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HORACE MANN SCHOOL  
COLLEGE COUNSELING OFFICE 

 

 
Dear Student: 

 

In its purest form, the college search and admissions process is one of excitement, possibility and self-

discovery for a student. Through the assessment of one’s own traits, needs, skills, and interests, a young 

person has the opportunity to identify institutions and opportunities that not only match these traits, but 

also assist them in attaining future goals. 

 

The Horace Mann College Counseling Office will advise students and provide them with the tools 

necessary to conduct a thorough college search. Students are empowered to take ownership of their 

process through individual meetings with their counselor, grade meetings, college visits, and other 

programming. Students are enabled and encouraged to create a well-balanced list of colleges and 

universities that offers suitable matches and to assemble a compelling application that accurately conveys 

their character, values, academic interests, impact within the community, personality and strengths. Built 

in timelines help ensure each student has the ability to achieve the necessary goals along the way. 

 

The primary role of the Horace Mann College Counseling Staff is to counsel, advocate, educate, and 

support Horace Mann students to the best of their ability. The individuals in the College Counseling 

Office are professionals dedicated to helping students achieve their aspirations of attaining a college 

education.  It is certainly daunting that there are over 4,000 institutions of higher learning in this country 

from which you will choose a handful for application and from which you will ultimately choose one for 

matriculation. Read through this handbook and keep it handy. You will refer to it often, because it 

provides both a general overview of the process and a number of important details and deadlines. 

Familiarity with this handbook and the process will bring you less stress, more control, and more success 

in the college admission process.  

 

Communication is of utmost importance. The collaboration between counselor/student, parent/student, 

and counselor/parent is crucial to a smooth college search and application process. These partnerships 

create the foundation for the successful participation in and completion of the application process. Honest 

and open lines of communication are essential and the college counseling staff welcomes and expects 

such cooperation.  

 

You are in control of the process. Two of the three steps are in your hands. You will select which 

colleges to apply to and ultimately decide which college to attend. Though you will get input from 

parents, advisors, teachers, friends, relatives, and admissions officers, remember that the person going to 

college is you. Make decisions that feel right and make sense to you. And since this is your process, you 

must also assume responsibility for your applications and for your college research. 

 

Keep an open mind. Do not dismiss a college because you have not heard of it. Consider all your options 

and do not jump to conclusions based on any single source of information. Be an informed student and do 

research. Give the colleges a chance before eliminating them as options. 
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Do your research. Do not rely solely on rankings or the opinion of one person who loves or hates a 

school. Read the guidebooks and materials that are sent to you by the colleges. Visit colleges and pay 

attention to your instincts. Attend local events such as college fairs or receptions. Talk to current 

undergraduates and members of the college’s community. There is no magic formula to determine the 

right school for you. Go beyond the obvious. At first glance, many colleges may sound similar but look 

closely at the personality and culture of each institution to determine if it is a fit for you.  

 

Focus on your goals and wishes. Remember that this process is about you. What may be appropriate for 

your friends may not be right for you and vice versa. Stay focused on what is right for you. When learning 

about a college, be sure that it fits your goals academically, socially, and financially. College is not a prize 

to be won but rather a match to be made. 

 

Initiate the conversation with your parents or guardians about the college process. Keep your parents 

and guardians updated on where you are in the process. Also, remember to communicate with them about 

how you want to conduct, approach, and organize the process. It is best to establish everyone’s role in 

your process. 

 

Always Be Yourself 

 

Self-assessment is the critical first step in learning about whether or not a particular school is going to be 

right for you. All too often, people start the search process focused on the importance of gaining 

acceptance to a specific school rather than on the important questions that need to be asked. Reflect on 

your values, expectations, and interests and search for schools that match such criteria. Remember you are 

not going to change for a college, but rather find a college that allows you to thrive and be the best student 

you can be. 

 

Through one-on-one sessions with your counselor and class meetings, each student is able to focus on his 

or her own goals and strengths. These meetings will include discussions about the student’s interests, 

academic progress, community involvement, impact in the community, and standardized testing, etc. 

Since a successful college search must include a degree of self-awareness on the student’s part, students 

are asked to engage in activities that help to gain a greater understanding of personal interests and 

preferences; these activities (meetings, worksheets, college surveys, questionnaires, and interest 

assessments) will also help a student measure the personal significance of community, relationships, 

learning styles and more, and the role these concepts play in the college search. 

 

No handbook can begin to answer all the questions you will have, but reading this handbook carefully and 

following the recommended procedures, you'll waste less time on the details and have more time for the 

larger questions facing you throughout the college admission process.   

 

Enjoy the journey!  

 

 

Sincerely, 

 

Canh Oxelson, Director of College Counseling 

 

Amber N. Long, Associate Director of College Counseling 

Elizabeth Pili, Associate Director of College Counseling 

Christopher Farmer, Associate Director of College Counseling 

Toni Miranda, Associate Director of College Counseling 
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GETTING ORGANIZED 
 

You will soon discover that applying to colleges can be time-consuming and complicated (and 

expensive as well—most applications are now $50 to $90). The process requires trips to the post 

office, hours of research, hours of talking (to your college counselor, admissions officers, 

alumni, coaches, friends, teachers, and parents), and a great deal of thought. To be done properly 

and with the least amount of anxiety, it also requires organization.  

 

We suggest that each student/family devote a large binder or folder on your computer for the 

college search and application process. Naviance will centralize information and help keep your 

research streamlined.  Also keep this handbook close by! You will want to refer to it often. 

Although your binder or computer folder will not be very full at first, save room for the 

following items, most of which you will be adding throughout the summer and fall.  

  

 Notes on the various colleges you are considering.  

 A list of colleges you are researching 

 A record of tests you have taken, when you took them, & the colleges you sent them to. 

 Keep information about usernames, passwords, and online accounts for colleges, testing, 

in a safe place 

 A schedule of interview appointments.  

 A record of which teachers you have asked to write recommendations and when you gave 

them the forms and stamped envelopes. 

 Copies of the applications, accompanying essays, and supplements you have completed 

and submitted to the colleges. This will save you hours of work in the event your 

application is lost in the mail or misplaced among thousands in the admissions office. It 

does happen!  

 A calendar of deadlines that combines the college process, your school assignments, and 

extracurricular activities. 

 Keep all communication that indicates your application has been received by the 

colleges. 

 Be sure to back up all your essay drafts and short answers for your applications. 

 

Each college requires a student to put together a comprehensive application that is usually 15-25 

pages in length. Therefore, it is imperative that you figure out a system of organization that 

works for you. Create an organizational plan that makes sense to you. If you need help, talk to 

your college counselor about different strategies. 
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COLLEGE APPLICATION CHECKLIST AND TIMETABLE 
 

Below is a checklist and timetable to help you keep on schedule. If you keep pace with this 

checklist, you will not fall behind and you will not find yourself in a panic at any time during the 

college search and application process. As you complete each task, simply place a check by the 

bullet point, and you will know that the task has been completed. 

 

Standard practice throughout Junior and Senior year: 

 

Be sure to make all college counseling class meetings with your college counselors (and all other 

scheduled appointments) throughout the junior and senior years. Pay attention to your calendar. 

If you are unable to make a meeting, please notify your counselor and reschedule. 

 

JUNIOR YEAR: 

 

December: 

 

 Be sure to keep your focus on your studies. Stay out of trouble. 

 A few of you may choose to take the January SAT. Please remember to register for the 

January exam a full month before the test date. 

 

January: 

 

 Be sure to keep your focus on your studies. Stay out of trouble. 

 Be sure to attend the Parent and Student College Meeting normally held during the 

second week of the month. Check the HM Calendar. 

 If you have registered to take an SAT exam, be sure to arrive at the test site early, bring 

lots of sharpened #2 pencils, a calculator (if required), your registration certificate and 

photo id. Do the best you can do on the test(s). 

 If you are taking the February ACT test, please be sure to register a month in advance. 

 Consider your extra-curricular activities and where you might have the greatest potential 

for leadership (this does not necessarily mean that you would have to hold a title) and 

decide where you wish to place your greatest emphasis throughout the remainder of the 

year. 

 Start considering your summer plans and begin researching the opportunities. 

 

February: 

 

 Be sure to keep your focus on your studies. Stay out of trouble. 

 If you plan on taking a March SAT exam, please remember to register a full month in 

advance. 

 Book your first meeting with your college counselor. Follow the instructions in the 

Booking an Appointment section of the handbook. 
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 Before your first meeting, be sure to complete the Preliminary Worksheet and the College 

Preference Survey. Give each your full attention. Both must be completed before the 

meeting begins. 

 Make sure to keep your appointment with your college counselor. If you are going to 

miss the meeting, please notify your counselor as far in advance as possible. 

 During your first meeting, your college counselor will give you your Naviance 

registration code. Please register in accordance with the instructions in the handbook. 

 Time permitting you might want to spend a few moments discussing your summer plans 

with your counselor. 

 After your first meeting, book a second meeting if your counselors have agreed to open 

the book for second meetings. 

 You might wish to use the Presidents’ Weekend to visit a couple of colleges. Seeing 

colleges and universities in the local area is most practical for such a short weekend. 

 

March: 

 

 Be sure to keep your focus on your studies. Stay out of trouble. 

 If you have not already done so, book your second meeting with your college counselor. 

 Make arrangements to visit colleges over spring break in accordance with the guidelines 

established in the handbook. Visit a variety of universities and colleges. Do not try to see 

more than two schools in a day. 

 After you visit, be sure to take the time to record some notes on what you have seen and 

heard. 

 Upon your return from your visits, write a thank you note to anyone with whom you had 

an extended conversation during your visit. 

 Please remember to register for May SAT exams, if you plan to take them. Spaces for the 

May test date fill up quickly. 

 If you are planning on taking the April ACT, please register a month in advance. 

 If you registered for a March SAT exam, be sure to arrive at the test site early, bring lots 

of sharpened #2 pencils, a calculator (if required), and your registration certificate and 

photo ID. Do the best you can do on the test. 

 Try to firm up summer plans by the end of spring break. 

 

April: 

 

 Be sure to keep your focus on your studies. Stay out of trouble. 

 Remind your parents to complete and submit their Parent Questionnaire to your 

counselor.  This document will play a key role in your counselor’s letter of 

recommendation. 

 Your parents should email or call your college counselor for a meeting.  The Parent 

Questionnaire must be submitted before scheduling this meeting. 

 Attend the Parent and Student College Meeting normally held during the third week of 

the month. Check the HM Calendar. 
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 Attend the College Case Studies Program normally held during the fourth week of the 

month. Check the HM Calendar. 

 If you have not already done so, attend your second meeting with your college counselor 

and book your third meeting. Be sure to discuss your college visits with your counselor. 

 Discuss your senior curriculum with your counselor and prepare to register for classes. 

 If you have not already done so, be sure to firm up your summer plans. 

 If you are planning on taking an SAT exam in June, you might wish to register for the 

test now. Again, space is limited for this test. 

 

May: 

 

 Be sure to keep your focus on your studies. Stay out of trouble. 

 Take your AP exams. 

 Discuss your senior curriculum with your counselor (if you have not already done so) and 

register for classes. 

 Take the SAT if you have registered for one. 

 If you are planning on taking the June ACT, please register a month in advance. 

 Keep meeting with your counselor. One meeting every three to five weeks will keep you 

on track. 

 Final exams begin. Do as well as you can. Be the best student you can be! 

 By the end of the month, make sure that you have a good working college list from your 

college counselor. Your thoughts may change over the summer, but you will want to 

begin the summer with a basic idea of which schools you should continue to research 

over the summer. 

