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Welcome, 2018-2019 CUNY EXPLORERS Visit Guides! 

 

You have joined a wonderful community of creative, dedicated, and hard-working 

individuals. This year, CUNY Explorers will host up to 70,000 middle school students 

across 15 campuses. For most students, this will be their first encounter with a college 

campus. In your role as Explorers Visit Guides, you have the exciting opportunity to give 

students their first glimpse into campus and student life. 

 

We partner closely with the NYC Department of Education’s College Access for All – 

Middle School team to provide developmentally appropriate and engaging campus visits 

to every eligible seventh grader in the city. The campus visits are part of a larger effort to 

expand the college-going culture at middle schools and prepare students and families for 

academic success.  

 

Middle school is a critical time in a student’s academic trajectory because they enter an 

important stage of identity formation. We want students to begin thinking of themselves 

as future college students. The greatest and most profound impact we can have when a 

student visits is to foster a sense of belonging on campus. This is why the Explorers 

campus staff play such an essential role to helping the students feel welcomed and 

excited. 

 

Thank you for being part of this community and for opening your doors and your hearts 

to a future generation of college students. 

 

Cheers, 

 

Sarah McConnell 

Director, Campus Engagement Programs 

CUNY K-16 Initiatives 
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CUNY EXPLORERS PROGRAM OVERVIEW 

 

COLLEGE ACCESS FOR ALL – MIDDLE SCHOOL 

Under the Mayor’s College Access for All Initiatives, CUNY has partnered with NYCDOE 

to implement CUNY Explorers, ensuring that every middle school student is exposed to 

a college-going culture and has the opportunity to visit a college campus at least once 

while in seventh grade. Middle school sets the foundation for success in high school, 

college, and career. By supporting students to develop a college identity at a critical 

developmental age and providing a campus experience that promotes a college-going 

mindset, students and families internalize the message that college is a necessary and 

achievable goal. The campus visit is embedded in a broader set of student and parent 

activities, implemented by the DOE, focused on planning for high school and college. 

 

GOALS 

Every seventh grade student will have the opportunity to visit a CUNY campus at least 

once in middle school, exposing them to college and starting conversations about college 

earlier in students’ academic careers. CUNY provides customized and developmentally 

appropriate visits designed to support and enhance certain academic mindsets, including 

sense of belonging, sense of competency, and self-efficacy. 

In the 2018-2019 academic year, CUNY Explorers will host up to 70,000 middle school 

students at fifteen CUNY campuses for a customized campus visit experience. On an 

average week, approximately 2,800 7th graders will be found exploring the wonders of 

CUNY and imagining themselves as future college students. Schools in District 75, 

District 79 and those with high numbers of English Language Learners are specifically 

supported through partnerships with the campus accessibility and resource offices.  

  

DESCRIPTION 

CUNY hires and trains college students, called visit guides, to deliver a developmentally 

appropriate and meaningful campus experience for the visiting middle school students.  

Students explore the campus through a tour or scavenger hunt, eat lunch on campus, 

and participate in an interactive, hands-on activity that promotes college readiness or 

introduces students to an academic area of study.   

The driving message is that every student CAN GO to college, college is AFFORDABLE, 

and students and their families can take steps NOW to become college ready.  
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CENTRAL OFFICE STAFF 

 

 

 

 

 

 

 

 

Central Office Staff 

The CUNY Explorers Central Office staff makes overall programmatic decisions and 

provides: strategic direction, program-wide planning, development of processes, 

partnerships, training and resources, and central budget management. On a daily basis, 

Central Office staff also coordinates meetings, trainings and events, and provides 

backstopping to campuses where needed.  

 

CUNY K-16 programs  

CUNY Explorers is a program within CUNY’s K-16 Initiatives based centrally in Brooklyn. 

CUNY K-16 Initiatives supports the partnership between CUNY and the DOE to help 

ensure that a larger number of entering students are prepared, starting with early 

education and assisting them up to and through high school. It is home to a group of 

innovative programs that share a common goal: helping NYC public school students 

make a successful transition to college, careers and life beyond, while supporting the 

city’s commitment to equity. Programs under the K-16 umbrella include: 

College Bridge for All CUNY Tutor Corps 

College Counseling Initiatives Debating U.S. History 
College Now Early College Initiative 
Creative Arts Team GEAR UP 
CUNY Affinity Group LINCT to Success 
CUNY Explorers Network for College Success 
CUNY Peer Enabled Restructured Classroom NYC Science & Engineering Fair 
CUNY Prep STEM Research Academy 

Jennifer Caban 

Program Assistant of Campus 

Engagement Programs 

Jennifer.caban@cuny.edu 

Tel: 718.254.7251 

 

