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Building the Foundation
The type and competitiveness of your academic program and the quality of work you do during your four years in high 
school will serve as your resume for college acceptance.  Your scholastic record, submitted to a college or university on 
your high school transcript, is considered the most important factor in determining your chances for admission.
 

In preparing for college admission, you should earn at least 16 Carnegie units (one full year academic course equals one 
unit) by graduation.  This means carrying a minimum of four academic courses (English, Math, Science, Social Studies, and 
World Language) each year of high school.  The stronger student, or the one seeking to take the most challenging program 
possible, should consider five or more each year.  Students should pursue those courses in which they have an interest in 
order to be  successful.  Discuss your academic options with your parents and your guidance counselor each year before 
making the final decision.

 The following is a brief outline of the number of years of study in each academic area that should be considered.  This is 
offered only as a guide.  Your interests, success in previous courses, and your future goals should determine the specific 
courses you take each year.
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* 16 academic units are the minimum requirement for entrance to New Jersey four-year public institutions

** students taking 18 - 20 academic units will make their academic record more competitive by exceeding the minimum standards 
required for high school graduation

Required for New Jersey 
High School Graduation

Minimum for College 
Entrance

Recommended

Language Arts - 4 4 4

Mathematics - 3 3 4

Science - 3 2 Laboratory 3 - 4

Social Studies - 3 2 - 3 4

World Language - 1 2 3 - 4

Academic Electives - 2 3 -

Total - 16 16 - 17 * 18 - 20 **



Preliminary Steps to Follow
1. Testing (Map out when you will take SATs and/or ACTs, as well as SAT IIs if needed.)
2. Develop a List of Colleges (1-2 Reach, 3-5 Target, 1-2 Safety)

a. Review Interest Inventory  in  Naviance
b. See criteria to consider -My game Plan & College Search in  Naviance
c. Do a scattergram, College Compare in Naviance
d. Request Info and Begin Visiting

3. Ask 2 teachers for letters of recommendation by the end of your junior year.  (Make the requests in person and once confirmed,  
equest them in Naviance.)

4. Complete the Student Self Description and Resume in Naviance.  Be sure to have your parents complete the Parent Brag 
Sheet. in  Naviance (Preferably by May 1st of your junior year). These forms will be used by your counselor to write your 
letter of recommendation.

5. If you will be using the Common Application log on to www.commonapp.org and set up an account. The email must be the 
same for both the Common Application and Naviance.

6. If you are planning to play Division I or Division II sports in college be sure to register online with the NCAA Initial-Eligibility 
Clearinghouse at http://eligibilitycenter.org and review all guidelines.

7. Begin working on your college application essay. For better or worse, the product you send provides the school’s first 
impression of you. Have your guidance counselor read it before you submit it.

 

http://www.commonapp.org
http://www.ncaaclearinghouse.net/
http://www.ncaaclearinghouse.net/


College Jargon
Early Decision Plan
 
To eliminate multiple applications, some colleges encourage students who are capable and have definitely decided on a specific 
college to apply at the end of the junior year or the beginning of their senior year to that particular college if they are certain to attend if 
admitted.
 

1. Early Decision plan is a student’s commitment to one college to the extent of agreeing not to make any other application unless 
he/she receives notification of rejection/deferral from that college.  Early decision candidates are notified by mid-December of 
the senior year.  A rejected/deferred student thus still has an opportunity to make application to other colleges.

2. Early Decision II is also a binding agreement but has a later deadline date than Early Decision I.  If you are not accepted to your 
Early Decision I school, then you may apply Early Decision II to your second choice.  Please remember that the same binding 
principles from EDI apply to EDII deadlines.

3. Early Action – Students who apply early are notified by December if they are accepted or rejected.  However, they may apply to 
other colleges and do not have to decide if they are accepting or rejecting the Early Action bid until the normal student reply 
date in May.
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Rolling Admissions
The name of the practice by some colleges of processing a candidate’s application as soon as it is completed and notifying the 
applicant of the decision very shortly thereafter.  The student, if accepted, usually has to make a deposit in order to hold his/her 
acceptance.

