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Virginia (SCHEV), the Virginia Department of Education (VDOE), Educational Credit
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LEVEL UP VIRGINIA EVENTS OVERVIEW

From finding the best fit to meeting application deadlines to figuring out how to finance it all, the road to

postsecondary education can be daunting. To help make your journey smooth, Level Up Virginia offers a series
of informational, hands-on events designed to help Virginia students and families level up their quest for
education beyond high school!

Level Up Virginia Events are co-sponsored by the State Council of Higher Education for Virginia (SCHEV), the
Virginia Department of Education (VDOE), Educational Credit Management Corporation (ECMC) and GEAR UP
Virginia.

PREPARE

ECMC (Educational Credit Management Corporation) has sponsored College _ ECMC

Nights in Virginia every year since 2007. Participating locations across the College N IghtS J
Commonwealth provide opportunities for students and families to learn about =
planning and paying for college.

APPLY

Virginia College Application Week is part of a national initiative designed to

increase the number of first-generation and low-income students pursuing a VIRGINIA

college degree or other higher education credential. In Virginia, select public COLLEGE $
high schools across the state coordinate a week of activities that provide their APPLICATION
students hands-on college application assistance and resources, including WEEK

application fee waivers and informational materials and support from

postsecondary institutions.

FINANCE

FAFSA Next is an annual statewide initiative designed to increase completion

of the Free Application for Federal Student Aid (FAFSA) throughout the EAFsA
Commonwealth. ECMC and SCHEYV partner with select Virginia public high 7 FNEXT

schools to host events public high school seniors and their families receive
hands-on assistance completing the FAFSA.

DECIDE

Decision Day, sometimes referred to as Signing Day, celebrates the success of
high school seniors in pursuing postsecondary education, workforce training

. . o e DECISION
or military. Through celebrations and recognitions, participating schools v DAY VA
support students in making final decisions and remind them of next steps.

More information about Level Up Virginia events can be found at
www.levelupvirginia.org/events.
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Event Details

ECMC College Nights are free, interactive events designed to help high school students, and their families
understand the college-planning process. While particularly beneficial for juniors, all high school students and
families will gain valuable insights.

What Students Will Learn
The one-hour presentation, paired with supporting materials, will help students:
» Understand how education can change their lives
¢ Choose their education path
e Learn how to pay for college
« lIdentify what steps they can take now to prepare for education beyond high school

What ECMC Provides

As the event sponsor, ECMC supplies:
« A ready-to-use PowerPoint presentation with speaker’s notes
» Opportunities booklets to complement the presentation
« Electronic promotional materials to help promote your event

Who Can Host
Any high school, postsecondary institution or nonprofit organization can be a site host. Note: Only high schools
and post-secondary institutions are eligible to award an ECMC College Nights scholarship.

Event Scheduling
Site hosts may schedule events in person or virtually anytime between: October 1, 2025 — April 30, 2026.
« After registering online, your site’s name will appear on the ECMC College Nights website.
« If your ECMC College Nights date needs to change, please let us know by emailing
collegenights@ecmc.org.
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Select a Site Host
The event site host acts as the primary contact for the event. They are responsible for publicity, logistics,
planning, hosting, and follow up.

Build a Team (3—-15 Volunteers Recommended)
Include people who can support various aspects of the event:

» Host/Speakers: Four people (recommended one person for each section of the presentation)
Check-In Table: Two people minimum
Decoration & Clean-Up: two people or more, as needed
Translator: One person (if serving Spanish-speaking or hearing-impaired attendees)
Food/Snack Servers: Four people (if refreshments provided)

ECMC Opportunities Booklet

ECMC's Opportunities: Preparing for College Guide and Workbook is referenced throughout the presentation.
Site hosts are encouraged to order at least one copy for every student in the junior class, but you are welcome
to order as many as you like.

e Available in English and Spanish

e Allow 4 weeks for delivery

e Once your order has shipped, you will receive an email with tracking information

e Order here: https://www.surveymonkey.com/r/25-26_OpportunitiesBooklets

Scheduling & Location

Choose Date(s) and Time(s)

