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A comprehensive Checklist for Effective College 
Counselling Practice

Career Office

School Profile

CEEB Code –College Board

UCAS Account

CommonApp Advisor Account

College Counselling Platforms

Transcript

IGCSE /  O level Certificate

AS Level Certificate

A level Predicted Grade

Psychometric Tests

Student List

English Proficiency Tests

Other Tests (SAT, ACT, IMAT etc)

University Engagements

Counsellors Fly-In opportunities

Trainings -CPD certificates

IACAC Membership



Career Office

Activity Plan: Design Your Ideal Counseling Office

Objective: Identify key elements of an effective counseling office setup.

Group Size: 4–5 counselors per group

Duration: 3 minutes

Instructions: Each group lists the essential features they believe every ideal 

counseling office should have - focusing on functionality, comfort, and 

accessibility.

Sharing: One representative from each group briefly shares their list (about 30 

seconds).



Brochure stands with information about uni’s1

A bulletin board for upcoming events2

A small round table with 3-4 chairs for meetings

A printer/scanner for quick document handling

3

4

Career Office

5

6

7

Shelves with organized folders

Computers for students use

A feedback box or digital QR code



General School Information1

Academic Structure – Grading System2

Assessment & Academic Results

Student demographic Information

3

4

School Profile

5

6

7

University Placement / Matriculation Data

Extracurricular & Leadership Opportunities

Administrative & Contact Information



CEEB Code – College Board



UCAS Account

https://www.ucas.com/about-us/our-services/creating-my-new-account-ucas



UCAS Account



CommonApp Advisor Account



CommonApp Advisor Account



CommonApp Advisor Account



College Counselling Platforms

MaiaLearning BridgeU Unifrog Cialfo



College Counselling Platforms

METO

ApplyBoard

UCAS

CommonApp

Universitaly

Uni-Assist

StudieLink

Match

OUAC

Direct App



Student Tracking Systems

GOOGLE SHEET NOTION

Old but Gold Strong tools



Student Tracking Systems



ACADEMIC DOCUMENTS

Transcript
Last 3-4 years

O level ( IGCSE, MYP )

AS Level A level

IB Diploma

AP



Psychometric Tests



Student List

Record of each and every student destination

2024 Graduands

Record of each and every student destination

2025 Graduands

Applications records and details

2026 Graduands

Prepare students for applications

2027 Graduands

What kind of student information do we need 

to record?



Student List - Records

Full name, Date of birth, Gender, 

Nationality, Contact details, Home 

address

Personal Details

Current grade/year level, Academic 

transcript, Predicted grades, Subjects 

studied and levels, Academic strengths 

and areas of improvement

Academic Information

Parent/guardian names and contact 

information, financial status etc

Parent information

Intended major or field of study, 

Preferred study destinations, Specific 

universities of interest, Reasons for 

choice 

University Preference



English Proficiency Tests

IELTS TOEFL PTE Duolingo



Other Tests

SAT /  ACT

IMAT

UCAT

Many More….



University Engagements

University Fair
Organizing fairs 

Participating fairs
University Session

University representative visit

Online Webinar
Online Fair for students

Representatives presentation



Counsellors Fly-In opportunities

Networking University Website Nomination01 02 03 IACAC platform04



Counsellor Trainings

Canada, UK, USA, Australia and 

Ireland

ApplyBoard

The Counsellor Accreditation 

Program

TimesHigherEducation

Applying to US universities by 

University of Pennsylvania

Coursera

Universities organize online session 

for counsellor

University sessions

Study higher education in related 

field

Post Graduate

Contact with university 

representative

Counsellor Fly - In

Dutch Bootcamp for Counsellors, 9 

top universities are organizing it. 

Dutch Bootcamp

International Association for College 

Admission Counseling memberships 

and conference opportunities

IACAC

Networking with Admission officers

LinkedIn

01 02 03

04 05 06

07 08 09

Association of International Schools 

in Africa

AISA
10

Council of International Schools

CIS
11



Bonus: Counsellor Association



SURVEYS

Please scan and fill it for feedback
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