Sarah McConnell 

Director, Campus Engagement 

Programs 

Sarah.McConnell@cuny.edu 

Tel: 718.254.7198 

 

Daria Ng 

Leadership Development 

Manager 

daria.ng@cuny.edu 

Tel: 718.254.7777 

 

mailto:Jennifer.caban@cuny.edu
mailto:Sarah.McConnell@cuny.edu
mailto:daria.ng@cuny.edu
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CAMPUS COORDINATORS 
 

 
 

 

 

Roseena Peralta 

The City College of New York 

(Manhattan) 

rperalta@ccny.cuny.edu 

Tel: 212.650.7887 

 

Alexandra Tesnakis 

College of Staten Island 

Alexandra.Tesnakis@csi.cuny.edu 

Tel: 718.982.3796 

Ilia Silva 

New York City College of 

Technology (Brooklyn) 

ISilva@citytech.cuny.edu 

Tel: 718.260.5967  

Jesse Yemma 

Brooklyn College 

JYemma@brooklyn.cuny.edu 

Tel: 718.951.5000 ext. 1947 

Jessica Martinez 

Kingsborough Community College 

(Brooklyn) 

Jessica.Martinez@kbcc.cuny.edu 

Cell: 917.202.9900 

 

Roberto Ventura 

Lehman College (Bronx) 

Roberto.Ventura@lehman.cuny.edu 

Tel: 718-960-1166 

 

Andre Craig Christie 

Bronx Community College 

Andre.Christie@bcc.cuny.edu 

Tel: 718.289.5100 ext. 3513 

 

Linda Ago 

Medgar Evers College (Brooklyn) 

lago@mec.cuny.edu 

Tel: 718.270.6024 

Jaclyn Eng 

Queens College 

jaclyn.Eng@qc.cuny.edu 

Tel: 718.997.4297 

 

Sherri-Ann Simmons 

Queensborough Community 

College 

SSimmons@qcc.cuny.edu 

Tel: 718.281.5312 

 

mailto:rperalta@ccny.cuny.edu
mailto:Alexandra.Tesnakis@csi.cuny.edu
mailto:ISilva@citytech.cuny.edu
mailto:JYemma@brooklyn.cuny.edu
mailto:Jessica.Martinez@kbcc.cuny.edu
mailto:Roberto.Ventura@lehman.cuny.edu
mailto:Andre.Christie@bcc.cuny.edu
mailto:lago@mec.cuny.edu
mailto:jaclyn.Eng@qc.cuny.edu
mailto:SSimmons@qcc.cuny.edu
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Warren Rolling 

York College (Queens) 

WRolling@york.cuny.edu 

Tel: 718.262.2317 

 

 

 

 

T:  

John Jay College of Criminal Justice 

(Manhattan)  

 

(coming soon) 

 

Borough of Manhattan Community 

College  

 

(coming soon) 

 

Baruch College (Manhattan)  

(coming soon) 

 

LaGuardia Community College 

(Queens)  

(coming soon) 

mailto:WRolling@york.cuny.edu
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COLLEGE ASSISTANT (VISIT GUIDE) POSITION DESCRIPTION 

(Abridged from job vacancy posting) 

CAMPUS SPECIFIC INFORMTAION: 

The CUNY Explorers Programs at CUNY is seeking College Assistants to work in their 
department on campus. Under the supervision and with the support of a Program 
Coordinator, the College Assistant will: 

 Act as campus guide to small groups (15-20 students) of visiting middle school 
students. Most visits will take place between 9 am and 1 pm, with some campuses 
offering afternoon visits. The visit schedule days and times varies between 
campuses.   

 Provide age appropriate information about campus activities and field questions 
from the group. 

 Work with other key staff to ensure all tours run efficiently. 
 Attend all training and professional development sessions, including a mandatory 

Central Office orientation training in September and October. 
 Communicate with Program Coordinator and campus departments to coordinate 

tour activities. 

MINIMUM QUALIFICATIONS 

 Must demonstrate sufficient skills to perform the duties of the assigned tasks. 

OTHER QUALIFICATIONS 

Preferred Qualifications: 

 Familiarity with College Campus.  
 Availability to lead at least one visit per week (four hours) 
 Strong oral communication, problem-solving, organizational, interpersonal skills 
 Experience working with youth, especially middle-school aged 
 Bilingual 

COMPENSATION 

$13-15/hour (paid training and ongoing professional development) 

BENEFITS 

CUNY offers a comprehensive benefits package to employees and eligible dependents 
based on job title and classification. Employees are also offered pension and Tax-
Deferred Savings Plans. Part-time employees must meet a weekly or semester work hour 
criteria to be eligible for health benefits. Health benefits are also extended to retirees who 
meet the eligibility criteria. 
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VISIT GUIDE PROCEDURES 

 
Visit Agenda 

All Explorers visits have some basic components: a welcome/introduction, campus tour, 

interactive activity and lunch. However, the order, timings and additional activities are up 

to the Coordinator to decide with his/her Visit Guides. There are many variations by 

campus and a few are included in the Annex as examples. 

