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Manchester Valley High School 

College Planning Guide

For the Class of 2011

A guide to applying to colleges and trade schools.

Presented by the Manchester Valley School Counseling Office

CLASS OF 2011
Congratulations! You are a senior and the first graduating class of Manchester Valley. It has been a long and winding road to arrive where you now stand, but believe it or not, the real journey has only just begun. That’s right; the past eleven years of school have simply served as the foundation for what comes next: adulthood. You are poised to leap into the most interesting, frightening and exhilarating time of your life…..are you ready?

IS COLLEGE RIGHT FOR EVERYONE?

The short answer is no. But if you aren’t at least thinking about college, you are making a big mistake! Whatever your plans after high school, college should be on your mind, but not for reasons of status or prestige. College should be on your mind because higher education will allow you to pursue your dreams more completely, and with access to more resources, than any single pathway. No exceptions (at least that I’m aware of). Whether its art or automotive technology, math or machine technology, linguistics or landscaping, college can help you do it better. And, as anyone knows, if you learn to do something better you’ll be more competitive, make more money and be more successful than your competition. Interested? Then read on…..

College should never be about snobbery or exclusivity, though sometimes people find the idea of higher education elitist. That’s an unfortunate bias. College should really be about taking that one thing you love most, and learning everything you can about it. Who wouldn’t want to do that? What’s really exciting to me is that however you performed in high school, and whatever your grades have been, there is a school out there that would be happy to have you! If you believe that, and I hope you do, today can mark the start of your search for that school. It’s out there!

You have dozens of options when searching for colleges! There are a number of website search engines that allow you to identify specific criteria you hope to find in a school, and then have the computer do the work; Princeton Review and The College Board are two of the most polished websites, but there are many others. Consider talking to your parents, friends and relatives about their experiences in college; very often, that is where some of the most heartfelt information will come. Finally, schedule an appointment with your counselor; it’s a great place to get feedback, ideas, suggestions and information!

When you graduate from high school, you will have a fresh start, a new you. Don’t miss the chance to become the person you have dreamed about becoming, because with some hard work, dedication and a belief in yourself…..it will happen. The information in this packet will help you prepare for the college application process. It contains a combination of information, suggestions and actual forms that you will need to apply to community colleges, trade schools, four-year colleges and universities. You may not need all of what’s in this packet, so take what you need, learn what you can, and see your counselor with questions.

You’re a senior. The time is now. Get started!

Sincerely,

The Manchester Valley High School Counseling Department
Ms. Muskin, Ms. Owens, Ms. Reese

MVHS College Planning Guide

How to Apply to Four-Year Colleges
IMPORTANT: Complete steps 1-4 as soon as possible, even if you are still working on your college applications. These steps must be completed at least ten days prior to the date you plan to mail your application, should you need Letter(s) of Recommendation or Secondary School Report(s) completed by your counselor to accompany your college applications. Students and their parents are encouraged to schedule a college meeting with their counselor should they have any questions or concerns regarding this process.
STEP 1 Transcript
Complete Transcript Request Form and return to Mrs. Gwyn in counseling office. The first three transcripts are provided free, there is a $1 fee for any additional transcripts. Transcripts are the foundation of nearly all college applications. Simply put, they are a record of your classes and grades during high school. Students and parents may review an unofficial copy of transcripts upon request, but official transcripts are never given directly to students; they must be mailed directly between schools. Included with every transcript is a school profile, a document that includes information on Manchester Valley High School: it’s grading system, how students are ranked, how courses are leveled, a listing of AP course offerings, its scheduling structure, and graduation requirements.
Information on transcripts includes:

· The student’s name and address

· Manchester Valley High School’s address and phone number

· List of courses including course number, name and level (ie. Honors or AP)

· G.P.A. (grade point average)

· Class Rank (where a student ranks among other seniors) 

· SAT scores, if requested by the student

· School seal

· Counselor signature and date

STEP 2 Student Self-Assessment Form/Student Activity Summary or Resume 

This information may be used by your counselor if your college requires a counselor recommendation 
a) Answer the questions completely on the Student Self-Assessment Form (included in this packet).

b) Complete the Student Activity Summary on the back, or, attach a Resume.

