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LETTER TO STUDENTS AND FAMILIES
Dear Class of 2021,
The purpose of this guide is to inform students and families about the Presentation
High School College Counseling Department policies and procedures related to
the college process. It also contains valuable information to assist students and
families through the college application process. We encourage you to utilize this
resource as a guide throughout the senior year.
Please take the time to review each section and acknowledge that you have read and
understand the p ol i c i es and information included by returning your signed
Signature Page before their first individual meeting with their college counselor.
We are looking forward to an exciting year!

The College Counseling Department

Presentation is an inclusive
community that empowers young
women to become fearless and
faithful leaders determined
to serve the world.
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SENIOR YEAR: APPLY
Fall

Spring

□

□

□
□
□
□
□
□
□
□
□

□
□
□
□
□
□
□
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Research college application, financial aid requirements
and deadlines.
Attend college representative visits and fairs.
Attend Senior College Information Night.
Attend Senior Financial Aid Night.
Review the Presentation College Application
Guide.
Finalize your college list in Naviance no later
than September 15.
Submit your “College List Contract” to your
college counselor no later than September 15.
Submit the teacher recommendation form and
questionnaire to your teacher(s) no later than
October 1.
Complete teacher recommendation requests in
Naviance and/or other application platforms no
later than October 1.
Order official SAT/ACT score reports to be sent
to colleges via College Board or ACT at least two
weeks before your deadline. (Athletes: You must
also send your official SAT and/or ACT scores to
the NCAA Eligibility Center by using code “9999”)
Send community college transcripts to colleges
if required.
Manage your college applications and submit
all materials by your deadlines.
Complete the Free Application for Federal
Student Aid beginning October 1.
Submit a Cal Grant Application Form to your
college counselor before March 2.
Create a free scholarship search account with
Going Merry.
Apply community-based/private scholarships in
Schoology under “Scholarships”.
Create your college portals after you submit
your applications.

□
□
□
□
□
□
□
□
□
□

Check your college portals/emails frequently for
updates and communication.
Write thank you notes to your teachers who
wrote you a recommendation letter.
Receive admissions decisions from colleges you
applied to.
Review post decision action items and follow-up
accordingly (e.g. 7th semester transcript requests,
official test scores).
Compare all college financial aid award offers.
Attend campus preview/admit/open house days to
gather and make your final college decision.
Submit your intent to enroll statement and your
tuition deposit to your attending college by the
deadline.
Apply for student housing if necessary.
Register and pay for new student orientation.
Complete the “Final Transcript Survey” in
Naviance before graduation practice.
If you took a community college course or
additional high school courses at a different school,
request an official transcript to be sent to your
university’s admissions office.

Summer
□
□

Send AP scores from your College Board account to
your university. You may receive college credit and/
or be waived out of courses by sending your scores.
Optional: Create a personal budget for the upcoming
school year.

Fall Senior Parent Events
Senior College Information Night
Senior Financial Aid Night
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SETTING YOUR COLLEGE LIST IN
NAVIANCE & SUBMITTING THE COLLEGE
LIST CONTRACT
Policy

• Students must finalize their college list no later than September 15, 2020.
• Students can make changes to their college list up until October 15, 2020 by
meeting with their college counselor.

Steps to Finalizing Your College List

1. Students must input all colleges they are applying to in the Colleges I’m Applying To
section of their Naviance account no later than September 15, 2020. All applications
deadlines must be accurate.
2. Students must submit their College List Contract to their college counselor no
later than September 15, 2020. This contract must be signed by the student and a
parent/guardian.
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COLLEGE APPLICATION REQUIREMENTS
Each college will have unique application requirements. The student must know the
application requirements for each college they apply to.
Below are typical application requirements for a 4-year college:

Online Application

Official 6th semester high school
transcript

Official 7th semester high school
transcript (midyear transcript)

Teacher Evaluation(s)

Counselor Evaluation

Essay(s)

SAT and/or ACT Scores
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HOW COLLEGES COMMUNICATE
Before application materials are submitted to admission offices, our department
plays a supportive role in helping students understand and interpret the communication
surrounding the college admissions process. After the application deadline has passed
and the application is complete, it is extremely important to pay full attention to
communication colleges are sending out.