See Annex I for Sample Visit Agendas  

Visit Script 

The Central Office Script provides an overall framing for the visits and focuses on ways 

to reinforce CUNY Explorers key messages through age-appropriate language. It also 

includes tips and suggestions for making the content relatable to middle school students.  

Each campus should have a version of their own visit script to make it specific to their 

stops and interactive activity. Some campuses also provide additional information or 

handouts such as Campus Facts and Figures, scavenger hunts, financial aid, etc. Any 

supplemental material provided should be age appropriate and explained, whether it is 

for use during the visit or for students to take home.  

See Annex II for Central Office Visit Script  

Central Office and DOE Observations 

Central Office and DOE staff regularly join campus visits for observations. These visits 

are scheduled with the Campus Coordinator in advance who will let the Visit Guides know. 

Observations typically include a short debrief after the visit to provide feedback to Visit 

Guides and Coordinators. A series of questions are used as a guideline for providing 

structured feedback for the visit. 

See Annex III for the Visit Guide Feedback Questions 

Special Events 

Many campuses choose to plan special events outside of regular visits. These may 

include afterschool programs, weekend family programs, specialized tours and campus-

specific events (i.e. theater shows, sports games, etc.). Visit Guides will hear from their 

Coordinators about any special programs planned. 
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Feedback  

Visit Guides are encouraged to ask for feedback from their Coordinator and co-workers 

and Coordinators will be providing regular feedback to old and new Visit Guides. How this 

is done varies by campus, but some ideas include: 

 Short debrief after every tour  

 One-on-one feedback  

 Visit Guides observe each other’s tours to provide peer feedback 

 Central Office staff observe specific visits or Visit Guides for a particular area of 
focus 

A discussion at the start of the semester with the Coordinator about how and when Visit 

Guides would want to receive feedback is recommended. 

Intervisitations 

All Visit Guides will be asked to visit at least one other Explorers tour with their team. This 

will be scheduled between Coordinators who will check the availability of their Visit 

Guides. A debrief after the intervisitation is encouraged to share feedback and best 

practices between campuses.  

Visit Environment and Safety 

Visit Guides are responsible for creating a friendly and welcoming atmosphere for 

students and chaperones. They are also responsible for adhering to their campus’ policies 

and procedures. While Visit Guides are not responsible for the direct behavior 

management of students, they are given the tools necessary for creating a safe 

environment and for promoting students’ positive behavior. Visits are also structured in 

such a way that they keep students engaged and participating as much as possible. 

 

Visit Guides, in discussion with their Coordinator, may stop a visit if they have serious 

concerns about the safety of the students, staff or campus facilities. Each campus should 

discuss all possible safety concerns (i.e. unaccompanied students, street crossings, 

dangerous equipment, etc.). Visit Guides should also be familiar with their campus 

procedures in the event of an emergency.  

 

See Annex IV for Best Practices and Rules and Regulations for CUNY Explorers 

Visits. The Coordinator sends this document to each chaperone after registration. 

(This document has been prepared with DoE partners and shared with every participating middle school) 

  



11 
 

CUNY EXPLORERS TRAININGS 
 
Trainings: Visit Guides participate in various mandatory trainings throughout the 
academic year. These include:  

1.  Central Office training: One in the fall semester and one in the spring semester. 
The trainings focus on: Program overview, storytelling, working with middle school 
students, D75, D79 and special populations, and best practices.  

2. Campus based training: These are trainings given periodically by the Coordinator 
for Visit Guides’ professional development. Campus trainings may focus on 
administrative procedures, Visit Guide strategies, etc. 

3. Central Office Workshops: Various trainings are held throughout the academic 
year for Visit Guides either on campus or in CUNY offices that focus on academic, 
personal and career development. Workshops may include topics such as: 
communication skills, time management, resume writing, etc.  

 
 

SOCIAL MEDIA 
 
All campuses that have an official social media presence should interact with Central 
Office social media accounts. Individual staff are also encouraged to engage with CUNY 
Explorers social media channels to share information, raise awareness about the program 
and build a positive online presence.  
 
Staff are encouraged to take pictures during the visits and upload them to the CUNY 
Explorers shared Google Photos album. CUNY Explorers does not require photo/video 
release consent forms for regular visits, so photos must not display student faces. 
Photos of Visit Guides, school sites/logos, campus staff, etc. are permitted and 
encouraged. For special events, Coordinators may choose to provide photo/video release 
consent forms ahead of time.  
 