STEP 3 Secondary School Reports

a) College applications usually include a page that must be completed by the counselor. It may be called the “Secondary School Report” or “Counselor Section”. It must be submitted to the Counseling Office with Steps 1 and 2 above.

b) If you are applying to college online, you must actually print the Secondary School Report or Counselor Section form and bring it to the Counseling Office to be completed and mailed.
c) Ten working days’ notice is required by the Counseling Office for a counselor’s Letter of Recommendation. Please pay attention to your college’s deadline as it is the student’s responsibility to meet the college’s deadlines.

IMPORTANT: Take your completed documentation from Steps 1, 2, and 3 to the Counseling

Office registrar (Mrs. Gwyn), before or after school, as soon as possible.

At least ten working days notice is required for a Letter of Recommendation – No Exceptions!!.

STEP 4 Guidelines for Writing Teacher Recommendations 

If your college applications include forms for teachers to complete, take the forms to an academic teacher of your choice from previous years or your current senior year.

a) Be certain to give the teachers as much time as possible to complete the letter of recommendation.

b) Give each teacher a copy of the Guidelines for Writing Teacher Recommendations.

c) Decide how the completed letter will be mailed, and, by whom.

-If the teacher sends the recommendation, you must give each teacher a stamped envelope addressed to the college.

-If you send the teacher recommendation with your application, it is your responsibility to pick up the form from the teacher.

d) Within a week of getting the recommendation, please write a thank you note to the teacher to express your appreciation.
STEP 5 ACT / SAT Scores
Four-year colleges require that you send ACT/SAT scores to them. Some colleges request that you take SAT Subject Tests for admissions or for placement.

a) Due to most colleges requiring your ACT/SAT scores being sent directly to them from the College Board, you will need to request your official scores directly from the College Board or the ACT. When you register for an ACT/SAT test, you may request that your scores be sent to up to four colleges of your choice at no additional

cost at the time of registration. This request can also be made at a later time for additional fees.

b) Determine if the colleges to which you are applying require SAT Subject Tests. If so, register now.

SAT Score Reports ACT Score Reports

866-756-7346 319-337-1313

www.collegeboard.com www.actstudent.org
STEP 6 Research Scholarship Opportunities

a) Local community scholarship applications are available to students throughout the school year. The Counseling Office publishes a scholarship newsletter that is updated every two weeks. Students can visit the School Counseling Office to get a copy or they can go online at: http://www.carrollk12.org/mvh/schoolcounseling/
IMPORTANT: Watch your deadlines!
Carroll County Public Schools

Transcript Request Form
Student Name:____________________________________________________________  Advisor:___________________________

Today’s date: ____________________________  Date of Graduation: _______________  Contact number:_____________________ 

The following items may be requested:

Transcript:  A transcript lists courses, final grades, courses in progress, current grades where applicable.  Includes GPA and class rank.
Test Scores:   SAT www.collegeboard.com  / ACT www.act.org 

 It is the responsibility of the student to determine if the College / University require that the scores come directly from the Testing Center.
	Name  / Address of College  / University
	Secondary School Report

(circle)
	Application Deadline
	Transcript
	Test Scores

(circle)
	DO NOT 

SEND SCORES

	1.


	YES

NO
	
	
	SAT

ACT
	

	2.


	YES

NO
	
	
	SAT

ACT
	

	3.


	YES

NO
	
	
	SAT

ACT
	


· Please allow 10 school days for processing.

· ATTACH Secondary School Request Report Forms if required by the College or University

· First Three Transcripts are Free of Charge.   $1.00 for each additional request.  $5.00 for CCPS Graduates / Withdrawn students.

                     I authorize the release of my records under the Family rights and Privacy Act of 1974 (Public Law 93-579)

Student Signature:  ____________________________________________________  Date: __________________________________

MVHS Counselor Recommendation Request Form
Student Name__________________________________________ Counselor Name_____ ___________
Counselors will mail the recommendations to each college listed.

Please provide a resume or activity list and the Student Self-Assessment Form (Step 2) with this request.











        *Counselor Use Only*

	College Name
	Priority?
	Common (yes/no?)
	Date Received
	Date Mailed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


“Priority?” Column asks that Priority Deadlines be disclosed (Early Decision use “ED”, Early Action

use “EA”, Regular Decision use “RD”, Priority use “P”)

“Common” Column asks that you disclose whether you will be using the Common Application for the

college listed.

______________________________________________ __________________

Student Signature Date
MVHS Student Self-Assessment Form

Student Name_________________________________________ Date__________________

Directions: Please answer the following questions. Your specific comments will not be sent to colleges but may be incorporated in your counselor’s recommendations, as appropriate.

