
Bainbridge High School
College Application Process

 
More Information Available in the BHS Class of 2013 Planning Guide 

www.bisd303.org/ -> bhs -> counseling -> college planning
 

 
Greetings Seniors!  The BHS counselors look forward to working with you as you apply to colleges and 
other post-high school opportunities.  We have a process you need to follow to make sure everything is 
submitted in a timely manner.
 
Please Note:  It is critical to follow these steps when applying to colleges as the details vary depending 
on the type of school.  If you do not follow these steps, your applications could be incomplete and thus 
negatively impact your admissions decision.  
 
Public Schools:
 
● Most public universities, including those in Washington State, will require an official transcript in 

the application process.  Notable exceptions are the University of Washington and the University of 
California schools. These schools do not need a transcript until after you have been accepted.  (For 
UW and UC applications, ask for a copy of your unofficial transcript from the BHS counseling office to 
use when filling out the academic portion of these applications.)

 
● Most public schools do not need a letter of recommendation from a teacher or a counselor. If by 

chance yours does, please follow the private school instructions detailed in the next section.  We 
recommend that you apply to each school using the Common Application (if it is accepted by the 
school) or their own online application.   (Colleges prefer online apps rather than paper ones.)

 
 Make a List:   List all the schools you are applying to along with their deadlines.   Enter these colleges 

into Naviance under “Colleges I’m applying to.”  You may add colleges later by updating Naviance to 
include the new schools.
 

 Send your BHS transcript:    Two (2) school weeks prior to your deadline, log onto 
www.parchment.com to sign up with them and request transcripts to be sent.  You do not need to enter 
a registration code or social security number to register.  Each transcript costs $5.00 to send.  Note:  We 
will not release your transcript via Parchment if you owe fines to BHS.
 

  Test Scores:  It is your responsibility to send official SAT, SAT II (subject tests), and/or ACT score 
reports to each college/university.  Bainbridge High School does not send them.  Pay attention to what 
each school requires.  Most will require either the SAT or ACT.  Subject tests may not be required.  
For a complete list of schools that are ‘test optional’ or do not require standardized test scores, go to 
www.fairtest.org
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Private Schools (including Common Application schools): 
 
If you are applying to a private/independent college or university, the application will have a counselor/
school section which usually requires a letter of recommendation from the counselor.  (This is different 
from, and usually in addition to, a Teacher Recommendation.) 
 
If you are using the Common Application, the school section of your application is called the School 
Report.  Your counselor needs a minimum of 4 school weeks to review your academic record, collect 
teacher evaluation forms, and write a thoughtful letter of recommendation to complete all sections 
of the School Report.  The following process is designed to assure that the private universities/
colleges receive all required information in a timely manner. Please read the following information and 
instructions carefully. 
 

 Make a List  of all the schools you are applying to along with their deadlines.   Enter these colleges 
into Naviance under “Colleges I’m applying to.”  You may add colleges later by updating Naviance to 
include the new schools.
 

 Fill out a College Tracking Form for each school you are applying to that requires a letter of 
recommendation 4 school weeks prior to each deadline.  These are available with Ms. Howing or on the 
BHS counseling website under ‘Forms.’   Paper clip your Parent Brag Sheet and Student Data Sheet to 
the first College Tracking Form submitted  and hand deliver to Ms. Howing.
 

 Student Data Sheet is available under ‘Forms’ on the Counseling website.  In order for us to write 
an engaging and honest letter, please answer all sections and the questions as completely as you can.  
Include details, examples and descriptions.  Please submit the Student Data Sheet only to your counselor 
and not to your teachers who are writing your letter of recommendation. This form is due 4 school 
weeks prior to your first deadline.
 

  Parent Brag Sheet:  This is your parents’ opportunity to give us some examples of how wonderful 
you are!  Information in the Parent Brag Sheet may be used in the recommendation letter to dovetail 
with what the counselor knows about the student and what we have learned from teachers.  It is 
helpful if parents share anecdotes that support their statements.  The Parent Brag Sheet is available 
under ‘Forms’ on the Counseling website and is also due 4 school weeks prior to the first college 
application deadline.
 

 Common Application:  In order for your counselor and teachers to complete your letter of 
recommendation for schools using the Common Application, you must INVITE your counselor and 
teachers via the www.commonapp.org online system.  Make sure the email address is correct!  If it is 
incorrect, we will not receive your invitation, and will not be able to write your letter. 

Your counselor’s email is:

● A-F :     Mr. Adam  Ward award@bisd303.org
● G-Mc:   Ms. Danielle Zelinski dzelinski@bisd303.org
● Me-P:   Mrs. Lauren D’Amico ldamico@bisd303.org
● Q-Z:     Mrs. Jamie Walter jkwalter@bisd303.org
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  School Report (only Common App. schools):   For schools using the Common Application, you will 
need to fill out your portion of the School Report.  

● The School Report requires a letter of recommendation from your counselor. 
● Make sure to check the bubble that waives your rights.  In order to provide the most authentic and 

valuable letter of recommendation to admissions offices, the counselors ask that students waive 
their right to see letters of recommendation from counselors and teachers. If you have questions or 
concerns about waiving your rights, please consult your counselor.

  Send your BHS transcript:   Four 4 school weeks prior to your deadline, log onto 
www.parchment.com to sign up and request transcripts to be sent.  You do not need to enter a 
registration code or social security number to register.  Each transcript costs $5.00 to send.  Note:  We 
will not release your transcript via Parchment if you owe fines to BHS.
 

  Test Scores:  It is your responsibility to send official SAT, SAT II (subject tests), and/or ACT score 
reports to each college/university. Bainbridge High School does not send them. Pay attention to what 
each school requires. Most will require either the SAT or ACT. Subject tests may not be required. 
For a complete list of schools that are ‘test optional’ or do not require standardized test scores, go to 
www.fairtest.org

  Teacher Letters of Recommendation:  Make certain to find out which schools need a letter from 
teacher(s).  Ask one or two teachers, preferably from junior year, if they would be willing to write a 
letter of recommendation for you.  Give them at least four school weeks notice to do so.  Each teacher 
will have a different process to obtain a letter from them.  Be sure to write them a thank you note after 
they have completed your letter(s).  Also tell them where you have been accepted in the spring of senior 
year!

 Mid-Year Report:  Most schools will want to see your 1st semester senior grades.  The Common 
Application requires the Mid-Year Report for each school.  Instructions will be given by the Counseling 
Office in January 2013 regarding this process.   All transcript requests can be completed through 
www.parchment.com.   You may request that the transcript be sent after fall semester grades are 
attached.

Specific College/University Online Applications:

Some schools do not participate in the online Common Application, and instead have their own online 
application process. Pay close attention to their directions.  If they require a School Report and/or letter 
of recommendation from your counselor, be sure to invite us to do so using their online system.    

The same timelines apply for ANY counselor rec letter:  Hand-deliver the Parent Brag Sheet and Student 
Data Sheet (paper-clipped to the College Tracking Form) to Ms. Howing  4 school weeks prior to the first 
application deadline.

We counselors wish you all the best in your college application process.  

Let us know how we can help!
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