
KHS Application Procedures
The application process should be followed as:

1. APPLY TO A COLLEGE OR UNIVERSITY
2. SEND ACT/SAT SCORES FROM TESTING WEBSITE
3. REQUEST YOUR TRANSCRIPTS TO BE SENT

Step 1 - How do I apply to a College or  University?
Each university has an application that every hopeful first time freshman must complete. Some
universities have more than one way to apply. Some universities have their own application that
a student will fill out through their websites while others will be members of the common
application. Schools do not care what application you use, please do what is most convenient for
you.

University website applications - These are found on the schools website under an icon that
says “Apply Now!” They will require you to create an account in order to ultimately submit that
application. Usually each application has a fee, which you will pay after completion of such
application.

Common Application - The common application is found at www.commonapp.org. Over 900
universities are members, meaning that if a school is a member that you can complete one
application and send it to as many schools as you want; pending they are members. On the main
common app page there is a list of universities that accept it, please refer to that to make your
decision. Your college counselors recommend that you DO use the common application if you
are applying to two or more schools that are members. You will create an online account and use
the website to develop your college list, complete, and submit your applications.

Step 2 - Send Your High School Transcripts
After you have submitted your application to a university, you have  to alert your college
counselor to send your transcript. Universities DO NOT ask KHS for your transcripts, you are
responsible for requesting it.

A. Transcript Release Form (Mandatory to complete)- In order to send your transcripts you
and a parent/guardian must sign, scan, and return a transcript release form. You can find
the form online at https://www.kirkwoodschools.org/Page/1896. The release form only
needs to be done once no matter how many universities you apply to.

B. Applying via University Website - If you apply to a university through their website, you

will need to request your transcript by emailing your college counselor. You will need to

include this information:

a. Which schools do you need your transcripts sent to?

b. When did you submit the application?

c. Confirm your college counselor has received your request.

C. Applying via Common Application - If you are using the common application you will

invite your college counselor to your application. You can find the invitation section

under “My Colleges” and “Recommenders and FERPA.” Your college counselor will

receive an email confirming your request. Your one request will suffice for all universities

that you apply to.

https://www.kirkwoodschools.org/Page/1896


Step 3 - Sending Your Standardized Test Scores

It is the student’s responsibility to send their test scores to each university they apply to.

ACT: www.actstudent.org

SAT: www.collegeboard.org

Universities will only accept ACT/ SAT scores officially from the testing agency (Not from KHS.)
You must create an online account with ACT or The College Board and pay to have your scores
electronically sent to each university you have applied to.

IF YOU HAVE ALREADY TAKEN THE ACT: Use your ACT ID to create your online account. ACT ID
can be found at the top of your paper score report.

IF YOU HAVE NOT TAKEN THE ACT: You can create an account using your email address.

Students may elect to have scores sent by listing their colleges of choice when registering for the
exam.

KEEP IN MIND: Even though you are sending each score electronically it does take up to three
weeks to process it.

Recommendation Letters
SOME, NOT ALL,  universities require letters of recommendation from a counselor or a teacher to
complete the application process.

Counselor Recommendation Letter - If a letter from a counselor is required, students will need to meet
with their college counselor to review the process. Please allow up to two weeks for letter submission. It
is mandatory that students fill out a Counselor Questionnaire to receive a letter of recommendation. To
obtain the questionnaire please e-mail or see your college counselor.

Teacher Recommendation Letter - While some colleges do not require teacher recommendations, it is
important to plan ahead and check each school’s application requirements. Junior year teachers are
great references, as they have worked with you recently, and for an entire year. Make sure to ask core
academic teachers, unless you are pursuing a major or a program that requires a  letter from a specific
subject  area (for example, ask an art teacher if you are applying to an art program or school of art and
design).  Teachers receive numerous requests for recommendations each fall. Therefore it is extremely
important that you provide your teachers with 2-3 weeks notice before your deadlines. It is your
responsibility to track the progress of these letters with your teachers!

Final Tips for Completing Your Application
● Students are responsible for their final application submission
● Be aware; your kirkwood email address  blocks incoming correspondence that it does not recognize.

Use another email address or create a college-only email account to help track and manage your
applications.

● You should ALWAYS WAIVE YOUR RIGHT to see any recommendations written on your behalf.
Colleges are much more receptive to recommendations they know you have not seen.

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