Presentation seniors should frequently check/manage their emails
and voicemails.
Admissions departments/college reps may follow up with application reminders
to students (not parents/guardians) via email/phone. It is the student’s responsibility to
manage college-related messages.
This is particularly critical post acceptance. Some colleges may request additional
items (e.g. seventh semester transcript) and/or follow-up on self-reported items (e.g.
official test scores/AP scores). Failure to comply in a timely manner may result in
your admissions decision being rescinded. If at any point you are confused/unsure
regarding next steps upon receiving any communication from the college, please
loop in your college counselor to troubleshoot the matter.

Pro Tip
Checking your email/voicemail daily will ensure you
do not overlook communication from colleges. If you
need to get in contact with an admissions office, always
call the admissions office and follow-up with an email
to cover all bases.
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COLLEGE VISITS & ADMISSIONS
INTERVIEWS
College Visits

Seniors have the opportunity to attend college representative visits that begin in
late August and conclude late October every fall semester. College visits are for
students only.

Admissions Interviews

Admissions interviews may be a required or optional part of the application
process. The college will communicate their admissions interview policy on their
website, if any.
To schedule an admissions interview, students must follow the scheduling procedures
set by the college.

Pro Tip
Schedule these interviews early and review/practice the interview
process with your college counselor. Be respectful of the interviewer’s
time, be responsive to emails from your interviewer, wear business
casual attire, and send a follow-up email to your interviewer.
College visits are a great way to get the latest updates from a college
and to meet college representatives.
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SUBMITTING YOUR COLLEGE APPLICATIONS
Most college applications require the creation of an online account through a college admissions
website. Each college will give the student 1-3 options to apply to their school and various application
deadlines to adhere by. It is up to the student to manage these accounts and deadlines. Students will
submit their online applications to colleges via the appropriate online applications.
Important note: The Common Application must be used as the default application platform for
any school that offers it. Our college application support system, Naviance, works seamlessly
in delivering application materials.
Reminder: Students must submit all application materials (e.g. online application, test scores, teacher
recs, transcript, etc. ) by the application deadline set by the college/university.

Types of Applications
Online Application on an Admissions Website
For some colleges, students will apply through the college’s admissions website.
The Common Application
An online college admissions application students may use to apply to over 800 colleges in the U.S. and
abroad. Most private institutions use the Common Application in addition to 100+ public universities.
www.commonapp.org
The Coalition Application
Another online admissions application students may use to apply to over 130 colleges and universities.
Students may only use this application platform for Coalition Application for the following schools:
University of Washington, University of Texas at Austin, University of Maryland, Virginia Tech.
www.coalitionforcollegeaccess.org
UC Application
The application students use to apply to UC campuses. Students will use one account to apply to multiple
UC campuses, if applicable.
admission.universityofcalifornia.edu/apply-now.html
Cal State Apply
The application students use to apply to California State University campuses. Students will use one
account to apply to multiple CSU campuses, if applicable.
www2.calstate.edu/apply

Pro Tip
Create a spreadsheet to manage your college applications and deadlines. Have a
column for the type of application, admissions plan, deadline, and other application
requirements. This is helpful to share with your parents and college counselor.
Application Tracker Link
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REQUESTING YOUR TEACHER
EVALUATION(S)
Presentation students will request only the required amount of teacher recommendation
letters (typically one, in some instances, two). Not every college will require the
submission of a teacher evaluation and each student should discuss this topic with their
college counselor to determine what is appropriate.
Reminder: All UC and CSU campuses do not require students to submit teacher
recommendations in the initial application process.

Steps to request an evaluation from a teacher at Presentation High
School:
1. Complete a Teacher Evaluation Request Form & Questionnaire for each teacher.
2. Submit the form and questionnaire to each teacher no later than October 1, 2020.
3. Request your teacher evaluation in Naviance or through the appropriate online
application. Note: The student must have their college list finalized with accurate
deadlines in Naviance before requesting their teacher recommendations.

