McCall Middle School

2010-2011

Private School Letters of Recommendation /Transcript Process
PART ONE: Teacher Recommendations:

    Provide a folder for each individual teacher request (Math, English, etc.)
Teacher folder contains:
1. The recommendation form. Fill out the personal information on the top portion of each recommendation form; (name, address, etc)
2. Include a stamped and addressed envelope.
3. Bring the folder to the McCall main office and ask for it to be put in teacher’s mailbox.
4. Deliver the folder at least 10 business days prior to the school’s deadline.
·  All teacher recommendations are confidential between the teacher and the requesting school.

·  If you have questions about your child’s teacher recommendation please email the individual teacher.

·  If a teacher recommendation has not been received by the requesting school(s) contact the teacher.

PART TWO: School report/recommendation and transcript/record request 

Provide a separate folder for your guidance counselor. The guidance counselor fills out the school report/recommendation and sends student records/transcripts.

Guidance folder contains:
1. The school report/transcript or record request. Fill out the top portion completely, (name, address, etc). Please have parent sign where needed.
2. Provide a complete list of all schools to which the student will be applying

3. List application deadlines for each school.

4. Deliver the guidance folder to main office with counselor’s name marked.

5. Write a brief description of student’s strengths, extracurricular activities, community involvement…a brag sheet more or less  Brag sheet template  available online.
· All January 1st deadlines must be submitted to McCall staff by Friday December 3rd.
· Contact the guidance secretary for missing student transcript/report cards, attendance forms, etc.
Any questions please call
McCall Guidance Secretary, 
Sue Malatesta,  781-721-7026 x 1123 or email smalatesta@winchester.k12.ma.us

