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A comprehensive Checklist for Effective College
Counselling Practice

Career Office Transcript English Proficiency Tests
School Profile IGCSE/ O level Certificate Other Tests (SAT, ACT, IMAT efc)
CEEBCode - College Board AS Level Certificate University Engagements
UCAS Account A level Predicted Grade Counsellors Fly-In opportunities
CommonApp Advisor Account Psychometric Tests Trainings - CPD certificates
College Counselling Platforms Student List IACAC Membership
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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

accessibllity.

Sharing: One representative from each group briefly shares their list (about 30
seconds).
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Career Office

Brochure stands with information about uni’s

A bulletin board for upcoming events

A small round table with 3-4 chairs for meetings
A printer/scanner for quick document handling
Shelves with organized folders

Computers for students use

A feedback box or digital QR code
&)
—

=7
-//,/ Sub-Saharan Africa 2025
~




INTERNATIONAL

=" SCHOOL UGANDA COMMUNITY -
Porr - : TN T Caor Ierradoral Sohool Usrca b a srowie co-ecucational ordacel oweel %OOI PrOfI Ie
Educating 1o inspire global excellence Inserradoral schocl s Uinds siaeted in LubowiLs coraarsivelr wasdte mbnard IOtm

frome e cxclzal Karcobh . Thare are two Poarmasiccal ioozols ©rimary 202 asconsary)

- G T T
\GALAXY i e
\ Cumickdos Cevire Nurber-UG2LL
o) i
&

15 2 amea 292 2 2amber o Poecercers daderzariea ard oorary 1oocol az well 12

2 ol relicdzes Uriverdse
Y

TOTAL NUMBR CEFFERENT SCHOOL

OF rurs NATICHAUTICES The achocl orowites ar Peeradonal ourrbcubor Pat Fakces e Foarmatioral Sary
483 30 Years Currbcshor ASYC) at Kinzerzarsen 1, 3 snd Pececdon; brersadonal Primary
Camiodam, Carririzoe Frimary carricabar az o "rivary sl While 22 the secondary
el IGCES Acarces Subahry CAZ) Mevel ind Asvarced LA) Lol are 2Merec,

Galvor Interrdcoral ohool Usarce B coredies b e Councl of Poarmatioral
choolk SN ard & 2 mwerber of the Ansochiion 2f Irveraadondd Schock b Arks
CAIZAL

General School Information

UNIVERSITY DESTINATIONS 2020 - 2024

Academic Structure — Grading System

f MOST REPRESENTED PUPIL

Bl PASSPORTS " i:‘
PG s Assessment & Academic Results

Student demographic Information

UNIVERSITY OFFERS AND ACCEPTANCES 2020 -2024

University Placement / Matriculation Data
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CEEB Code - College Board

« =2 C M 2% schoolcode.collegeboard.org R e E} i

Y@l ¥ CollegeBoard

Log In Sign Up User Guide Forgot Password

(Wh at is a School [:ode?)

Username *

College Board

School Code Request Form
College Board School Codes are assigned to organizations that Password *

want to receive scores for or administer College Board
assessments. “

Log in or sign up to request a College Board School Code for the Forqot Password? - Create Account
first time, to update an existing College Board School Code to "'d“;'“f:yc”‘g;z‘

Level ll, or to update school data (including school name and account. College Board
_ ) ccounts are used to
address) for an existing College Board School Code. cREGREE)D
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I = () O 6 www.ucas.com/about-us/our-services/creating-my-new-account-ucas

U C /\S Discover  Applying  Money & student life  International

(A / Aboutus / Ourservices / Creating my new account with UCAS <+

—
[W\WW.ucas. @m/ﬁa@]@/@@][ﬁa@@Wﬁ@@@/@[ﬁ@@ﬁﬁ[m@

////

Creatmg WAE account with UCAS

If you have registered a UCAS account but do not yet have any permissions to access UCAS services or
are having difficulty with your account, you can contact our customer services team who will be able to
help.

hittps -My-new-acceunt=ucas
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Student Hub activity Application Management Tracking offers and Centre management

View your students’ preparatory View details of your students’ decisions Here you can view and manage

activity in the Hub progress, application details, and View details of your students’ offers details about your centre(s) including
references buzzwords and groups

and decisions

{ Go to student Hub activity ]

