
LETTERS OF 
RECOMMENDATION

   

All information on shorewood.ssd412.org/programs-services/college-career 

   >  College Applications > Letters of Recommendation (open in accordion list to find steps and Q&A) 

https://shorewood.ssd412.org/programs-services/college-career
https://shorewood.ssd412.org/programs-services/college-career/college-home-page/college-applications-with-posts


DO YOU NEED LETTERS? 
In Scoir: 

Click on a college’s 

tile in My Colleges & 

scroll down to 

Recommenders

On a college’s website:

Search for application checklist or 

application requirements

Note about terms:  
recommendation, 
evaluation, and letter 
are interchangeable; 
don’t worry about the 
various terms



HOW IT WORKS
-You ask teacher/ counselor, then 

-You create portal on Scoir

-Teachers/ counselor write letter & send via Scoir

○ fill out brag sheet

○ send to teacher/counselor



+ links to brag sheets

DETAILED HOW- TO 
ON WEBSITE 

How to find:  shorewood.ssd412.org/programs-services/college-career 

   >  College Applications > Letters of Recommendation section or Letters of Rec page 

https://shorewood.ssd412.org/programs-services/college-career
https://shorewood.ssd412.org/programs-services/college-career/college-home-page/college-applications-with-posts
https://shorewood.ssd412.org/programs-services/college-career/college-home-page/college-applications-with-posts/letters-of-recommendation-for-college-apps


● FERPA applies to your educational record

● Release:  Shorewood/ electronic platforms 
cannot share items in your record without 
your permission

● Waiver:  you are asked to waive your right 
to see letters of recommendation

● FERPA documents in Scoir (all students) & in 
Common App (if using) must be completed

ABOUT PRIVACY 
& RIGHTS



ABOUT BRAG SHEETS

Find the brag sheets in your 2023-2024 College Application Packet

● Answer the questions in a new Google document then 
share w/ your teacher(s)

● Put thought & care into your answers. Skip any that do 
not apply and add more if you wish

● Colleges want to know what kind of student you are; this 
letter will cover your academic abilities

● If there are qualities you want the teacher to highlight, 
ask them

● You must also request teacher letter(s) in Scoir

● The care with which you complete the brag sheet & 
handle the process conveys an impression to the 
teacher. Make sure it is a good impression! 

one version for teacher, 

another for counselor

https://drive.google.com/drive/folders/1kFjM3qzBUKAx9Q7rez86fWgoc1v1vwhV?usp=share_link


LOR PREFERENCE
JUNIOR YEAR CORE ACADEMIC TEACHER/ PROFESSOR

Who to ask? Someone who knows you well as a student, taught you recently, and 
teaches a core academic subject* 

SOPHOMORE OR SENIOR CORE ACADEMIC TEACHER/ PROFESSOR

SOPHOMORE OR SENIOR OTHER TEACHER/ PROFESSOR

JUNIOR YEAR OTHER TEACHER/ PROFESSOR

1
2

3
4

5  OTHER MENTOR



-Ask AT LEAST 4 weeks in advance.

-Mostly, follow the college’s instructions; they may have particular parameters. 

-Applying to a STEM program? Ask a STEM teacher. 

-Continuing music but not a music major? Consider music teacher for any optional  letter.

-Need not be a class in which you got the best grade; colleges want to know how you handle 

struggle.

-Choose contrasting teachers or perspectives.

CONSIDERATIONS



DO NOT request Shorewood or Shorecrest teachers/ counselors on the 

Common App! 

We use Scoir for letters requests, NOT Common App

COMMON APP

credit: Mayuri Raja, UT Austin

It is okay to put the 
teacher/ counselor 
NAME ONLY, but NOT 
their email address in 
the Common App  



DETAIL for COMMON APP RECOMMENDERS SECTION

Common App only 
requires the Names of 
your Counselor/ Teacher 
Recommenders

More info:  Using Common App with Scoir; 
Shorewood College Application Packet

● Since we do letters and other school 
materials via Scoir, you do not need to 
fill all fields in Common App. Do just 
enough (enter names) to satisfy the 
system

● Ignore any notices in your Common 
App about downloading PDFs for 
recommendations

● Check the status of letters and school 
materials in Scoir; status of materials 
will not show up in the Common App

https://cdn2.hubspot.net/hubfs/2626201/SCOIR%20Guide%20to%20Completing%20Recommenders%20Section%20of%20CommonApp.pdf
https://drive.google.com/drive/folders/1kFjM3qzBUKAx9Q7rez86fWgoc1v1vwhV?usp=sharing


Letters of 
Recommendation

List your Teacher 
Recommenders’ 
names but NOT their 
email addresses in the 
Common App!!