Platform Handle Link 

Website - http://cunyexplorers.com/ 

Instagram cunyexplorers https://www.instagram.com/cunyexplorers 

Google Photos - https://tinyurl.com/cunyexplorersphotos 

York College 
Instagram 

ceyork_ 
 

https://www.instagram.com/ceyork_ 
 

 
 

  

http://cunyexplorers.com/
https://www.instagram.com/cunyexplorers
https://tinyurl.com/cunyexplorersphotos
https://www.instagram.com/ceyork_
https://www.instagram.com/ceyork_
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EQUITY AND ACCESS 
 
District 75 - Citywide Special Education District  
D75 are schools that serve students with physical, emotional, behavioral or 
psychological/cognitive disabilities 

 All D75 visits will have a higher adult to student ratio (the exact ratio varies 
depending on the type of disability).  

 All D75 visits should have a minimum of 8 students and maximum of 24 students.  

 D75 visit lengths should be 2 hours to 2.5 hours long. 

 Schools will be asked to select if they are a D75 school when they register, and to 
provide additional information on specific needs. Coordinators will let Visit Guides 
know about D75 visits and any other details needed to prepare for the visit. 

 

District 75 Visit Agenda 

D75 visits best practices (Coordinators to take the lead and plan with their Visit Guides):  

 Engagement with the Accessibility office during the visit, as well as the resource 
room and career services, if applicable.  

 If possible, include a differently-abled student on campus that can speak to 
students about their experiences. 

 Information provided should include advocacy, understanding of diplomas, and 
campus services offered. 

 Demonstrate that college is accessible to all types of students.  
 
District 79 - Alternative Schools and Programs 
 

D79 are schools that serve students with unique needs who require alternative pathways. 
They may be overage and under credited and may have been involved with the justice 
system. All D79 schools will inform Coordinators about specific needs prior to the visit. 

 

Central Office trainings provide additional information and resources on working with 
District 75 and District 79 students. PowerPoint decks are also available for Visit Guides 
with more information.  
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Annex I: Sample Visit Agendas 

 

 

10:00 Meet group at Main Entrance 

10:00-10:15 Welcome, Introductions and Ice breaker 

10:15-11:30 Tour 
- Visit important student service offices 
- Interactive discussion and information on majors  

11:45-12:15 Lunch and discussion 
- Peer Guide panel discussion  
- Interactive activity 
- Entertainment 

12:15 Students certificates and college folder of information 
- Post-its Reflection 

12:30 Group photo and walk to main entrance for departure 

 
 
 
 

10:00-10:20     Introduction to school  

10:20-11:40    Tour routes (Semesters), scavenger hunt brochures, and 
restrooms (11:20) 

11:40-12:00   Lunch, Animation Presentation  

11:50-12:15    6 steps of success (Guides) 
- Jeopardy  
- Visit guide panel  

12:15-12:30 Diploma ceremony (just say names and clap) 

12:30    Departure and instant group photo (with Mascot in 
Atrium) 

12:40 Latest departure 

 
 
 

10:00-10:15  Introductions and ice breaker 

10:15-11:15 Campus tour 

11:15-11:30 Review game 

11:30-11:50 Lunch and college Q&A 

11:50-12:15 College awareness activity or Visit Guides’ majors activity 

12:15-12:20 Conclusion, certificates, and thank you 

12:20-12:30 Visit Guides escort school back to the buses 

 



14 
 

 

 

 

Annex II: Visit Script 

The Central Office Visit Script provides a framework for the structure, content and 
presentation of the visit. The script is not meant to be a word-by-word of what 
Coordinators and Visit Guides should say, but rather it provides guidance on how to better 
engage students and what must be highlighted. It is important to ensure that everything 
said during the visits is very intentional. Remember that students do not need to know 
every detail about college, but there are key messages they can walk away with. 

 

I. STRUCTURE 
 

Introduction 

A strong introduction to the visit piques students’ curiosity, creates interest and sets a 
welcoming and friendly tone. Students and even chaperones are looking to YOU to take 
charge of the day, and as soon as they arrive on campus the introduction shapes their 
first impression about what the rest of the visit will be like. Therefore, it is important that 
the day starts off with high-energy, that logistics are well-organized and that Visit Guides 
take an active role from the beginning.  

During the introduction, students are given an idea of the theme(s) of the visit, what to 
expect for the day and the ground rules. Visit Guides also give students more information 
about who they are (major, year, share something fun, etc). Other options to incorporate 
into the introduction include: icebreakers/warm-ups, asking students initial questions 
about college, asking students to think of questions they have throughout the visit, 
reminding students of prizes and swag so they pay attention, etc.  