Keep your audience and school calendar in mind when selecting the date, time, and location of your event.
e Schedule event between October 1, 2025 - April 30, 2026
e Choose optimal dates/times for student and family attendance
e Select an alternate date or virtual option in the event of postponement

In-Person Requirements -Virtual Requirements
e Adequate space for attendees e Select platform (e.g. Zoom, Teams, Google
¢ Audio-visual setup: LCD projector, screen, Meet)
microphone e Configure settings: registration,
e PowerPoint-compatible laptop audio/video, captions, interpreters,
reminder
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Sample Event Schedule

In-Person Format Virtual Format
e 5:30 — 6:00 p.m.: Arrival + snacks e 5:45-6:00 p.m.: Log-in
e 6:00 — 6:45 p.m.: Presentation e 6:00 — 6:45 p.m.: Presentation
e 6:45—7:00 p.m.: Q&A e 6:45-7:00 p.m.: Q&A

Advertising & Promotion

Site hosts should advertise the event through several means of communication to ensure that all students and
parents/guardians are aware and prepared to attend the event. Advertising is essential as it will also help raise
awareness about the importance of attending college.

Customizable Electronic Materials
e Flyers (full-page & half-page)

e Postcards

e Marketing poster

e Sample Ad Copy
¢ Social mediaimage

Marketing Approaches

¢ School website ¢ Mailed letters/postcards

e District outreach systems e Email blasts

¢ Intercom announcements ¢ Local media coverage

e Newsletters e Public service announcement
e Posters/Banners e Marketing poster

e Social media

Optional Ideas

If you are looking for ways to encourage attendance, and boost engagement, explore some of the
ideas below, or come up with your own!

e Offering snacks/refreshments Extra credit/homework pass
« Kick off with a guest speaker (e.g., current e Bonus points
senior, college student, parent or staff e Assignment extension
sharing their journey) Participation multiplier
e Pair the event with a college fair or other
college related activity
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In an effort keep College Nights events free from sales pitches, whether implied or real, we ask that you avoid

securing presenters from for-profit organizations, such as financial planners, banks, etc.

Is your event taking place in California, Colorado, Connecticut, Minnesota, Oregon, or Virginia? Reach out to your
local ECMC The College Place (TCP) Director to explore the possibility of featuring them as a speaker.

Selection Tips
¢ Select dynamic, knowledgeable speakers
¢ If possible, choose a different speaker for each section
¢ Rotate speakers per section to maintain audience engagement

Timing & Preparation
e Test all tech in advance
Download the PowerPoint ahead of time

Review speaker’s notes
Stay on schedule
Encourage questions, but don’t delay the event

Presentation Details
¢ The presentation link will be emailed to you after signing up
¢ Available in English and Spanish
o Speakers notes in English
¢ Notes are embedded, download required
¢ Not to be shared with attendees
¢ No modifications allowed to ECMC slides
¢ Always refer to event name as ECMC College Nights
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e One $1,000 scholarship will be awarded live at the end of each event for the first 120 registered events.

o Eligible students: Any high school student (grades 9-12) who attends an ECMC College Nights event—in

person or virtually.
e Scholarships are limited to one per event, even if multiple schools co-host.

¢ Site hosts may hold multiple events but can only award one scholarship across all.

Scholarship Notification and Certificate
e ECMC will notify site hosts via email at the time of registration whether they will receive a scholarship to
award.
 Shortly after registration, ECMC will mail a blank award certificate to the host’s address (from the
registration form).
o For virtual events, site hosts may present the certificate later.

Waitlisted Hosts
e Hosts placed on the scholarship waitlist should still take attendance at their event.
e Waitlisted hosts will be notified via email if a scholarship becomes available.
e The scholarship may be awarded after the event if needed.

Student Eligibility Criteria

e Must attend the event in full (all four sections of the presentation)
Must be a high school student (grades 9-12)
Parents/guardians cannot enter on behalf of a student

Students in grade 8 or below, or currently enrolled in college, are not eligible
One scholarship per academic year per student.

