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Introduction  

The following handbook was put together by the Immaculate Conception High School Guidance 

Department to provide information on the college application process to our students and 

families. The college search process can  be an exciting time in student’s life. Despite this, with 

hundreds of colleges and universities to choose from this process can easily become 

overwhelming. This handbook is designed is to take you through the process step-by-step in a 

clear and concise manner. 

 In no way is this handbook supposed to replace any of our students interactions with guidance. 

All Immaculate students will continue to meet and communicate their uniqure college 

application needs with their counselor. We hope you find this guide helpful during the college 

application process. We look forward to working with you and your family to help find, select 

and apply to the best school possible for you.  

 

The Immaculate Conception High School Guidance Department  
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Login Information 

 Use this page as record of your username and passwords for key websites throughout the 

college application process. Remember you will have to make individual logins for each college 

that does not use the Common Application.  

 

Common Application Username:_________________  Password: _________________  

Collegeboard.org Username: ________________ Password: _________________ 

Act.org  Username: __________________ Password: __________________  
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College Admissions Timeline 

July/August: 

- Complete NCAA Clearinghouse (if you plan to pursue athletics in college)  

- Visit Colleges 

-  -View the updated Common Application in early August 

-  -Create a Common Application account. www.commonapp.org 

-  -Create online accounts on school websites for schools that do not accept the Common 

Application 

-  -WRITE YOUR COLLEGE ESSAY!!!  

Senior Year September: 

- Meet with your guidance counselor to discuss colleges you intend to apply to 

-  -Review application deadlines  

- -Meet with Guidance or an English teacher to review your college essay  

- Possible ACT Test  

- Create a FAFSA ID at https://studentaid.ed.gov/sa/fafsa/filling-out/fsaid  

- -Complete CSS Profile for non-federal financial aid. Go to 

https://student.collegeboard.org/css-financial-aid-profile 

-  -Complete NCAA Clearinghouse (if you plan to pursue athletics in college) 

www.eligibilitycenter.org  
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October: 

- Complete FAFSA at www.fafsa.ed.gov  

- Submit all October 15th deadlines by October 1st 

- Submit all November 1st deadlines by October 15th 

-  Monitor deadlines, especially Early Action and Early Decision Applications 

-  -Possible ACT, SAT and/or SAT Subject Test 

 November: 

- -Submit all November 15th deadlines by November 1st 

-  -Submit all December 1st deadlines by November 15th  

- Monitor deadlines 

- Possible SAT and/or SAT Subject Test 6  

December:  

- Submit all December 15th deadlines by December 1st  

- Submit all January 1st deadlines by December 15th 

- Possible SAT, SAT Subject Test and/or ACT Test  

January: 

-  Submit all January 15th deadlines by January 3rd  

- Submit all February 1st deadlines by January 31st  

- Possible SAT and/or SAT Subject Test  
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February: 

- February 1 st & February 15th is a major deadline for Financial Aid Applications at many 

colleges  

- Submit all February 15th deadlines by February 1st  

- Submit all March 1st deadlines by February 15th 

March/April: 

-  Possible ACT Test March/April 

-  Submit all March 15th deadlines by March 1st  

- Monitor application status online 

-  Complete Local Scholarship Applications  

- Attend College Open Houses 

-  Attend accepted student days at your colleges  

- Review your Financial Aid Packages with college financial aid advisors  

May/June: 

- Deposit to your college due by May 1st  

- AP Testing 

- Submit any awarded scholarships to Guidance by May 15th for publication in the 

graduation bulletin 

- Meet with your counselor to confirm your post-secondary plans  

- Graduation!!! Enjoy your last summer before college! 
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Testing 

Standardized testing is a required step of the admissions process at most colleges and 

universities. Schools use these results as a way to gauge where you fall on the scale of college 

readiness. This said some schools do allow the student to select their testing as optional within 

the admissions process. A list of testing optional schools can be found at 

http://www.fairtest.org/university/optional. 

