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Joy-Anne D’Anca, Ed.D.:  Director of School Counseling Services   

                   Counselors:      Danielle Cerulli                       Kimberly Cosenza                                Marcy Fogel

                                          Jennifer Landman                        Lori Margulies                             Kristen Ruthkowski   
May 6, 2021
Dear Junior Students and Parents/Guardians:

I am sure it is hard to believe that you are at the point of solidifying your post-secondary plans!  Your counselors’ have been working tirelessly to prepare you for this wonderful journey.  In order to make this a most organized and thorough process, there are a few tasks that need attention.  This letter provides a comprehensive explanation of the paperwork to be completed with important deadlines in order to assist you in planning the remainder of the school year.  Please be sure to read this carefully.  

Your counselor is preparing to take on one of the most important tasks on your behalf in writing your college letter of recommendation. In order to write the most comprehensive letter, she gathers information from a variety of sources including the Senior Autobiography, Teacher’s Student Appraisal Summaries, and Parent Brag Sheet.  In addition, college and university admissions representatives will also strongly consider teacher letters of recommendation, which students must request from their teachers by the end of this calendar school year.  In order to confirm the teacher’s agreement to write a letter and your agreement to uphold your character and integrity through graduation, you must also complete the Teacher Letter of Recommendation Confirmation Form explained below.  Please note that all forms are included with this letter and will be included on the High School Counseling website. 
Students: 

· The Senior Autobiography is REQUIRED and should be completed in a most thorough and accurate manner. When completing the Personal Activity Resume, please follow the directions with regard to listing the activities in order of importance to you.  Also note that you may attach a resume for this portion as well.  This will assist you when you complete the Common Application. You may complete this form and return to the High School Counseling Office upon completion.  Students who are full remote should scan and email the forms to their counselor’s respective clerical assistant below.  
Ms. Suzanna Elias (Ms. Cerulli & Ms. Cosenza): Suzanna_Elias@manhassetschools.org
Mr. John Infranca (Ms. Landman & Ms. Margulies): John_Infranca@manhassetschools.org
Ms. Jeanmarie Scagnelli (Ms. Ruthkowski & Ms. Fogel): Jeanmarie_Scagnelli@manhassetschools.org
** Due Date: Friday, June 25, 2021 **
*Counselor recommendations WILL NOT BE WRITTEN for students who do not complete an autobiography.
Parents/Guardians:   

· Although not required, the Parent Brag Sheet is also a helpful source of information.  Parents/Guardians are invited to share information you believe will highlight your child’s accomplishments, obstacles overcome, personality, interests, etc.  Your reflections may be of a serious or humorous nature and can include anecdotes you would like to share.  Please submit these forms in the same fashion and by the same deadline as indicated above.  
· Teacher’s Student Appraisal Summaries:  Please distribute an appraisal form to three (3) of your current 10th or 11th grade teachers.  Before submitting a form to a teacher, you MUST verbally ask if he/she is willing to complete an appraisal form on your behalf.  The teachers have been notified that you have received these forms so they will anticipate being approached by students.  Please distribute these forms ON OR AFTER Tuesday, June 1st so we can have them back by the end of the school year. As these forms are also confidential, the teachers will return them directly to the High School Counseling Office. As such, you will not have access to these forms. 
*Please be advised that these appraisal forms are NOT formal letters of recommendation and that they are not sent to colleges.

· The teacher letter of recommendations that will accompany your college applications are an important aspect of you.  It is both an honor and privilege to have a teacher agree to write a letter on your behalf as he/she puts forth a great deal of time and effort.   
TWO (2) teacher letters should first be verbally sought by you as the student.  We require that you complete the
Teacher Letter of Recommendation Confirmation Form.  This clearly states and confirms the teacher’s agreement to write the letter and the student’s agreement to uphold his or her character and integrity through graduation.  Please keep in mind that some teachers may require their own contract in addition to the Teacher Letter of Recommendation Confirmation form in order to write your letter.  
Note:  You are strongly urged to ask your teachers if they have a deadline date for requesting recommendation letters.  Remember, they have the right to refuse or rescind on a request if you do not uphold your effort and character!  
In mid-July a copy of your transcript will be made available on the parent portal.  In addition to reviewing your transcript carefully, you will receive a few reminders about the preliminary steps you can take during the summer to prepare for the process of completing your college applications. Please be on the lookout for this information.
Please do not hesitate to contact your counselor with any questions or concerns.  The above stated processes and documents are of utmost importance in presenting you as thoroughly as possible on your college applications.  We want your colleges/universities to which you apply to know you as the talented and promising young men and women you have proven.  Therefore, it is important that you adhere to the deadlines for submission of forms as well as those stated when asking teachers for assistance.  
Sincerely,
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Dr. Joy-Anne D’Anca

Director of School Counseling Services, K-12

200 Memorial Place, Manhasset, New York 11030

Telephone: (516) 267-7610 – Fax: (516) 267-7621