Scholarship Drawing
To select the scholarship winner, use a random selection tool (e.g., Google Random Number Generator).

In-person Events Virtual Events
e Use the ECMC College Nights Student Sign- * -Create an online sign-in (e.g., Google
In Sheet to track attendance. Forms or request a SurveyMonkey template

by emailing collegenights@ecmc.org.

Winner Contact Information

The scholarship award is confirmed upon receipt of the winner’s contact information. We ask that you provide a
non-school email address so we can contact the student about their award after high school. We request
parent/guardian contact information to ensure we have an alternative way to reach someone in case we're
unable to contact the student directly.

Note: If privacy policies limit data college, include available information.
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Winner Contact Information
Collect the following information from the student winner and their parent/guardian.

Student Information Virtual Events

¢ First and last name ¢ First and last name
e Email (non-school) e Email

¢ Phone number ¢ Phone number

e Address

¢ High School Name
e Current Grade

Reporting Scholarship Winner

Site hosts will report the scholarship winner’s information after their event is complete via the College Nights
Post Event Survey. If ECMC does not receive attendance numbers from your event by May 8, 2026, the
scholarship award will be rescinded.

Claim Instructions
e ECMC will email claim instructions to site hosts, scholarship winners, and parents/guardians from
collegenights@ecmc.org
e Claim instructions also appear:
o On the back of the award certificate
= The physical award certificate is not needed to claim the scholarship
e Online at www.collegenights.org under the “Scholarships” tab.

Post-Event Tasks (Due by May 8, 2026)
Site hosts are required to report their attendance total (students & parents/guardians) from the event. Within a
week after your event, you will receive an email from collegenights@ecmc.org asking you to complete the
ECMC College Nights Post-Event Survey.
e Survey includes
o Event feedback

o Optional upload of sign-in sheets
o For scholarship eligible sites, provide winner’'s contact info
See scholarship information section for required data
If attendance isn't reported by the deadline, the scholarship award will be rescinded.

Important Links

ECMC College Nights website: https://www.collegenights.org/

Order ECMC's Opportunities Booklets: https://www.surveymonkey.com/r/25-26_0OpportunitiesBooklets
Advertising and Promotional Materials: https://www.collegenights.org/ecmc-college-nights-materials
Presentation (non-scholarship eligible): https://www.collegenights.org/ecmc-college-nights-materials/Group-2
Post Event Survey: https://www.surveymonkey.com/r/25-26_CollegeNights_PostEventSurvey

Questions? Email: collegenights@ecmc.org
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[ ] Determine location, date and time of event

[ ] Secure translation services, if needed

[] Order ECMC's Opportunities booklets at least four weeks prior to event date

[] Reserve room and ensure your location has audio-visual equipment (LCD projector, screen and
microphone)

[ 1 Advertise event with posters, email, phone, text, social media, etc.

[ ] Select team members to help carry out a successful event, including knowledgeable, dynamic presenters

[ ] Solicit local vendors to donate refreshments

[ Confirm room reservation

[ 1 If you will be offering refreshments, place order with local vendor

[ 1 Organize and print any needed materials

[ 1Send and post reminders of event to students and parents/guardians
[ ] Download presentation and send to all speakers

[ ] Review presentation speaker’s notes

[ ] Load presentation onto laptop

[ 1 Verify projector and microphone will be available

[] Verify a screen or blank wall will be available to project presentation onto
[] Verify electrical outlet for projector and laptop

[ ] Obtain extension power cord and a surge protector with multiple outlets
[ ] Validate equipment needs with translator, if using

[ ] Send reminders of event via social media, email, newsletter, etc.

[] Mention your ECMC College Nights event on the morning announcements and other applicable school
announcements

[ ] Post event reminder via social media, email, text, etc.

[ ] Gather supplies (sign-in sheet, scholarship award certificate, Opportunities booklets, etc.)

[] Download a random number generator

[] Verify room seating is set up and that room cleanliness and temperature are appropriate

[] Set up refreshments (optional)

[ ] Test projector, laptop and microphone

[] Set up decorations (optional) and materials (Opportunities booklets, handouts, etc.)

