INTRODUCTION

Dear Members of the Phelps School Family,
The college admissions process has become such a critical element for everyone with a stake in secondary education that we felt it important to create a blueprint for those of you who will be experiencing this exciting yet potentially anxious time here with us. This College Planner represents the commitment we are making here at Phelps to be explicit in what we expect from you and your sons as we prepare for this exercise so that everyone’s responsibilities are clear and concise.  It is essential that we work together and your input is actively encouraged either by phone, email or in person.  A few practical suggestions:
· SAT and ACT registration forms are in my office. The easiest way for the boys to register for a test however is to create an account online with the College Board and/or the ACT and sign up for a particular test administration through those accounts.  Remember that the closest test centers to us (Malvern Prep, Westtown, West Chester East and Great Valley) are not available for every test date, so it pays to plan accordingly.  Of course, if your son plans to return home for the weekend and test near you, you should register for that center which is most convenient to your residence.  The registration deadlines for the first administrations of the year (September or October) for both the SAT and ACT can come before the boys are even back in school.  Thus, it behooves you to go to the respective web sites (www.collegeboard.com and www.act.org) and familiarize yourselves with their procedures.  For the most part, Seniors will want to test in October, November and/or December with Juniors usually shooting for the spring, typically in May or June.  Nowadays, both tests are accepted equally by every college nationwide so the choice of which to take is yours.  I am happy to discuss how they differ so feel free to call anytime. 
· For those boys who expect to receive accommodations for extended time, it is imperative that Mrs. Knight receive all of your documentation as early as possible.  She will need to submit the required forms to the testing agencies months in advance of any test dates to ensure proper consideration of your case.  This can be a complex, confusing and occasionally time-consuming process, so the sooner she has the materials, the greater your chances of receiving the test conditions your sons deserve in a timely fashion.  Guidelines for accommodations also appear on the web sites of the testing agencies as noted above.  For the SATs, the appropriate link is entitled Services for Students with Disabilities (SSD) and for the ACTs, it is the same, Services for Students with Disabilities.  One important factor to note is both organizations require that the diagnostic testing and evaluation which indicate the need for accommodations be current (for the SATs within five years and for the ACTs, within three).  Since these criteria are subject to frequent review and may well change from time to time, it would be advisable to verify that whatever documentation you have is valid and up to date.  
· All completed college applications should be given to me to be mailed from school so that I may include the necessary documents and fees in the same envelope.  If you do submit applications from home, you or your son must tell us where  you have applied so that we may send along the materials needed to complete the process.  Applications will not be read by admissions committees until they are complete and they are not considered complete until all of the required elements have been received and filed at the institution in question.
· Teacher recommendation requests should be made directly to individual teachers by your sons.  If they wish to discuss whom to ask, I am happy to be a part of that conversation.  Preprinted forms may be required and, if so, they should be given to the respective faculty to then be returned to me for mailing.  A faculty member may prefer to submit a recommendation to me electronically which I will then copy and send out.  Either format works well.  Requests should be made early in the year as some teachers receive quite a few and are always in demand.
· When personal statements or essays are required, we urge the boys to seek assistance from their English teachers, a favorite instructor or from me before submitting the final copy.
· All applications should be given to me as soon as they are complete.  I will then provide the transcripts and school forms to be mailed in a single packet.  Although we take every precaution to ensure timely submission of all materials, lately colleges have been notorious for losing all manner of papers. Even if we sent these envelopes certified mail (which would be cost prohibitive), it would be a waste of money for us as I will only have to resubmit the materials anyhow.  Regardless of when and/or how they were sent, if a college claims they don’t have the documents, the reality is they don’t have them!  So, the sooner we have everything in, the better we control the process.  For those colleges with Rolling Admissions policies, decisions are made as soon as a file is complete and can be read by the committee, so it makes sense for us to have everything in as early in the fall as possible.
We know how concerned you are that your sons receive as much support as possible with this sometimes confusing and complex work.  We will do our very best to see that they get it.  We are with you thoroughly invested in their success.  When in doubt, call me directly.
Lloyd R. Paradiso,                   
PHELPS SCHOOL
COLLEGE PLANNER
Freshman Year

· Every year is important if you want to keep your options open for life after Phelps.  Whether you are planning to enter a training program, the military, a two or four year college directly upon graduation, the courses you take now will matter.  Your curriculum may then include but not be limited to the following:

English

Mathematics

Science

History or Social Studies

Foreign Language

Electives
· Be willing to take part in the various aspects of school life: student government, school newspapers, athletic teams, clubs, community volunteer service, weekend activities.  Anything that interests you and will either enhance existing skills or help you develop new ones is fine.  Look for a summer job or unique experiences which will help you become well-rounded and more attractive to college admissions officers.