 

June: 

 

 Be sure to keep your focus on your studies through finals. Stay out of trouble. 

 Complete and submit your Yearend Worksheet to your counselor. Please be thoughtful 

and thorough. This document will play a key role in your counselor’s letter of 

recommendation. 

 If your college counselors offer workshops on the application and the college essay, try 

and take the time to attend the sessions. Details to follow. 

 Take SAT or ACT exams if you have registered for them. 

 If you are aware of whom you wish to write an academic recommendation on your 

behalf, you should ask that teacher now. Of course, you should discuss your selection 

with your counselor before asking. 

 You may have time before you go off on any summer adventures to visit more colleges. 

Even though students may not be on campus in great numbers during the summer, it is 

still worth visiting and attending information sessions and tours. 

 You parents may wish to book another meeting during the summer if necessary. 
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Late June – Mid August: 

 

 Continue to visit colleges when possible and/or desirable. 

 Enjoy your summer activities. Take good notes on your experiences. They may play a 

significant role in your college essay. 

 Depending on what you have done, you might wish to ask your supervisor for a letter of 

recommendation. Please feel free to have him or her mail the recommendation, or a copy 

of it, to your counselor. 

 You must begin your Common Application! Set up your account on 

www.commonapp.org. Please register as outlined in the College Application Forms 

section of the handbook. Get all the basics filled out. 

 Build an excel spreadsheet with all your application form responsibilities. You want to 

know that you are not forgetting a form or supplemental essay. 

 Start working on your essays. Do not wait for school to begin. 

 If you have questions, email your college counselor. You will get a response within a 

reasonable period of time. 

 College counselors will be available during the summer. Schedules will be mailed to 

students in late May/early June. 

 

Late August: 

 

 Schedule a meeting with your college counselor to discuss your summer, your list of 

schools, your academic interests, and your initial efforts at your essays, and your 

academic schedule.  

 Complete and submit your Summer Update Form to your college counselor. 

 Register for the October SAT if you plan to take it. If you are not sure, discuss your 

scores with your counselor. 

 If you are hoping to take the September ACT, you must register by the beginning of 

August. 

 Your parents may wish to make a meeting in late August. As we get into the fall, seniors 

will get priority over parents for meeting times. Your counselors will do all they can to 

meet with parents as well but seniors get priority. 

 Research the schools on your list carefully. The more you know the better you will be 

able to communicate your interest to the individual colleges. 

 

  

http://www.commonapp.org/
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SENIOR YEAR 
 

September: 

 

 Back to work. Be focused on your studies. Stay out of trouble.  

 If you wish to take the October ACT, please register a full month in advance. 

 You will have a lot of responsibility in the fall. Make a schedule of all responsibilities – 

everything. You can work with your counselor to make a sound roadmap for what must 

be done in what order. Do not try to keep it all in your head; write it down. 

 Attend the Parent and Student College Meeting, usually scheduled for the second week in 

September. 

 Get on your counselor’s calendar to discuss early decision, early action, rolling 

admission, and regular. Get your application plan organized. 

 Work on your essays and supplements. Again, create a schedule for getting things done in 

a timely fashion. 

 If you have not already asked the two teachers you wish to write recommendations for 

you, do so now. Again, be sure to discuss your selection with your counselor before 

asking. 

 If you can visit colleges during Rosh Hashanah or the Columbus Day weekend, make 

plans well in advance. 

 Attend college visits in the college counseling office as time permits. Remember this is a 

great way to show admissions officers your interest. 

 If you think you will need to take SAT exams in November, please register now. If 

unsure, discuss your situation with your counselor. 

 Continue to research the schools on your list carefully. The more you know the better you 

will be able to communicate your interest to the individual colleges 

 

October: 

 

 Keep focused on those course requirements. Do your best work. Stay out of trouble. 

 If you have not done so already, contact your summer activity supervisors and ask for 

your recommendation (if appropriate). Discuss the value of the recommendation with 

your counselor. 

 Applying to universities with rolling deadlines? Please file those applications in October. 

Check with your counselor about which applications must be mailed at this point in the 

year. 

 Applying to a school with a November 1 or 15 deadline? Make sure that you have each 

part of the application complete and that you have followed all the steps and procedures 

outlined in the College Application Forms section of the Handbook. 

 Fill out the Red Book with the names of each of the schools to which you plan to apply 

and include next to each whether you are applying ED/EDII/EA/REA/Rolling/Priority or 

Regular. 

 If you are applying to colleges with November or December deadlines, be sure to give 

your teachers the recommendation forms and addressed and stamped envelopes. 
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 Check colleges I’m applying to on Naviance. Make sure your intended list and the 

Naviance list agree. 

 Meet your application deadlines. Make sure your recommenders know the deadlines. 

 Give teachers the forms and envelopes for your teacher recommendations. 

 Take the October SAT exams for which you registered in August or early September. 

 If you have not started to write your college essays or short answers, start now! 

 If you intend to apply for financial assistance for college, register and complete the CSS 

PROFILE. 

 

November: 

 

 Keep focused on those course requirements. Do your best work. Stay out of trouble. First 

trimester is nearly at an end. 

 If you are taking the ACT or SAT in December, please register now. 

 If you applied early decision or early action on November 1, you are not done with the 

application process. Use this time to get moving on all your regular applications. They 

should all be done before you hear back from your early school in mid-December. 

 Colleges and universities may have early deadlines for the CSS PROFILE and/or other 

institutional documents for an early applicant. Be sure to check the financial aid 

application deadlines.  

 Make a schedule with your counselor and stick to it. You do not want to write application 

after you hear an undesirable early response. If you get a good response, you will not care 

that you put in all that extra effort. 

 As your college gives you an access code to monitor your application’s progress, please 

log on and make sure that each part of the application is submitted. If something is 

missing, notify your college counselor and let him or her follow up with the college or 

tell you when to do so. 

 Make changes in the Red Book as necessary. 

 Check colleges I’m applying to on Naviance. Make sure your intended list and the 

Naviance list agree. 

 

December: 

 

 Stay focused on your course work. Second trimester matters. Stay out of trouble. 

 Finish all applications. Work closely with your counselors to make sure that you have 

completed all the requirements and submitted all of the necessary forms. 

 You will receive decisions on early applications in mid-December. Be respectful and 

kind to each other. Some will have great news; others will not. Your respect for each 

other is crucial at this time of year. 

 If you are unsuccessful in the early application process, speak to your counselor about the 

proper follow-up activities. 

 If you were successful at ED, you must withdraw all other applications now. If you were 

successful at EA, you may keep your other applications active if you wish to do so. 
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 If you are taking December ACT or SAT tests, please be on tine and prepared. 

 If you plan on taking one last SAT in January, please register a full month in advance. 

 If you are applying to schools with regular decision deadlines, be sure to give the teacher 

recommendation forms and envelopes to your teachers before break. 

 Enjoy your winter break. 

 

January:  

 

 Stay focused. Second trimester is only half way done. Stay out of trouble. 

 Some of you may still have some application due dates. Again, work closely with your 

counselor to make sure that all applications are filed completely. 

 As your colleges give you access codes to monitor your application’s progress, please log 

on and make sure that each part of the application is submitted. If something is missing, 

notify your college counselor and let him or her follow up with the college or tell you 

when to do so. 

 If a college notifies you through the postal service that something is missing from your 

application, notify your counselor immediately. 

 Check the Red Book one last time to make sure you have entered everything correctly. 

 Check colleges I’m applying to on Naviance. Make sure your intended list and the 

Naviance list agree. 

 Some of you may still have some follow up communication to complete with your early 

schools. Check with your college counselor. 

 If you intend to apply for financial assistance for college, register and complete the CSS 

PROFILE. Most selective colleges and universities require this form.  

 The Free Application for Federal Student Aid (FAFSA) should be completed as soon as 

possible, but no later than February 15 at most schools. Please verify all deadlines with 

individual institutions. 

 

February: 
 

 Check your college website portals and make sure that all the necessary forms have been 

received by the colleges. 

 If you are applying for financial assistance for college, please verify that all required 
documents have been received at your schools. 

 Second trimester is ending. Finish it with the best work you have ever done. 

 Stay out of trouble. 

 Scream loud for senior scream. 

 

March: 

 

 As decisions begin to trickle in towards the end of the month, keep your counselor 

informed of the decisions.  
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 If you wish to take an AP exam in a subject for which you are not presently enrolled at 

Horace Mann School, please go to the college counseling office within the first week of 

March and tell Ms. Billies of your interest.  

 Please realize that you must finish the year well. Your job is not done until you graduate. 

Be proud. Continue to do your best work and stay out of trouble. 

 

April: 
 

 Be sure your college counselor knows the results of each of your applications. 

 Discuss your options with your college counselor. 

 You may want to work wait lists. Create a strategy with your counselor. 

 Remember: You may deposit at only one college. 

 If you are made an offer off the wait list, speak with your counselor about what options 

you have and what you must do to accept the offer. 

 Attend admitted student programs at only those schools you are seriously considering. 

 Be sure to thank all the people who played a role in your application process. 

 Please remember to be kind to each other. Not everyone will have the same good news. 

 Be sure to tell your counselor which school you decide to attend. 

 Do not wear college apparel until May 1. 

 

May: 
 

 Stay out of trouble. Enjoy the warm weather. Go to class. Maintain your level of 

academic performance. Stay engaged in the community. Enjoy your college colors. 

 

June: 
 

 GRADUATION!! 
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OPERATIONS: HOW THE COLLEGE COUNSELING OFFICE FUNCTIONS 
 

 

Parent and Student College Meetings: 
 

There are four Parent and Student College Meetings during the college application process. The 

first is held in January of the junior year. The class is divided into four sections and meets in 

separate locations on campus. The meeting allows the student and his or her parents to meet the 

individual who will be the student’s college counselor and to hear advice from college 

admissions professionals. The advice focuses on two questions: “What should a student look for 

in a college?” and “What does a college look for in an applicant?” a question that allows the 

college representatives to discuss how a college might engage in the evaluative process.  It is the 

evening that first demonstrates how variable the entire admissions process can be depending on 

the colleges selected by our seniors. 

 

The second meeting is held in April of the junior year. This time, everyone meets in one room, 

and the college counseling staff runs the meeting. The purpose is to share some of the 

information that has been learned during the previous year’s admissions process and to give a 

clear definition of what needs to be done in the time between April and September. Items 

discussed are: what takes place during the spring in the college office, visiting colleges, the 

common application and its principle parts, teacher recommendations, the college essay, 

supplementary essays, supplemental recommendations, testing, and more. It is an essential 

meeting for all to attend. 

 

The third meeting is also in April of the junior year and is called our “Case Studies Program”.  

We invite 25-30 college admissions officers to campus and they lead students and parents 

through a mock admissions committee exercise.  Families will receive copies of the mock 

applications in advance so that they can prepare for the conversation.  The purpose is to help 

students and parents understand how colleges decide which students to admit in an environment 

where so many of today’s applicants to college are well-qualified.  The evening ends with a Q & 

A session hosted by the college counselors and featuring many of the college admission officers 

in attendance.  Families often describe this evening as a truly eye-opening experience. 

 

The fourth meeting is held in September of the senior year. The purpose is to make clear the 

precise expectations of each student during the fall and winter terms. Information that is gathered 

from colleges over the summer is shared. The college application is revisited in even more 

specific detail.  Much is shared about various ways a student can make his or her interest in a 

college clear to the college.  Deadlines and strategies for sticking to the timetable are discussed. 

