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San Juan Hills High School 

Guidance Department
Academic Advisor/ Counselor Evaluation Form 
Letter of Recommendation Request Packet and Policy

Counselor (Academic Advisor) Evaluation Forms and Letters of Recommendation: Most private university and scholarship applications will require that students submit counselor evaluation forms and letter(s) of recommendation.  Some will specify who the recommender should be (teachers, employers, coaches, and community and church leaders); others simply indicate how many recommendations are required.  Counselor Evaluation Forms/Secondary School Report and letters of recommendation give evaluators and selection committees' alternate information about you the person.  Keep in mind that these individuals will already have objective information - your grades, classes and test scores - they want to know about your character and who you are outside of the classroom, more appropriately, how others see you!!

Tips for letters of recommendation
· Choose adults who know you well; those who can write about not only your academic skills, but also your talents and abilities. 

· Choose recommenders who will write specific statements about you - not remarks that could apply to any student. 

Steps to securing letters of recommendation
1. Ask teachers, coaches, administrators, academic advisors, employers, community and church leaders who know you well and who will write you a personalized and positive letter of recommendation.  If this person is a teacher, it is preferable that you are currently in his or her class or were a student of theirs the previous year. 

2. PLAN AHEAD!  Make an appointment to speak with the person you are asking for a recommendation from no less than 3 to 4 weeks prior to the deadline.  

3. Provide your recommenders with important information that they may need to write a letter that truly represents your good qualities, character and outstanding skills.  Providing your recommender with a copy of your student resume, student profile and college essay will assist them in writing a more precise and thorough letter. 

4. If you are requesting completion of a counselor evaluation form or letter of recommendation from your Academic Advisor, you will be required to follow deadlines listed below and the instructions on the preceding pages.

5. If you are requesting a letter from any person other than your Academic Advisor, provide your recommenders with the following: 1. Name and address of the school or scholarship you are applying to/for and a stamped addressed envelope if the school or scholarship committee requires that the letter be sent directly to them by the recommender (be sure to provide a manila envelope if the recommender is required to send additional documentation such as a copy of your transcript, etc.  2. DEADLINE or date that the letter needs to be submitted 3. A copy of your high school transcript, student resume, and a student profile (if available).  

6. Follow-up by thanking the person(s) who provided you with a recommendation. 

	Due Date
	Deadlines- College/Scholarship Evaluations and Recommendations

	Monday, October 7, 2013
	College applications or scholarships with a deadline in  November or December 

	Monday, November 11, 2013
	College applications or scholarships with a deadline of January 1st or later 

	

	A late request will result in either a generic letter written or no letter at all (at the discretion of the Academic Advisor or other evaluator depending on their workload and timeframe).

	

	Please Note:  Academic Advisors WILL NOT be available to complete college evaluation paperwork or recommendations during Winter Break. Please adhere to deadlines to avoid this.


Who Requires Letters of Recommendation?

1. Private Universities

2. College Scholarships

Please Note:  UC and CSU do not require Counselor Evaluation Forms or letters of recommendation 
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San Juan Hills High School 

Guidance Department
Academic Advisor Counselor Evaluation Form and Letter of Recommendation 
Request Policy and Packet 

Directions:  Please complete the entire letter of recommendation packet and give it to you Academic Advisor or teacher by the DEADLINE dates listed below.  
The packet must include:
· Cover letter (use this page)
· Student Profile – Download from http://sjhhs.schoolloop.com/studentprofile
· New Fillable Version – Requires Microsoft Word 

· Old Version – Non fillable – Requires Microsoft Word version 1997-2003

· A student resume - See sample at http://sjhhs.schoolloop.com/CollegeIntroduction
· Counselor Evaluation Form and the Secondary School Report (if applicable – downloaded from university website or through invitation if using Common App, SEND.edu etc.)

