GETTING IT DONE: TEACHER RECOMMENDATIONS

As you meet with your college counselor this fall, you will update your college list on Naviance and discuss which faculty members are the most appropriate for academic letters of recommendation (you will most likely need two). At least three weeks prior to your first deadline, speak with the teachers you select and ask if they are willing to write on your behalf. Your teachers will tell you whether they are going to submit online or through the mail. With that information, you should follow instructions as outlined below:

If your teacher is submitting letters online:

1) If you are applying on the Common Application, login to your Common Application account and go to the My Colleges tab and select Recommenders and FERPA under any of the college tabs. The FERPA Release Authorization must be filled out and submitted. This will allow Thayer Academy to submit your transcript to colleges on your behalf. It also gives you the choice to waive your right to see letters of recommendation during this step. (We recommend that you waive your right. If you do not agree, please discuss this with your college counselor.) Check the box saying that your responses apply to all of the colleges on your list. See your counselor with questions.

2) For Common Application schools, log in to your Naviance account and go to Colleges I’m Applying To. In the red bar at the top, select Match Accounts. Insert your Common Application email address and date of birth and Match Accounts. This step connects your Common Application account with Naviance and allows for electronic submission of your supporting documents. If the match process is unsuccessful, please see your counselor.
3) Do not complete this step until you have confirmed that a teacher will be writing on your behalf.  Click on the Colleges tab in the upper right hand corner and a drop down menu will appear.  Select Apply to College and then Letters of Recommendation.  Select Add Request and choose the appropriate teacher from the drop down menu. Assign them to the colleges that will need their letter or to all colleges.  Add a quick note of thanks and Submit Request at the bottom of the page. Follow this procedure for each teacher.
4) Go to the About Me tab. Complete your resume in your Naviance account. Teachers may wish to use this information when writing your recommendation. 
5) Hand your teacher a list of colleges and deadlines so they know exactly what you need and when.

6) Look at the Delivery Type column of your Colleges I’m Thinking About or Colleges I’m Applying To   

page. If any colleges have a postage stamp in that column, then they do not accept supporting credentials electronically. Therefore, you must print out the college’s teacher recommendation form (some schools don’t have one), fill out the information on the top, address and stamp an envelope, and give it to the teacher to mail.

If your teacher is submitting via the mail:

1) Make a list of all of your colleges, their due dates, and whether or not they are Common 

  Application schools (a screen print from your Naviance account with deadlines highlighted works

  well). Also, print your Naviance resume.

2) Go into your Common Application account and print out a copy of the Teacher Recommendation Offline Form (in the Recommenders and FERPA section under Teacher). If any schools do not take the Common Application, print out that college’s teacher recommendation form and fill out the necessary information. Some colleges will not have a form for the teacher to fill out. In that case, only the letter is mailed.

3) Address and stamp an envelope for each school. Admission office addresses are easy to find in your Naviance account. Do not fill in a return address.

4) Put all of that in a folder with your name on it and hand it to the teacher.