REQUESTING YOUR COUNSELOR
EVALUATION
Each student’s assigned college counselor will be completing their Counselor Evaluation and will be submitting it through Naviance or the appropriate online application
portal.

How to request an evaluation from a college counselor at Presentation
High School:
1. Submit your College List Contract to your college counselor and finalize your
college list in the “Colleges I’m Applying To” section of your Naviance account no
later than September 15, 2020.
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HOW TO REQUEST YOUR HIGH SCHOOL
TRANSCRIPT
Some colleges require students to submit their official high school transcript as a part of
the application process.
Reminder: All UC and CSU campuses require students to self-report their grades. No
transcript should be sent to any of these campuses unless prompted via their application
portal/email inbox. Please consult your college counselor should you have questions.

How to request your high school transcript to be sent to colleges:
1. Submit your College List Contract to your college counselor and finalize your
college list in your Colleges I’m Applying To section of your Naviance account
no later than September 15, 2020.
Important Note: Some students may have taken college courses at a community college
or earned college credit through a summer program. Those students will need to
submit their official college transcript(s) to colleges that require them.

SENDING YOUR TEST SCORES TO
COLLEGES
Students should research what colleges on their list require official test scores to
be submitted. There are a growing number of colleges that allow students to self-report
their SAT and/or ACT scores in the application process.

SAT and SAT Subject Test Scores
Students must log-in to their College Board account and select “Send Test Scores”.

ACT Scores
Students must log-in to their ACT Student account to send their test scores.
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COMMUNITY COLLEGE APPLICATION
PROCESS
Students in California are particularly fortunate to have access to 116 great community
colleges. Each college offers a broad range of educational programs, specializations, and
training certifications that allow students to prepare for a career path that aligns with
their values and goals.

Preparation and Degree Options
Michele Brown, director of student recruitment and outreach at Oakton Community College
in Illinois, says, “The best advice I can provide for students who plan on attending a
community college is to take the same college-preparation courses in high school that they
would take in preparation to attend any college.”
Explore
various
subjects

Attend
College or
enroll in
Program

Create a
post-secondary
plan

Challenge
yourself

Graduate
from high
school

- Bachelor’s Degree
- Associate’s Degree for
Transfer (CSU)
- Transfer to UC
- ADT for Private Colleges
- Career Education Programs

Application Process
CA community colleges are required to admit students that meet at least one of the
following requirements:
• Graduate from a CA high school
• Possess a high school diploma or its equivalent
• Be 18 years of age or older
Seniors interested in pursuing the community college pathway are able to apply in the
second semester of the academic year. Students interested in exploring both 4-year college
and community college pathways are encouraged to proceed with the fall application
process and begin the community college process in early February/March.
Go to https://www.cccapply.org/en/colleges to learn more about the California
Community College system.
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HOW TO APPLY FOR NEED-BASED
FINANCIAL AID
FAFSA
To apply for need-based financial aid, the student must fill out and submit the Free
Application for Federal Student Aid every year they would like to receive aid in college.
The FAFSA becomes available Oct. 1st of every year in order to apply for aid the following
school year.
The 2021-22 FAFSA becomes available on October 1, 2020. Students must submit
their FAFSA before the financial aid deadline set by the college. Both the student and
parent(s) will need to input their information. Parents will report information from
their 2019 Tax Return.
Go to https://studentaid.ed.gov/sa/fafsa to create your FAFSA account. There is no
cost to submitting your FAFSA.

CSS Profile
Some colleges require the CSS Profile to be submitted in addition to the FAFSA by their
financial aid deadline. The CSS Profile asks for additional financial aid information from
parents. To see a list of participating institutions, please visit the CSS Profile website.
Go to https://cssprofile.collegeboard.org/ to create your CSS Profile Fee for initial
application and one college report is $25. Additional reports are $16.