Letter of Rec requests will be in Scoir: 

● Request teacher letters via 
Application Documents on your 
My Colleges page 

● Counselor letters are built into 
our side; we can tell if a college 
needs one 

For BOTH teacher & counselor letters: 

● Only request if they are required 
by your colleges

● Communicate with your 
recommenders and provide a 
brag sheet

More info:  Using Common App with Scoir; 
Shorewood College Application PacketCredit:  Mayuri Raja, UT Austin

What happens if you do 
request teachers/ counselor 
in Common App?  Glitchy 
electronic tangle…

https://cdn2.hubspot.net/hubfs/2626201/SCOIR%20Guide%20to%20Completing%20Recommenders%20Section%20of%20CommonApp.pdf
https://drive.google.com/drive/folders/1kFjM3qzBUKAx9Q7rez86fWgoc1v1vwhV?usp=sharing


SCOIR FACTORS
● Wait until a teacher says yes to request in Scoir

● Your request creates the sending portal and acts as confirmation for the 
teacher that you are going ahead 

● You DO NOT have to request the Counselor letter in Scoir, but you DO 
need to:

○ communicate with your counselor & provide a brag sheet

○ have all of your colleges in Scoir in the Applying column

● Scoir will probably know how many letters you need for that college, but 
check the fine print on the college website



SCOIR LETTER REQUEST
My Colleges > find Application Documents at the top

NOTE:  Teachers have received Scoir 
invitations but they may not have started 
their accounts. Don’t panic if they don’t 
get right to it; colleges are fine with 
letters & school documents coming later 
than your application. 

DO NOT request letters via the Common 
App. Use Scoir.



SCOIR LETTER REQUEST:  GENERAL or 
COLLEGE-SPECIFIC, not both

Be mindful of how you request letters: 

We suggest that you do either General recommendation OR

College-specific for ALL of your recommenders/letters. 

Do NOT select one option for one teacher, and the other option for a 

different teacher. 

General = Will fill all letter slots, in order of letter completion, up to 

max numbers of letters for each college.

College-specific = Assign each teacher to particular colleges, does 

not mean they will write individualized letters to each school. This is 

how you indicate preferences for specific teacher letter(s) to go to 

specific colleges.

Select the same 
option for ALL 
of your teacher 
recommenders



OUTSIDE TEACHER? 
Read detail in the Letters of Recommendation section on the College 
Applications page or the Letters of Rec page of Shorewood College & Career
 

You will have to do more legwork, 
but it is possible! 

DO NOT send the letter in yourself 

https://shorewood.ssd412.org/programs-services/college-career/college-home-page/college-applications-with-posts
https://shorewood.ssd412.org/programs-services/college-career/college-home-page/college-applications-with-posts
https://shorewood.ssd412.org/programs-services/college-career/college-home-page/college-applications-with-posts/letters-of-recommendation-for-college-apps
https://shorewood.ssd412.org/programs-services/college-career


NEED A COUNSELOR  LETTER?   
● Not all colleges need one–be sure you need it. Private Common App 

colleges may need one. 

● Have your colleges in Scoir in the Applying column

● Fill out a Counselor Brag Sheet and get it to your counselor ASAP and 
before these deadlines: 

Application Deadline Brag Sheet Deadline

November 1 October 6

November 15 October 20

December 1 November 9

January 1-9 December 1



COUNSELOR LETTER DETAILS   
SCOIR will put the Counselor letter into: 

● all Counselor Recommendation/Letter/Evaluation spots for your college(s)
● any open Recommender (Teacher or Counselor) slots that have not been 

filled by a teacher recommendation

To prevent the counselor letter filling into any flexible recommender slots: 

● assign all of your teachers’ letters to specific colleges 

this college has flexible 
spots; the counselor letter 
will fill a recommender spot 
if teacher letters have not 
already filled them

this college has 
designated spots; the 
counselor letter will go 
into the Counselor spot



NEED A LETTER FOR A SCHOLARSHIP?  
● Okay to ask the same teacher(s) as for your 

college letters of rec
● Give plenty of notice; it takes time to revise for a 

different purpose/ audience
● Communicate clearly about procedure:  provide 

recommender with instructions & deadline info 
○ Might be a link to a portal
○ Might be an email address

● Some smaller organizations do not realize that 
students do not handle letters of recommendation

● If an organization wants you to upload the letter, 
contact me about it 



IMPORTANT:  THANK YOUR 
RECOMMENDERS
● Paper handwritten thank 

you notes are best

● If you don’t have any 
notes, come to the Career 
Center! 

● Teachers & your counselor 
will love follow up with an 
update on your decision