Transitions 

What to say during the transitions between each stop and from different activities should 
be planned in advance to ensure that the group moves smoothly through the visit. For 
example, after each stop, the Visit Guide may let students know what they will see next, 
how far the next stop is, or what they will see along the way. Another suggestion is to find 
ways to reinforce the theme(s) of the visit or the CUNY Explorers key messages during 
transitions. Other options for transitions include: asking students to look out for specific 
things between stops and then quizzing them about it, taking a group photo in the middle 
of two stops that are far from each other, asking students to count how many of something 
they see, asking students to think of an answer to a question posed to them, etc. 

Lunch 

While students are eating, it is encouraged to keep them engaged while still letting them 
enjoy their lunch. Some campuses start their interactive activities while students are 
eating and others have students write down questions they have about college. Another 
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suggestion is to have Visit Guides go around and speak to students either in small groups 
or individually about any questions they have about college, what they saw during the 
visit, or their middle school experience. This gives students more opportunities to interact 
with Visit Guides, but might also be helpful for students who are not comfortable asking 
questions in a larger group. Question prompts or sentence starters can also be provided 
to students to help start conversations.  

Closing 

A strong conclusion to the visit should include a brief summary of what students saw and 
discussed. It should also include an invitation to the audience to stay engaged with the 
program. For example, this can be done by giving students information to take home to 
their parents, encouraging discussions about college to continue back in school, 
reminding chaperones about the College Access for All “College-U” Curriculum, doing an 
exit activity, etc. One campus exit activity asks students to write down their reflections on 
post-it notes to close out the day, which can also be done by giving students specific 
reflection questions. 

 

II. CONTENT 
 

Key Messages 

The visit should reinforce CUNY Explorers three key messages: college is accessible, 

college is affordable and preparing for college is actionable - students can take steps now 

to prepare for college. As a guide, below is a question to keep in mind for each key 

message when developing the campus script, and some topics that should be mentioned 

in each visit that speak to the key message. 

Accessible – How and where during the visit can you highlight the message that 

college is for everyone? How can students begin to see and feel like they belong 

as future college students?  

 Safe space and diversity 

 Accessibility office 

 Recreation (i.e. sports) 

 Student life (i.e. organizations, clubs)  

 Student-produced work (i.e. art gallery, department work) 

 Community events (i.e. department-specific, welcome week/orientation) 

Affordable – How and where during the visit can you talk about the various ways 

to pay for college? How do you demystify the affordability of college? 

 CUNY vs. private school costs 

 CUNY opportunity programs (i.e. College Now, ASAP, SEEK, etc.) 

 Loans vs. grants vs. scholarships 

 Financial aid vs. loan 

 Information for parents 
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Actionable – How and where during the visit can a student learn what they can 

do today to become college ready? 

 Visiting college campuses 

 Department-specific experiences 

 Major and career options 

 Extracurricular activities 

 Internships 

 College degree and lifetime earnings 

 College Now, AP courses, etc. 

 High school application process 

 

Open-Ended Questions 

Open-ended questions are useful to use during visits because students will not feel like 
there is a right/wrong answer and anyone can respond whether they have prior 
knowledge about college or not. These questions are not yes/no questions. An example 
of an open-ended question is, “How do you like to study?” In contrast, a close-ended 
question has a yes/no answer such as, “Do you like to study?” Sometimes close-ended 
questions are useful too, but in general there should be more open-ended ones. 

Compare/Contrast Questions 

Compare and contrast questions are important for putting college in context for students. 
Ask questions about how things are similar to or different from their middle school 
experience. For example, “How does the size of the college gym compare to your school 
gym?” There are many things to compare/contrast between college and middle school 
including: time of day that school starts, cafeteria food, sports teams, scheduling, types 
of student organizations, etc. 

Visit Guide Stories 

Visit Guide stories are the most powerful part of each script. Coordinators should spend 
time having Visit Guides practice their stories and anecdotes. It is also helpful if the 
personal stories can speak to each of the key messages. For example, when talking about 
affordability, Visit Guides can share an anecdote of how they pay for college. When 
speaking about actionable, Visit Guides can share stories of what steps they took (or 
didn’t take) in middle and high school or what they wish they knew looking back. 

Aspects of College Life 

During each Explorers visit, students walk away with a holistic view of college that 
includes: academics (majors, minors, internship opportunities, etc.), the facilities 
(academic building, athletic facilities, residence halls, college opportunity offices, etc.), 
any special schools or programs, and social life (community life, clubs, activities, etc.). 
Visits should have a balance and variety of all aspects of college life. 
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Vocabulary 

An important aspect to pay attention to is the terms and references used during the visit. 
For example, many students might not know what “college credit” or “grant” is. Make a 
list of common vocabulary used and think about alternate ways to explain them to middle 
school students. Remember that students don’t need to know everything you know, so 
choose terminology that the team feels is essential. Similarly, references that might be 
familiar amongst Visit Guides (e.g. TV shows, music, current events, etc.), may not be 
familiar to the middle school audience.  

