
The Application Process 
  

Students are responsible for their application:  Securing the application, meeting 
deadlines, and following up to ensure everything was received by each college/ 
university.  
 

How do I Get an Application? 
SCHOOL-SPECIFIC APPLICATIONS:  Most colleges are now paperless and require (or at least 
strongly prefer) that you complete your applications online. These applications are available on each 
school’s admission website. Most schools will allow you to return to your application at a later time. Even 
if you are not quite ready to hit “submit,” start early and familiarize yourself with each school’s 
requirements. 
  

COMMON APPLICATION: The Common Application (Common App) is accepted by over 700 
colleges. Visit www.commonapp.org to see if your schools accept this application!  If you are applying to 
two or more colleges that accept the Common App, we recommend this option to save you time.  You 
complete the application form once and can submit it to multiple colleges/ universities. You will create an 
online account and use the website to develop your college list, complete, and submit your applications. If 
you are using the Common Application, see the Common Application page on the website for more. 
Information.  Students MUST turn in a Transcript Release Form! 
  

 

I have completed my School-Specific Application… Now What? 
Review each college’s website to determine what additional information/ forms are required to 
complete your application. Use the following as a guide. 
  

  
1.  Turn in your Transcript Release Form (Located in Guidance). This is required of every 
student before we can release a transcript. 
  

 2.     Request your high school transcripts for non-Common Application schools. Every 
college will require an official copy of your KHS transcripts before they will review your 
application for admission. 

●  Log in to your Naviance Family Connection account (http://connection.naviance.com/kirkwood). 
●  Select the “Colleges” tab. 
●  Click on “Colleges I’m Applying To”. 
●  On the left hand column, select “Transcripts” under the Resources category. 
●  Select “Request Transcripts for my College Applications”. 
●  Add transcript requests to schools on your pre-existing list of colleges under “Current 

Applications” or add new schools to the list under “New Applications”. 
 
Important Note: When you submit a request, your transcripts are not automatically sent to              
your college/ university. It must be uploaded/ processed by your college counselor. We ask              
that you request your transcripts at least two weeks prior to your deadline to allow our office                 
enough time to prepare everything in a timely manner.  

http://www.commonapp.org/
http://www.commonapp.org/


  

3. Send your standardized test scores 
●  Many schools (including Mizzou and Saint Louis University) now only accept ACT/ 

SAT scores directly from the testing agency. You may have these sent by listing your 
colleges of choice when you register for the exam. You may also send them after the 
fact by logging back into your ACT student (www.actstudent.org) or College Board 
(www.collegeboard.com) account. There is a fee associated with the second option. 

●  If your college/ university still accepts test scores from the high school transcript, we will 
send your complete testing record along with your transcript. You may request that we 
do so by checking the “include unofficial SAT/ ACT scores” box for each college/ 
university. 

● SAT Subject Tests. Some highly selective colleges require these exams in addition to 
the ACT and or SAT. Familiarize yourself with each school’s testing policy. Keep in mind 
that the ACT with writing can sometimes be used as a substitute for subject tests! 

● Request teacher recommendations (if required).  While some colleges do not require 
teacher recommendations, it is important to plan ahead and check each school’s 
application requirements. Junior year teachers are great references, as they have 
worked with you recently, and for an entire year. Make sure to ask core academic 
teachers, unless you are pursuing a major or a program that requires letters from a 
specific subject  area (for example, ask an art teacher if you are applying to an art 
program or school of art and design).  

● Complete your Counselor Questionnaire (if required). If your schools require a 
Secondary School Report or Counselor Recommendation, you will need to request this 
from your college counselor. One of the first steps will be completing the Counselor 
Questionnaire (Located in Guidance). Please return this to your college counselor at 
least two weeks prior to your deadline. If the school provides a specific counselor form, 
be sure to turn this in as well!! 

● Develop your essay (if required). 
● Create a resume of activities/ honors (if required).  

 

  

 

Important Notes: 
● Teachers receive numerous requests for recommendations each fall. Therefore it is 

extremely important that you provide your teachers with 2-3 weeks notice before your 
deadlines. 

● It is your responsibility to track the progress of these letters with your teachers! 
● If there is a specific teacher recommendation form required by the college, make sure 

you give this to your teacher as well. 
● Provide your teacher with a copy of your resume so that they can refer to your 

accomplishments beyond the classroom as well. 
  
  
 

http://www.actstudent.org/
http://www.collegeboard.com/