The role of the college counselors during the fall term is clearly defined and reasonable 

expectations are outlined.  Anyone seeking to be up to date on current trends and wishing to stay 

on track during the fall and winter terms should be in attendance. 

 

Senior Class College Meetings: 
 

Senior class meetings with the college counselors happen about six times a year. These meetings 

are essential and every effort to attend them should be made. The topics for each meeting are 

adjusted to the time of year and the immediate concerns of the college counseling process. Each 
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meeting has timely information that each student will need to fulfill his or her obligations to the 

college process, to all those involved in helping the student in his or her application process, and 

to his or her peers. 

 

 

Making and canceling appointments and meetings with your college counselor: 
 

Students should be meeting with their college counselor once every three to five weeks in the 

spring and once every three to four weeks in the fall. Again this year, we plan on using an online 

calendar for the scheduling of both student and parent meetings. Information regarding and 

instructions for using the online calendar will be sent to families in February.  We realize that 

parents’ schedules can be particularly complicated, so Counselors will do their best to 

accommodate them. 

 

 

CONTACT WITH COLLEGES DURING THE SCHOOL YEAR 
 

Visiting College Representatives: In the fall more than one hundred colleges and universities 

will have representatives visiting Horace Mann School. The College Visits schedule will be listed 

under the Colleges tab on Naviance. This schedule will be updated throughout the fall. Please 

check the schedule a few times a week so that you do not miss an opportunity to meet with the 

representatives from the colleges in which you have expressed interest. In most cases, the people 

visiting our campus are the individuals who will be reading your applications and leading the 

conversation on you during committee meetings. Having a conversation with your representative 

can be a very good opportunity for you to make an impression. 

 

All visiting college meetings will be held in the college counseling office conference room. 

 

To attend a college meeting you must either have a free period or have permission from the 

teacher whose class you will miss. You must ask for your teacher’s permission. Please note: your 

teachers have the right to deny you permission. You might have a quiz, test, important lecture, or 

field trip that the teacher might not wish you to miss. It is possible that a teacher will only allow 

you one or two excused absences for college meetings during a trimester. Do not complain. Your 

academic work is your first responsibility throughout the year.  

 

In the case that you cannot get permission to attend the meeting, you may write a note to the 

representative explaining that you wished to come to the meeting but could not get permission to 

miss class. Be sure to include your name, address, and email address on the note. Hand the note 

to your counselor, and he or she will deliver it to the representative. If you have the time, you 

may also drop by the college office briefly and greet the representative personally before heading 

off to class. Be sure to fill out the prospective student card (if one is provided by the college 

representative) during the visit. 

 

Colleges Events in the New York Metro Area: Each year there are numerous college fairs, 

information sessions, and receptions held in the city at schools, at hotels, and at other venues. 

These events will all be listed on universities’ websites. There is no excuse for not knowing 

whether or not a university is having a special function in your area. Check your university 
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websites often. If you cannot visit with a representative at Horace Mann, then do your best to 

attend meetings held in the area. Representatives often travel a great distance to make themselves 

available to you. Please take advantage of these opportunities. Your interest in a university is in 

part established by the effort you make to meet with the colleges when they have made the effort 

to be in your home area. 

 

Visiting College Campuses during the school year: Horace Mann School gives you three days 

for visiting colleges during the spring of your junior year or the fall of your senior year. You 

must speak with your teachers and get their permission to miss school for these visits. Please 

plan your trips well in advance and speak to your teachers well in advance. The better your 

planning is, the easier it will be for you to gain the desired permission.  

 

Interviews: Not all colleges have interviews, but, for those that do, you should try and make 

yourself available to have one. Some colleges offer interviews on their campuses. Once you feel 

you know enough about a university to have an interview, you might want to schedule one for 

when you visit the campus. If you do not have the opportunity for an on campus interview, you 

might have the opportunity for an alumni interview. Most colleges offering alumni interviews 

will have a member of the alumni contact you directly or provide information for you to contact 

them. It is then up to you to establish a meeting time and place. If neither an on campus nor an 

alumni interview is available, you may have the opportunity to have an interview via Skype. This 

is not yet common practice, but an increasing number of colleges are using this device each year. 

If a college has such an option, it seems clear that interviews are important, and you are expected 

to make use of any opportunity to interview.  

 

REGISTER FOR NAVIANCE 
 

When you begin meeting with your college counselor, you will receive your own Naviance 

account.  Naviance is an online data management system that assists students with their college 

research and gives students access to important admissions data. During the first meeting with 

your college counselor you will be given a registration card. To register please follow these 

directions: 

 

Go to connections.naviance.com/hmsny on the Internet. 

Click the highlighted I need to register. 

Enter the registration code on your card and click “enter.” 

You will be taken to a page that asks for your Horace Mann email address. Enter it twice. 

Then you must enter your desired password. Enter it twice. 

Click the I accept box and then click the Complete Registration button. 

 

Once you are registered you have an account. To access the account, please go to the address 

listed above and use your Horace Mann email address and your password to gain access to your 

materials. 

 

Using Naviance: 

 

Explore your Naviance account. There is much information to discover. 
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Home Page Tab: Mass mailings from the college office will be sent to your First Class accounts 

and to the home page of your Naviance account. Please make a point of reading these emails. 

They all have important information for you. 

 

Please take the time to read the Frequently Asked Questions section on the home page. There is a 

lot of useful information for you to review. 

 

Please note that if you wish to send your counselor an email, you do not have to open your First 

Class account to do so. If you are using Naviance and you have a question, click the contact us 

button on the home page. You will be able to write an email to your college counselor. 

 

About Me Tab: Please check to make sure that your profile and testing information is correct. If 

there is an error, notify your college counselor. 

 

Please take note of the journal option. The journal allows you to organize all your thoughts and 

plans in one online location where you can always reach it. One of the best features about the 

journal is that you can have your journal open on one tab as you explore a college website on 

another tab. You can take notes or cut and paste information from the website directly into your 

journal. Keeping all of your research notes in one location will help you write that very 

important why this college or program section of your application. 

 

You will also note that in the About Me section, there are links to your favorite colleges and 

career clusters. These sections will not be populated until you go into the Careers tab in 

Naviance. 

 

Careers Tab: In this section you will find two questionnaires, the personality type and the 

career interest profiler. The questionnaires are designed to help you learn about yourself and 

what sort of careers might serve you best. You can either accept or reject this information, but 

you might find it useful in helping you think about which universities you might wish to explore 

in greater detail. With this information in hand, you can use the explore careers & clusters to 

learn more about a variety of careers and establish a favorites list. A variety of colleges will be 

recommended with each list. 

 

College Tab: In this section you will find an enormous amount of useful information. Explore it 

thoroughly. Check the college resources link for a host of different links to interesting websites 

on everything from financial aid to careers in the military to the Common Application. Check the 

scholarships link for information on numerous scholarship opportunities. Explore and have fun 

as you learn more about college. 

 

Where you will spend most of your time as you initiate the college search process is in the 

colleges I’m thinking about section. These are colleges that your college counselor has entered 

into Naviance for you to explore or that you have requested be entered. Please note: you do not 

have any editorial rights on Naviance. This means that you cannot enter or delete a university 

from this list. If you wish a university to be added, contact your college counselor and he or she 

will add the desired information.  

 

In the colleges I’m thinking about section, you can use the visit website link to go directly to the 

university website. Please note it opens as a separate tab. This means you can open up your 
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journal on the About Me page and take notes as you explore the website. When you close the tab 

for the university website, you will still be in your Naviance account and so can continue your 

exploration on another university. You can also click the name of the university in the list. This 

will take you to specific information provided by the colleges to Naviance and will give you 

Horace Mann specific information. The numbers listed are Horace Mann numbers that represent 

our applicants’ average GPAs and tests scores. These numbers can help you evaluate your 

respective chances of admission at various universities. Please note, however, that the criteria 

listed in this section accounts for only two points of information: GPA and test scores. Your 

application is reviewed on many points of interest, but the averages listed can still be useful in 

deciding whether or not it is worth your time to explore a university more closely. Please note 

that the General info, Admissions, Financial Aid, Majors and Degrees, and Student Life tabs are 

all active and contain a great deal of useful information.  

 

Scattergrams: The scattergrams/graphs include Horace Mann School data that plots the GPAs 

and SAT scores on a graph. The graphs do not tell you if someone applied early or has been 

recruited for some reason, so you must use your head as you look at the graph. If you see one 

field of green squares (accepted applicants) separated by blue diamonds (wait list offers) or red 

Xs (denies) from another field of green squares, then chances are some special circumstance was 

in play. Look to the grouping with the higher GPA and higher test scores and use that as your 

reference point for possible admission. Please remember the graphs only reflect numerical 

patterns (the only data we can put on a graph) and do not reflect the full complexity of the 

admissions process. Talk to your counselor. You might be more or less of a candidate than the 

graph initially suggests. 

 

Colleges I’m Applying to: Once you have decided the schools to which you will apply, you will 

need to get them switched from the colleges I’m thinking about section to the colleges I’m 

applying to section. In order to do this you must come into the college counseling office and ask 

either Ms. Dowling or Ms. Billies for the Red Book. In the book is a page with your name on it. 

You will list the colleges to which you intend to apply on the sheet of paper and identify whether 

you are applying Early Decision, Early Decision II, Early Action, Restrictive Early Action, 

Rolling, Priority, or Regular. You must make sure to enter this data correctly. When you give the 

page back to Ms. Dowling or Ms. Billies, your list will be moved from the colleges I’m thinking 

about section into the colleges I’m applying to section. The next day please check your Naviance 

account to make sure that the switch has been made in accordance with your wishes. You are 

responsible for making sure that the data is correct. If at any time, you have a change in plan, 

please make sure to correct your sheet in the Red Book and ask Ms. Billies or Ms. Dowling to 

make the necessary change in Naviance. 

 

Once you have submitted your application: Most universities upon receipt of your application 

will give you an account number or password that will allow you to monitor the arrival of each 

part of your application: your documents, teacher recommendations, counselor report, transcript, 

school report form, supplements, and more. Please monitor this information and let your college 

counselor know if something is missing. There can be many reasons so there is no reason to 

panic, but you still want your counselor to know so that he or she can address the situation. 

Again it is your responsibility to monitor the arrival of each portion of your application.  

 

If you have received an Early Decision Admission offer: Remember if you receive an 

acceptance from an early decision college, you must notify all other colleges to which you have 
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submitted an application that you have received such an offer and withdraw your application. 

You must also come into the college office, inform everyone of your offer, and ask that all other 

colleges be stricken from the Red Book list and the Naviance colleges that I’m applying to page. 

 

If you receive an Early Action Admission offer: You may choose to accept an early action 

admission offer. If so, follow the same procedure outlined above for those with an early decision 

offer. Or you may choose to cancel a number of applications due to your satisfaction with the 

early action offer received. In this case please come into the college office and remove from the 

Red Book and Naviance the names of those colleges you are no longer interested in. You must 

also withdraw your application from those colleges by notifying the colleges of your decision. 

 

Remember that if at any time you have questions about any aspect of the college process; seek 

the assistance of your college counselor. 