· College Essay (if you were required to write one)


Please use this page as your Cover Letter when submitting your packet 
to your Academic Advisor or Teacher
Academic Advisor (Please Select)
 

Mrs. Scherf








Mrs. Acosta








Mrs. Araujo







Mrs. Cassarino
Teacher (Please list)




Teacher __________________________

Student Name ______________________________________________________

Date Submitted _____________________________________________________







	Due Date
	Deadlines- College/Scholarship Evaluations and Recommendations

	Monday, October 7, 2013
	College applications or scholarships with a deadline in  November or December 

	Monday, November 11, 2013
	College applications or scholarships with a deadline of January 1st or later 

	

	A late request will result in either a generic letter written or no letter at all (at the discretion of the Academic Advisor depending on their workload and timeframe).

	

	Please Note:  Academic Advisors WILL NOT be available to complete college evaluation paperwork or recommendations during Winter Break. Please adhere to deadlines to avoid this.


We have read the packet and will adhere to the deadlines 
_____________________________








Student Signature

_____________________________








Parent Signature
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General Instructions for Completing Private School Applications
“Paper” College Applications to be Mailed to the College/University


Submit completed secondary report/ letter of recommendation packet with cover letter
The Counselor Evaluation Form or Secondary School Report can be found within the college application; please be sure the complete ALL student sections and sign where indicated.

Order official transcript(s) to be sent to each college to which you are applying (see instructions at http://sjhhs.schoolloop.com/orderingtranscripts

Order ACT (www.act.org) and/or SAT and AP (www.collegeboard.com) scores to be sent to each college to which you are applying.

“Online” College Applications

Submit completed secondary report/ letter of recommendation packet with cover letter (see items listed above)

1. “Common Application” Online


Log onto www.commonapp.org

Read ALL instructions thoroughly 


Complete the student sections of the application


Go to School Forms section of the application

1. “Invite and Assign a School Official.”  Follow the directions to add names of the person(s) from who you are requesting a letter of recommendation

2. An email will be sent to each individual specified

3. Once invited, your Academic Advisor (or other recommender) will complete their evaluation/recommendation online and attach all necessary documents (i.e. transcript, letter of recommendation, school profile)

2. Other Online College Applications


Follow the instructions for the particular college’s online application for submission of the Counselor Secondary School Report and Letters of Recommendation

Order official transcript(s) to be sent to each college to which you are applying.  See instructions at http://sjhhs.schoolloop.com/orderingtranscripts 


Order SAT ACT and AP scores to be sent to each college to which you are applying.


Mid-Year Report
Some private colleges/universities will require a mid-year report to be submitted to them after the completion of the fall semester.  For each school you must include the following:


Mid Year Report (Found within the college application; be sure to complete all student sections and sign where indicated)

Official Transcript – Your Academic Advisor will automatically attached an official transcript to your mid-year before mailing it to the college (no additional transcript fees are required for the mid-year report).
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Ordering “Official” Transcripts – For the College Application Process and Final High School Transcript

To order you official high school transcript, please follow the instructions listed at:
http://sjhhs.schoolloop.com/orderingtranscripts
Ordering and Sending Official SAT I, SATII, ACT and AP Scores for Colleges/Universities
It is the student’s responsibility to order and pay for test scores to be sent directly from the testing company to the 
college or university.  Failure to order and submit your scores may cause your application to be delayed or discarded as incomplete or denied.

**Order test scores to be sent directly to the admissions office of the schools to which you have applied when you submit your application.

SAT Scores 
www.collegeboard.com

All tests MUST be completed by the November or December test date of your senior year.  Check with your college for the specific deadline.


Log onto your College Board account to verify which colleges you have already released or sent you score to


Release/send score to all colleges to which you have applied


Pay all fees
ACT Scores
www.act.org

All tests MUST be completed by the November or December test date of your senior year.  Check with your college for the specific deadline.


Log onto your College Board account to verify which colleges you have already released or sent you score to


Release/send score to all colleges to which you have applied


Pay all fees
AP Scores
www.collegeboard.com

All tests MUST be completed by the November or December test date of your senior year.  Check with your college for the specific deadline.


Log onto your College Board account to verify which colleges you have already released or sent you score to


Release/send score to all colleges to which you have applied


Pay all fees
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