




Responsibility Guidelines for Private College and/or Common Application

Individual Responsibilities/The students will:

● Be responsible for all deadlines and specific requirements of each individual college

● Tell counselor, teacher(s), and Ignaitis/Yeager if deadline is different from what is listed on

Naviance

● Add all colleges to your “Colleges I’m Applying To” list on Naviance

● Add all colleges to your Common Application (if applicable)

● Sign and submit the electronic FERPA Waiver on Common Application (if applicable)

NOTE: If you do not waive your rights, some teachers and your counselor will not write your
Letter of Recommendation/Counselor Letter

● Link Common Application to your Naviance account (if applicable)
● Sign and submit the electronic Common Application Early Decision agreement (if applicable)

● Provide self-addressed stamped envelopes and any specific forms for your teacher’s letters of

recommendation (LOR) and your counselor’s School Report if college does not accept

documents electronically

● Submit official test scores reported on applications directly from the test agency if required

The Counseling Department will:

● Process application documents by the due date if an official request was submitted on time.

Counselors documents are INDEPENDENT of the student's application.

○ Documents include initial transcripts, high school profile, SR letter of recommendation,

and all other required school forms

Teacher Letter(s) of Recommendation (LOR)

● If a teacher agrees to write a LOR, students will complete Teacher LOR Survey on Naviance,and

THEN IN THE FALL the student to officially request their LOR on Naviance with their counselor

when they submit their SR/LOR Form

● LOR written by a person outside of Sequoia goes through the mail, the Common Application, or

a college link (they do not go through Naviance).

● Teachers will only submit their LOR after students complete the above steps. Teachers send

their LOR independently of a student’s application on the due date in Naviance.

Midyear Report (MYR)—Midyear Grades

● Common Application schools’ MYR are sent automatically

● The student must email counselor directly for non Common Application private colleges

● The student is responsible to contact his/her counselor and report any changes or information
needed to update his/her application

Final Transcript
● Students will request their final transcript through the Mandatory Senior Exit Survey in May on

Naviance. They will be sent as soon as possible after graduation.

*PLEASE REMEMBER: The student’s application is sent INDEPENDENTLY from the school documents!

If you are worried, send a polite reminder a few days before the due date to your teachers/counselor.



Sending Test Scores and Transcripts to the Different Types of Colleges
(Subject to Change)

CSU UC Common
Application (CA) or
Private College that
Requires School
Report

Out of State of
Public College (non
CA)

ACT/ SAT* Not required Not required Send to each
individual college if
needed

Send to each
individual college if
needed

Initial
Transcript
(9-11th) Sixth
Semester

Do not send
when applying

Do not send
when applying

Will be sent
by counselor with
School Report

**REQUEST on
Naviance.
Questions go to
Counseling

Midyear
Transcript
Seventh
Semester

IF requested
by college,
request on
Naviance

RARELY
REQUESTED
See Ignaitis

No Action Needed
Sent automatically by
your counselor by
Feb 1st

**REQUEST on
Naviance.
Questions go to
Counseling

IB/AP Scores Do not send
with
application

Do not send
with
application

Do not send with
application

Follow instructions
from specific college

Final
Transcript

Send only to school attending through Senior Exit Survey

* If reporting ACT/SAT, check if college allows Self-Reporting until admitted.

**There is a five school day turn around on each transcript request!



Things to Do On Your Own This School Year to Prepare for College

1. Make-Up D/Fs as soon as possible – DON’T WAIT
It is important to have the highest GPA possible before the start of your senior year.  Cal Grants are great
financial aid source for students going to all types of schools after high school.  A family of four with an income
of around $125K can receive tuition for four years with a 3.0 GPA.  Students can also get Cal Grants with at
least a 2.0 GPA but the grant and family income requirements are lower amounts.  See your counselor for more
specific information.

2. Apply to Enrichment Programs During the Summer
Summer programs are an added benefit to your college application if possible.
There are ones that are free or have a very low cost and some are quite expensive.   DEADLINES are
approaching so start researching NOW!

3. Plan Out Standardized Testing and then Sign Up for ACT/SAT
Decide if you need to take an exam. You must sign up on their sites www.collegeboard.org and www.act.org
IF YOU NEED HELP, come to College & Career Center BEFORE the DEADLINE.

4. Add “Colleges I Am Thinking About” on Naviance
After completing your college search on Naviance, add the colleges you are thinking about on to your account
under the “Colleges I am thinking about”.
It is important to look at the individual websites of these colleges to find out their requirements including:
How many letters of recommendations do they require? What standardized exams do they require?
What are the AVERAGE and minimum GPA and Course Work required? Can I afford this school? Are there
scholarships I will qualify for? Do I have to write essays for the application?

5. Look at Scholarships on Naviance
Even though there are not a lot of scholarships for juniors it is important to look at what will be available to you
next year.  Look at the requirements they are asking for- are you that type student? Can you do something to
qualify for next yr?  Under “Colleges” tab

6. Visit Colleges
It is time to really start thinking about what type of college you are interested in attending.  If you can’t travel far,
visit local colleges – SF, EB or SJ State, UC Berkeley, U of SF, Menlo College, St Mary’s in Moraga to name a
few.

7. Make a College List
Figure out your “filters” – size, location, etc.  Look at your six semester grades/GPA and test
scores to see if you fit into a college’s averages and come up with a list of schools you would
love to attend if admitted.

8. Make Sure You Read Naviance Weekly Newsletter Email
Naviance is how you will receive updated information about the college process including datelines and
upcoming events.  It is your responsibility to check your email and read Ignaitis/Yeager’s Weekly Email.  The
more organized you are this year will help you out TREMENDOUSLY as a senior next school year.
If you do not receive emails from me, email me AFTER Checking Your SPAM

9. Letters of Recommendation
March and April is time to ask your current teachers for a LOR
Find out if your teacher has any special deadlines. After a teacher agrees to write LOR, you need to complete
LOR Teacher Survey.  Official Request on Naviance will be done in Fall after completing Require Activities.

http://www.collegeboard.org
http://www.act.org
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