Wait List
A response to an applicant indicating that his/her application is acceptable, but the limit of accepted students has already been 
reached; wait listed students may be admitted after May 1st if space becomes available.  If you are put on a waiting list by a college or 
university and are later admitted by that institution, you may accept the offer and send a deposit.  However, you must immediately 
notify any other college or university where you previously indicated your intention to enroll.

Self Report
Due to the volume of applications received and in an effort to cut down on paper sent to admissions offices, some larger state schools 
are going paper free by having students self-report their academic record.  Rutgers was one of the first schools to employ this 
application process.  Universities that follow this procedure will not accept letters of recommendation or transcripts from the student of 
high school.  Students are accepted on the basis of their application, essay, self reported academic record and test scores.  Students 
will need a copy of their unofficial transcript to complete the self reported academic record.
 



College Admissions: The Decision Making Process
College admissions officers take into careful consideration the totality of the student, but give primary importance to his/her 
academic record.

The following areas of the student’s academic record and extracurricular activities receive careful consideration:

   1. Curriculum
· The scope, sequence, and level of difficulty of each course taken (regular, advanced, honors, AP).
· The relevance of the courses to the applicant’s intended undergraduate major.

      2. Academic Achievement
· Academic performance.
· Grading patterns over four years.
· Commended Students, National Merit Semi-Finalists, Finalists, and; scores on the SAT/SAT II/AP/ACT tests.

      3. Non-academic Considerations
· Recommendations:  1) teachers; 2) counselors; 3) outside employers; 4) coaches; etc.
· Self-Presentation:  1) personal essay; 2) personal attributes; 3) admissions interview.
· Activities:  1) in school; 2) in the community; 3) summer experiences; 4) leadership experiences; 5) special talents; and 6) 

volunteerism.
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4. College Interests

-  Admissions officers also consider the needs of their institution when they evaluate a candidate for admission.  

- Colleges want a diversified student body and, therefore, a student’s gender, geographical origin, and academic interests are 
among other considerations.

 



Testing for College Admissions
Colleges and university can use a wide variety of standardized testing in their evaluation of students.  Testing is only one 
part of the application and students should map out their “testing schedule” as early as possible. Students must make 
arrangements for their own test scores to be sent to the colleges of their choice.  We encourage you to review the list below 
to see which tests are appropriate for you to take.

SAT I
The SAT 1 reasoning test is a 3 hour and 45 minute test that measures critical reading, mathematical and writing skills.  The 
test is offered 7 times a year. Most colleges will accept the highest individual scores while others accept only the highest 
composite score.  Scores can range from 200- 800 in each section for a total possible score of 2400.

SAT II
SAT II tests are one hour subject tests which are given in many different subject areas. Tests are offered on the same test 
dates as the SAT I with the exception of the March test date. Language tests are generally offered only once a year so 
proper planning is essential. Most colleges do not require SAT II tests so check your list and see if you will need to take 
them.
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ACT
The ACT (American College Test) is offered 6 times a year.  It is a three hour multiple choice test in five subject areas: 
English, math, reading, science reasoning and a composite score that is an average of the other four sections.  The ACT 
test is a curriculum based test. Many schools will accept ACT or SAT but you will need to check with the individual colleges 
to double check.
 
ADVANCED PLACEMENT
AP Exams are given in May and should be taken with the corresponding AP course.  Scores range from 1-5 with 5 being 
the highest. Each college varies on the use and acceptance of AP scores. Please check each college individually for their 
criteria.
 
TOEFL
The Test of English as a Foreign Language is for non-native speakers who have only been in the United States a few years 
or who find the SAT I does not accurately reflect their abilities. The TOEFL is used to assess the ability to read college level 
text instead of the finer points of the English language.

TEST REGISTRATION
Students are responsible for registering for all tests.  Most tests allow for online registration through the appropriate website. 
AP exam registration is done through the Guidance Office in March. Announcements will be made and it will be posted on 
the Guidance Webpage. Our school code is 310999
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SENDING SCORES
Students are responsible for sending test scores directly from the testing agency. Students can either designate a recipient 
at the time of registration or they may release the scores after the scores have been reported.  Colleges will hold the scores 
if sent before an application.
 