 

III. PRESENTATION 
 

Building Relationships 

Although the time spent together is short, Coordinators and Visit Guides can employ 
some strategies to build relationships with students from the beginning. This might 
include: learning a few students’ names, making eye contact, asking students about their 
interests and experiences and then bringing those up again during the visit, reinforcing 
positive behavior of those who follow directions and participate actively, and Visit Guides 
sharing information about themselves. Most important though is to BE YOURSELF. The 
most successful Visit Guides do not feel like they need to be pretend or be like anyone 
else. By being yourself, you become the most relatable to students.  

Responding and Reflecting 

Throughout the visit, paying attention to students’ interest level and attention span is 
important for gauging whether minor adjustments need to be made on the spot. For 
example, if students are losing attention, think about whether a stop needs to be 
shortened, whether more questions should be asked so students are doing the talking 
instead, or an alternative strategy. In addition, asking questions but also giving students 
time to answer them is important to ensure that the same students are not answering 
each time. To get others to participate, say “Thank you, I appreciate your enthusiasm, but 
I would like to hear from someone new.”  

Public Speaking 

Ensuring that the entire group can hear you is a key element to a good visit. It is fine to 
check this by asking, “Can everyone in the back hear me well?” However, aside from 
projecting your voice loudly (which is very important), there are a few strategies to employ 
to ensure that the group can hear well. This includes: waiting for the entire group to stop 
and circle around before speaking, finding a quiet spot/area at each stop to speak, finding 
a higher ground to stand on (e.g. bench, hill, steps, etc.), waiting for the entire group to 
be quiet and making eye contact with the Visit Guide before speaking, using a microphone 
if needed.  
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Pacing and Flow 

An essential component of a strong visit also requires paying attention to the overall 
pacing of moving a large group through a campus. For example, this means avoiding 
dead times when students are not doing anything and keeping the rhythm or timing going 
as students gather at each stop. Having a good flow to the visit also means paying 
attention to the surroundings and finding optimal places to move the group.  

For example: Are there areas where it is better to take the stairs versus elevators, are 
there areas where acoustics are better than others, are there quiet or loud areas on 
campus to be aware of, is there a strategic place/time for bathroom breaks, are 
chaperones able to hold doors open, etc. Moving a large group anywhere is not easy, so 
it helps to be intentional and plan out as much of the pacing as possible. 

 

 

Additional strategies for working with middle schools students are provided to 
Coordinators and Visit Guides through Central Office trainings. Coordinators can reach 
out to Central Office staff for specific resources or suggestions needed at any time. 
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Annex III: Visit Guide Feedback Questions 

Structure 

1. Was there a clear statement of the theme(s) of the visit?  
2. Did the stops covered or selected illustrate the theme(s)? 
3. Was the visit well organized? 
4. Did it include an introduction that created interest? 
5. Did the transitions help tie the visit together and move the group smoothly 

through the stops? 
6. At the conclusion of the visit, was there a summary of what was seen and 

discussed? 
7. Was there an invitation to the audience to stay engaged with CUNY Explorers 

and College Access for All? 
 

Content 

1. Was the content of the visit chosen to be interesting and appropriate to the age 
group? 

2. Did the Visit Guide provide accurate factual information? 
3. Was the interactive activity effective and appropriate for the audience?  
4. Did the Visit Guide use open-ended questions to engage students?  
5. Did the Visit Guide vary the pace of the visit (integrate questions, facts, activities, 

etc.)? 
6. Did the Visit Guide compare, contrast, and put college in context for students? 
7. Was the vocabulary, as well as the content, at an appropriate level for the 

audience? 
8. Were terms explained as necessary? 

 
Presentation 

1. Was the Visit Guide welcoming and friendly? 
2. Were strategies used to guide students to look at and respond to the stops? 
3. Did the Visit Guide notice group reactions and adjust to interest levels, attention 

span, and language skills? 
4. Did the Visit Guide invite questions from the students? 
5. Did the Visit Guide give the group time to think and answer questions? 
6. Did the Visit Guide have good eye contact? 
7. Could everyone hear the Visit Guide, and could the Visit Guide appear to hear 

the audience members and respond appropriately?  
8. Did the pacing and flow of the visit move students smoothly through the campus? 
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Annex IV: Best Practices + Rules & Guidelines for CUNY Explorers Visits 

(This document has been prepared with DoE partners and shared with every participating middle school) 

 
Best Practices for CUNY Explorers Visits 
CUNY Explorers looks forward to welcoming your students on our 15 participating 
campuses. We have been working hard to provide interactive and age-appropriate 
experiences to ALL middle schools. In an effort to ensure successful college visits, here 
are some best practices along with rules and guidelines to keep in mind: 

To schedule your CUNY Explorers tour, visit www.cunyexplorers.com. 