 Students will most likely still need to take the SAT or ACT to gain college admission since not 

every school is willing to offer test optional within their application process. Please find 

descriptions of the most common standardized tests listed below. 

 PSAT: The PSAT is offered at Immaculate Conception High School in October and is available to 

Freshman, Sophomores and Juniors. Taking the test as a Junior will qualify you for some 

scholarship consideration and identify you to colleges as a potential applicant. The Guidance 

Office will register all of the students. 

SAT: The SAT tests your knowledge of reading, writing and math. Immaculate will offer free 

practice tests to students however it is the student’s responsibility to register and pay for the 

actual SAT test. Students who are on the free and reduced lunch program can speak to 

Guidance about qualifying for a fee waiver. Testing takes place on Saturdays at local area 

schools. Most students take the SAT during their junior and/or senior year of high school. 

Students can register at www.collegeboard.org.  

SAT Subject Tests: These are one hour multiple choice exams given in specific subject areas. 

Students should contact college admission offices to determine if the college requires Subject 
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Tests. Students are responsible for registering and paying for these tests. Visit 

www.collegeboard.org for test dates.  

ACT: Similar to the SAT the ACT is a national college admissions examination used to assess a 

students college readiness.  ACT results are accepted by all 4-year colleges and universities in 

the U.S. This includes tests in English, Mathematics, Reading, Science, and an optional Writing 

section. Immaculate registers all of our students to take the ACT once during their Junior year. 

If a student would like to take the ACT it is their responsibility to register and pay for the exam. 

Visit www.act.org for registration. 

 Advanced Placement (AP) Exams- AP exams are 3 hour exams in specific subject areas and are 

designed to be taken upon completion of an AP course. They are considered to be rigorous 

exams.  AP exams are not typically used for admissions purposes however many schools will 

give a student AP credit. Speak to your AP teacher regarding registration.  

You may take the SAT and/or ACT as many times as you need. However, please consider that 

twice is the norm, three times is a lot, and four times is not recommended. If you feel you need 

extra assistance in boosting those scores please remember they have valuable materials and 

study guides online. You  can also consider enrolling in tutoring courses and workshops held at 

test prep centers.  
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The Campus Visit  

Immaculate Conception High School encourages all students to take part of campus visits. It is 

an opportunity for you to tour the facilities, speak with students, learn about programs, and ask 

any questions you might have. Walking around the campus tends to give students a real sense 

of community and an understanding of what the students are like who attend the school. 

Campus visits can often give you the sense if it is going to be the right fit for you. The college 

visit can also give you an idea into what the admissions offices are looking for in students.  

When to Visit: When college is in session. It is in your best interest to see the campus when 

students are there to get a real sense of the community. Our spring break is an ideal time to 

visit. We are off from school and colleges are in session.  

How to Plan a Visit:  

You can always call the admissions office to ask for tour dates. They love hearing from students, 

not parents, so you need to make the call. Don’t call the night before. When you reserve your 

tour request  you can always ask to speak with an admissions representative after your tour of 

the campus.  

What to Bring:  

This may be your only time to be on campus before you apply so bring questions to ask! Some 

students also choose to bring a  copy of their student résumé and transcript to pass along to an 

Admissions Officer. They can look at your information and point out areas they feel you can add 

to prior to your submission of applications.  
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What to do on Your Visit: 

Look at the dorms, classrooms, library, and labs. Make sure they have the equipment, 

technology, and facilities necessary for your program and other areas of interest. Make sure 

you have an understanding of the resources provided. Talk to students and faculty to get 

different perspectives. Have a clear understanding of what the school does to help its 

graduates. 

 

What to do After the Visit: 

 Send a thank you note to any admissions representative you met with.  
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The Common Application  

The Common Application is an application that is accepted by over 650 colleges and 

universities. Using this application allows you to apply to multiple schools from one website 

while using one general application. To create your account, go to www.commonapp.org after 

August 1st and register. Once you have created your Common Application account you can look 

to see if the schools you are applying to accept the Common Application. This can be done 

through The Common Application search engine. If your school accepts the Common 

Application it will be listed under the search engine results. You will need to add it to “My 

Colleges.” By doing this you will always have access to that school's application.  

