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The College Application Process

The Student’s Responsibilities:
❏ Common Application: Create a Common Application account (commonapp.org) and add at least one
college to your “My Colleges” list. If applying to a Common Application school, follow the directions on
their website for payment and complete any college specific supplements.
❏ Match Common App to Naviance: Match your Common Application to Naviance and sign the FERPA
release (see instructions below).
❏ Other Application Types: If a college is not a Common App school, complete and submit your
application according to each school’s specific instructions and payment method (see college website).
❏ Essays: Have your essay(s) and short answers/supplemental questions critiqued by an adult (teacher,
parent, etc.) before submitting them. Students should share their essays with their counselor.
❏ Transcript Request Form (TRF): This form needs to be filled out completely (up to four colleges per
form) in order for the Counseling Department to send your transcript and supporting documents to
colleges. Make sure the colleges are already on your “My Colleges” list if applying through Common
App and your account is matched to Naviance.
❏ These forms must be submitted at least 30 days prior to a college’s application deadline to
ensure documents are submitted in a timely manner.
❏ SAT/ACT Scores: If your colleges require OFFICIAL test scores, send them directly from SAT/ACT
online (collegeboard.org or act.org).
❏ It usually takes 2-3 weeks for your scores to arrive at the college. The Counseling Department
does NOT send standardized test scores to any college.
❏ Early Decision (ED) and Early Action (EA): PLEASE read ED and EA requirements carefully to be
sure you fully understand the specific requirements of each college. Colleges require that an ED
contract be signed by student, parent, and counselor. (To do this, see instructions below).
❏ Teacher Recommendations: Check each college to see how many letters they will accept. We
recommend asking two core academic subject teachers. Once a teacher has agreed to write a letter of
recommendation for you, indicate their name on each transcript request you submit so we know which
letter to send. Teacher recs will be submitted electronically through Naviance once requested by the
student via Naviance (see instructions below).

The Counseling Department’s Responsibilities:
❏ Letter of Recommendation: Counselors will write a college letter of recommendation for each senior
with whom they work.
❏ School Documents: Counselors will send the student’s Official Transcript, letter of recommendation,
Secondary School Report Form, and DHS School Profile for each college requested.
❏ These supporting documents are submitted via Naviance. (*Note: For non-Common App
schools, students should indicate the type of application on their TRF.)

**Usable Copy Available to Seniors in 12th Grade Seminar Google Classroom**

COMMON APPLICATION QUESTIONS - Class of 2022

Current School:

Address

Phone/FAX
Public/Private
CEEB Code
Date of Entry
Graduation date

Darien High School
80 High School Lane
Darien, CT 06820-3399 USA
203-655-3981 Phone / 203-655-3864 Fax
Public
070145
8/2018 (if you spent all 4 years at DHS)
6/2022

Counselors:

Ms. Ann Branca
Ms. Sarah Burzin
Ms. Meghan Emanuelson
Mrs. Joan Flaherty
Mrs. Lisa Messineo
Mr. Marc Power
Ms. Kaitlin Stanton
Mr. Peter Trombley
Ms. Deb Webb-Maloney

abranca@darineps.org
sburzin@darienps.org
memanuelson@darienps.org
jflaherty@darienps.org
lmessineo@darienps.org
mpower@darienps.org
kstanton@darienps.org
ptrombley@darienps.org
dwebb-maloney@darienps.org

Grades:

Graduation Class Size
GPA Scale
GPA Weighting
Scheduling system
Class Rank
Course Credit

358
4.0
Weighted
Semester
DHS does not rank
1.0 full year, 0.5 half year

203-655-3981 ext. 2330
203-655-3981 ext. 2498
203-655-3981 ext. 2306
203-655-3981 ext. 2241
203-655-3981 ext. 2288
203-655-3981 ext. 2220
203-655-3981 ext. 2347
203-655-3981 ext. 2370
203-655-3981 ext. 2290

EARLY DECISION INSTRUCTIONS
Applying to a college under an Early Decision Agreement is a binding contract. If the school accepts you, you must attend. You must acknowledge
that you understand this by signing an Early Decision Agreement. Your parents and school counselor must also sign the document. Based on the
type of application you are using, please follow the instructions below.
Common Application

US Mail (paper) Schools,
and other electronic
applications

➢ Go on to your Common Application Account and choose the “My Colleges” tab.
➢ On the left, click on the school you are applying to ED. Choose “Questions” and then “Preferred Admission
Plan”, and select Early Decision.
➢ Scroll down to the agreement, read it, check yes, and then sign.
➢ Go to the bottom of the page under “Recommenders and FERPA”. Invite your parents to sign the agreement
form by adding their email address and assigning them.
○ Their email notification to sign may arrive in spam folders.
➢ Make sure to inform your Counselor of your decision to apply ED as they will need to sign the ED agreement
form as well.
Find the ED agreement on their website and complete it per the school’s instructions. It will likely also require a
parent and school counselor signature.

TEACHER RECOMMENDATION INSTRUCTIONS
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Create a Common App account and add each school to “my colleges”
Match your Common App account with Naviance (see instructions below)
Speak to your teacher confirming their willingness to write a letter of recommendation for you.
Complete any requirements set by the teacher to assist them in the letter writing.
Complete the Transcript Request Form to have your colleges listed in Naviance.
Log into Naviance and select the Colleges tab on top.
Select “Letters of Recommendation” and click on “add Request” under teacher recommendations.
Under “Add new request”, select the teacher from drop down list; click the college(s) you want to send those letters to; click “save”
Make sure to follow up with teachers; let them know you are applying. Share the results when you receive them.
A written thank you would be greatly appreciated!!!

Directions to Match Naviance with Common App
**Students need to complete this process one time only**
Common Application Account Matching
1. Create a Common Application account at www.commonapp.org
2. Add Darien High School to the Education portion of the common application
3. Add at least one college to your “My Colleges” list
4. Complete the FERPA Release Authorization under recommenders and FERPA
5. In Naviance, click on the ‘colleges’ tab, click ‘colleges I’m applying to’
6. Click ‘Match Accounts’ and a new tab asking you to log into your Common Application account
will appear
7. After logging in, read the agreement, check ‘I agree’, and click ‘Connect’. A new window will
pop up confirming that you have matched your accounts.
8. If you have any questions or problems in the process, please see your counselor

Common Application FERPA Tutorial:

Matching Naviance Tutorial:

You should now be matched in Naviance!