Before your visit: 

 If you have not received a confirmation email after registering for a CUNY 
Explorers campus visit, contact the Campus Field Coordinator to ensure your visit 
is confirmed.  

 Prepare yourself and your students for the visit by reviewing the “Welcome 
Packet” emailed by the Campus Field Coordinator. 

 Get students excited for your college visit by providing them with details on the 
college they are visiting.  Student can use the college’s website to learn some fun 
facts. 

 Lessons 3 & 4 from the College-U: College Access for All- Middle School 
Curriculum can help prepare your students for your visit. You can find both 
lessons here: https://www.weteachnyc.org/resources/collection/college-u-
college-access-for-all-middle-school-curriculum/ 

 Have your students draft some questions for the college students they will meet 
on their visit. What do they want to learn about college? 

 Two (2) days prior to your visit, provide your Campus Field Coordinator with the 
following: updated attendance numbers, lead chaperone contact information, and 
special accommodations needed.  
 

During your visit: 

 Remind your students that they are considered “future college students” when on 
campus. They should be respectful of current students that are attending class, 
studying, or taking exams. 

 Chaperones: be present and actively engaged during the visit. If you are curious 
and excited about the trip, most likely the students will be as well.  

 Encourage your students to ask questions about what they see and hear around 
campus. 

 

After your visit: 

 Send any feedback you have about the visit to the Campus Field Coordinator.  

 Lesson 5: College Mapping from the College-U: College Access for All- Middle 
School Curriculum is a good post-visit lesson. You can find it here: 

http://www.cunyexplorers.com/
https://www.weteachnyc.org/resources/collection/college-u-college-access-for-all-middle-school-curriculum/
https://www.weteachnyc.org/resources/collection/college-u-college-access-for-all-middle-school-curriculum/
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https://www.weteachnyc.org/media2016/filer_public/5a/73/5a730f74-5a07-4bcd-
af5d-06a62ffcd4a9/college-u-module-5-college-mapping.pdf 

 
Rules and Guidelines for CUNY Explorers Visits 
 

Before your visit: 

 CUNY Explorers visits are currently available to 7th grade students only – CUNY 
has provided tours to accommodate all 7th grade students in the initiative (D75 & 
79 schools can reserve tours for 6th-8th grade).  

 Please reserve only the number of visits needed for your school’s 7th grade 
enrollment. Therefore, we are asking schools to stop reserving CUNY tours once 
all of your 7th grade students have been on one CUNY tour. 

 A school staff member (with an NYCDOE email) must reserve all CUNY visits; all 
visits must be first approved by the school principal. 

 Schools must provide a roster to the Campus Field Coordinator at least 2 weeks 
before the visit to avoid having your visit cancelled. Campus Field Coordinator use 
rosters to secure student lunches. 

 Schedule your transportation to arrive 15 minutes before the start of your 
scheduled tour. (If you are running late, please call the CUNY Field Coordinator to 
alert him/her.) 

 Give the Campus Field Coordinator at least 2 weeks’ notice If you must cancel a 
visit; this allows time to offer the date to other schools. If you cancel with less 
than 2 weeks’ notice, your school will forfeit additional visits on that campus 
for the remainder of the academic year.  

 If you do not show up for your visit, your school will forfeit remaining visits 
on that campus for the remainder of the academic year.  

 

During your visit: 

 Tours begin at 10 A.M. sharp; please arrive no later than 9:45 A.M. If you arrive 
after 10 A.M, you may forfeit your themed activity for that campus.  

 Adhere to the appropriate student/chaperone ratio, as per the Chancellor’s 
regulations. Chaperones must stay with students at all times.  

 Chaperones must monitor student behavior. CUNY tour guides are not trained 
to manage student behavior. 

 

Bus Reservation Guidelines: 

Visit http://www.optnyc.org/schools/FieldTrips.htm for more information on reserving a 
bus for your college visit. Initiative funding can be used to book buses for college visits.  

If you are using a yellow school bus, please keep in mind: 

 Buses must leave the school after 9:30 am and must return to the school by 1:30 
pm. CUNY visits start at 10 am, so please plan travel time accordingly.  