· Increase the amount of reading you do outside of regular school assignments.  Newspapers, magazines or novels in subjects you enjoy make a good start.

· Begin to discuss college with your family.  When your parents visit Phelps, bring them to the College Guidance office to meet me and to ask whatever questions they may have about our programs and procedures.

Sophomore Year

· If you are new to the school, see suggestions above for Freshmen and get involved.  If you are a returning student, continue visiting the Guidance office as you mature and become more familiar with options after high school.  Start to think seriously about yourself; what activities and sports are important to you and what makes you happy as a person.
· If representatives from colleges in which you might have an interest are on campus and you have no academic obligations during their visits, sign up to attend the presentations to learn more about individual institutions and the admissions process in general.

· Keep track of your activities, sports and any other personal achievements both in and out of school as these will become part of your personal profile when you begin to complete applications.  Be sure to include any honors, awards or other recognition which might help to make you stand out from other candidates.  This is no time for modesty; we will decide later what to include or leave out and how best to present this information.
· If you are so inclined during spring or summer break, plan to visit colleges which may be of interest to you and your family.  Always leave enough time to take the group tour and sit in on the Question and Answer sessions.  Be absolutely certain to fill out any forms they may present to you to indicate that you have visited and to be placed on their mailing list for future announcements.  Demonstrating interest in an institution is becoming a key factor in admissions decisions as colleges attempt to ascertain who among their many applicants is a serious candidate.  Taking the time and incurring the expense to physically see a campus and explore their community sends a strong message to a college that indeed you have a bona fide interest in them.  
Junior Year

SEPTEMBER

· The PSAT (Preliminary Scholastic Assessment Test) will be given in October for all juniors.  You are automatically registered for the test which is administered in the auditorium at school. Booklets explaining the test, its various sections and types of questions are available in the Guidance office.

· Find out about any scheduled college fairs and plan to visit one or two during the year. You should also attend presentations by visiting representatives of colleges in which you have an interest if you are free while they are on campus.  Introduce yourself; be polite, ask good questions, complete and return the forms they give you and take their literature for future reference.

OCTOBER
· Take the PSAT.

· Continue to discuss tentative college plans with parents and your advisor.

· Visit the Guidance office and familiarize yourself with the various guides and software programs we provide.  Explore different college home pages and take virtual campus tours on the World Wide Web.  

· The school uses Naviance as our web-based college counseling system.  It is a sophisticated, multi-faceted program that provides a vast array of functions, all designed to facilitate and streamline the college search and selection process such as managing applications, keeping track of correspondence, assessing ones chances at various institutions and much more.  Now would be a great time to get your personal registration code, open your account in the system and begin to explore the various aspects of the Naviance suite.  Parents may also participate through Naviance so they too should request their registration code and establish their presence within the system.
NOVEMBER/DECEMBER

· Attend the National College Fair at the Pennsylvania Convention Center in Philadelphia.

· Forms are available to register for the SAT I or the ACT if you have not already signed up to test.  Or, you may open an account on their respective web sites which you can then utilize for future test registrations.  Although the January or March test dates might be a bit premature for your liking, May or June should work well
· Continue to do research on prospective colleges, the application process, entrance requirements, courses and possible majors as well as financial aid procedures.  The Naviance system is a great place to begin. 
JANUARY/FEBRUARY

· Review your plans and individual circumstances with the Guidance office.  We will be offering a program for Juniors throughout the spring called Transitions to College which should clarify your responsibilities and provide the support you need to take ownership of this process.  Essentially every bullet item that follows is a topic to be covered in the curriculum for this course.
· Use the Computer Center and/or your own resources to practice for upcoming tests. Software programs are available to help you prepare for these examinations as well as some online resources.  Use them often.  Time spent preparing will definitely pay off in higher scores which will of course have a positive impact on your candidacy.