 

HM POLICY FOR DISCIPLINARY RESPONSE ON APPLICATIONS 

 
It is a Horace Mann School policy to report to the colleges any disciplinary action that results in 

a suspension or expulsion during your four years of high school. This is also the case in the event 

that a student is arrested for any crime that results in the creation of a police record. Your college 

counselor will inform each college to which you apply of the infraction and the punishment 

issued. In turn, the student must also write a statement in response to the question on the 

Common Application or other freshman applications about his or her disciplinary history. Be 

sure to speak with your college counselor about the best way to address the question. This is not 

something to be taken lightly. 
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DEMONSTRATED INTEREST AND RESEARCHING COLLEGES AND UNIVERSITIES 
 

“Demonstrated interest” is a common term in admissions and it means how much effort did a 

student make to learn about a school.  As a college applicant, you are applying to be part of an 

established community. In order to determine fit with the community, admissions officers expect 

applicants to prove their interest through mindful and thorough research. Be sure to add your 

name to the college mailing list so you are aware of all the opportunities to learn about the 

college. You should do this on the undergraduate admissions website, and when you visit 

campus, be sure to go to the admissions office and fill out the forms that indicate you visited 

campus. There are a few schools that do not collect this information. 

 

A student’s research also becomes very important during the evaluation process. During a very 

competitive admissions committee process, demonstrated interest can sometimes be the “tie 

breaker” between acceptance and denial. Colleges tend to the track your research and such 

information is taken into consideration when an admissions office makes their decisions.  

 

How to demonstrate interest: 

 

Visiting Colleges 

 

We recommend the following: 

 

 If a college is within 6 hours driving distance, it is REQUIRED that you visit. 

 

 If a college is more than 6 hours away, you should make the effort to visit if possible; 

however, you may also consider other ways to research the school. Such methods will be 

discussed below. 

 

 Keep in mind that colleges take careful note of your level of interest. If you show little to 

no effort in getting to know the colleges, they will hold your disinterest against you when 

evaluating your application.  

 

 The undergraduate admissions website is an excellent source of information and should 

be referred to when planning visits. 

 

College Visit Options  

 

College Tour: Conducted by a current student.  

Tours are available Monday through Friday and sometimes on Saturdays and Sundays 

throughout the year. Check the schools’ undergraduate admissions websites for exact tour times 

and schedules before planning your visits. Tours vary in length from one to one and a half hours.  

 

Information Session: Conducted by an admission counselor.  

Info-sessions will precede or follow a campus tour. They range anywhere from thirty minutes to 

one hour in length and cover topics such as admission and application criteria, financial aid, 

academic requirements, and campus traditions. Admissions representatives will also be available 

to answer specific questions from students and families.  
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Interview: Conducted by an admission counselor, current student or alumni.  

College interviews offer a way for the admission committee to learn about YOU, (who you are 

and what your interests are), and gain a sense of your personality beyond what your application 

may tell them. Interviews also indicate one’s fit with the college community. In addition to 

learning about you, the interviewer is checking to see if you will be an engaged member of the 

college community. The smaller, liberal arts colleges highly recommend interviews as part of 

their application process. Larger universities may offer on campus interviews, but most will 

assign alumni interviews in the local area once your application is submitted. In addition, phone 

interviews and interviews through Skype are becoming more popular. Interviews are both 

evaluative and informative. If given the opportunity to interview, we recommend you pursue it. 

Before scheduling an interview, be sure to research the school and always have questions ready 

for the end of an interview.  Check deadlines and policies! Every college has its own policies for 

interviews so be sure to check the undergraduate website for specific details. Colleges that 

interview on campus typically begin interviewing rising seniors in July or August before the 

senior year. If you are doing any summer college visits, check the interview calendar so you can 

maximize your visit on campus. It is best to book early! In general if given the opportunity to 

interview, you should take advantage of it. 

 

Overnight Stays: Conducted by undergraduate students and coordinated by the admissions 

office. 

Overnight programs are most often scheduled for the fall and spring of senior year. The Office of 

Admissions will match prospective students with a current host student who will guide you 

through his or her daily schedule and offer you a glimpse of his or her life at college.  

 

Open Houses 

Most colleges host weekend open houses during the fall for seniors in high school and their 

parents. They may also be offered in the spring for juniors.  

 

What else can you do during a campus visit? 

 

Meet with a Coach and/or Professor: If you are interested in a particular major or academic 

program, you may want to arrange for a meeting (if available) with a faculty advisor or professor 

so you can ask questions. Similarly, if you are interested in participating in a specific sport, you 

should schedule a meeting with the coach. Refer to the departmental website or athletics 

homepage for contact information. 

 

Attend a College Class: Observing a college class will offer you a better sense of the academic 

expectations and engagement in the classroom. The admissions office may have a list of classes 

that are open to visitors. 

 

Eat in the dining hall: A great way to see a school’s culture is to have a meal in the dining hall. 

Ask the admissions office if they have passes for guests. Otherwise, visitors may pay a small fee 

to dine. 

 

Roam the student center: After taking the tour, we suggest you spend 10-15 minutes apart from 

your parents to take in all the information. A good place to do this is in the student center where 

you can also observe what life on campus is like. Read the bulletin boards to see what’s going on 
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around campus. Pick up the student newspaper to read about the latest news about the college 

community. 

 

Meet with current undergraduates: Current students are the best resource when it comes to 

learning about college culture. Reach out to Horace Mann alumni and other friends you know at 

the colleges. Also ask the admissions office if you can contact a current student. 

 

Remember to follow up your meetings with a thank you note or email, expressing your 

appreciation that they (admission counselor, student, professor, coach) took time out of their day 

to meet with you and answer your questions. Be sure to take business cards from anyone who 

spent considerable time with you during your visit. Establishing this relationship serves as 

another resource as you continue to research colleges, and it also expresses your level of interest 

to that particular college.  

 

 

Procedure at Horace Mann for College Visits during the School Year  
 

Students and parents should try to schedule campus visits so that they do not conflict with the 

academic week. However, it may be necessary to miss a day of school. Students should not miss 

more than three school days to visit colleges. It is imperative that you plan ahead when you make 

a college appointment so that it does not come at a time of tests or when term papers are due. 

You need to meet with your teachers prior to your trip and be sure you understand what work 

you will need to complete before your return.  

 

 

Other methods to conduct college research and to demonstrate interest: 

 

Local Receptions and Information Sessions: Very often colleges will host an information 

session and reception in the NYC Metro area. If you have not visited a college, this is a great 

way to show interest and to learn about the college.  Such events often take place in the evening 

or during the weekend. Parents are usually invited to the gathering as well. On each college 

website add your name to the mailing list so you can receive invitations to these events. 

 

Online Chats: More and more colleges are offering the chance to speak with current 

undergraduates through online chatting.  

 

Online/Phone Interviews: Colleges do their best to give you every chance to show your interest 

in a college and also learn about the school. Although not as popular, more and more colleges are 

offering interviews through Skype or phone interviews with current students or alumni. This is a 

great opportunity if you are unable to interview in person with an admissions representative, 

student, or alumni. 

 

Visiting College Representatives: Over 100 colleges visit Horace Mann in the fall to meet the 

seniors. This is a very easy way to conduct college research and to show interest. College visits 

take place in the College Counseling Office between 8:30am-2:00pm and students are welcome 

to attend as many meetings as they wish as long as they have a free period or permission from 

their teacher. See “Operations” section for more details. 



23 
 

COLLEGIATE ATHLETIC RECRUITMENT 

 

If you are interested in playing competitive athletics in college, you need to take a proactive 

approach to the recruitment process. The first step is to speak to your coach about your ability to 

play at the college level. It is best to have this conversation early during the junior year. Your 

coach is an excellent source of information and can also recommend camps, showcases, and 

tournaments where college coaches will be recruiting. 

 

Eleventh grade is a good time to begin contacting coaches and expressing interest in their 

program or team. The student must show interest. Start by visiting the athletics web sites at the 

colleges in which you are interested. Click on the coach’s name and email, or call him/her and 

introduce yourself. They will most likely follow up with a mailing, asking you to complete an 

athletic questionnaire. Completing initial athletic profiles is the first step to ensure your 

placement on a coach’s “recruit” list. Follow-up should continue with a complete athletic 

resume, highlighting any and all training, performance and awards you have earned in your 

primary sport. Athletes who participate in more than one varsity sport should note those 

performances, records, awards and training as well. Multi-sport athletes are attractive to some 

coaches because you are proving your versatility, training, leadership, overall performance and 

stamina.  

 

The coach controls the process. If a coach has space on the roster for a student with your skill, he 

or she will contact you. The NCAA (National Collegiate Athletic Association) does not allow a 

coach to contact prospective athletes until after July 1, the summer before senior year.  He/she 

will initiate interest with emails or phone calls. The coach may also invite you to campus to 

watch a game, join practice, or organize a recruitment visit with a team member.  If you are a 

highly desirable athletic recruit, the coaches will make it known that they are interested in you. 

 

The athletic recruitment process is complicated, and it is best to alert your current coaches and 

college counselor early if you plan to make athletics a priority during the admissions process. 

Division 1 recruitment is quite different from Division 3, and each athletic league conducts 

athletic recruitment differently. We will do our best to help you navigate each step. 

 

For detailed information about being a recruited athlete, please refer to the Horace Mann 

Guide to Being a Recruited Athlete. Copies can be found in the college counseling office or 

in the addendum section of this handbook. 

 

Athletic Resumes  

 

Your athletic resume should include biographical, academic and athletic information. This 

resume is your way of introducing yourself to the coaching staff. Be aware that you may need to 

offer sport-specific data to certain coaches (i.e. erg scores for rowers, mile times for runners) to 

complete your profile. The following items should be included on your resume:  

Contact Information: name, home address, phone number, email  

Biographical Information: height, weight, birthday  

Academic Information: high school name, current GPA, SAT scores if available (do not list 

PSAT scores), list of senior course schedule if available  
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Athletic Information: list all individual and team accomplishments for your target sport. 

Include any summer training or summer league participation. Then, follow up with additional 

sport information if available. List your coach’s contact information also.  

Extracurricular Information: conclude with a list of any extracurricular activities, community 

service, or employment positions that you may have. These items help to give coaches a better 

understanding of how the admission committee will evaluate your candidacy when you apply as 

a senior.  

Other: Include a game schedule with your resume in case coaches would like to see you “in 

action.” Videotapes/DVDs are another resource that you can create and send to coaches. Always 

send copies, not original tapes or discs. Be sure to clearly mark your name, telephone number, 

date of game, and uniform number/color.  

 

 

 NCAA Eligibility Center  

 

If you plan to participate in Division I or II athletics, you must meet the set requirements for high 

school graduation and the NCAA Eligibility Center must approve you. You can register at 

www.ncaaeligibilitycenter.org anytime in your junior or senior year. You must create a login 

name and password (which is easy to remember) and then pay a one-time fee using a major 

credit card. You must then print out the secondary school form for your school’s college office 

and deliver it to the College Counseling Office. We will then mail a current transcript to the 

Clearinghouse, as requested, and follow up with a final transcript after your graduation. These 

items must be complete before you are eligible to play your sport on a Division I or II team in 

college.  

 

 

BUILDING AN EFFECTIVE AND BALANCED COLLEGE LIST  
 

One of our jobs in the College Counseling Office is to help you assess your chances of admission 

and to help you choose a range of colleges that should provide multiple options in April of your 

senior year.  

 

In developing your list of colleges, you need to make sure it is balanced in the range of 

selectivity represented and reasonable in the number of schools. The key to success, as well as 

maintaining balance and health through your senior year, is to cover the full range of selectivity, 

which you should be able to do with eight to ten applications. The College Counseling Office 

uses the following terminology to describe a student’s chances of admission: LIKELIER, 

TARGET, REACH, and HIGH REACH.  