Many schools require a small supplement to the Common Application. Be sure to complete 

these supplements before submission. Typically these supplements consist of small answer 

topics relating to the school and general questions regarding your enrollment needs. You must 

pay for your applications before the colleges will consider it complete. 

 Procedure Summary 

 1. Go to www.commonapp.org  

2. Create a username and password after August 1st (record it on Page 4 of this handbook).  

3. Use the “My Colleges” organizer to upload the list of colleges you plan to apply to.  

4. Be sure to complete all sections of the Common Application, pay special attention to supplements. 

 5. Pay for applications and submit.  
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Please note The Common App will ask students to complete the FERPA. By completing the 

FERPA form you are giving the school permission to release your records to any college you 

apply. This includes letters of recommendations and transcripts.  If this is not done Guidance 

will not be able to submit your transcripts. All students are required to tell Guidance of any 

transcripts they want sent to colleges. If you apply to a school not on the Common Application 

this is particularly crucial.  
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The Admissions Essay  

The admissions essay is the part of the application that  can give students the most trouble. 

Some students find the topics intimidating or become uneasy with rewrites.  However, the 

essay stands a prime opportunity for students to add a depth to your application. This essay is 

not something that should be written in a couple of hours on a weekend. It should be planned, 

written, revised, proofread, edited, etc. over a long period of time. The National Association for 

College Admission Counseling (NACAC) offers the following advice: 

 1. Start Early The more time you have, the less stress you’ll have.  

2. Be Yourself One of the biggest mistakes students make is “writing what they think others 

want to hear”  

3. Be Honest College admission officers have read hundreds, even thousands, of essays. They 

are masters at discovering any form of plagiarism. 

 4. Take a Risk Don’t settle for the essay that everyone else is writing.  

5. Keep in Focus Use the essay to help the admission officer get to know you as a person. 

 6. Write and Rewrite Don’t try to write a masterpiece on your first try.  

7. Get a Second Opinion Even best-selling novelists ask other people to read their manuscripts 

before they’re sent to the publisher. Your English teacher is a great person to ask.  

8. Proofread  
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9. Don’t Confuse Applying Online with Sending an Email; Make sure that you put as much effort 

into an online essay as you would if you were sending it snail mail.  

10. Word Count Be sure to fall within the word minimum and maximum. Typically essays are 

250-650 words.  

The following pages include four essay questions provided by NACAC with a brief critique of 

each essay. 

Sample Essays 

 Essay #1- Describe a person who has had a significant influence on your life.  

The person who has had the biggest influence on my life would be my twirling coach, Nicole. 

Not only is she a coach, but a friend and a role model. Although some days at practice can be 

absolutely dreadful, I know that she only screams and pushes us to make us better and I love 

that about her. Not only is she there for us as a coach, but also as a friend as well. Whenever 

someone has a rough day, she is the perfect person to talk to. She seems to have the answers 

to almost everything. She often sits us down as a team and has talks about being the better 

person in an argument, being a good leader, and most of all, being a good person. Not a day 

goes by that I don’t think about something that Nicole has taught me. Whether it is getting in a 

petty fight over nothing or just wanting to be lazy and pick up my baton for an hour practice, I 

often think, Nicole wouldn’t be happy with my decision, or Nicole wouldn’t do that. She seems 

to indirectly alter some of the decisions I make, which I believe are standards for a great role 

model. If I would have never met my twirling coach, I don’t know where I’d be today. So many 
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of my decisions I make are influenced by things she says and her actions. She definitely has had 

a great amount of influence upon my life as a coach, a friend, and a role model.  

Critique: 

 This essay does not work because it lacks depth. The writer just skims the surface and gives the 

reader vague details about the coach. She doesn’t tell HOW her coach influences her life. The 

writer needed to take this essay to the next level. The writing also lacks sophistication. The word 

choice and sentence structure are very simplistic.  

Essay #2- If you were to work with a professor to design and help teach a class, what topic 

would you choose and why?  