[] Take photos of event

0

[[] Complete post-event survey with scholarship winner contact information and attendee count
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About the Event

Virginia College Application Week (VCAW) is part of the American College Application Campaign (ACAC), an
effort of ACT'’s Center for Impact and Learning, a national initiative to increase the number of first-generation
and low-income students who pursue a postsecondary education. The purpose is to help high school seniors
navigate the college admissions process and ensure each participating student submits at least one
admissions application.

This year in Virginia, VCAW will be from October 20-24, 2025. However, there may be variations to the
scheduled week in order to accommodate school-specific needs. As students depart the event, they should be
provided with information about the FAFSA to ensure that they apply for financial aid as part of the enrollment
process.

Responsibilities of Participating High Schools

High schools implementing a successful VCAW event at their school will include the following as part of their
initiative:

e Hosting a program during the school day that is open to any student interested in applying with a focus on
engaging first-generation students, low-income students and students who may otherwise not apply to
college. Virginia’s initiative is a week long, but most schools host events on specific days, depending on the
size of the senior class.

e Securing computer and internet access.

¢ lIdentifying and convening a school support team comprised of staff and community members.

e Leveraging support of the school team to ensure that students are prepared to participate in the event
(essays are completed prior to the program, students have researched the institutions to which they want to
apply, etc.).

e Using provided educational and marketing materials

¢ Engaging the local community, families and others through volunteer opportunities, informational letters
and advertising the program.

e Creating a college-going culture within the school, not just for seniors, through a variety of approaches -
some suggestions are included in this guide.

¢ Collecting data as requested by the State Council of Higher Education for Virginia (SCHEV) including, but
not limited to, the number of students participating and the number of applications submitted.

¢ Following-up with students after the event to ensure applications submitted are complete (transcripts,
college entrance exam scores, letters of recommendation, submitting a complete FAFSA, etc.).

VCAW Contact Information

For questions about VCAW and the LUV campaign in general, contact SCHEV at levelup@schev.edu.
For questions regarding event stipends, email ECMC at levelup@ecmc.org.
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Program Implementation at the School-Level: Site Coordinator
Each high school will identify a site coordinator, typically a high school counselor or college advisor, who will be

responsible for implementing the program locally. Level Up Virginia has provided tools and resources that
participating high schools can use or customize to your school’s program.

Planning and Communicating the Event

It is important that your school communicate the opportunity to students, their families and your local
community. Suggestions for communicating and marketing your school’'s VCAW event are available in this
manual and on the Level Up Virginia website.

Volunteers are a critical component of many schools’ VCAW event. To assist your school in identifying
volunteers from your local community, sample information letters intended for community partners and
families of your seniors can be found on the Level Up Virginia website.

It is important to begin planning for the program as early in the school year as possible. A preferred timeline to
guide the planning of your school's event is provided in this manual.

Identifying Stakeholders and Convening a School Team

Schools that have successfully implemented Virginia College Application Week have done so through the
collaboration of multiple stakeholders. A key approach to engaging stakeholders is the creation of a school
team that will provide input on and support for the various preparatory steps and logistics necessary to
implement a successful VCAW at the school level. Below you will find a list of recommended local resources
and resource audit worksheet that you can use to identify the key stakeholders in your community. Keep in
mind that this list is not exhaustive, and you should engage any other community partners that have a vested
interest in college access and success. When planning and implementing your school’'s VCAW, you should
follow all division and school policies regarding non-school personnel visiting, volunteering or otherwise
assisting with your school’s program.

Potential community partners include:
« Admissions representatives from colleges (two-year and four-year)
e Local business leaders
e Local Chamber of Commerce
 College access providers (federally-funded, state-funded or community-based)
 Faith-based community organizations
» Non-profit organizations such as the YMCA, 4H, Boys and Girls Club, etc.
o PTA and other parents/family members who want to be engaged in the process
» Student leaders in your high school
» Retired school personnel
o Local government officials and/or elected representatives.
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