(IMPORTANT – Please read before the fair!)

Valparaiso University College Fair Guidelines for 2011-2012
The Admission Office staff thanks you for representing Valparaiso University at this college fair!

College fairs are a great way for VAN members to spread the word about Valparaiso University.

Questions? Contact Barb Lieske, VAN Director, at 219-477-7545 (cell) or  barb.lieske@valpo.edu

Before the College Fair

1. Brochures in the College Fair Handbook.  Most are mailed to students during the recruitment process and should not be handed out at college fairs.  Students completing a reply card will be mailed a Viewbook, etc. 

2. Know the current facts & figures. Become well-versed! Look over the gold Fast Facts sheet in the binder.

3. Do not use old brochures you may have at home; they are outdated and should be thrown out (recycled).

The Day of the College Fair

1. Attire: suits, dresses, comfortable shoes; a VU polo shirt and nice slacks is fine. Your VAN Namebadge.
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Arrive at the fair 15-30 minutes early to set up your table. Lay out the materials as shown below. Keep the display neat and simple, with room for the students to complete their reply cards while chatting with you.    (over)
3. During the College Fair

As a member of NACAC, the National Association of College Admission Counseling (our professional organization), we are required to follow the standards below. 

1. We must stand behind the table at all times.  
2. We may not speak to, nor gesture to, students at another college’s table.  

3. We may not put any give-aways on our table, including dishes of candy or Valpo paraphernalia.  Please use only the materials we send you for your table.

Also there are NCAA rules we must follow for athletes. 

1. They must be recruited by the Athletics Dept. and not by alumni; have them contact the coach directly or point them to the website:  www.valpoathletics.com
2. Admission staff & volunteers may provide athletes with the same brochures and information provided non-athletes.
Lastly, there are VU policies that Admission staff and representatives follow.
1. Never say “I majored in women and beer” even if trying to be funny; it may offend the students or parents.

2. Ask each student to complete a reply card. If they write specific questions on it, we will then get back to them. 

3. If a student wants a brochure from the binder, write the request on the reply card and we’ll mail it. Or, they may call our office or visit the website to request specific materials.

4. To set up a campus visit they should either call the toll-free number (1-888-GO-VALPO), visit the website at www.valpo.edu, or send an email to: undergrad.admissions@valpo.edu

5. If you run out of profiles, ask students to fill out a Reply Card and write "Send Profile" on it.  

6. You are welcome to run the VU powerpoint  on your personal laptop computer after downloading it from our site: www.valpo.edu/van/programs/resources . Most college fairs do not provide power to the tables, so you may end up running down your battery. 

After the College Fair

1. Complete the blue evaluation form!  The number of students you spoke with is important information that helps us qualify the worthiness of the program and is used in VAN and Undergraduate Admission Office research. Estimate if you have to.
2. PLEASE immediately return your materials; we need to ship the briefcases and tablecloths to VAN members for upcoming fairs. We also need the reply cards students filled out to put them on our mailing list. So please quickly send all back to us using the pre-addressed label (should be in the front pocket of the 3-ring binder)!  Call 1-800-PICK UPS (742-5877) to arrange a pick-up or give the box with label affixed to the UPS person who services your place of employment.

3. Consider taking leftover profiles, viewbooks, and catalogs to a local church or high school guidance office!

Thanks again for your support of Valparaiso University!  We hope you enjoy the experience!

Barbara Lieske, Valpo Admission Network Director

Valparaiso University – Valparaiso, Indiana 46383

219-477-7545 (cell) or 1-888-GO-VALPO (my office direct line: 219-464-6717)
admissions.network@valpo.edu  or  barb.lieske@valpo.edu 