 

To that end, we expect everyone to include at least three “Target” colleges and two "Likelier" 

colleges on the final list in December of senior year.  Naturally, these should be institutions that 

you would happily attend. These schools should be researched as carefully and thoughtfully as 

your “Reach” colleges. Don't apply to any college or university that you really would not attend. 

A "likelier" college becomes meaningless if you don't intend to go there under any 

circumstances. Besides, you may be depriving someone else of a place in the freshman class. 
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HOW DO YOU DETERMINE WHAT YOUR CHANCES OF ADMISSION ARE?  

Assessing your record, your strengths and weaknesses, and examining the college's selectivity 

and statistics will give you some idea. Knowing whom a college has admitted or denied in the 

past can also give you some clue, but be aware that it can be dangerous to generalize too much 

from past decisions: the student who got in with grades lower than yours may have had, among 

other things, unusually strong recommendations, a special talent, or a strong legacy connection. 

 

Obviously, grades and test scores are not the only things taken into account in a selective 

admission process, but it is a good place to start in evaluating your chances at a particular 

college. Naviance will give you access to data that will assist you in determining such factors. 

 

First, evaluate yourself. What kinds of grades have you earned? What kind of testing profile do 

(will) you have? How rigorous is the curriculum you have taken? (We can help provide a context 

for this.)  

 

Second, get the facts on the colleges in which you are interested. What is the acceptance rate? 

What is the middle 50% range of test scores (SAT/ACT) for accepted applicants? What is the 

average GPA for accepted candidates?  

 

Third, compare your grades and scores with those of your selected schools.  

 

WHAT IS A LIKELIER COLLEGE?  

These are colleges where your candidacy is very strong and the probability of your admission is 

65% or better, if the admission trends at those colleges don’t shift significantly (which is 

always an unknown factor in the process). If your grades are well above the mean for that 

college, your scores are significantly above the middle 50% range, and your profile is 

comfortably within the range of Horace Mann applicants that have been accepted in the past, 

then the school is in your “Likelier” category. A “Most Likely” college will be a situation where 

your profile is even more comfortably above the college’s statistics. Remember that a likely 

school for one candidate could be a reach school for another candidate. 

 

WHAT IS A TARGET COLLEGE?  

These are colleges where your candidacy is very competitive, based on your academic profile 

and our history of admission with the school. A 50/50 college means that your application will 

be in the running, but the decision could go either way. If your academic profile is slightly above 

the mean for grades and testing, you have probably found a good 50/50 school. But remember, 

there is no formula to this process. At more selective schools, grades and test scores become less 

reliable predictors of outcome. 

 

WHAT IS A REACH COLLEGE?  

These are colleges where your academic profile is significantly below the threshold of 

competitive candidates based on past admissions history. Also, any college with an acceptance 

rate below 25% should be considered a REACH school for most students regardless of GPA and 

testing. Schools with an acceptance rate below 15% are HIGH REACHES, no matter how strong 

your academic profile.  In addition to your academic record, your extracurricular and personal 

profile, self-presentation, recommendations and factors outside your control will be closely 

considered during the reading and evaluation process. Identifying what makes one college a 
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reach and another an unrealistic choice is essential. Be sure to discuss your reach schools with 

your counselor. If your profile is significantly below the competitive range, is it really worth 

your investment of time and energy to apply? 

 

Selectivity vs. Quality  

 

Just because many students have been accepted to a certain college, do not assume that it is not a 

“good school.” There can be many reasons for a high quality college to have a high rate of 

acceptance. A large school may need to take more students to fill its class. Geography (such as a 

remote location) may require a college to take more students because of a lower yield rate. The 

gap between the national admit rate and the Horace Mann admit rate may indicate the college’s 

recognition of the caliber of students and the quality of the program at Horace Mann. Students 

should focus on the academic programming and student culture above all else and should not 

base their perception of a college solely on the opinion of others. 

 

 

COMPONENTS OF THE COLLEGE APPLICATION 
 

Completing and submitting your applications will obviously be one of the most important parts 

of the process. It is your best opportunity to present yourself to the colleges where you have 

interest and one of the parts of the process that is completely in your control. It will take lots of 

time to complete all of your applications; do not procrastinate! You want to make the best 

impression possible and that requires time, thought, and in some cases, multiple revisions!  

 

General Tips on completing your application: 

 

 Print the application and fill it out on paper before completing fields online. This will 

allow you to plan and practice before completing the actual application.  

 

 A college’s application represents what the admissions committee is evaluating. Read and 

follow the directions. All questions on a college application are important and your 

responses should be thoughtful and well written. 

 

 No padding or fluff! Quality is better than quantity. Include only the activities that are 

important and/or those in which you are still actively involved.  

 

 Answer the Question(s)! Be sure you don’t skip over anything or get too far off topic in 

your essays.  

 

 Follow instructions! 

 

 Only attach extra materials if necessary. The application is pretty comprehensive, but 

additional evidence of exceptional talent or research is welcomed at the colleges. If you 

wish to include any additional letters of recommendation or other materials, be sure to 

discuss your ideas with your college counselor.  
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 Copy and Save. Make copies of any paper materials and save proof of submission for any 

applications, test scores, or other materials submitted to colleges. Get delivery 

confirmation for any important documents sent through the mail.  

 

 

Common Application/University Application  

Most schools to which Horace Mann students apply are a part of the Common Application, a 

convenient one-stop-shop that allows for electronic submission of one application to multiple 

colleges and universities. Many schools also require additional supplements to complete the 

common application. Supplements will most likely include additional essays or short answer 

questions. If a college is not a member of the Common Application, you will find its application 

on the college’s website. Most schools make applications available by August, and all 

applications can and should be submitted online. It is best to set up your account on Common 

Application (www.commonapp.org) or other freshman application websites in July or August. 

 

Transcripts  

Your transcript includes all of your grades obtained in the Horace Mann Upper Division as well 

as your senior year program and any high school courses completed during eighth grade (i.e. 

Foreign Language and Math courses). It is the most important part of an application file.  First 

trimester grades are sent separately to all colleges and universities as soon as possible after the 

end of the trimester. Second trimester grade reports are also sent as soon as possible for all 

students who have not yet been admitted as well as upon request (from colleges and universities) 

for previously admitted students. Only final grades in both full credit and half credit classes are 

presented on the high school transcript. The college counseling office is responsible for sending 

the colleges your transcript and your
 
first and second trimester grades of senior year. The college 

counseling office will only send your grades to colleges listed on your page in the Red Book. 

 

If you have taken classes for college credit during the summer, you will need to have the 

institution where you took the classes send your transcript directly to the colleges to which you 

are applying. 

 

Other School Documents: Secondary School Report, Mid-Year Report, and Counselor 

Recommendation 

The Secondary School Report (SSR) (also referred to as the Counselor Recommendation Form 

or Counselor Report) is sent with the transcript to all colleges and universities to which a student 

applies. You will not need to submit the SSR to the college office for any school using the 

Common Application. However, students must submit a completed SSR or Counselor 

recommendation form (if a form is available) for any school that is not on the Common 

Application. Such forms must be given to Ms. Billies or Ms. Dowling at the time that you enter 

the names of the university or college in the Red Book. 

 

Mid-Year reports, like the SSR, are sent with first trimester grades. Forms are only required for 

any non-Common Application school that has a form. All Mid-year reports are submitted to 

colleges by the end of January.  

 

The school profile is an informational pamphlet that details the academic curriculum of Horace 

Mann School and the current senior class. It includes grade average distribution, course 

http://www.commonapp.org/
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offerings, demographics and more. A copy of the school profile can be found in the addendum 

section of the handbook and on the College Counseling webpage through the Horace Mann 

website. 

 

The counselor/school recommendation is the last document that accompanies the transcript. It is 

written by your college counselor and represents the support of the entire school community. It is 

based on reports from teachers, coaches, and other community members in addition to 

interactions with your counselor and information from your worksheets. Our goal is to present 

you in the best possible light while remaining balanced, fair, and honest. The counselor 

recommendation is confidential, as schools lend more credibility to recommendations to which 

you have waived your right to access.  

 

Testing 

Horace Mann’s CEEB code is 333700—memorize it. You must include the school code every 

time you register or sit for a standardized test to ensure that your scores are sent to Horace Mann. 

We recommend students take the SAT and/or the ACT once in the spring of Junior Year and (if 

necessary) once in the fall of senior year. Subject tests can be taken in May or June of junior year 

or fall of senior year. Students often take some subjects (i.e. Biology, Chemistry) at the end of 

the appropriate academic school year and this is also acceptable.  

 

It is the student’s responsibility to send test scores to colleges through the testing agencies. It is 

also the student’s responsibility to know which scores each college requires. With score choice, 

it can be difficult to keep track because each college has a different testing policy. Therefore, to 

avoid any confusion, we generally recommend sending all tests to all schools. You should 

discuss any concerns with your college counselor.     

 

Also note that over 800 colleges are test optional or give various options to fulfill testing 

requirements. Be sure to follow the instructions for these colleges. For a complete list of test 

optional colleges, refer to www.fairtest.org. 

 

Essays 

The college essay(s) provides you with an opportunity to share additional information about 

yourself beyond the objective numbers (grades, curriculum, and test scores). You should write 

about something that is important to you. Your essays should be well written, carefully edited 

and proofread, and kept within the prescribed length. Presenting yourself well in your essay is a 

key component in shaping the college’s impression of you. 

 

Essay tips: 

 

 Answer the question! The prompts are there for a reason. Be sure to address the topic you 

intend to address. It is imperative that your essays suit the application and college for 

which you are writing them.  

 

 Don’t apologize! If there have been unusual or compelling circumstances in your life, 

your essay could be a great place to share this information, but it is not a place to make 

excuses for a less than stellar performance.  
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 Try to avoid typical topics. This will be difficult, but unless the topic is approached in a 

unique way, these essays tend not to stand out or offer any helpful information for college 

admissions officers. Always indicate an experience’s impact on you in order to highlight 

its significance to you. 

 

 Add something new. You should not repeat information that has already been mentioned 

in the application, unless it is relevant to the topic, or it has a bearing on your personal 

development. In these cases, it is necessary to provide more information.    

 

 Get feedback. Have someone read your essay and critique it for form and content. Your 

college counselor is a great resource for essay feedback, but teachers, parents, and friends 

can also be helpful. Avoid getting feedback from too many people. The opinions are sure 

to vary and that could get frustrating and confusing. The colleges expect an original essay 

from you and the tone and voice should always sound like you, a teenager applying to 

college. Always be yourself! Always be honest. 

 

 Spell check AND proofread! Spell check will not pick up homonyms (there, they’re, 

their, to, two, too, etc.) and it will not keep you from sending your Georgetown essay to 

George Washington University.  

 

 

Teacher Recommendations 

Most schools require one or two recommendations from academic teachers. Ideally, these 

teachers will have taught you in eleventh or twelfth grade in a major academic subject (math, 

English, social sciences, languages, science). Sophomore year teachers may be appropriate in a 

few cases as well. It is most important to request recommendations from teachers who know you 

and/or your academic abilities and strengths best. This is not necessarily the teacher who gave 

you the highest grades.  

 

Once you have decided whom you will ask for recommendations, request them in person no later 

than early fall. Some teachers like to know by the end of junior year, so requesting them before 

summer break is not a bad idea, especially for teachers who often write large numbers of 

recommendations. Teachers may ask for copies of your resume or worksheets submitted to your 

college counselor and/or to meet with you to discuss your recommendation. You should provide 

any requested information in a timely manner. 