Like many young adults, I am constantly on the run trying to get to the next activity I have 

scheduled. The day never seems long enough, and there is always something left undone. 

School, for example, is a source of a lot of stress and anxiety. I often find myself getting 

distracted thinking about the Calculus test or the English paper, long after they have passed. A 

year ago I went to a meditation retreat in the Catskill Mountains. Since then, I have been 

regularly practicing meditation, an ancient yoga practice independent of all religions. However, 

every religion utilizes the value of mediation in one form or another to achieve eternal bliss and 

peace of mind. 28 Although I am somewhat of a “beginner,” I have already witnessed many 

benefits. I have found I am able to concentrate better and have an increase immunity to 

distractions. I find meditating helps to relieve much of my tension and enables me to work with 

much more zeal. Many nights I have to study for multiple tests or quizzes, so I meditate a few 

minutes before I start each new subject. Once I have done this, my mind is clearer and more 
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responsive to information it is fed. At college, I would like to share the wonder of mediation 

with others to help them get through the tough times. The message of meditation transcends 

religious lines and can be beneficial to everyone. Working with more accomplished individuals, I 

would like to explore the therapeutic aspect of the practice; and perhaps through statistical 

historical and spiritual date, support this ideology. The opportunity to work with a professor 

would help me structure and deliver the message better. Guest speakers as part of a club or 

college course would enhance the experience of mediation. I believe this course would be a 

great learning experience and benefit for interested students.  

Critique: 

 This essay is a good short answer response because it is a very specific topic and shares a 

personal experience. The writer uses clear details and writes well. This brief answer response 

also shows that the writer is open minded, curious, and motivated to work with others.  

 

Essay #3- If you were to work with a professor to design and help teach a class, what topic 

would you choose and why?  

If I were to work with a professor to design and teach a class, the topic from my course would 

be a broad study of major modern day religions as Judaism, Christianity, Muslim and Buddhism. 

Through the education this class’s objective would hopefully be to curb prejudice and increase 

tolerance of other religions. I feel that especially now during this time of crisis in our nation that 

to toleration can only further expound on the unity we now possess.  
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Critique: 

 Even though this is a short answer response, the writer needed to go into more depth. The topic 

is too broad as presented and doesn’t allow the writer to talk about the details. The writer also 

did not proofread carefully; there are words missing and other grammatical errors. 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Essays From “Step-By-Step to College Workshops for Students” National Association for 

College Admission Counseling (NACAC).  
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Letters of Recommendation  

College admissions counselors will use your letters of recommendation to gain a better 

understanding of who you are. Each counselor in the Immaculate Conception Guidance 

Department will write a letter of recommendation for every student applying to a 

post-secondary school. This letter will touch on  your activities and accomplishments as well as 

address any circumstances that the admissions office should be made aware.  

Your teacher letter will address your abilities in their class. This includes your aptitude in 

writing, speaking, and completing class assignments. Additionally, the teacher will discuss your 

class participation and ability to work with others. In addition to writing a letter your teacher 

will complete an evaluation form for you through the Common Application.  Students can 

download the Teacher Recommendation Form from the IC Guidance webpage or pick up a hard 

copy in the Guidance Office. 
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Admissions Terminology  

As you begin to determine which schools to apply to you will find that there are many different 

types of admissions within a college. Below are descriptions of the most commonly used 

admissions terms. 

Regular Decision: This means you will submit your application to the admissions office by their 

deadline.  

Rolling Decision: There is no set deadline for you to submit your application. Under rolling 

admission schools review application as they’re submitted and make decisions throughout the 

admission cycle. 

Early Action: With Early Action you send your application by the early deadline and the college 

sends you its decision earlier.  

Early Decision: When you apply Early Decision you are committing yourself to going to that 

school. You can only do this for one school. If accepted you will have to submit a tuition deposit 

and withdraw all other college applications that you have submitted.  

Wait List: The school cannot offer admission at the present time. You may be considered for 

admission at a later date dependent upon the enrollment.  