Pro Tip
Wondering what financial aid might look like for you? Please visit
FAFSA4caster for more information. Another great resource is
MyinTuition.
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HOW TO APPLY FOR COMMUNITY-BASED
SCHOLARSHIPS
In addition to receiving financial aid from colleges, students can also apply for
add i t i on al sc hol a r shi p s through community-based organizations and private
companies that offer scholarships to graduating high school seniors.
In the fall and spring, students should research these scholarships in Schoology
under “Scholarships” or through GoingMerry (www.goingmerry.com), an online
platform to apply to multiple scholarships using one application. Students can also
research scholarships through Silicon Valley Community Foundation
(siliconvalleycf.org/scholarships).
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CREATING YOUR COLLEGE PORTALS
After a student applies to a college, the college will send an email confirmation
to the student confirming that they received the student’s application.
A f t e r a s t u d e n t a p p l i e s , the college will als o sen d instructions on how to
create a college portal. St udents should check their colleg e portals and
emails frequently. Colleges may reach o ut s hould the s tudent b e m is s ing
appl i c a t ion m a t e r i a l s , however, it is the student’s responsibility to confirm
their application is complete. Do not assume it is complete, unless you have
p r o o f / m e s s a g e c o n f i r m i n g y o u r a p p l i c a t i o n s t a t u s . Also, colleges will
c o m mu n i c ate abou t f i n an c i a l aid and adm is s ions info rmatio n through the
student’s portal.

SENIOR YEAR GRADES & TRANSCRIPT
POLICY
Each student’s 6th semester and 7th semester (aka mid-year) transcript will be
sent to the colleges that require them. On a case by case basis, some colleges will
request the college counselor to send quarter grades for a student. Therefore,
students should maintain their academic standing throughout their senior year.
Deficient grades in the senior year could lead to an admissions decision being
rescinded. Students should communicate with their mentor, class counselor, and
college counselor if any concerns arise about their academic performance.
If a senior receives a D/F in their first semester and has already submitted applications,
the student will have a meeting with their college counselor to discuss its impact
and steps to informing colleges about their deficient grade(s).
Important Note: Students who apply to UC or CSU campuses should check their
college portal and email accounts frequently for any requests to submit a mid-year
transcript. In this case, the student will need to contact Ms. Catherine Furtado at
cfurtado@presentationhs.org to request their transcript to be sent to the
appropriate UC or CSU campus.
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COLLEGE DECISIONS
Admission decision notifications can look differently from college to college. As
you receive decisions from colleges, make sure to read each letter/email carefully.
Below are a few terms you may come across:

Accepted
The student has been of f e r e d ad mi ssion to the incoming freshman class.
All acceptances are provisional until you graduate from Presentation and the
college receives your final official transcript. All colleges reser ve the right
to rescind your acceptance for not maintaining appropriate academic/personal/
community standing.

Deferred
An admission notification in conjunction with an early application deadline
(e.g. early action, early decision) informing the student that the college requires
additional information (e.g. seventh semester transcript, test scores) in order
to render an official decision. Students may need to opt-in the regular applicant
pool in order to be reconsidered. Please be sure to read the decision letters/
emails carefully.

Waitlist
The waitlist notification is a temporary status. Students typically need to opt-in
should they remain i n t e r e st e d i n bei n g p u l l ed o ff the waitlist. Sometimes,
students are encouraged to provide additional materials, but often students
must simply wait. Due to the unpredictability of the waitlist, it is expected that
students deposit to another college by May 1st. A meeting with your college
counselor is encouraged to understand/navigate this process.

Denied
The college/university has not offered the student admission to the college/
university. A denial is not f orever, it just means, not now. Please review the
details in the letter/email as in some cases, the college may provide a transfer
admission plan should you remain interested in pursuing this college at a later
time.
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REVIEWING YOUR ADMISSIONS OFFERS
Students should review all admissions offers and financial aid awards before making
their college decision.
Each college will require an “Intent to Enroll” form and a tuition deposit to secure a
spot in the freshman class. The college will also require a final official high school transcript.
It is recommended that students not submit multiple tuition deposits. Presentation High
School will send one final high school transcript on behalf of each graduating senior.
Students must notify the registrar via email if their college plans change in the summer.

