Three Types of Recommendations:

Teacher, Counselor & Outside
Recommenders

Teacher Recommendations - Request in

Schoolinks

Requesting teacher letters of recommendation in SchooLinks requires completing a few
essential prep steps in advance to ensure your college applications are processed
smoothly and on time.

Before You Request in SchooLinks:

Ask in Person First: Speak directly with your teacher in person to confirm they
are willing to write a letter before sending an electronic request in SchooLinks.
Give Ample Notice: Request letters at least 3 weeks prior to your earliest
application deadline. Remember, writing letters of recommendation is voluntary
for teachers.
Waive Your FERPA Rights: Complete the FERPA waiver in Common App and
ensure your Common App and SchoolLinks accounts are connected.
Confirm Required Materials: Ask your teacher what materials, if any, they need
from you to complete your recommendation. Do not fill out forms automatically,
as preferences vary:

o Emailing a resume.

o Completing the Brag Sheet in SchoolLinks (always ask before completing

this, as it is very long!).

o Filling out the teacher's own custom brag sheet or Google Form.

o No extra materials required at all.
DO NOT Use Common App for Teachers: Never enter a teacher’s name or
email directly into Common App. All teacher requests must be submitted through
SchoolLinks.

How to Request Letters in SchooLinks



1. Add and save all your colleges under College Applications first.

2. From the main menu, click College and then College Applications on the left
sidebar.

3. Locate the Recommendation Tracker on your dashboard and click Make
requests.

4. Search for your teacher by name and select them from the populated list. Do not
add teachers manually, as this creates system duplicates.

5. Select the college(s) you are applying to and choose General Request. Teachers
write one general letter of recommendation, not college-specific letters.

6. Complete any remaining required fields and click Submit.

Note on Application Details: While you can technically add a recommender
by clicking the Pencil Icon on individual application pages, this method is not
recommended. It forces you to manually submit separate requests for every
single college on your list instead of sending one streamlined request.

After Submitting Your Request

e Track Progress: Check the Recommendation Tracker on your SchooLinks
dashboard to verify when your teacher accepts and uploads the letter.

e Say Thank You: Send a personal thank-you note to your teacher to show
appreciation for their time and support.

Common App Counselor
Recommendations

Some Common App schools require a COUNSELOR recommendation.

Most schools do not require a Counselor Recommendation, and none of
the public schools in Texas require the Counselor Recommendation.

Schoolinks automatically requests Common App Counselor Recs.

e |f a counselor recommendation is required, Schoolinks will automatically request
it when the application is added



e Use Schoolinks College Application Dashboard to check the Counselor
Requirements for each application

Sample of Common App Counselor Documents

e Complete these forms if you need a Counselor Rec:

o Student Information Form for Counselor
Recommendations

o Parent/Guardian Input Form for Counselor
Recommendations (optional)

e All three weeks for Counselor Recommendations: October 1st for Early Action or
by November 1st for Regular Decision
Send your counselor an email when you have completed the form.
Counselors do not write recommendations over Thanksgiving or Winter Break -
so request in a timely manner.

® Do NOT enter in your counselor's information into Common App. It
will automatically request the recommendation in Schoolinks.

Other or outside Recommendations


https://forms.gle/n72c8Z4EAuHB9m9C9
https://forms.gle/n72c8Z4EAuHB9m9C9
https://forms.gle/n72c8Z4EAuHB9m9C9
https://forms.gle/n72c8Z4EAuHB9m9C9

Other Recommenders are individuals you have worked with outside of school. They

can provide context around your hobbies, passions, and other responsibilities. The

other recommender types available in the Common App are: Arts Teacher, Clergy,

Coach, College Access Counselor, Employer, Family Member, Peer, or Other. If a

college allows recommendations outside of school, you can request these

recommendations in Common App directly.

In Common App select Recommenders and FERPA within the college you want
to send the Other Recommendation

Ask your recommender for a personal email address to enter into Common App.
Once you have entered their information into Common App, follow up with an
email to ensure that they received the submission link from Common App.

If your recommender is unable to submit via Common App, please see Ms.
Spencer for additional assistance.

This example shows where to add an Outside
Recommender to Common App

You will need to do this for each college in which you want

the outside recommendation sent.

In Common App, open the college that will accept an outside recommender, and
select Recommenders and FERPA

Scroll down to Other recommender, and Invite the Recommender by entering
their email (personal email)

You will need to assign this recommender to any other applications that you want
to receive this recommendation
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Advisor

An advisor can be anyone assisting you with your application. They can review your
application and give you personalized feedback. You may invite up to 3 advisors. Advisors do
not submit any forms on your behalf. Colleges will also not receive any information about
your advisor(s).
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