service.   Colleges and agencies granting scholarships recognize the correlation between student involvement and student success.  They are also looking for students who will not only do well in class, but will make a contribution to the institution and to the community.   The rubric is a sample of how a scholarship selection committee might use a point system to compare applications.  The charts for recording Community Service & Leadership Activities and Honors & Awards help students keep track of each year’s activities.   Learning and practicing that skill (especially with an adult mentor’s guidance) will provide a record for future scholarship and admissions applications, and perhaps more importantly, develop habits that will help later on with resumes and job applications.
BUILDING YOUR RESUME

A resume is something almost everyone will need at some point.  Starting early and learning to highlight skills and experiences will prove to be a useful tool even beyond college.    Professionals typically create a resume and then update it continually as they change jobs and careers.    Learning the vocabulary, the format, and the importance of a good resume before leaving high school is just another great jump on the competition.   The explanation is simple and the samples represent one student with more work experience and one with more academic highlights.   The worksheet asks questions that once answered, can be plugged into just about any word-processing program to create and print a working resume.
Many times, in addition to the counselor, English teachers, FACS teachers, and others are willing to include the resume process as an assignment or project for credit in their classes.   Students can get a grade for an easy assignment (talking about themselves!), and a completed resume to go into their career files for later use.
COLLEGE COURSE SELECTIONS

Information about general studies courses for the first two years of college (valuable for first-time enrolling freshmen as well as high school students considering concurrent enrollment), along with brief descriptions of some important opportunities for college credit are included on this page.    These are terms and programs with which counselors and mentor/advisors should be familiar.   The Planner is not meant to provide all the answers, but to present the terms and concepts.   All through the Planner, paragraphs end with “See your counselor for more information.”   Knowing what questions to ask is a very good first step for students and parents.  It does not require the counselor to know all the answers, just to provide tools for searching and to be ready to assist in finding those answers.  
CHECKLIST FOR WORK/CAREER FIELD PLANNING

The worksheet/checklist asks questions that can be answered by searching OKCollegestart.org, OKCIS, The Occupational Outlook Handbook Online, and other sources.    This is another page/activity that might also be used by classroom teachers in Careers and FACS classes.   Keeping extra single copies of this page makes it easy for students to research other careers, and makes it easy for teachers to participate in the activity.   Online searches also typically allow students to save and/or print summaries.
JOB-SHADOWING

Job Shadowing is an incredibly valuable tool for students building job knowledge.   This section of the Planner includes a sample permission document.   Job-Shadowing opportunities are often made available through CareerTech programs, including Family & Consumer Science classes.  
TECHNICAL SCHOOL/TRAINING PROGRAMS/APPRENTICESHIPS

A list containing every possible technical opportunity would be too long to include in this planner.  The idea here is to offer some examples that will stimulate thinking and further career research.  

Once again, the purpose is not to answer all the questions, but to help students ask the right questions and then to assist them in their search for more information.  Some schools have added the specific programs available through their local CareerTech to their customized Planners.
MILITARY SERVICE

Students interested in military service need information before they are seniors.  Academies and ROTC applications begin in 11th grade.   Military options can provide education and training and also provide college funding both before and after service for students who want to serve.   Some military courses offer college credit, even degree options, in addition to training that will prepare students for civilian careers when they leave military service.   Recruiters for the various branches are available to visit with your students.  Be conscious of the fact, however, that your students should be talking to their counselors and their parents during that process. 
WEBSITES and LOGIN KEEPER

These last two pages include a list of websites with information about scholarships, ACT, careers, athletics, and more.   Most sites on this list are state and federal agency sites and all are free to visit.      The final page is a login keeper, to assist in keeping track of login and password information.   Students who visit many websites often forget how they set-up their accounts.    Caution should be used if passwords are recorded here, depending upon the type of site.  The FAFSA and pin sites should be visited by all seniors, but since those pin numbers provide access to confidential information, it might not be wise to write those numbers here. 
CUSTOMIZING YOUR COLLEGE & CAREER PLANNER

The WORD format files for the College & Career Planner are available to your school at no charge.   All you need do is request them by e-mailing Cari Lousch: clousch@osrhe.edu .     We are also available to help customize a Planner for your school and to answer questions.   Contact information for the Student Preparation Team is at the end of this guide.  
 There are schools all over Oklahoma using the Planner files.  We have offer “Make & Take” Workshops.  We have worked individually with counselors in small schools (often during summer break) to customize Planners.  And we are currently working as facilitators with teams from Tulsa and Oklahoma City Public Schools to create district-wide Planners.   Both these groups are working to develop a common academic and career guidance plan, to insure that all students have access to critical information and to learn key skills identified and prioritized by city-wide guidance teams. Some schools are using printed Planners, some have added Planner pages or the entire document to their websites or their school servers.   Creative ideas for using the Planner online, on flash drives, and other electronic means have been discussed.  Ideas have been shared by counselors at Westville, Okeene, Blackwell, Muldrow, Lawton, Edmond, Canton, Woodward, Bristow, Guthrie, Tulsa and Oklahoma City and more.  Agencies working with students from multiple schools, such as AHEC (Area Health Education Coordinators), tribal organizations, and several Upward Bound offices are also adapting Planners for use with target groups. 
As this file-sharing process grows, access to ideas and experience from counselors all over the state improves.  If you are adapting a Planner for your school, there are other counselors out there who can help.  Our files are updated at least yearly, and individual assistance is available for creating your school’s Planner through the Office of Student Preparation.    If you have questions or would like to find out more about the College & Career Planner, contact our team.
YOUR   PLANNER