EXTENDED TIME
All exams can be taken with extended time for those students who have a qualifying IEP or 504 plan. Very specific 
guidelines and deadline are provided by the testing agency.  See your guidance counselor or case manager to receive 
an application. We generally recommend that students who qualify apply for extended time by the spring of their freshman 
year as the application deadline for extended time on the PSAT generally occurs during the summer.  For the ACT, a 
student must register for the test before applying for accommodations.
 

https://www.ets.org/toefl/
https://www.act.org
https://www.collegeboard.org


Transcripts
In order for the Guidance Department to send transcripts, we must have a signed Grade 12 Records Release Form along with any 
Secondary School Reports or Counselor Recommendation forms included in the application (please check thoroughly for 
downloadable forms if you plan to apply online). It can take up to 15 working days for your transcript and supporting documents to be 
processed, so plan  accordingly.  Follow all the posted deadlines.

When You Are Ready to Apply  -  College Application & Transcript Request Procedures
 

1. Discuss the colleges to which you plan to apply with your counselor. (All seniors will be scheduled for a senior conference 
during the 1st marking period of senior year.)

2. Review your transcript for accuracy and fill out a Records Release Form.
3. Confirm with teachers that they are in the process of writing your letters of recommendation, inform them of your deadlines, and 

make sure you have made the request in Naviance (under My Colleges) Write each teacher a thank you note.
4. Fill out the FERPA form in Common App and list the colleges in which you are interested. 
5. Submit transcript requests through Naviance (under My Colleges).

Transcripts should be requested when you are ready to submit your application but no later than 3 weeks before the 
deadline (15 working days).
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6.       If you are using a Common Application, your transcripts and recommendations will be sent electronically. If you are not using a 
Common Application, or we cannot send information electronically, you must provide teachers with any evaluation forms and 
stamped addressed envelopes. You must also provide your counselor with any School Reports or Counselor Forms.

7. Watch deadlines: A deadline is not the day on which to send your application; therefore, it is essential that seniors get 
all materials to counselors a minimum of three weeks in advance (15 working days)

 

College Deadline Requests to Guidance College Deadline Requests to Guidance

October 15 October 1 December 15th November 30th

November 1st October 5th January 1st December 5th

November 15th October 24th January 15th January 4th

December 1st November 9th February 1st January 13th



Personal Statement/Essays
There are two primary reasons why essays are a common component of college applications:

● Colleges want to get to know you better. This is the most important reason colleges ask you to write essays. 
Colleges are interested in more than just numbers, such as grades and test scores. They want to find interesting and 
thoughtful human beings who will make positive contributions to their campuses. Admissions officers will never be 
able to get to know you as well as they would like. Good essays help admissions officers gain some insight into the 
real people and personalities behind the impersonal numbers. What makes you different from the other applicants 
with similar grades and scores? What kinds of experiences have changed you? What makes you tick? What are your 
passions and fears? Who are you?

● Colleges want to see how well you write. No one expects you to write like a published author but colleges do 
appreciate good writers. Great writing is a rare skill, and one that very few high school students possess. Most 
admissions officers will admit that they are truly impressed when they come across a student who has composed a 
very engaging and well-written essay. Gifted writers are almost always able to distinguish themselves among stacks 
of applicants. What you write is equally, if not more important, than how well you write. Choose a good topic, spend 
time polishing and editing, and remember that you are mainly trying to convey something about who you are. 
Colleges assume that your essay represents the finest writing you can do.

Continued on next page

 



Creating a great college personal statement requires much more than just “writing about yourself”. Here are some pointers to keep you 
focused as you work toward having a final product that is submission-ready.

1. Outstanding Content: a plainly-written college personal statement that conveys meaningful information will win over a 
highly-literary essay that doesn’t tell very much. Put aside your great rhetoric skills and write something personal and insightful.

2. Impeccable Organization: make an outline before you begin writing to ensure that your college personal statement has a logical 
path from one idea to the next.

3. Smooth Transitions: think of transitions as bridges between each paragraph.

4. Solid Conclusion: take the time to summarize what you most want the admissions officer to take away from your personal 
statement.