 

In the fall, you will need to provide your teachers with the required teacher recommendation 

form and an addressed and stamped envelope for each college. For students applying to college 

under an early plan, teachers must have properly prepared envelopes by October. All materials 

for schools with regular decisions deadlines must be provided before the December holiday 

break.  

 

Lastly, don’t forget to thank your teachers for writing a letter of advocacy for you. Letter writing 

is extremely time consuming and an added responsibility to a teacher’s workload. It is also 

important to keep them informed of your progress throughout the year, regardless of the 

outcomes. It is best to send them a hand written thank you note after recommendations have been 

written. 
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The Interview Report 

Few colleges require interviews; most small to medium sized schools recommend one. The 

interview does not generally carry a large amount of weight during college application review, 

but a poor interview report can hurt just as much as a positive impression can help an applicant. 

Interviews tend to carry more weight at smaller schools. The interview is also a great time to ask 

questions and demonstrate interest and general knowledge of a university. Colleges are 

increasingly sensitive to your knowledge of their institutions.  

 

On-campus interviews are ideal, especially when schools are within driving distance. However, 

if it is not possible to interview on campus, alumni interviews in the New York area are usually 

available and are a great alternative.  

 

Additional Letters of Recommendation 

Additional letters or substantial additional information seldom has a huge impact on an 

admissions decision. However, letters from coaches, employers, or teachers in non-academic 

subjects can be helpful and appropriate. These people are likely to be able to add something 

about your character and growth that is not already included in your file. Letters from parental 

acquaintances or political figures who don’t really know you are meaningless and easy to spot. 

Avoid going overboard with additional letters as too much information can aggravate an 

admissions officer. Speak with your college counselor about possible additional 

recommendations and read the college’s policies before submitting supplemental information.  

 

Application Fees and Fee Waivers 

Most colleges require applicants to pay an application fee. If you receive financial aid from 

Horace Mann or the fees for the applications would be a burden to your family, please speak to 

your counselor about obtaining application fee waivers. Similar discussions may also involve fee 

waivers for standardized testing. 

 

Early Decision Agreement 

Colleges with an Early Decision plan will require students to sign an ED Agreement which 

outlines the contract between college and applicant, should the student be admitted. Be sure to 

check the college’s application instructions on how to submit this paperwork. Some schools will 

require an online form while others would like the documentation to be mailed. 

 

The Complete File  

How colleges compile all of these components and weigh them varies. However, the order of 

importance at most schools is your academic record (your grades, the rigor of your program, and 

the pattern over four years), SAT/Subject/ACT test scores, your personal qualities and 

extracurricular and leadership record (as revealed on your application and through your essays), 

letters from the school and teachers, interviews, and additional information such as 

recommendations.  

 

Any one of these factors that are extremely strong or weak can become more important in the 

decision making process, but it is the subjective combination of all of the factors, and not a 

predictable formula, that will ultimately determine admission to a highly selective college.   
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Note about AP Exam Results 

Colleges do not require students, nor is it necessary, to send official reports of AP exam results 

for application review. Students who have taken APs will have the option to the list the results in 

the Common Application. Counselors will also mention the results in the college 

recommendation if appropriate. Official score reports will most likely be required to receive 

college credit. Exception: UK colleges may request official scores for review. 

 

 

 

SUPPLEMENTAL INFORMATION FOR THE COLLEGE APPLICATION 

 

Remember to read the directions about supplemental information for each college and follow its 

policies! 

 

Visual Artists (fine art, photography, graphic design, architecture)  

Art-specific institutions require portfolios. Requirements may vary but often students are asked 

to provide original work, submit slides, CDs of their work, or a website that displays one’s work. 

Students should seek the assistance of their art teacher if preparing a portfolio for college.  

 

It is important to note that even if you are not applying to an art-specific program, admission 

committees may welcome slides or CDs as a way for you to distinguish yourself and your talents 

from the rest of the applicant pool. Be sure to read the application instructions for each college 

before submitting the art supplement.  We recommend that you submit a supplemental letter of 

recommendation from your visual arts teacher. 

 

Theatre Students and Dancers (actors and dancers)  

Students who wish to apply to a competitive collegiate theatre program will likely be asked to 

audition. Auditions are intense and your admission is based primarily on how well you perform. 

The application usually has an earlier deadline, as the college then needs to schedule auditions 

from January through March. Admission to theatre programs with auditions is competitive!  

 

If you are applying to a college and not a specific theatre school or program, then your 

experience in theatre should be noted on your activity sheet and sent to the college along with 

your application. You may also submit a theatre or dance resume as part of your arts supplement. 

Check the college websites to see if a specific college will accept a DVD of your performances. 

Often, you will be able to participate in college performances even if you are not majoring in that 

discipline and so a demonstration of your skills may assist in the admissions process. Depending 

on your ability, we may recommend that you submit a supplemental letter of recommendation 

from your performing arts teacher. 

 

Musicians  

Similar to actors or dancers, musicians who wish to apply to music programs may be required to 

audition. Auditions take place early in the process; therefore, students should plan their 

application timetable accordingly so the necessary auditions can be scheduled. For those students 

who are not applying to an audition-based program, you may submit CD recordings of your 
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music talent to admission offices as a supplementary piece of your application. It is also good to 

check with each Office of Admission on your college list and be sure each is willing to accept 

your CD as part of the review process. Some will listen to your CD; others might not. If your 

talent warrants attention, we recommend that you submit a supplemental letter of 

recommendation from your music instructor. 

 

Students who conducted research 

Similar to artists, students who carried out science and social science research projects may 

submit an abstract on their findings as supplemental information. Some colleges will forward 

such information to departmental faculty while others will not. Each college handles this process 

differently. Again, a supplemental letter from your research mentor may also be submitted to the 

colleges. 

 

 

Students are responsible for sending supplemental materials. Students must also provide 

information for supplemental recommenders to send letters directly to the colleges. Colleges 

prefer original letters of recommendation not copies. 

 

 

THE APPLICATION PROCESS  
 

Although we will discuss the application process in meetings and go over the step-by-step 

instructions to keep you organized, here is an overview of things you need to know.  

 

How to Make the Best Use of the College Counseling Office:  

Ask questions. Make appointments for conferences and keep them. We are especially busy from 

September to February, when you are likely to have the most questions, and you may face a long 

wait if you don’t make an appointment. Please note: Ms. Billies, and Ms. Dowling may well be 

able to answer many of your procedural questions. 

  

Check your e-mail and the senior bulletin board in the hallway outside the College Counseling 

Office between Pforzheimer and Fisher Hall daily.  

 

All the forms you will ever need are available in our office: SAT Reasoning and Subject Test 

registration forms, ACT registration forms, financial aid forms (CSS Profile and FAFSA), 

college visit permission forms, etc. The majority of this information is also available online.  

 

Memorize this number:333-700. It is the College Board (CEEB) school code for Horace Mann, 

and you will need it every time you take a standardized test, request scores, or fill out an 

application.  

 

Keep your parents informed. It's embarrassing for them, for you, and for us when they call to ask 

questions that you should be able to answer.  

 

Don't leave things to the last minute. We have deadlines too, and we want to do the best possible 

job for you. So see us early and get forms to us as soon as possible.  
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Get in the habit of checking your school e-mail address daily, as your college counselor will 

often use this as a means of communicating with you.  

 

Early Action and Early Decision Plans 

Many colleges offer students the opportunity to apply early and receive a decision early, usually 

before the winter holidays. Please consult your college counselor to discuss the appropriateness 

of this kind of option. The College Counseling Office requires that students notify us by early 

October of their intentions to apply early. Generally there are two approaches:  

 

Early Decision refers to a binding early admission program. Strong candidates who have a 

definite first choice college may apply in November of senior year and receive an offer of 

admission, denial, or deferral in December. Admission under an early decision program is 

contractual; once admitted, a student must submit a deposit and withdraw all other applications. 

Clearly, any student applying early decision must be absolutely certain that he or she is making 

the right choice; applying early decision simply to avoid the anxiety of waiting until April is a 

big mistake. Horace Mann cannot support an early decision application to a college the student 

has never visited. At some colleges, applying early decision will enhance the chances of 

admission, but only if a candidate is already academically viable. Applying early will not turn a 

weak candidate into a strong one, and such an applicant may well receive an early denial rather 

than an early admission or a deferral. Students deferred will be reconsidered with the regular 

applicant pool; they are not under binding commitment to attend if admitted in the regular spring 

pool.  

 

Early Action refers to a non-binding early admission program. Unusually strong candidates may 

apply in November and receive an offer of admission, denial, or deferral in December. Students 

admitted under this program are not committed and may, if they wish, file a limited number of 

other applications. Students deferred will be reconsidered with the regular applicant pool. 

Applying under an early action plan rarely enhances the chances of admission. Generally 

speaking, the applicants in early action pools tend to be of a higher quality and thus tend to be 

more competitive for admission than those in the regular pool.  

 

A number of colleges offer a second early decision option (ED Round II), usually with a January 

deadline, so that senior year grades can be considered.  

 

 

Interview Policies 

Each college has a different policy concerning scheduling interviews. Some have deadlines by 

which applications must be filed in order to have an interview, others require applicants to call 

and request them, and while others are automatically scheduled after the application is complete. 

Consult the website, application materials or call the admissions office to obtain this information.  

 

Applying to Public Universities 

While applying to state universities is generally a much simpler and more straightforward 

process than applying to private colleges, rigid requirements and strict deadlines complicate the 

matter. A student who fails to meet deadlines, take the required courses, or submit the correct 

pattern of tests may not be eligible for admission. 
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Applying to Private Colleges and Universities 

Admission to private colleges, particularly the more selective ones, is a complex, subjective, and 

usually unpredictable process. Decisions are generally based on a committee's evaluation—

through readings and discussion—of a candidate's folder. Look at a copy of the Common 

Application and look at the various factors upon which a college admissions committee will base 

its decision. Admissions officers read the files in a holistic fashion, attempting to get a sense of a 

candidate’s academic and non-academic qualities and potential for contribution to their 

community. Keep in mind that it is a human process. The “Components of the Application” 

section describes what usually goes into that file, with some suggestions and guidelines on how 

to handle each of the components.  

 

Decision Notification  

Institutions notify students at different time periods during the school year, depending on the 

admission decision process through which you choose to apply.  

 

Rolling Admission: In the case of rolling admission, notification depends extensively on when 

you submit your application. The turnaround time is typically much shorter the earlier you 

submit, because there are fewer applications to review earlier in the year. As you approach late 

November and early December, many of these schools are inundated with applications and may 

take much longer to respond. 

 

Early Decision and Early Action: In the case of early decision, early action and early decision II 

applicants, the college or university is quite clear about their notification date. For the first round 

of early decision and early action, a response will usually arrive no later than December 15th. 

Early decision II candidates will usually hear in mid-February, although the notification date 

varies by school.  

 

Regular Decision: Colleges and universities can start regular notification as early as February, 

although the most selective schools usually notify in late March or early April.  

 

Other Notification Plans: A few schools (Bard College is one example) have programs where 

they will notify students immediately upon review of their application. It is important that you 

know the notification policies of each of the schools to which you are applying so you know 

when to expect a decision.  

