
An Insider’s Guide:  
MANAGING A  

LARGE CASELOAD
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Your Speaker

Brooke Daly 

• IEC since 2008 
• Franchisor 
• Past President, HECA 
• Member: IECA, NACAC, SACAC 
• Co-founder CollegePlannerPro 
• Associate Certified Executive Coach 
 
 
Contact:  
www.advcp.com 
www.advcpfranchise.com 
brooke@advcp.com 
(919)601-7000 
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http://www.advcp.com
http://www.advcpfranchise.com
mailto:brooke@advcp.com
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Our Agenda
Organization & Efficiencies

Planning & Time Management

Boundaries & Self Care

Setting Expectations
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•Be clear 

•Repeat your expectations: 

•Consultation (at a high level) 

•Getting Started Meeting 

•Application Process Kick-off 
(via multiple mediums: e-
mail, 1-1 meeting, video, 
webinar, etc.) 

•Nip offenders early in the 
process, reiterate expectations
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Setting 
Expectations
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3 Categories of Expectations 
(provided on a one-sheet) 

Sample Expectations  

• No meetings for the sake of meeting. If 
you haven’t had time to complete 
assigned homework, please reschedule 
(especially during the application 
process). 

•  Please stick to the timeline. If you can’t, 
communicate so we can reassess.  

•  First drafts of college essays submitted 
within two weeks of the college 
application deadline may or may not be 
reviewed. 

•  No one will work harder than the 
student in this process. Then me. Then 
parents.

1. Communication 
2. Meetings 
3. Student Ownership
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Organization & 
Efficiencies
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Never write the same thing 
twice 

• Multi-student to-do’s  

• Document library (write 
instructions for FAQs) 

• Video library (vimeo, 
YouTube, etc.)
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Organization & 
Efficiencies
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Have a client communication 
plan 

•What messages/emails do 
you send every year? 

• Create a spreadsheet and 
for every month, include 
what messages you send 
and the vehicle you intend 
on sending it
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Organization & 
Efficiencies
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Workshops, Group Sessions, 
Webinars, and Video 

• Efficiency in sharing message with a 
group vs 1-1 

• Consider recording videos to cover 
topics like: 

•  How to approach the “Why Us” 
essay 

• How to report your scores through 
the College Board 

• Etc. 
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Meeting Structure 
Best Practices Have a centralized place for all 

meeting agendas and resources 
you share with students 

If a student hasn’t done the work, 
cancel the meeting and have the 
student use the time to be 
productive 

Use dictation for meeting notes, 
save them in software, and email 
them to parents
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Meeting Structure 
Best Practices

Create agendas/outlines for 
every meeting  

Include action items for 
student, parent, and IEC
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Consider 
Hiring

Essay editor

Bookkeeper

Researcher

Part (or Full) Time 
Consultant
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Planning & 
Time Management
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Set your intentions: 
for the year, month, and week

13

What do you want to 
accomplish by the 
end of the: 

• Year 
• Month 
• Week 
• Day
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“Failing to plan is planning to fail.“
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Weekly Goals

14

   On Friday night, I would feel great if I accomplished…

   Block your time & eliminate distractions

   Switch up your work environment (or rearrange furniture)!

   Plan your week on Sun evening

   Check-in with students 
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Boundaries & 
Self-care
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Boundaries & 
Self-care
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• Try not to take on parent 
stress 

• Use “level 2 listening” 

• Set expectations 

• Timelines/deadlines for 
essay feedback 

• It’s okay to have a life 
(and go on vacation 
around Nov. 1) 

• Reward yourself!
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Resources!

17
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InkWell Press



Questions? 
Brooke Daly 

brooke@advcp.com 
www.advcp.com 

919-601-7000

mailto:brooke@advcp.com
http://www.advcp.com

