
The College Application 
Process and Naviance

HHS Counseling Department



Deciding Where to Apply
● Sign up to meet with College Reps who are visiting HHS



Deciding Where to Apply
● Naviance & CollegeBoard - gather data about schools, their programs and 

admission requirements 
● Use scattergrams to make sure choices are realistic

● Ensure your list of schools 
are a good fit, meet your 
needs, and are affordable 
for you and your family

● Try to make campus visits 
and attend open houses



Begin Applying to College
Visit each college’s website to determine how to apply and what supplemental 
materials are needed to complete your application (transcript, teacher rec, 
counselor rec, courses & grades, etc.)

● Common Application
● Coalition Application
● Application on college website



Methods of Admission
Early Action: an early application process that allows you to apply early to multiple schools. If you are admitted, you are not required to 
attend. Students will be admitted, denied, or deferred. If your application is deferred, your application will be reconsidered at later time in the 
admissions cycle. You do not need to reapply or resubmit your application to be considered.

Early Action Single Choice: an early application process where you may apply early to only one school. If you are admitted, you are not 
required to attend. Students will be admitted, denied, or deferred.

Early Decision: a binding early application process where you may only apply early to one Early Decision school and are committed to 
attending if you are admitted. Students will be admitted, denied, or deferred.

Regular Decision: a non-binding process by which you may apply to as many schools as you wish. Applications are usually due around 
January 1st, decisions are released on pre-determined dates, (often in March and April) and you must decide where you are attending by May 
1st. Students who applied through an early program and were deferred will usually be considered during regular decision. Students will be 
admitted, denied, or placed on the waiting list, if that is offered.

Rolling Admissions: an application process where you apply within a broad window of time and receive your admission decision based on 
when your application is submitted.

If you ultimately decide to attend a college where you have been admitted, you’ll need to commit to one school by May 1st during the 
application year. Some schools may require an enrollment deposit.



Common App 
FAQ’s

These are answers to many 
frequently asked questions 
regarding the education 
section of the Common 
Application.

This document is located on 
the main page of the 
Counseling website.



I started working on my 
college applications…  

What should I do now?



Prepare Supplemental Materials
● Complete Transcript Release Permission 

Form
● Complete Student Evaluation and Activities 

Record in Naviance
● Request letters of recommendation
● Send SAT/ACT scores
● Request Transcripts



How to Request Supplemental Materials
Transcript Request Instructions for Post-High School Applications - located in the 
folder Shared with you on Google Drive, on the Counseling Website, or in the 
Counseling Office

Transcript Request Instructions



Transcript Release 
Permission Form

Transcript Release Permission Form

Must be completed once by each 
student prior to requesting transcripts. 
(Usually Purple)  Located in the shared 
folder in drive, on the Counseling 
website and in the counseling office



What do I need to do if I need a 
counselor letter of recommendation?
● Students must complete Student Evaluation and Activities record prior to 

requesting a letter.  (Found under About Me Home in Naviance.)
● Requested when the transcript is requested through the google form.  



Common App - FERPA Rights
Why waive your FERPA Rights?

● Waiving your right lets colleges know that you do not intend to read your recommendations, which 
helps reassure colleges that the letters are candid and truthful.

● Some recommenders may refuse to write a letter for you unless you waive your rights. Check with 
your counselor or teachers to see if any of them follow such a policy.

** If you are applying 
using the Common App, 
you must waive your 
FERPA Rights prior to 
matching your Common 
App to Naviance.



Common App & Letters of Rec
● All letters of recommendation from teachers and counselors should be 

requested through Naviance and the transcript request process.

● Do not request any letters from teachers or counselors in 
Common App



Connect Common App to Naviance
● Once you have completed the Education Section in Common App and waived your 

FERPA Rights - you must Match your Common App and Naviance accounts to proceed 
and requests letters/transcripts.

● Once you match your accounts, your college list from Common App will appear in 
Naviance

● If you are not applying to any school using the Common App, you can click the “I don’t 
need this” button in the bottom right corner.



