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PURPOSE OF THE HANDBOOK

The purpose of this handbook is to help students prepare for college and other training
opportunities by offering valuable information, tips, and advice to help make
understanding the process smoother. This handbook can also be used by community
members and parents as a planning guidebook for assisting students who are
interested in higher education and training opportunities.

Making the decision to seek academic or vocational training is a life-changing event.
Deciding on a program to study can be a bit overwhelming. One piece of advice is that
you dondét have to do this alone. Ther e
what to ask. This handbook is separated into sections so that students can select
relevant parts.

GETTING STARTED

Keep a notebook just for school-related notes, names, phone numbers, fax numbers,
and general information. Participating in student visitation days and new student
orientation meetings can help you when going through the extensive process of
applying to and preparing for school.

RESEARCH CAREERS AND SCHOOLS
1. Research your options
2. Find the right program that best fits you

3. Take a career assessment test to help get you started

http://akcis.intocareers.org/materials/whatcanakcisdoforme SP.htm

Research Schools

e Research online
e Research through school catalogs
¢ Research guides to colleges

o Amazon online has a wide range of books

Kaplan is one example that produces guides to colleges
The Princeton Review

The Best 368 Colleges

Guide to Colleges for Students with Learning Disabilities

© O 0O

e Talk to teachers, school counselors, community members, family
Talk to the schools of interest, alumni students, current students



http://akcis.intocareers.org/materials/whatcanakcisdoforme_SP.htm

Preparation for College or Vocational Training

It is never too early to start planning for college. Students should be aware of college
application requirements including the Standardized Aptitude Test (SAT) and the PSAT
which is a preparatory test for sophomore or juniors to practice for the actual SAT
administered in the junior or senior year. There is a fee to take this exam. You can find
free practice exams and the local library may have reference materials. Please visit the
websites listed on the next page for more information on preparation for college or
vocational training.

Planning Ideas for Parents, Local Leaders, and Communities

¢ Hold community meetings or join with the local schools and liaisons.
e Model successful programs in your area or region.

e Have a committee to raise awareness on student needs and maybe hold
workshops for students to have assistance completing their applications.

e Make announcements and provide names of community leaders who are willing
to help with letters of recommendations. This can alleviate the pressure on
students unsure of who to ask or how to request a letter of recommendation.

Words from our Elder
Justina Swetzof

AWor k hard
will make something
of yourself.o




Review of Helpful Websites for Education and Career Planning

http://www.princetonreview.com

e College Board Tests
http://www.princetonreview.com/college/ free-sat-practice-test.aspx
0 SAT & Subject Tests
0 The Princeton Review Free SAT Practice Test and Online Demo
o0 PSAT/NMSQT
o AP
o CLEP
¢ Plan for College
http://www.collegeboard.com/student/plan/index.html
o0 Seniors
0 Juniors
o0 Sophomores
o0 Freshmen
e Find a College
o Detailed search engines for finding the right schools
Apply to College
Pay for College

Alaska Career Information System (AKCIS)

Topics for Students, Parents, Adult Job Seekers, Administrators and Educators
e Resources for parents, high-school & junior-high school students

e Use ASCIS online tools for creating a Planning Portfolio

e State Resources for Job Seekers

College Career Life Planning Website

Please visit the following website for more information on the topics below:
http://www.collegecareerlifeplanning.com/Pages/Get%20Motivated%20Pages/Index%?2
0Challenge%20to%20Motivate.html#

College Standardized Tests
Education Planning (Introduction)
Applying to College

Education Planning (Introduction)
Career Planning

Life Planning

Teacher & Parents

Get Motivated



http://www.princetonreview.com/
http://www.princetonreview.com/college/_free-sat-practice-test.aspx
http://www.collegeboard.com/student/plan/index.html
http://www.collegecareerlifeplanning.com/Pages/Get%20Motivated%20Pages/Index%20Challenge%20to%20Motivate.html
http://www.collegecareerlifeplanning.com/Pages/Get%20Motivated%20Pages/Index%20Challenge%20to%20Motivate.html

NEW STUDENT ORIENTATION

Most schools have a student orientation to familiarize new students with important
information about the school, its expectations of behavior and to how to get around the
campus. As a new student at a university or other school, you are bound to have
guestions. New Student Orientation is the most effective first step towards getting those
guestions answered.