Conditional Acceptance Admission: offered on the condition that the student successfully 

completes specified requirements (summer school). 
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Application Submission Procedures 

 Before you submit your college applications ask yourself the following:  

1.Did I ask my teacher to submit my recommendation and Common Application Teacher 

Evaluation? 

2. Did I give my teacher and/or counselor forms to complete for schools that do not accept 

electronic submission of materials? 

 3. Did I request my SAT or ACT scores  to be sent directly from the testing website to the 

college or university? 

4. Did I upload my essay and short answers into the Common Application or the college 

website? 

 5. Did I pay for the submission of my applications.  

 

YOU MUST TELL YOUR GUIDANCE COUNSELOR IN PERSON 

THAT YOU HAVE APPLIED.  
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Financial Aid 

Paying for college is an important factor for many families. There are many scholarships, grants, 

work study programs, and loans available to students. Here are some things to know: 

The CSS/Financial Profile is a service offered through College Board. This is the link to access the 

profile: http://student.collegeboard.org/css-financial-aid-profile. Not every college uses this 

profile. Please check with your individual schools.  

 

The Free Application for Federal Student Aid (FAFSA) is a must. All loans, and many grants and 

work study programs, through the college will only be processed if you have completed the 

FAFSA. You cannot complete the FAFSA until October 1st of your senior year.  You can access 

the FAFSA at www.fafsa.ed.gov.  

Remember to attend our 

Financial Aid Night in January! 
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NCAA 

 If you are considering pursuing athletics in college please note you will need to make sure you 

are fulfilling the requirements set forth by the NCAA. 

 If you participate in athletics at a NCAA Division I or NCAA Division II school you will have to 

register and be declared eligible by the NCCA Clearinghouse. Registration and application for 

eligibility must be completed online at www.eligiblitycenter.org. Students will need to register 

with their families. Please note all requirements are coming from them NCAA; these are not 

requirements set forth by Immaculate.  

Athletes looking to compete at the NCAA Division III level do not need to be declared eligible by 

the NCAA Clearinghouse. However, you should still access the website to view restrictions and 

policies as it relates to contact with college coaches and official athletic visitations.  

 

Please note- You will also need to submit your SAT or ACT scores to the Eligibility Center 

directly from the testing website. This is an important step students are responsible for.  
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HOW MANY SCHOOLS SHOULD I APPLY TO?  

Immaculate supports our students decisions to send all applications to post-secondary 

placements. We work to provide assistance for students while navigate the college application 

process. This said the Guidance Department strongly encourages students should apply to 

between 5-9 schools.  

We have chosen this number for several reasons. One, it shows the student has a clear interest 

in where they are applying. Secondly, it allows for students to devote more time to 

personalizing their essays, interviews and campus visits to a manageable number of schools. 

Lastly this allows students to submit their applications to schools they truly wish to attend and 

as such will avoid taking an acceptance spot from other classmate with stronger interest.  

 

We encourage you to fill out the letter on the next page and review your choices with the 

Guidance Department in the fall of your senior year. Please do not hesitate to contact your 

counselor with any questions.  
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Schools In Which I Intend To Apply  

Be sure to consult with your guidance counselor. You should have a finalized list to review with 

Guidance by mid-September of your senior year.  

Student Name: _________________________________________________  

1-2 Reach Schools (Schools that require a GPA and/or standardized test scores that are above 

your current marks.) 

1._____________________________________________________Deadline:_______________ 

2. ____________________________________________________ Deadline:_______________ 

3-5 Target Schools (My GPA, standardized test scores activities align with my current marks.) 

1._____________________________________________________Deadline:_______________ 

2._____________________________________________________Deadline:_______________ 

3._____________________________________________________Deadline:_______________ 

4._____________________________________________________Deadline:_______________ 

5._____________________________________________________Deadline:_______________ 

1-2 Safety Schools (My GPA and standardized test scores exceed what these schools require. I 

am confident of my acceptance). 

1.____________________________________________________Deadline:________________ 

2.____________________________________________________Deadline:________________ 
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