Every school is different.   The size of the school, availability of funds, and administrative and teacher support are all key elements.  The common factor is students, parents, and teachers who need information, and often also inspiration. The first step in getting our students into college and successful careers is helping them see themselves there.  If they can see a way, if they have direction and support from caring adults, and if they are provided with information and taught where and how to find what they need, their chances for success increase dramatically. 
After several years assisting schools with Planners, some common issues have been identified.   This section will mention those issues and some ways that schools have tackled them.  At the end is an Action Plan for your school Planner.
1. Funding for Printing Costs
If your school is interested in a printed, customized Planner the issue of printing costs can be an obstacle.  Here are some possible solutions:

· Onsite printing and binding (staples, plastic bindings, 3-hole punch & ring binders, folders)

· CareerTech Support Services such as Carl Perkins and Tech Prep
· Gifted Ed monies, GEAR-UP funds, various Title programs

· Local Service Organizations such as Rotary, Kiwanis, Lions, Business & Professional Women, Education Associations

· School donors who purchase yearbook and athletic programs ads
· Fundraisers

Get creative.  Typical costs run anywhere from two to five dollars per student depending upon the number ordered, use of color, binding style, etc.   Many times if parents, board members, and school benefactors see copies of the Planner they are very happy to help locate funding.
For the first printing, seniors don’t need the full booklet.  A shortened version for them might work.   And if you can only find funding to print for one grade, begin with 7th or 8th grade and add new copies for younger grades each year.  Younger students have the most to gain from getting started with the Planner and individual pages can be used as handouts for older students if necessary.
2.   Storage, Maintenance, and Responsibility

Printed Planners:   Planner storage and maintenance can be a minor or major issue, depending upon the size of the school.    In schools where there are several counselors and/or teacher mentor/advisors, there may be questions about who keeps the Planners.   Possible solutions:

· Mobile Hanging Files – Planners/Career Folders can be grouped by grade, alphabet, home room, etc. and easily transported to classrooms and meeting areas.   Plastic file boxes also work for smaller numbers.
· File Cabinets - Planners can be filed by grade, etc. in regular files, but then must be sorted and taken out to go to classrooms.  If you do use regular file cabinets, it is recommended that the Career Folders be in a separate location from Cumulative Folders.

· Planners should be considered the property of the student, but we suggest that the counselor or mentor keep them for students, to be used like a workbook as the student progresses.   A checkout system can be devised for students who want to take them home to work on something.   Also, involved parents will sometimes ask for an extra copy to keep at home.  Consider printing extras for that purpose.  Planners and Career Folders, with an unofficial transcript and copy of the immunization record is a good checkout item for graduating seniors.
· Many schools have Teachers as Advisors and other mentoring programs in place.   Teachers in this role appreciate the Planners because the information is helpful to them and provides “lesson plans” for advisory time.    In an advisory program, Career Folders could be stored by the teacher/advisor, with counselors guiding the process and following up.





Electronic Planners:  Some schools are putting Planners into their websites or on their servers for student/parent access.  This solves storage problems for paper versions, but adds other issues specific to computer use.  Things to consider:
· Will students have regular access to their online Planners?  (a recent study showed that even today only 58% of Oklahoma households have internet access)  Be sure that the system you choose does not benefit those who already have the advantage and leave behind those who need it most.

· Computer problems that cause lost files?

· Access to computer lab time for group sessions with the Planner?

· Can students print what they need?

· Passwords, counselor access, and other computer set-ups

3. Student Mobility

· Is there a system for transferring Planners when students move or change schools?  (districts with multiple sites)
· When students progress from middle to high school?

4. Parental Involvement:  The Planner can be a great tool for including parents in their child’s guidance program.  Using the Login page of the Planner (with both students and parents) can also provide documentation for counselor logs.   Suggested activities:
· Parent night programs to go over EXPLORE/PLAN results

Have student Planner files available for review.

· College/Career Fairs: Notes added to Planners

· OKPromise Information Meetings

· Pre-Enrollment &  Enrollment activities including the Planner

· Parent University and Open House activities
NOTES FOR MY PLANNER:

FUNDING:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
STORAGE:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
MOBILITY:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
PARENTAL INVOLVEMENT:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

OTHER NOTES-THOUGHTS-HURDLES-SOURCES-ALLIES:_________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Questions?   Contact Cari Lousch for assistance or to locate other schools/counselors for networking.

Don’t forget to share your successes and ideas, too!  
clousch@osrhe.edu 
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