New Student Orientation will help you navigate the campus and will introduce you to the
resources you'll need to make informed decisions about:

e Your major
e Housing and Meal plans

e Books
e Classes
e Tutoring

e Financial Aid

e Clubs and organizations
e Tutoring

e Student Ambassadors

e Student Leadership

e Volunteers

e Mentorship Program

e Alumni-Program

At Orientation you will:

e Meet new and current students

o Be able to ask questions

e Learn about campus life

e Work with your academic advisor to select your course schedule

« Learn about resources available

e Learn names of individuals in various departments who can help you

e Get a feel for the campus atmosphere

e Learn tips from students, faculty and staff

e Work with the university orientation staff

e By the time you | eave or i elmetomingasuccessfulo udl |
student
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PLANNING

Student Planners

Set aside time to map out your plan. Using a monthly calendar or student calendar can
be helpful in organizing activities to complete. This can help alleviate the pressure and
stress of the work involved. You can feel good about knowing what you have to do and
seeing your plan of action on paper.

ORGANIZING YOUR FILES

Filing System

You dondt need swgster o gee al of yoyr reCords in ordgr. Sometimes
a box and a handful of colored paper can work. You want to keep all your documents
together. If you can, get some manila folders and write in pencil on the label so you can
change this later and reuse the folders. They sell small plastic file folders at most retalil
or grocery stores so any container will work. The idea is to have a system that will work
for you.

Make Copies of Important Documents

This is really important, because you can save yourself a lot of time in the future. There
are a number of documents that organizations, schools, and funders will want. Having
extra copies makes this task much easier to meet their requirements.

FIRST THINGS FIRST

Letters of Recommendation
Letters of recommendation take the longest to organize when completing applications
for admission to schools and scholarships.

The first thing to do is make a list of everyone you know who could write a letter of
recommendation for you. Choose individuals who know you well and can write
knowledgeably about your skills and abilities. People to consider are teachers,
community leaders, coaches, supervisors, or anyone who can write about your talent,
abilities and potential. Give the recommender ample time to write a letter on your behalf.

Examples of Extracurricular Activities
Native Youth Olympics, yearly clean-up campaign, assisting elders, school clubs,
sports, Junior Reserve Officer Training Corps, other volunteer activities.

Transcripts

The next item is ordering your transcripts. If you just graduated from high-school, you
will want to order several copies of your official transcripts. High-school transcripts are
typically free, while college transcripts may require a fee. Be sure to check with the
Registrar. If you received your General Education Diploma (GED), contact the affiliate
organization and ask them for several copies of your official transcripts.

11



If you went to any higher education institutions, you will want to contact the school for
copies of your official transcripts.

Some universities and funders will want the actual transcripts mailed to them directly.

If this is the case, you will need to provide a good mailing address to send your official
transcripts. Order a copy for your records as well. Official transcripts typically require a
fee while unofficial transcripts are free.

If you miss a deadline, sometimes an institution will allow you to turn in unofficial
transcripts until the official transcripts arrive. Sometimes your grades will not be posted
unt il after the afftaedaathlk ta the organRationdand ekpkain your
situation. Applications are fairly easy to complete once the documents have been
started.

STUDENT PORTFOLIO PACKAGE

Portfolio

After you set up a filing system with extra copies of important documents, transcripts
and letters of recommendation, you now have everything you need to make a portfolio
package to share with funders, unique programs and potential schools of interest.

A few things you may want to add are: 1) a resume, and 2) a letter of essay or personal
statement introducing yourself and indicating your interests. Having an introduction
letter on hand makes it much easier when you apply for scholarships and programs
because it is usually a requirement. Once you have your first letter, you can modify it as
your experiences and knowledge grow.

Student Responsibility

As a student, you are responsible for a lot of deadlines. Higher education institutions
regard you as an adult and will treat you as such. You must keep track of deadlines
and complete everything required in applications for academic acceptance and/or
funding and for coursework. Many scholarships are based on Grade Point Averages
(GPA). The harder you work and succeed, the more opportunities for future growth you
will have.

12



STUDENT ETIQUETTE

Thank You Letters, Cards, Notes
If you are awarded a scholarship you should write a note to thank the funder for their
support. Many samples can be found online using a Google search.