 

National Candidates’ Reply Date 

Students are required to notify the school where they intend to enroll by May 1st. Failure to do 

so may mean forfeiting your place at that institution. Similarly, you should notify all the schools 

to which you were admitted but at which you do not plan to enroll that you have selected another 

institution. It is highly inappropriate to tell multiple schools that you intend to enroll and, if 

discovered, may also mean forfeiting your place at both/all institutions. It is, however, acceptable 

to maintain your spot on a wait list and deposit at another institution. Making your intentions 

clear is imperative not only to solidify your place at an institution but also to allow institutions to 

determine how many students they can expect to matriculate in the fall. If you have intentions of 

deferring your admission to an institution for a year, you must determine that school’s deferral 

plan, as every school has different policies about holding a student’s place.  

 



35 
 

 

The Waitlist Process 

 

During regular decision, colleges give three decisions-accept, deny, and waitlist. If a college is 

unable to fill the first year class, they will consider students on the waitlist for the entering 

freshman class. Here’s how the waitlist process works: 

 

1) If you are waitlisted by a college, you must accept or decline a place on the waitlist. You 

may reserve places on several waitlists. You can always remove your name from a 

waitlist. 

 

2) After you receive all your decisions, you will need to decide which, if any, waitlists to 

pursue. Be sure to communicate with your college counselor. 

 

3) Most waitlists are not ranked and colleges expect students to show interest beyond 

reserving a place.  Some waitlists may also be need-aware and therefore look at financial 

aid while making a decision. We highly recommend you write a letter that expresses your 

continued interest in the college, visit if you have not visited, and contact the admissions 

officer for our region. If one of your waitlisted schools is your “dream school,” you may 

state in the letter that “if admitted, I will attend.” Note that you can only say this to ONE 

school. Letters of interest should be mailed or emailed by mid-April at the latest. Do not 

send a letter until you have all decisions in hand. Your college counselor is happy to help 

you with such correspondence. This option should be explored only after you hear from 

all your schools. 

 

4) While pursuing the waitlist, you must research schools to which you were admitted. By 

May 1, you must submit a deposit to one college. If you are admitted off the waitlist, you 

may withdraw to attend another college. Your enrollment deposit is unlikely to be 

refunded. 

 

5) Colleges will not know if they are going to the waitlist until the first week in May at the 

very earliest. Very often the waitlist process may go into late May and even into early 

summer in some instances. Colleges want to fill the class as soon as possible, so all the 

necessary steps to show interest must be done before the end of April. Your college 

counselor will also contact the colleges for updates. 

 

Should you wish to defer admission for a year: 

 

On occasion an accepted student will decide to ask the college to which he or she wishes to 

matriculate for permission to take a one-year deferral, a “gap year.” Normally the student wishes 

to interrupt his or her traditional educational progress to work for a year, travel, do community 

service, engage in research or take alternative education classes (e.g.: organic farming in 

Ecuador, climbing peaks in Alaska, studying American Indian folklore on a reservation, etc). 

The choices one has for a “gap year” are limited only by the imagination. However, if you wish 

to hold your place in one university as you have your adventure, you must seek permission from 

the university. The process may vary slightly from school to school, but, in general, the 

following provides the guidelines you must follow. 
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You must write the university to which you intend to matriculate, make your request, provide a 

detailed description of what you will be doing during the “gap year,” and then wait for 

permission. If you are granted permission and you may not be, you will need to pay the deposit 

to hold your place. In addition most universities will require that you send the occasional update 

on your activities. One year later you will matriculate to the university and will have the fun of 

sharing your adventures with all your new friends. 

 

A few rules: You may make such a request of only one college or university. You may not take 

classes as a degree candidate at any other college or university during the gap year. You may not 

apply to any other universities during the gap year. If you wish to apply to other schools, you 

must first notify the university with which you have your gap year contract and withdraw your 

acceptance. Horace Mann School will not support your applications to any other school unless 

we have confirmation that your gap year contract has been terminated. 

 

Please note: If you ask a university for permission to take a gap year, you are establishing a 

contract with that school that you will matriculate after one year. 

 

 

FORMS REQUIRED BY THE COLLEGE COUNSELING OFFICE 
 

As you can already tell, the college process involves a lot of logistics. Ms. Billies and Ms. 

Dowling play integral roles during the college process and will require certain information from 

the students in order to complete applications and guarantee that your process goes smoothly.  

 

1. Secondary School Report/ Counselor Report Forms NOT on the common 

application:  

The secondary school report consists of the secondary school form, the school profile, 

letter of recommendation from your college counselor, and the high school transcript 

which includes senior year classes. If you are applying to colleges that are NOT on the 

Common Application, you must give copies of the secondary school report form to Ms. 

Billies or Ms. Dowling. Without this form, we cannot submit your supporting 

documentation from the college counseling office. Secondary School Report forms can 

be found on the freshman application website. A sampling of schools that are NOT on the 

common application include: MIT, Georgetown, University of Wisconsin-Madison, 

Tulane, Indiana, University of Texas, University of California, University of Colorado, 

foreign universities. 

 

2. Mid-Year Report: Similar to the Secondary School Report, it is not necessary to submit 

this form for colleges on the Common Application. All non-Common Application 

schools that require a Mid-Year report must be submitted to Ms. Billies or Ms. Dowling 

at the same time you submit the SSR or, if initially unavailable, no later than January. 

 

3. The Red Book: Every student will have a college sheet in the Red Book and the student 

is responsible for writing in the colleges he or she is applying to. If a college is not 

recorded in the Red Book, the college counseling office will not send out your materials. 

It is of utmost importance that one’s college list be accurate in the Red Book. In October, 

students should see Ms. Billies or Ms. Dowling when they are ready to sign the Red 
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Book. After the colleges are recorded in the Red Book, they will appear under the 

colleges I’m applying to tab in your Naviance account. It is your responsibility to verify 

accuracy of your college list. If you make changes to your college list during the school 

year, you must keep the Red Book up to date and check to make sure that your Naviance 

list is accurate. 

 

4. Fee Waivers: If you are a recipient of financial aid at Horace Mann or the application 

fees will cause a significant burden to your family, please talk to your college counselor 

about getting fee waivers for your college applications. Once you speak to your college 

counselor, please submit a list of colleges to Ms. Billies and Ms. Dowling and they will 

submit the necessary documentation to support your request for fee waiver from the 

colleges. You will also be required to indicate this information in the Red Book. Please 

note: some colleges may deny your request. Be sure to check your college portal on the 

website of each college where you have applied to make sure that your request has been 

accepted. If your request has been accepted, the application fee will be marked as having 

been paid. 

 

5. Scholarship Forms that require transcript and recommendation: If you are applying 

for scholarships that require a transcript and recommendation from your college 

counselor, please provide Ms. Billies and Ms. Dowling with the required forms, 

instructions, and contact information for the scholarship. You will also be asked to 

document them in the Red Book.  

 

6. Worksheets (Preliminary Worksheet, College Survey, Year End Worksheet, and 

Senior Update): Students will be required to submit worksheets to their college 

counselor throughout the process. Each worksheet is designed to help you answer 

questions that are commonly asked on a college application and to assist your college 

counselor in getting to know you so he or she can advocate for you in a honest and 

authentic manner. 

 

7. Parent Questionnaire: In an effort to get to know you, provide you with the best 

possible counseling experience, and eventually, describe your strengths in a letter of 

recommendation, your college counselor spends quite a bit of time gathering information.  

Counselors get feedback from teachers, coaches, administrators, and anyone else at HM 

who interacts with you on a daily basis.  Even so, parents are often one of the very best 

sources of information.  Over the years, the Parent Questionnaire has proven to be 

absolutely invaluable as it can provide wonderful insight into your personality and how 

you turned out to be such a wonderful teenager.  This is exactly why it is required!  

Without this form, your college counselor cannot meet with your parents in the spring of 

your junior year. Please remind your parents of this. 

 

8. Final College List: Due in December, you will submit a list of colleges you will apply to. 

The document must be signed by your parents and ultimately approved by your college 

counselor. 
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FINANCIAL AID 
 

Financial aid comes in four forms: scholarships, grants, work-study and loans. Most college 

financial aid awards will consist of a combination of all forms of aid.  

 

Scholarship money is gift aid that can be awarded from the college, employers or other private 

entities. Grants also represent aid that does not have to be paid back. The money for grants is 

allocated mainly from the US Department of Education or from a college’s financial aid 

endowment. Work Study aid allows students to obtain a job on campus and use the money 

earned toward books and other day-to-day expenses while in school. Work-study is a federal 

program where the student’s earnings are subsidized by the government. Loans are monies that 

must be repaid with interest and can be acquired in the students and/or parents’ names. 

Educational loans can be obtained through the institutions themselves, federal or state 

government or banks and other financial institutions.  

 

Funding can be awarded as need-based or merit-based aid. The latter may require submitting 

financial aid documents depending on the school. Need-based aid is awarded to students who 

meet income eligibility requirements while merit aid is awarded based on a particular talent, 

skill, interest, program of study, or academic achievement.  

 

Eligibility for Aid 

Aid eligibility is never a guarantee. It is safe to say that a family with income to fully fund an 

education at Horace Mann will not be eligible for any significant assistance. However, the 

decision to apply for aid should be discussed amongst the family. If college costs will be an 

issue, you should submit the applications anyway.  

 

Applying for Aid 

Financial aid procedures and deadlines can vary slightly by school. However, almost every 

college requires the Federal Application for Student Aid (FAFSA) and/or the CSS Profile. 

Completing and submitting the FAFSA will generate a Student Aid Report (SAR) for the 

applicant that includes an estimated Expected Family Contribution (EFC), the amount the family 

will most likely be expected to contribute annually to the student’s education. The FAFSA 

determines eligibility for any federal financial aid programs (Pell Grants, Stafford Loans, Perkins 

Loans, and Work Study). It will also generate an application for any state aid or scholarship 

programs for New York. State assistance may also be available in other states. The FAFSA can 

be submitted after January 1 of the student’s senior year and must be submitted by the 

appropriate deadline.  

The CSS Profile, required by most selective schools, can be accessed through the College Board 

website. While the FAFSA determines federal aid eligibility, the CSS Profile allows each 

institution additional details that they will use to distribute institutional funds. A registration fee 

is required as is an application fee per school. The CSS Profile is available on and after October 

1 of the senior year and must be submitted by the appropriate deadline.  

 

 

You and your parents may schedule an appointment with your counselor to discuss the 

financial aid process. The key is to start early on the financial aid application and we are 

here to help you.  
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Important Deadlines 

 

October-November of senior year Student registers for CSS Profile. Complete the CSS 

PROFILE if necessary for an early application  

December- January of senior year  Student and family file CSS Profile if required 

As soon as possible after January 1  Student and family complete and file FAFSA  

 

Other Scholarship Opportunities 

It is the student’s responsibility to seek other scholarship opportunities from outside sources. 