COMPLETING THE SENIOR GRADUATION
SURVEY IN NAVIANCE
Students must complete the Final Transcript Survey before their graduation
ceremony to ensure their final transcript is sent to the correct institution.

CHECKLIST FOR AFTER GRADUATION
□ Check your college portal to ensure that your college has received your
final high school transcript. Contact our Registrar, Ms. Catherine Furtado at
cfurtado@presentationhs.org if you have any questions about your final
transcript.
□ Students who took college courses should request for their college transcripts
to be sent to their attending college.
□ In July 2021, students can order their AP scores to be sent to their attending
college if the college accepts their AP scores. Students send AP scores
through their College Board account.
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IMPORTANT DATES
August 1 Common Application opens; UC Application opens
August 24 Teacher Recommendation Request Form &
Questionnaire forms become available
September 15 Deadline to submit your College List Contract to
your college counselor
Deadline to finalize college list in Naviance in
Colleges I’m Applying To
October 1 Deadline to request teacher recommendations
Free Application for Federal Student Aid (FAFSA)
& CSS Profile becomes available
CSU Application opens
Deadline to make changes to your college list
October - November Early Action, Early Decision, Priority application
deadlines
October 1 - CSU application submission period
November 30
November 1- 30 UC application submission period
December 1 Submit the Cal Grant GPA verification form to your
college counselor
(Suggested deadline to submit your FAFSA)
January - March Regular Decision application deadlines
May 1 National College Decision Day
Deadline to submit tuition deposit and intent to
enroll statement to your attending college
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COLLEGE APPLICATION GUIDE
SIGNATURE PAGE
Student Name:
Please initial next to each statement and sign below:
Parent

Student
We have read and understand the Presentation High
School College Application Guide.
We understand that my official 6th and 7th semester
transcript will be sent to the colleges I apply to by my
college counselor excluding UC/CSU campuses unless
requested by the student.
If a Presentation High School student applies Early Decision
and gets accepted, the student will withdraw all other
applications. Early Decision candidates that are seeking
financial aid need not withdraw other applications until
they have received their financial aid notification.
We understand that Presentation High School will issue
one final transcript to the attending college the student
lists in Naviance and their Final Transcript Survey.
We understand that the student is responsible for checking
their college portals throughout the application process
and after graduation.
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Student Signature:

Date:

Parent/Guardian Signature:

Date:
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COLLEGE LIST CONTRACT
Student Name:
You must list your final college list exactly as it is listed in your Colleges I’m Applying
To section in Naviance. If you are applying to more than 10 colleges, please submit an
additional form.
College

Application Plan

Submission Type

Deadline

(Common App,
Coalition, or college
specific)

1.

EA ED REA RD EDII Rolling

2.

EA ED REA RD EDII Rolling

3.

EA ED REA RD EDII Rolling

4.

EA ED REA RD EDII Rolling

5.

EA ED REA RD EDII Rolling

6.

EA ED REA RD EDII Rolling

7.

EA ED REA RD EDII Rolling

8.

EA ED REA RD EDII Rolling

9.

EA ED REA RD EDII Rolling

10.

EA ED REA RD EDII Rolling

LIST UC APPLICATIONS:
LIST CSU APPLICATIONS:
Please read the following and sign below:
□ I acknowledge that the list above is accurate with the correct deadlines.
□ If I decide to apply to additional colleges after October 1, 2020, I will see my
college counselor in-person to make changes to my final college list in Naviance
to ensure that my transcripts and supporting documents are sent successfully by
my college counselor.
□ If admitted Early Decision, I will immediately withdraw all my applications and
provide documentation to my college counselor confirming my withdrawals.
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Student Signature:

Date:

Parent/Guardian Signature:

Date:
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