
How to Approach WHS Teacher Recommendations 

 
Steps to Requesting Teacher Recommendations for College 

 
WHS suggests two (2) letters of recommendation from high school teachers for the college 
application. Students should identify teachers, preferably from junior year, who they have 
connected with through class, IEs, coming in for extra help, or staying late to discuss something. 
All of these interactions help the teachers generate examples about you and your approach to 
class assignments and problem solving. Students do not have to earn an A in the class to ask 
the teacher.  
 
Students are encouraged to have a verbal, face-to-face conversation with these teachers before 
the end of junior year. This is often after AP exams (if you have them) and before finals. Be 
mindful that some teachers have a limit to how many letters they will accept to write, so do not 
wait too long to ask. All letters are confidential in nature and are not shared with the student. All 
students who need documentation from the high school must complete and submit an 
information release form that is available in the Counseling Office. 
 
1. Identify who you will ask and have a face-to-face conversation. Ask the teacher politely but 
not apologetically. It is better to make an appointment or find a time to meet with them alone. It 
is hard to have a good conversation if you have several friends hovering in the background. 
Teachers are not required to write letters but they are normally happy to write one for you if you  
made a good faith effort in their class. 
 
2. Some teachers will ask you to fill out a form to help them remember specific projects or  
accomplishments. 
 
3. After a teacher agrees to write a letter, make the rest of the process easy for them through 
the following steps: 

a. Request the teacher in Scoir. Go to My Colleges, click on Recommendations, click on  
    Request a Recommendation, select the teacher from the dropdown, add a message.  

        Please only ask two (2) core subject area teachers. 
 
b. Check back to Scoir a few weeks before your due date. When teachers have     

uploaded the letter, the status will show complete. If the status is not complete, visit   
their classroom with a friendly explanation of the due date or to see if they need any 
additional information. This is especially true if you have an early or special deadline. 

 
4. When school starts in the fall, try to check in for a quick hello. If there are any early decision 
or early action deadlines, let the teachers know soon. 
 
5. After the teacher submits an application, make sure to thank them. If they take the time to 
write for you, that means they really care about and are interested in you.  
 
6. Teachers appreciate it when you share your good (or not so good) news when it rolls in. They  
also love to hear if your summer program was worthwhile or interesting, so stop by for a chat  
after that experience, too. 
 
 

Steps to Requesting Teacher Recommendations for Summer Programs 



 
If you are planning to apply for a summer program, consider carefully the number and type of 
programs with which you wish to apply. If you need a letter of recommendation from a teacher, 
consider who knows you well and what they will say about your abilities and efforts. Be  sure to 
explain something about the program, why it is a good fit for you, and how/where, the teacher 
can access information about it. Teachers are normally willing to help with these letters and they 
are happy to help if you made a good faith effort in their class.  
 
If these programs require materials from your counselor (transcript, letter of 
recommendation), please submit these requests at least one (1) week in advance. We 
cannot guarantee that requests for  letters of recommendation made within short notice will be 
completed by the deadline.  All students who need documentation from the high school must 
complete and submit an information release form that is available in the Counseling Office. 
Please be aware that many deadlines for popular summer programs are often in March. 
 
1. Identify who you will ask and have a face-to-face conversation three weeks in advance of the  
deadline. Ask the teacher politely but not apologetically. It is better to make an appointment or 
find a time to meet with them alone. It is hard to have a good conversation if you have several 
friends hovering in the background. 
 
2. Some teachers may ask you to fill out a form to help them remember specific projects or  
accomplishments. 
 
3. After a teacher agrees to write a letter for you, make the rest of the process easy for them 
through the following steps:  
 

a) Send the teacher a link to the program 
b) Let them know what should be in the letter 
c) Give them clear directions on how they should expect to send/upload/deliver the 

               letter. This can be done via email . 
 
4. After the teacher submits an application, make sure to thank them. If they take the time to 
write for you, that means they really care about and are interested in you.  
 
5. Teachers appreciate it when you share your good (or even not so good) news when it rolls in. 
They also love to hear if your summer program was worthwhile or interesting, so stop by for a 
chat after that experience, too. 
 