Go to 2025 tracking offers &
- a decisions - R
Go to 2025 applicant list . . Go to 2025 centre management
s B Go to 2026 tracking offers & - R
Go to 2026 applicant list decisions Go to 2026 centre management

Data & reporting Staff management

Your paid for data and reports Here you can view and manage staff
and permissions at your centre(s)

[ Go to staff management J a , ‘
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CommonApp Advisor Account

< C @ 2 commonapp.org 8 v e 5} 8

( Q. Search > For counselors and teachers *  For colleges and universities

com%gg FIND COLLEGES About ¥+ Planforcollege ¥ Apply tocollege ¥ Pay for college *

Your future
starts here

Apply to college for the first time or?ransfer to
complete your degree. Navigate your';q e college
application journey with Common App.
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CommonApp Advisor Account

& C M °s commonapp.org L % 0 I} L

Students

First-year student
Transfer student

Don't have an account yet?

Create an account )

Recommender login )

Member college login ) ' ' R EG IO NAL I N
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Advisor Account

C M 2% apply.commonapp.org/createaccount?_gl=1*129rrgw*_up*MQ..*_ga*NjU5NTgdMzkuMTc2MDUyNDg0OMg..*_ga_X3Q2122TWT*czE3NjATMjQ4NDEk... & v (8] ) 3

common

app

Let's get started!

Welcome to Common App! Please tell us how you will
use the system so we can prepare your account. If
you are unsure, we encourage you to explore each
option before you continue.

Already have an account? Go to the login page.

First year student

Transfer student

Education professional

Parent or other adult
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College Counselling Platforms
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College Counselling Platforms

‘ Uni-Assist
‘ StudielLink
‘ Match

‘ OUAC
) ‘ Universitaly
STUDIELINK

‘ Direct App
-Jl
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Student Tracking Systems

GOOGLESHEET NOTION

Old but Gold Strong tools
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(] =+ Galaxy International S... -+

2 Mehmet's Notion & - == Galaxy International School Uganda

Q Search
3 Inbox

Shared

“*  Galaxy International Scho...

-

« School Counsellors Meeting

-
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+ = Applications
88 Show All (ID By Stage Due Dates
Aa Name of Student := Countries
By T NSl UK

- s UK  Canada
- Y US
&1

COUNT 21

— Programs
Criminology. Psychology. Law

Pharmacology

Galaxy International School Uganda

= s oo - - (NS

& App. Status — Comments -
Concluded She has only 1 conditional offer.
Concluded She has offers from all
Pending Dad will update us on 19th
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O level ( IGCSE, MYP )

Alevel
IB Diploma
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y"// Sub-Saharan Africa 2025
=



sessment...

Unlock Your Potential

Which Domain Fits You Best?

Holland Code
Career Test
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Student List

»

What kind of student information do we need

to record?

/

ZUZ T Srdaudrias

Prepare students for applications
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Student List - Records

Parent information
Parent/guardian names and contact
information, financial status etc

University Preference

Intended major or field of study,
Preferred study destinations, Specific
universities of interest, Reasons for
choice

onal Details
e, Date of birth, Gender,

ality, Contact details, Home
ress

Academic Information

Current grade/year level, Academic
transcript, Predicted grades, Subjects
studied and levels, Academic strengths
and areas of improvement
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University Engagements
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University Fair | | Online Webinar
Organizing fairs U nive rS|ty SeSS|On Online Fair for students
Participating fairs Representatives presentation

University representative visit
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Counsellors Fly-In opportunities

Nomination IACAC platform

Networking University Website
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Counsellor Trainings

ApplyBoard University sessions Dutch Bootcamp
Canada, UK, USA, Australia and Universities organize online session Dutch Bootcamp for Counsellors, 9
Ireland for counsellor top universities are organizing it.

TimesHighertducation Post Graduate IACAC
The Counsellor Accreditation Study higher education in related Interpat.ional Associ_ation for College
P field Admission Counseling memberships
rogram N
and conference opportunities
Coursera Counsellor Fly - In LinkedIn

Applying to US universities by
University of Pennsylvania

Contact with university
representative

Networking with Admission officers

AISA as

Association of International Schools Council of International Schools
in Africa
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sociation

SACAC

Southern Association
for College Admission Counseling

AMERICAN COLLEGE
@ AULARIEANAY counsELING AssociATION
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SURVEYS
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Please scan and fill it for feedback
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