Junior year is a great time to begin your search. Various corporations, organizations, and 

foundations offer scholarship opportunities for students. Alumni associations at colleges and 

universities may also sponsor competitive scholarships. Students should seek information on the 

university alumni association websites. Parents should check with their employers for possible 

scholarship opportunities as well as civic groups or other social organizations. We receive news 

of only some of the opportunities and try to share them with students as appropriate. Additional 

scholarship resources are listed on the Family Connection (Naviance) page.   
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RESOURCES 

 

HM College Counseling Page- http://www.horacemann.org/page.cfm?p=369  

 

Naviance Family Connection Site- http://connection.naviance.com/hmsny 

 

The College Search 

 

The College Handbook, The College Board  

 

Four Year Colleges, Peterson’s  

 

The Fiske Guide to Colleges, Edward B. Fiske 

 

Colleges that Change Lives, Loren Pope 

 

Looking Beyond the Ivy League, Loren Pope 

 

Profiles of American Colleges, Barron’s  

 

The Hidden Ivies, 2
nd

 Edition, Howard Greened, Matthew W. Greene 

 

Best Buys in College Education, Barron’s  

 

Financial Aid and Scholarships 

 

The College Money Handbook, Peterson’s  

 

Getting Financial Aid, The College Board  

 

Websites: 

 

FAFSA (Free Application for Federal Student Aid)- fafsa.ed.gov- required by almost all colleges and universities as 

part of the financial aid application 

 

CSS Profile- collegeboard.com/profile- required by many colleges and universities as part of the aid application 

 

Fastweb.com- free scholarship search engine 

 

Finaid.org- general financial aid information including an aid estimator 

 

Salliemae.com- information on various loan programs 

 

Additional Important Sites 

 

The Common Application- www.commonapp.org 

 

SAT Information and Registration- collegeboard.com 

 

ACT Testing Information and Registration- actstudent.org 
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GLOSSARY OF COLLEGE TERMS  

 

Academic Major: Usually refers to a traditional discipline of English, mathematics, foreign language, 

science, or history. Highly selective colleges look for academic solids on a transcript and Horace Mann 

requires that every student take at least five per semester.  

 

Acceleration: Speeding up the educational process. Students can sometimes graduate in three years by 

gaining college credits for Advanced Placement courses in high school or, in some colleges, by going to 

school year-round.  

 

ACT: The abbreviation of American College Test. This is an aptitude test that covers English, 

mathematics, social studies reading, and science reasoning (and an optional writing section) and is 

accepted by all colleges in lieu of the SAT Reasoning Test. The scores are reported on a scale from 1 to 

36.  

 

Aptitude tests: SAT Reasoning Test or ACT standardized test, which presumably measure a student's 

potential for success in college.  

 

Associate’s degree: A two-year degree earned at a community college (some abbreviate A.A.).  

 

Bachelor's degree: (B.A. -- Bachelor of Arts (also written as A.B.); or B.S. -- Bachelor of Science): A 

diploma earned after successful completion (usually spanning four years) of required courses at a 

university or college.  

 

Calendar: The system by which an institution divides its year into shorter periods for instruction. The 

most common calendars are semester, quarter, and 4-1-4.  

4-1-4: Consists of two terms of 16 weeks separated by a one-month term used for intensive short 

courses, independent study, off-campus work, or other educational experiences.  

Quarter: A quarter is an academic calendar period of 11 weeks. Students normally attend three 

quarters each year and take three or four courses per quarter rather than the traditional five taken 

under the semester system.  

Semester: A semester is a division of the school year into two parts, usually 18 weeks in length. 

Schools may have an additional eight-week summer session.  

 

Candidate Reply Date: The date by which the student must reply to the colleges’ offers of admission. 

Nationally, May 1 is the date to which most colleges adhere.  

 

CEEB: Abbreviation for College Entrance Examination Board, which creates and supervises the 

administration of the SATs and achievement tests. Each high school has a CEEB ID code. Horace Mann’s 

is 333-700. It should be used for all standardized testing.. 
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Class rank: How a student's academic performance, as determined by the grade point average, compares 

to other members of his/her graduating class. Horace Mann does not rank.  

 

College: The term commonly used to describe any institution of higher education. Strictly speaking, it is 

an institution with a single type of program, such as a four-year course leading to the bachelor's degree or 

a three-year course leading to the law degree. A college may be one part of a university (e.g., Yale 

College is the undergraduate division of Yale University), or it may be independent.  

 

Common Application: A form devised and accepted by nearly 400 colleges to make things easier for 

students in applying and teachers in writing recommendations. Practically, it means that if you are 

applying to more than one participating college, you may use the same application form for all. These 

forms are available online at www.commonapp.org. 

 

Core curriculum: A specified number of courses or credits in the humanities, social sciences, life 

sciences, and/or physical sciences, required of all students, regardless of major, to ensure a basic set of 

learning experiences. This may also be referred to as distribution or distribution requirements. 

 

Cross registration: A system whereby students enrolled at one institution may take courses at another 

institution without having to apply to the second institution.  

 

Deferred admit: The practice of permitting admitted students to postpone enrollment, usually for a 

period of one year. In order to request this, you must apply and be admitted first.  

 

Distribution or Distribution Requirements: See core curriculum or general education requirements. 

 

Dual degrees: A program of study in which a student receives two degrees at the same time from the 

same institution.  

 

Early Action: An admissions plan whereby a student typically can submit an application by November 

and receive a decision by mid-December. The student is not required to enroll if accepted. Some colleges 

now specify whether a student may apply to more than one college Early Action. If they are not allowed 

to do so, this is referred to as Single Choice Early Action or Restrictive Early Action.  

 

Early Decision: A program whereby a student can apply to a first-choice college early in the fall of the 

senior year and receive a decision by mid-December. Upon making an Early Decision application, the 

student agrees to enroll if accepted and to withdraw other applications immediately if admitted. Students 

deferred under Early Decision are reconsidered with the regular-decision applicants.  

 

ETS: Educational Testing Service. This is the organization based in Princeton, New Jersey, that the 

College Board utilizes to write and administer its tests. ETS also administers a number of other tests such 

as the Test of English as a Foreign Language (TOEFL).  

http://www.commonapp.org/
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FAFSA: Free Application for Federal Student Aid (see section on Financial Aid).  

 

Gap Year: A period of generally one year between high school and college in which a student explores 

some alternative form of education. Gap years require permission from the university to which the student 

wishes to matriculate. 

 

General Education Requirements: Also called breadth or distribution requirements, or core curriculum 

courses, they are required by all majors for the bachelor’s degree at a particular institution. The number 

and specificity of these course requirements vary greatly from institution to institution.  

 

Honors program: Any special program for very able students offering the opportunity for educational 

enrichment, independent study, acceleration, or some combination of these.  

 

Internship: Any short-term, supervised work experience usually related to a student’s major field, for 

which the student earns academic credit. The work can be full- or part-time, on- or off-campus, paid or 

unpaid.  

 

Legacy: A college applicant who is a son or daughter (or sometimes a more distant relative) of an 

alumna/us.  

 

Liberal Arts and Sciences: A breadth of intellectual inquiry that broadens the student’s knowledge and 

awareness in each of the major areas of human knowledge: arts, sciences, and humanities. A liberal arts 

education prepares one to: communicate thoughts and ideas clearly and efficiently and to understand a 

wide variety of perspectives and values, to appreciate civilization, beauty and natural processes, and to 

continually discover with sincere curiosity the world around us. The liberal arts college offers a four-year 

course of study, leading to the B.S. or B.A. degree and any graduate or professional program.3-2 Liberal 

Arts and Career Combination: A program in which a student earns undergraduate degrees in two 

separate fields, (most often in a general/liberal arts major and a professional or specialized major) in 5 

years of study, whether on-campus or through cross-registration.  

 

Major: The field of specialization or concentration for a college undergraduate. The student normally 

does from a quarter to a third of the total undergraduate work in his/her major field. Most often the 

student is asked to declare a major by the end of the sophomore year.  

 

Minor: A secondary area of academic concentration, which may or may not be required by an institution.  

 

NMSQT: National Merit Scholarship Qualifying Test (also known as the PSAT -- see below), sponsored 

by the United States government and several hundred private corporations and colleges and taken by high 

school students in the fall of their junior year. Scoring well on this test is the first step toward recognition 

in the National Merit Scholarship competition. National Merit Semi-Finalists are those students who 

score in the top 1% of all students in their state. The NMSQT index is the sum of the verbal, math and 

writing scores.  
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PSAT: Preliminary Scholastic Assessment Test (also known as the NMSQT -- see above) -- a test of 

scholastic aptitude administered to high school juniors throughout the country. Sophomores also take this 

test for practice. Scores are given for verbal, quantitative and writing aptitude in two-digit figures 

(multiply by ten to approximate SAT equivalents).  

 

Post-graduate: (more commonly referred to as "graduate") In reference to a student, post-graduate 

describes one who is working beyond the bachelor's degree; in reference to a school, post-graduate 

describes an institution that trains in a specific professional field and grants a post-undergraduate degree.  

 

Quarter: A college term of ten to twelve weeks. Some colleges divide the calendar year into four 

approximately equal portions, or into three terms (trimesters: fall, winter, and spring), plus a slightly 

shorter summer term. In schools using either the quarter or the trimester system, the student normally 

studies fewer subjects at one time and changes his/her schedule more frequently than a student at a school 

using the semester system.  

 

Rolling Admissions: A system of admissions decision notification whereby a college informs the 

applicant of his/her status within a short time (usually four to six weeks) after the application is complete. 

Most public universities employ this admissions practice.  

 

SAT Reasoning Test: A multiple choice test made up of verbal, math and writing sections, designed to 

measure abilities that are related to college success. Each section is scored on a scale of 200 to 800. The 

SAT Reasoning Test does not measure others factors and abilities – such as creativity, special talents, and 

motivation – that may also help you do well in college.  

 

SAT Subject Tests: Curricular-based tests given by the College Entrance Examination Board (College 

Board) to measure achievement in a particular subject. Fifteen one-hour achievement tests are offered, 

scored on a scale of 200 to 800. It is advisable to take an SAT Subject Test while studying or immediately 

upon completing study of the subject.  

 

Scholarship: Money or aid for an academically talented student. Some scholarships are based on need. 

Corporations, professional organizations, civic organizations, or religious groups give many such funds 

away. Each scholarship opportunity has different eligibility criteria.  

 

Selectivity: A term used by admissions offices to describe the ratio of admitted applicants to total 

applicants at a given institution.  

 

Semester: Half of the normal school year. The usual college year has two semesters (fall and 

spring/winter), each 15 to 17 weeks.  

 

Seven Sisters: Refers to Barnard, Bryn Mawr, Mount Holyoke, Radcliffe, Smith, Vassar, and Wellesley; 

all of them remain women's colleges except Vassar (and Radcliffe no longer exists). [This seems too 

specific. Necessary? I agree. Would the students ever need to know this?)] 
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Transcript: The official complete copy of a student's academic record including courses and grades. In 

the college admissions process, this document is traditionally given the most weight.  

 

Twelve-College Exchange: A one-year or one-semester exchange program among the following 

colleges: Amherst, Bowdoin, Connecticut College, Dartmouth, Mount Holyoke, Smith, Trinity, Vassar, 

Wellesley, Wesleyan, Wheaton, and Williams. [This seems too specific. Necessary? I have been asked the 

question before so this definition seems worth inclusion in the book)] 

 

Undergraduate: A college student who is a candidate for a bachelor's degree; a program of study leading 

to a bachelor's degree.  

 

University: An institution of higher learning comprised of several colleges. An undergraduate division 

confers bachelor’s degrees and provides facilities for learning to take place through teaching. This 

undergraduate division may include a College of Arts & Sciences, a College of Engineering, a College of 

Business, a College of Nursing, and/or others. A graduate division confers master and doctoral degrees 

and provides facilities for learning to take place through research as well as through teaching.  

 

Wait list: List of students who meet the admission requirements but will only be offered a place in the 

class if space becomes available. Most offers of admission from the wait list are made prior to the end of 

the school year. Most wait lists are not ranked; instead, they will admit students based on the college’s 

needs and student interest.  

 

Yield: The percentage of students admitted to a college who ultimately attend that college. The yield is 

often extremely high at selective colleges.  

 

 

 

 

 

 

 

 

 

 

 