Add Colleges into Naviance
● You can also add colleges that you are applying to by clicking on the plus 

button
● Identify the mode of admission (early decision, early action, rolling, etc)
● Identify how you are applying (common app, direct to institution)



Requesting Teacher Letters of Rec
● Students should request teacher letters AFTER they have made a face-to-face personal 

request to the teacher and have colleges listed in Naviance
● Make sure to request specific schools where you would like your teachers to send your 

letters.



Sending Test Scores
● Students must request to have their scores sent officially from CollegeBoard 

and ACT directly.
● They can take up to 3 weeks to send, so students should plan ahead.

www.collegeboard.org

www.act.org



Complete an Official Transcript Request
● Once all of the previous steps are completed, students can request an official 

transcript.
● Must complete one for each school



STUDENT:
● Application/application fee
● Meet with colleges that visit HHS
● Transcript Release Permission 

Form
● Student Evaluation & Activities 

Record (If counselor letter 
required)

● Add Colleges & update Naviance
● Request letters of 

recommendation
● Send SAT/ACT scores
● Complete Transcript Request

COUNSELOR:
● Write letter of recommendation if 

needed
● Submit initial transcript, counselor 

letter of recommendation, 
mid-year grades, and final 
transcript

● Support student through the 
process

Teamwork makes the dream work



How does everything get there?
Application, essays, 
application fee. 

SAT/ACT Scores

Transcript, letters of 
recommendation,  
mid-year grades, final 
transcript

Submitted by student

Requested by student and 
sent directly from testing 
agency

Requested by student and 
sent by counselor and 
teachers electronically 
through Naviance



Processing Timeline
There is a 15 school 
day processing 
timeline for transcript 
requests/letters of 
recommendation.

College Application Deadline Transcript Request Deadline

October 15, 2018 September 21, 2018

November 1, 2018 October 9, 2018

November 15, 2018 October 22, 2018

December 1, 2018 November 7, 2018

December 15, 2018 November 21, 2018

January 1, 2019 November 30, 2018

January 15, 2019 December 14, 2018

February 1, 2019 January 9, 2019



Shared Folder in Google Drive
The Counseling Dept has shared a folder with all students in Google Drive that 
provides many tools to aid in the college search and application process.



Financial Aid
● The Free Application for Federal Student 

Aid (FAFSA) opens on October 1st - visit 
fafsa.ed.gov to apply

● This is what will determine whether you 
qualify for $ from the federal gov’t (it will 
also link you to PHEAA which will 
determine what $ you qualify for from the 
state of PA)

● CSS/Financial Aid Profile - non-federal 
financial aid

● Each school has a deadline for when 
these must be completed



Scholarships & Grants
Most $ a student receives comes 
from the institution

Available in Naviance 
● Scholarship list
● Create a profile with SallieMae 

Scholarship platform



Opportunities for Help with College Apps
● College App/Common App Pizza Party
● Writing Center - get help with college essays - Wednesdays - 2:30-3:30 Library
● Student can schedule an individual meeting with their counselor (must 

complete a counselor appointment form)



● You can also come to the 
library on September 26th & 
27th for help with your College 
& Common Applications.

● Counselors will be available to 
answer questions and help you 
navigate the process.

College App & 
Common App 
Pizza Party



SAT @ HHS
● We will be offering the SAT at Haverford High School on Wednesday, October 

10th during the school day.
● Sign up using the link on the main high school website



Bus Trip to PACAC College Fair
● HHS will be offering a bus trip for a limited number of students to attend the 

Pennsylvania Association of College Admission Counselors (PACAC) Fall 
College Fair being held at Penn State Brandywine Campus

● The fair will take place on 9/27/18 from 6:30 - 8:00 pm.
● Bus departs at 5:45 pm.
● Over 150 colleges/universities will be in attendance.
● Students can sign-up to take the bus in Naviance.



FAFSA Completion
● We will be offering a FAFSA Completion Night on October 23rd with two 

sessions: 6:00pm - 7:00pm and 7:00pm - 8:00pm
● We will have a representative from PHEAA - Fran McKeown there to help 

navigate the process and answer questions
● A link to sign up was sent home electronically on Sept. 20th



We are here to help!  
Let’s work together.

-HHS Counselors 


