8th Grade Career Fair Timeline
March/April
· Contact Athletic Director for gym availability in the month of October
· Check availability of other buildings that will be used
· Update contacts list
· Poll schools regarding available dates (email #0)
· Notify Athletic Director of selected date
· Reserve gym through VC Administrative Affairs Office & add to College calendar 
· Begin enlisting volunteers (registration, tour guides, lunch, bus drop-off)
April/May
· Notify schools to save the date (email #1)
· Schedule first planning meeting and identify careers/programs
· Review programs and revise if needed – stress that all full-time CTE/HS faculty should plan to participate
· Possible Additions: 
June/July
· Create rotation schedule
· Second planning meeting
· Begin collecting door prize giveaways
· Send email to program leads with suggestions for door prizes (gift cards, etc.) 
August
· Third planning meeting
· Confirm room locations for each program 
· Notify security to leave doors unlocked
· Review previous years’ maps and determine if changes need to be made
· Email schools (first week of school) reminder about Career Fair and include registration information. 
· Arrange IT setup (ITS), gym setup (maintenance) & photographer (marketing)
· Finalize registration form and test it
· Reserve vans/bus
· Enlist van drivers
· Reserve Leo the Lion Costume 
Eight Weeks Prior
· Contact food service & lock in date
· Confirm presenters for each session
· Send empmail requesting volunteers for tour guides & Spanish speaking volunteers
· Launch website
· Send email announcing registration dates (email #3)


Six Weeks Prior
· Open registration
· Monitor registration
Four Weeks Prior
· Collect large boxes to store backpacks in
Three Weeks Prior
· Presenters notify IT if they need guest accounts or any special software or setup in the computer lab they will be using.
· Send email #4 (Registration reminder & chaperones)
· Send photo release form
· Close Registration
Two Weeks Prior
· Compile list of students registered and send to schools to review
· Make Corrections to students list
· Collect photo release forms 
· Identify non-English speaking students
· Place students in cohorts
· Touch base with program leads.
· Print maps, schedules, etc. for tour guides 
One Week Prior
· Send email #5 (check in with presenters)
· Print list of students for tour guides
· Stuff backpacks
· Send email #6 (Career Fair Details including Fact Sheet for ISD personnel)
· Print list of students for schools & tour guides
· Print list of tour guides with assignments and attendance check-off
Week of Career Fair
· Deliver backpacks to schools
· Send Email #7 (list of students)
· Include list of students that have registered and chaperone group assignments for each school
· Send Email #8 to presenters (final instructions)
Day of Career Fair
· Meet with tour guides and go over their route
· Distribute surveys to all rooms
· Check off names of tour guides
· Record number of students attending from each school
· Be sure to collect signs from tour guides
· Collect surveys
Week Following Career Fair
· Send thank you email to all presenters (Email #9)
· Send thank you email to ITS, Marketing & others that helped out
· Send thank you to industry partners
· Begin compiling survey results
Two to Three Weeks Following Career Fair
· Career Fair Follow-up meeting