Words from our Elder
Mary Bourdukofsky

AThe more education you
have, the better for you.
Get your education! 0

Award Criteria

Read the award letter carefully and keep it in a safe place to review later as it will have
important information and requirements to follow. Make sure you understand all the
requirements for the award. Often, this will include a requirement to send in your
grades and class schedule once your semester or quarter is completed.

13



THE APPLICATION PROCESS CHECKLIST

—( —( —_ —_ — —_—

~

Make sure you have several copies of these important documents.

Application Page

Letter of Introduction

Letters of Recommendation

Official high-school transcripts or college transcripts

SAT or ACT Test Scores

Birth Certificate, Tribal Card

Letter of Acceptance from an accredited educational institution

14



RESOURCES

e Some schools have a department like Native Student Services at the
University of Alaska Anchorage or Rural Student Services at the University of
Alaska Fairbanks. These are great places to meet new friends, study and get
assistance.

e Student Government office
e Dean of Student

e Academic Advisors

Study Tips

e Many schools offer courses in College Survival skills and Time Management
skills. TAKE THEM!

e Study Tips: Online study aides are available for most basic courses and often
are free of charge. Check with your local school and do a Google search for your
study subjects.

e University libraries may have free online testing sites for General Education
Diploma practice, Graduate Record Exam practice and other testing software
sites. Check with your local librarian.

¢ Many universities have free access to Rosetta Stone language study programs
through the library. Check with your local librarian.

ONLINE TUTORING WEBSITES

e BJPinchbeck
http://www.bjpinchbeck.net

e Discovery Education
http://www.discoveryeducation.com/students/index.cfm

e Live HomeWork Help (AK State Library)
http://Ihh.tutor.com/default.aspx

e Khan Academy
http://www.khanacademy.org

15


http://www.bjpinchbeck.net/
http://www.bjpinchbeck.net/
http://www.discoveryeducation.com/students/index.cfm
http://www.discoveryeducation.com/students/index.cfm
http://lhh.tutor.com/?ProgramGUID=5740cad3-446b-4af2-94b3-be3d53860642
http://lhh.tutor.com/default.aspx
http://www.khanacademy.org/

Tips for Writing your Scholarship Essay (Introduction Letter)
http://www.uaa.alaska.edu/scholarships/upload/Writing-an-Effective-Personal-Profile.pdf

e Describe activities you are involved in that relate to your educational plan or your
future career.

e Describe a scholastic achievement you have made, and why it is important to you.

e Describe contributions you have made to your community and/or campus and
explain how those experiences have contributed to your personal growth.

e Pick an experience from your own life and explain how it has influenced your
development and where you see yourself 10 years from now.

e The UAA Writing Center also offers assistance with scholarship essays.

Free Software
Google Pack offers free software. http://pack.google.com/intl/en/pack installer.html?hl=en

Choose only the software you want:

& Google Chrome Weh #& Google Earth

Browser
O 3 Google Apps

@< Google Toolbar for IE

E & E

W Spyware Doctor with
Anti-Virus

7} Google Desktop
M~ .
B8 ~dobe Reader (2 Google Picasa
— @ Firefox with Google
[ &2 Google Talk Ld Toolbar
[ & RealPlayer ] & Skype

Set Google as my homepage

& &

Set Google as my default search engine

System Requirements: VWindows XP/ Wista/ 7

16


http://www.uaa.alaska.edu/scholarships/upload/Writing-an-Effective-Personal-Profile.pdf
http://pack.google.com/intl/en/pack_installer.html?hl=en

FALLING BEHIND
Ideally, your goal is completing all your full-time courses with passing grades; however,

if for any reason you dondét pass anytisoaat al | C
the end of the world.

There are many reasons that students ddindt pa
you have a member of your family pass away, or you are having difficulties outside of

school, this can have an impact on your studies.

Sometimes students are not placed in the appropriate level course for their academic
standing and this has an i orghaclass. on a studentad

What you can do if you fall behind

e Talk to all of the organizations that funded you. Let them know what is going on.
e Take a student placement test to ensure appropriate classes.

e Pl an for success, Maaynstudedthave tretakpn & dassuhat.
was difficult knowing they would have to work really hard to pass.

¢ In the next semester, ask the teacher for weekly or bi-weekly progress reports to
see how you are doing, and get help from tutors if you need it.

¢ |If you talk to the school, financial aid office, and all your funders, you may be able
to keep your funding while being placed on academic probation with a warning.