 Schools are responsible for paying fees associated with tolls and parking 

https://www.weteachnyc.org/media2016/filer_public/5a/73/5a730f74-5a07-4bcd-af5d-06a62ffcd4a9/college-u-module-5-college-mapping.pdf
https://www.weteachnyc.org/media2016/filer_public/5a/73/5a730f74-5a07-4bcd-af5d-06a62ffcd4a9/college-u-module-5-college-mapping.pdf
http://www.optnyc.org/schools/FieldTrips.htm
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ANNEX V: CUNY EXPLORERS 2018-2019 ACADEMIC CALENDAR 
 
This calendar includes important Department of Education and CUNY dates. This will 
include ‘no visits dates’ and mandatory training dates.   
 

Fall 2018 
  

Dates Information  

Monday, September 3rd Labor Day-Colleges are closed; No Visits 

Wednesday,  
September 5th  

All CUNY campuses follow a Monday schedule 

Monday, September 
10th Tuesday, 
September 11th  

Rosh Hashanah- DOE & CUNY Schools are Closed   
Tuesday September 11th: Visit Guide Orientation Session 1:   
10 am-4pm  (VG’s can choose between one of the two session 
dates)  

Tuesday, September 
18th  Wednesday 
September 19th 

Yom Kippur- DOE & CUNY closed - No visits 
  

Friday, September 14th  Visit Guide Orientation Session 2: 10:00am-4:00pm  

Monday, October 1st  Start of CUNY Explorers Program  

Monday, October 8th  Columbus Day - No Visits 

October DOE Parent Coordinator & Parent Institute (Early & mid-
October; one or more campuses will host) 

Wednesday October 
10th  

Coordinator Meeting 2:30pm-4:30pm  

Tuesday, November 6th  Election Day - No Visits 

Monday, November 12th  Veterans Day - No visits 

Thursday, November 
22nd  and Friday, 
November 23rd   

Thanksgiving Recess - No visits 

Monday November 27th   
Tuesday, November 
28th  

Parent Teacher Conferences (Afternoon & Evening) 

Thursday, December 
13th-Friday, December 
21st  

CUNY Final Exams - No visits  

Wednesday, December 
19th  

Coordinator Meeting 11:00am-2:00pm - No Visits 

Monday, December 
24th-Tuesday, January 
1st   

Winter Recess - No visits  

 
 

Spring 2019 
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Date Information  

Wednesday, January 2nd  Start of CUNY Winter Session & DOE schools reopen 

Friday, January 11th  College Awareness Day (Some campuses might be 
holding large scale events)  

Monday, January 21st  Martin Luther King Day - No visits 

Wednesday, January 23rd Coordinator Meeting 2:30pm-4:30pm 

Wednesday, January 25th  Start of CUNY Spring Term 

Tuesday, February  5th Lunar New Year-DOE schools Closed - No visits 

Tuesday, February 12th  Lincolns Birthday-CUNY Closed - No visits 

Monday, February 18th President’s Day-CUNY Closed - No visits  

Monday, February 18th  -
February 22nd  

Midwinter Recess - No visits 

Wednesday, February 20th  Coordinator Meeting 11:00am-2:00pm - No visits 

Friday, February 22nd  New Visit Guide (VG )Orientation- No visits 
Friday, February 22nd from 10am-4pm                                                    

   Returning VG’s Training 
Friday, February 22nd from 10am-1pm 

Monday, March 26th  Parent Teacher Conferences (Afternoon and Evening) 

Tuesday, March 27th Tuesday March 27th  
Coordinator Meeting 2:30pm-4:30pm 

March or April DOE Parent Coordinator & Parent Institute (March or April; 
one or more campuses will host) 

Monday, April 1st – Monday, 

April 8th  

ELA Testing   
(There are visits, may have  low turnout) 

Friday, April 19th – Friday, 

April 26th  

Spring Recess - No visits  

Wednesday, April 24th  Coordinator Meeting 11:00am-2:00pm - No visits 

Tuesday, April 30th-

Tuesday, May 7th  

Math Testing  
(There are visits, may have low turnout) 

Sunday, May 5th  Ramadan starts 
(Some students may not be eating, try to have an 

alternative activity during lunch for those students) 

Wednesday, May 15th –

Wednesday, May 22nd  

CUNY Final Exams - No visits 

Thursday, May 16th  Parent Teacher Conferences 
 



24 
 

Wednesday, May 22nd  Coordinator Meeting 11:00am-2:00pm - No Visits 

Monday, May 27th  Memorial Day - No Visits 

Tuesday, June 4th  Eid-Al-Fitr - No Visits 

Thursday, June 6th  Anniversary Day - No Visits 
End-Of Year Evaluation and Appreciation Event 

Tuesday, June 11th  Clerical Day-Blackout Date/ No Visits   

Friday, June 21st  Last Day of the CUNY Explorers Program.  
No More visits after June 21st  

Wednesday, June 21st Coordinator Meeting 11:00am-2:00pm 

 

 

 