· In the past, we have arranged for test preparation classes to be offered on campus for Juniors and Seniors.  Be on the lookout for announcements about this service and, if you believe you would benefit from participating, make your interest known to the Guidance office early on.

· Foreign students should register for the TOEFL (www.ets.org/toefl) and make an appointment to be tested.  It has become increasingly difficult lately to obtain convenient test dates so it is a good idea to begin this process now.  Remember where the Phelps School is located when choosing a test center; you may be assigned to a center that is miles away from campus and it is up to you to find suitable transportation to and from the site.  The test is also between three and four hours long so that time will have to be factored into your day 
MARCH/APRIL

· Begin to create a preliminary list of colleges which appeal and solicit information either by phone, postcard or online. This list will be refined as you get further into the process.

· Take the SAT 1 or the ACT.  Arrange for any testing accommodations with Mrs. Knight if you have not already done so
· Visit college campuses either on a long weekend or during spring break.  Be sure to sign in when you do, take the tour and attend any information sessions for prospective applicants.  If you are an athlete or have a special talent in a field such as art or music, be sure to identify yourself to the coaches or department heads.  You will want these people to know who you are especially if you become seriously interested in their programs.  Find out about any specific procedures which you will need to respect such as auditions, portfolios or game films.  If you are a candidate for special consideration or scholarships, now is the time to learn more about these possibilities.

· Discuss the feasibility of the SAT IIs with the Guidance office and, if you decide to take any of these examinations, register online 
· Investigate the possibility of taking the SAT I or ACT again in May or June and register accordingly.  If you are taking the SAT IIs in June, be sure to register now as well.

MAY/JUNE

· Go over your college list; begin to focus on those which seem to hold the most promise and familiarize yourself with all of their requirements for admission
· Start to line up some of your teachers to write recommendations.  Ask those whom you feel know you well especially as a student and who will say positive things about you.  If they voice some concern about their ability to be candid and supportive of you, thank them profusely for being honest and ask someone else.

· Check with Mr. Knopp to be sure your transcript is accurate and all your grades are as they should be. Now is a good time to create a personal and/or athletic résumé if you do not already have one.  Include any awards, special recognition(s) and positions of responsibility held either at school or in the community.  Also indicate any jobs you have had, doing what, with whom and for how long; again, either in school or at home.

Summer between Junior and Senior Year

· Stop by the Guidance office and request a copy of the Common Application before leaving in June.  You should also open an account online at www.commonapp.org.  Work on the Personal Statement over the summer.  Think about what you want to say and write a draft or two before you return in the fall.  The essay(s) is an extremely important piece of any application.  Most colleges do read them as they add a more personal perspective to your candidacy giving some insight as to your character, values and ambition.  Do not come back without something substantive.
· Plan to visit more colleges whenever you can over the vacation.  Admissions officers love to meet prospective candidates during the summer.  They usually have more time to give you personally, the campuses are not nearly as crazy and there are always students available for conversation and tours.  Call ahead and you will be well-received.  Do not forget to alert coaches to your presence.  If there is a special or “tagged” application for athletes, ask how you go about receiving one. Be sure to get the names of the people who have hosted you and always write thank you notes.
· If you plan to compete athletically at the intercollegiate level, you will need to register with the NCAA Clearinghouse online at www.ncaaclearinghouse.net.  Check with your coaches for more details.
Senior Year

SEPTEMBER

· Narrow your list of colleges and copy the application forms you have in your possession so that you can begin to work on completing them in time for any early deadlines.  You should also have a completed Common Application ready to go.  If you do not have all of the requisite materials from any of your choices, be sure to solicit them now.  Many institutions’ websites have easy to us inquiry forms which will expedite this process.  If you cannot locate the appropriate URLs, Google them by entering the college name.
· An ever-growing number of colleges now prefer that candidates complete and submit their applications online either through the Common Application or via the colleges’ own web sites.  Obviously, it is of extreme importance that you verify all of the information you have entered before you press “submit.”  Once sent, it is extremely difficult to have an application canceled and a new one, substituted. 
· Register for the SAT I or the ACT.  Some colleges require that test scores be sent directly from the testing agencies; so if you know you will be applying to specific colleges, be sure to indicate them to receive your scores when you register to take the test.  TOEFL candidates should also register as soon as possible
· If you are planning to seek admission to any large state universities, you should be finishing these applications now as most are on a Rolling Admissions basis and they will read applications as soon as they are complete
· Candidates for any form of Financial Aid should go online to familiarize themselves with the FAFSA (www.fafsa.ed.gov). .