5. Error-free Presentation: if your college personal statement has technical errors in grammar, punctuation, and word choice, 
these will stand out to the admissions committee.
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Supplementary Materials - If you are considering "flooding" your application with additional information, be selective about
what you choose to submit if it is not specifically requested by the college. Some applicants may consider submitting 
additional material such as tapes, portfolios, writing samples, etc. If you are an athlete or a talented musician/artist, see the 
below section for you. Others should only submit additional materials if you are exceptionally talented in that area and 
expect to continue such work/activities in college. If you are questioning whether or not to submit additional materials, 
please see your counselor.

If you include additional letters of recommendation, make sure the writer illustrates some aspect of your life and personal 
characteristics that you consider important for the admissions committee to know. The person writing it must know you well. 
Before adding additional recommendations consider how it will benefit your application. Adding letters for the sake of adding 
letters will not provide any benefit.
 



Interviews
Some colleges require interviews, for others it is optional, and still others don’t want to meet you! Even if an interview is 
optional or required, either on campus or with an alumnus, it is rarely a “deal-breaker” in the admissions review. However, a 
good interview with an admissions officer or a good interview report from an alumni interviewer can help make your 
application more human and can make your application stand out from other comparable applications. It is also an 
opportunity for you to reinforce your interest in a particular school.

https://bigfuture.collegeboard.org/get-in/interviews/college-interviews-practice-questions-and-strategies


Learning Disabilities
Finding the right college is very important for every student. Finding the right match for a student with a learning disability is 
particularly important. It is critical that students with learning disabilities choose a post-secondary setting that will help that 
individual maximize his or her potential. This process of college search requires that you:

● Recognize your disability and be your own advocate
● Learn and know your personal strengths and weaknesses
● Understand the differences between high school and college
● Obtain as much information as possible from the colleges and universities offering programs for learning disabled students.

It is important to start the college search by looking at the same factors that all students consider. Size, geographic location, 
selection of majors, admissions requirements, cost, resources, athletics, and social activities are all important features of a 
college experience. We will encourage students with learning   disabilities to follow the same research and decision-making 
procedures that we suggest to all students.
 
Once these initial factors are considered and a list of potential colleges has been generated, it is time to ask questions of 
those colleges (here are some examples):

Continued on next page
 



● Is there a separate admissions process for LD students?
● What documentation is required? Are accommodation determinations based on the high school IEP recommendations?
● Is there a separate LD program?
● Are there selective criteria for admission to the LD program?
● Is there a separate fee for enhanced LD services?
● How many LD students do you serve?
● What is your retention rate for all freshmen? For LD students?
● What is your graduation rate for all students? For LD students?
● Does your institution offer remedial and/or developmental courses for credit towards graduation?
● Does your institution offer substitutions for foreign language or math courses? If so, what documentation is required? What is 

the process?
● Do you ever offer waivers? Under what circumstances?
● Do you have staff members trained in the area of learning disabilities?
● What is the LD counselor/student ratio?
● How long does a student wait to get in to see a counselor (a day, a week.)?
● How do you handle emergencies? Are there walk-in hours?
● How are testing accommodations handled? If I qualify to take my exams with extended time how much time can I have? Where 

do I take the test? What if my exam is in the evening and your office is closed? If I need a distraction free space will I always get 
it?
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● What services do you offer?
Tape recorders                            Alternative forms of testing
Notetakers                               Option to tape lectures
Extended time on exams            Reading machines
Typing services                   Computer availability
Distraction free space Calculator use during exams
Priority registration Study groups

● Do you offer tutoring? If so, is it offered by:
LD Specialist
Faculty Member
Graduate Assistant
Peer Tutor
Paraprofessional

● Are tutors trained to work with LD students?
● Is there a fee for tutoring?
● Do you offer career planning? Can graduates use career services?
● Does the academic adviser work in tandem with the LD specialist?
● Do you offer study skills and/or learning strategies courses? Are they offered for credit?
● What is the climate on your campus for LD students?
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● Do you expect the services that you are telling me about today to ALL be here in the Fall?
● Are there regular workshops for faculty members about working with LD students?
● How many complaints do you get from students about faculty or staff members in a year? How are they handled?
● Does your campus have an ADA/504 Compliance Officer?
● Have any lawsuits or OCR complaints been filed against your campus?
● Is there strong support from the faculty members and administration for this program?