1. List the colleges for which you need recommendations and why you want to attend each school. Please mention whether you have visited the school.
2. Identify the extracurricular activity (school-related, community, employment, etc.) that has been the most rewarding for you. Please explain.
3. Describe your strengths/attributes/skills/talents. Be accurate, not modest!
4. Identify areas that you would like to strengthen. Please explain.
5. List three adjectives that you would use to describe yourself?
6. If you could start high school again, what would you do differently? Please explain.
7. Identify and explain any circumstances (personal or family) that have impacted, positively or negatively, your academic performance or your extracurricular involvement in high school.
8. What is your intended college major/program of study and what is your career goal?
9. Describe anything about yourself that is special and might set you apart from other applicants.
10. Is there anything else you would like the college to know? Please explain.

Student Activity Summary/Resume
Student Name______________________________________________ Class of ___________
Instructions: List below the major activities in which you have participated while in

high school. Also list your church and community activities and work experience

(summer/part-time). Please print or type. If you prefer, you may attach a copy of your

resume instead of completing this form.
-SAMPLE -

Activity 



Your Part in Activity 


           Grades

Student Government 


Secretary 





12

Clubs (names) 


Member 





9, 10

Publications 



School paper, Editor 




11

Musical/Drama Productions 

Lead 






11, 12

Athletics 



Varsity team (sport) 




11, 12

Special Committees 


Junior/Senior Prom 




11

SCHOOL ACTIVITIES/ ATHLETICS
1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

5. __________________________________________________________________

6. __________________________________________________________________

COMMUNITY & CHURCH ACTIVITIES
1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

WORK EXPERIENCE
1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

Teacher Recommendations

Complete this information and deliver it to the teacher. The earlier this information is requested, the sooner he/she will write your recommendation.

Your Name________________________________ Today’s Date______________

The name(s) and address(es) of the college(s) you plan to attend.

Exact name of College_____________________________________
College mailing address____________________________________

Deadline for admissions___________________________
Exact name of College_____________________________________
College mailing address____________________________________

Deadline for admissions___________________________
Exact name of College_____________________________________
College mailing address____________________________________

Deadline for admissions___________________________
Exact name(s) of Scholarship(s) with deadline(s)

Exact name of Scholarship____________________________________
Deadline ___________________________
Exact name of Scholarship____________________________________
Deadline ___________________________
Exact name of Scholarship____________________________________
Deadline ___________________________
This/these letter(s) is/are for: ⁭Acceptance into college 
⁭Scholarship

Attention Teacher: If you need information on writing recommendations, please see the back of this page.

Guidelines for Writing Teacher Recommendations

Teachers: Thank you for your help in completing an assessment for the student who has asked you for a recommendation.

1. If the student wants you to send the recommendation, the student knows that it is his/her responsibility to provide you with a stamped envelope addressed to the college.
2. If the student wants to send your recommendation with the application, it is his/her responsibility to pick up the form from you. It is suggested that you enclose your recommendation in a sealed school envelope with the student’s name on the front and your signature on the back across the sealed part of the envelope flap.
3. Many colleges provide a standard form for recommendations. If you prefer to write a letter, please use letterhead stationery. It is recommended that you keep a copy to use for future recommendations that the student requests.
If you write a letter, here is a suggested procedure:
Paragraph 1: Introduce yourself and explain your relationship to the student. The

information about yourself should pertain to the student’s activities with you.

Example: I have had the pleasure of knowing Mary Jones as a student in two

different English courses, and ____.
Paragraph 2: You should highlight the student’s accomplishments in your classroom

and the skills the student has developed. Limit your involvement to a teacher’s insights,

and do not mention the importance of the course: rather focus on the student’s

development. When possible, cite specific incidents in which he or she has shown

evidence of the skills and growth to which you refer.

Example: As a leader in class discussions, Mary has made provocative and

insightful comments that have enabled other students to understand the subject

matter.
Paragraph 3: If you can discuss the student in the larger context of the school or local

community because you have had first-hand knowledge through observation, this is the

place to do it.

Example: Although I’ve never been directly involved in one of Mary’s activities,

I’ve had the occasion to witness her enthusiasm during school events sponsored

by her group. I am impressed with her vitality and willingness to participate in

extracurricular projects.
(The above is adapted from “A Survival Guide for the Secondary School Counselor”)