· Rewrite your essay (s) with the help of teachers and/or the Guidance staff. By now, you should have at least one or two which are as good as you know how to make them.

· Contact those teachers writing recommendations for you and ask they begin to work on them now if they haven’t already done so.  If they wish to submit these directly to the Guidance office electronically, we will happily make the necessary copies and send them off to the colleges you designate
· Ask your parents to send checks for application fees made out to the appropriate colleges either to you or to the Guidance office.  A valid credit card may also work (be sure to have the expiration date).

· Get the best possible grades you are able to muster.  If you study as hard as you can, it will pay off because these last efforts will be the ones schools see as they make their final decisions.  Also, if you happen to be wait-listed at your first choice college, your most recent grades will most surely be examined to determine your continued commitment to academics
OCTOBER/NOVEMBER

· Continue to attend presentations by college representatives if you are free during their visits at Phelps.  If you are planning to interview on any campuses, arrange those appointments now.  Even if all you can do is a group tour, be sure nonetheless to sign in so that admissions is aware that you were there.  If you are able to schedule an individual meeting with an admissions person (or for that matter, whenever you visit a college), do so.  Dress appropriately, be on time, shake hands firmly, make eye contact and speak clearly.  Listen attentively to answers to your questions.  They will expect you to be somewhat familiar with them and their programs, so read their materials before you go.  Get the name of the interviewer before you leave (they usually have cards----ask for one) and send a thank you note shortly after the visit.

· Keep at your applications.  Your Social Security number should appear on all correspondence including recommendations, essays and even checks.

· If you are working with any coaches or department heads, re-contact them to ascertain their seriousness about you as a recruit.  You may be interested in seeing a practice, attending a rehearsal, having a meal or even spending the night in a dormitory.  Obviously, when you do have the opportunity to be a guest at a college, your behavior should be exemplary.  How you act reflects on you personally as well as on your school.  If you make a positive impression, future applicants from Phelps will reap the benefits.

· Register for the SAT I or the ACT.  If you need to retake the TOEFL or want to submit any SAT IIs, you should sign up for both now.

DECEMBER

· Continue to research any sources of Financial Aid and request the appropriate forms.
· If you are visiting campuses during the break, remember the advice given above.
JANUARY

· The Free Application for Federal Student Aid (FAFSA) can now be completed online (www.fafsa.ed.gov).  Parents will need to gather all of their financial information including tax returns from the prior year.  CSS/Financial Aid PROFILE forms may also be required by some colleges.  Check to be certain you possess and are submitting the correct documents.  Keep records of all correspondence.

· Study, study, study.

FEBRUARY/MARCH

· Mid-year reports will be requested by most colleges now so your most recent academic performance should be impressive.  Also, it is appropriate to send a brief note mentioning any new academic or athletic honors, awards or accomplishments
· Check with coaches or department heads at your selected colleges to be sure you are still on their list of recruited candidates and, if possible, attempt to find out where on their list you rank..  Be polite and respectful when you ask.  To have this information will help a great deal as you attempt to make final decisions.

APRIL/MAY/JUNE

· All of your applications should now have been completed and submitted.  As you begin to receive decisions, keep track of acceptances, denials, wait-lists and Financial Aid award letters.  If you are wait-listed at your first choice college, write a letter stating clearly that you will attend if they do accept you (if that is indeed the case) and ask what chances are of the list moving in your favor.  Include any news of recent awards or honors.

· Many colleges invite admitted students to overnight visits on campus in an effort to convince them to matriculate.  Take advantage of these opportunities to learn more about your options as well as to meet those people who will be your future classmates

· Reply promptly with your decisions to colleges which have offered you admission.  Be sure to send in the required deposit and housing forms to your first choice by the stated deadline.

· Final transcripts indicating you have successfully graduated from the Phelps School must be sent to the college you will be attending.  Be certain that the Guidance office has this information correctly.  Should plans change over the summer, please let us know so that the proper documents can be directed to the appropriate institution.