 
 

For students with learning disabilities, the campus visit is a MUST! What a college says in their guidebook may not 
accurately reflect the availability and access to services.

 

http://www2.ed.gov/policy/landing.jhtml?src=go


Athletes
If you are a strong athlete who may be recruited by college coaches, you should talk with your Counselor and your coach 
about how to make colleges aware of your interest and expertise. You should also discuss with your coach at what level 
you might be competitive (DI, DII or DIII). If you might play at the Division I or II level, there are special regulations. This 
includes rules about how and when coaches may contact you, SAT and GPA requirements, and being approved by the 
NCAA Clearinghouse. If you think you might play Division I or II sports, talk to your coach and Counselor by the end of your 
junior year to discuss submitting NCAA Clearinghouse eligibility forms (see http://www.ncaaclearinghouse.net).

You may need to create an athletic resume and a video of your performance to submit directly to coaches. Contact coaches 
directly and early on to determine what you will need to do. See the Bibliography for resources for athletes.

 

http://www.ncaaclearinghouse.net
http://www.ncaaclearinghouse.net


Performing and Visual Arts
Check the guidelines of each college before submitting portfolios, videos or tapes/CDs. Some art/design schools or 
performing arts programs may require a portfolio, other supplementary materials or an audition. Plan ahead since 
performance videos and portfolios can take time to prepare. Remember that the admissions office is rarely qualified to 
assess your talent. If you are serious, contact the various departments directly to discuss what materials you should submit 
and to whom. If submitting directly to the department or program, be sure to follow up with them.

For those seniors who have created a significant amount of visual artwork, a portfolio of 15-20 slides is occasionally 
suggested. Work with your teacher to choose pieces to photograph/have photographed. It will take several weeks to have 
slides prepared so plan well in advance. Each slide should be numbered and labeled with your name and social security 
number. A list should accompany all slides identifying the medium, dimensions, a brief description and the title.

A brief statement describing your interests and experience in visual arts studies is usually appropriate, but if you have 
questions, contact your art teacher or the college to which you are applying. Many colleges with visual arts programs host 
“Portfolio Days” where you can get an early evaluation of your portfolio. See the website of participating schools at 
http://www.npda.org or contact schools directly to see if they have a similar event.

Continued on next page
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If you are a serious performer, contact the music or drama departments of schools in which you are interested early on to 
ask if they would like for you to submit a tape or come for an audition. A high quality video or CD is occasionally suggested. 
Make sure that a teacher or professional has reviewed any tapes or CDs before you send them. You will only hurt yourself if 
you submit substandard work.



Letters of Recommendation
Asking for a recommendation letter can be an intimidating task. Students might wonder how to ask their teachers, how many letters 
they will need or if they need different letters for different applications. Here are some tips:

● Read each of your college applications carefully. Schools often ask for letters of recommendation from an academic teacher — 
sometimes in a specific subject — or a school counselor or both.

● Identify the classes that you excelled in, or stepped outside the box, or the class where you grew the most as a student. It can 
be impressive to have a recommendation that praises your natural strengths, but a letter that details what steps you took to 
drastically improve in a course can truly stand out.

● Choose one of your teachers from junior year or a current teacher who has known you for a while. Colleges want a current 
perspective on you, so a teacher from several years ago isn't the best choice.

● Consider asking a teacher who also knows you outside the classroom. For example, a teacher who directed you in a play or a 
coach who has direct knowledge of your participation in a team or individual sport.

● Perhaps most important, pick someone who will be enthusiastic about writing the letter for you.
● If you’re unsure about asking someone in particular, politely ask if he or she feels comfortable recommending you. That’s a 

good way to avoid weak letters.

The emphasis here is that you should have a conversation with the person you are asking to write you a recommendation.

This conversation should take place in Spring of your junior year!