¢ If you do drop a course, continue to attend classes.

e In a worst case scenario, if you have to repeat a class, you will know to give extra
time to the difficult course.

e Look for a study group to join, or create your own study group with other students
in the course.

o Keep a positive outlook.

e NEVER GIVE UP!

17



WEBSITES AND INFORMATION FOR
STUDENT CLUBS, SPORTS AND RECREATIONAL ACTIVITIES

Activities listed here are located in Anchorage, Alaska. Please look for similar activities
in your communities.

University of Alaska Anchorage (UAA)

UAA Recreational Activities
http://www.uaa.alaska.edu/recreation/sports-complex/index.cfm

UAA Intramural Activities
http://www.uaa.alaska.edu/recreation/intramurals/index.cfm

University of Alaska Anchorage Student Clubs
http://www.uaa.alaska.edu/clubs

Anchorage Facilities

Spenard Recreational Center
http://www.muni.org/departments/parks/pages/spenard.aspx

Hilltop Ski Area
http://www.hilltopskiarea.org

Alyeska Ski Resort
http://www.alyeskaresort.com

State & National Parks
http://dnr.alaska.gov/parks/aktrails

Hiking Trails
http://dnr.alaska.gov/parks/aktrails/explore/trailmapquides.htm



http://www.uaa.alaska.edu/recreation/sports-complex/index.cfm
http://www.uaa.alaska.edu/recreation/intramurals/index.cfm
http://www.uaa.alaska.edu/clubs
http://www.muni.org/departments/parks/pages/spenard.aspx
http://www.hilltopskiarea.org/
http://www.alyeskaresort.com/
http://dnr.alaska.gov/parks/aktrails
http://dnr.alaska.gov/parks/aktrails/explore/trailmapguides.htm

HEALTHLY IDEAS

Eat healthy foods; Stock up if you can

Pack healthy snacks in your backpack

Get plenty of sleep

Take daily vitamins

Flu shots i Some schools offer free or discounted prices

SCHOOL BOOKS
Ifyouc anbdbuty your books because financi al aid or
you might é

e Check your library to see what books are available. Even if the book is an older
edition, it may help you stay caught up in your classes.

e Talk to your teachers and let them know you are waiting for financial aid and
working on staying caught up as much as possible.

e Study with classmates who have the books and review the material then.
¢ Rent books online. See website below for details.

http://www.chegg.com

WHAT TO BRING
Bring towels, bedding, pillows, alarm clock, personal items and, anything that you want
while you are away from home. Check with the school residence hall or dormitory halls.

19
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ONCE YOU GET THERE

Student Success Toolkit from the University of Alaska Anchorage (UAA)
Library Tips for Freshmen - from Graduating Seniors

http://consortiumlibrary.org/services/student success.php

1. Connect with a Librarian

2. Learn Where Stuff Is in the Library
a. Take the Library Audio Tour
b. Library Floor Maps

3. Watch a Video

4, Get Off-Campus Access to Library Resources

5. Use a Study Room

6. Learn How to Find Books and Articles
a. When we don't own it, order it fast online

7. Avoid Plagiarism (Academic Honesty)

8. Learn to Conduct Research
a. Connect with a librarian
b. Tips
c. Videos

9. Learn how to Cite References
a. http://consortiumlibrary.org/research/quides/writing/bibliographies/
b. http://www.refworks.com/Refworks/login.asp?WNCLang=false

10.Take a Library Course

20


http://consortiumlibrary.org/services/student_success.php
http://consortiumlibrary.org/research/ask/
http://consortiumlibrary.org/services/audio.php
http://consortiumlibrary.org/about/maps/
http://consortiumlibrary.org/tutorials/
http://proxy.consortiumlibrary.org/
http://consortiumlibrary.org/services/groupstudy.php
http://consortiumlibrary.org/research/how/
http://consortiumlibrary.org/services/ill/
http://consortiumlibrary.org/blogs/ahi
http://consortiumlibrary.org/research/guides/researching/begin.php
http://consortiumlibrary.org/research/ask/
http://consortiumlibrary.org/research/guides/researching/
http://consortiumlibrary.org/tutorials/
http://consortiumlibrary.org/research/guides/writing/bibliographies.php
http://www.refworks.com/Refworks/login.asp?WNCLang=false
http://consortiumlibrary.org/research/instruction/library_courses.php


























































