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Career & Transfer Services
West Hall
2600 Woodbridge Avenue
Edison, New Jersey   08818-3050


TRANSFER & CAREER CREDENTIALS


WHAT ARE CREDENTIALS AND WHY USE THEM? 
Credentials are letters of reference. They describe a student's academic and/or employment progress as observed by that student's professors or employers. Credentials can be useful when applying for transfer to other colleges or to a future employer since they are actually letters of reference. Credentials offer personal testimony to the student's observed skills, abilities, and attitudes.

Only one reference letter per professor or employer is needed though it is suggested you have 2 or more references in your folder.  Upon student request a staff member of the Career & Transfer Services department will reproduce the original as many times as required and mail it to the designated college or prospective employer.

WHAT IS A WAIVER? 
Federal law assures the confidentiality of student records. Under this law, no records pertaining to a student may be released by the College without the student's expressed, written permission. The law provides the student with the right to: (1) Inspect and review information contained in their educational record; (2) Challenge the content of their educational record; (3) Have a hearing if the outcome of the challenge is unsatisfactory; (4) Submit explanatory statements for inclusion in their files if they feel the decision of the hearing panel is unacceptable.

A student may agree to waive (i.e. give up) his/her rights under the Act. This means that you will not review your file before it is sent. The particular document will be held to be strictly confidential. It may be released to colleges or potential employers upon student request. It may not be shown or released to the student. Many employers/colleges feel that waiving your right to review the file means that you have confidence that all references will be positive. The decision to waive or not waive is between the student and the person writing for them. 


	
IMPORTANT REMINDERS TO THE STUDENT


[bookmark: _GoBack]1.	Do not assume that information about you is fresh in the memory of the person from whom you will be asking a letter of reference. Also, writing a letter of reference is a difficult and time-consuming task so ,     do not assume everyone you ask will be willing to do this for you.   

2.	 You may find your writer to be more receptive to your request if you supply a list of your important points. On a separate sheet of paper you might supply your writer with: a listing of the courses you have taken, or the job positions you have held, or your extra curricula activities, community activities, other significant life experiences, or any other piece of information that might help your writer better describe you.

3.	Ask, but don't pressure an individual to write a recommendation for you.  If the person appears hesitant, perhaps you would be better served by asking someone else. 

4.	If your writer does agree to write for you, then submit your request at least two (2) weeks before your need that reference to be posted. Any less time could result in your writer refusing to help you.

SAMPLE REMINDER NOTES (1)

To:		Professor Smith
From:		Mary Jones
Subject:		Reference for Mary Jones
Date:		January 1, 2016 

Perhaps this information will help you in writing a letter of reference for me. I am in the Liberal Arts program and have earned 30 credits so far. I have completed all of my freshman year requirements. My grades have been mostly "B's". I am currently taking 13 credits: Child Psychology, Sociology, Biology II, and of course, American History, with you. I have a part time job and work 25 hours per week.  I hope to transfer to earn my bachelor’s after I finish my program at MCC. I would like to become a teacher.  If you have any questions, I may be contacted at   MJones2345@portal.middlesexcc.edu  . Thank you for helping me.


SAMPLE REMINDER NOTES (2)

To:	Professor Jones
From:  	Robert Martin
Re:	Letter of Recommendation
Date:  	December 10, 2015

I was a student in your Marketing I class last semester and earned a grade of "B". I am planning to finish my degree at MCC in Business Administration - Transfer but I am not going to transfer right away. I am planning to work for a year and then return to college part-time. I would appreciate a letter of recommendation from you for my file.  If you have any questions, I may be contacted at   RMartin9876@portal.middlesexcc.edu  . Thank you.


SAMPLE REMINDER NOTES (3)

To:		Professor Major
From:		Carol Minor
Subject:		Job Reference
Date:		April 1, 2016

I will be graduating from the Computer Science program in May and plan to seek employment in my field. I would like to get a job as a programmer. My G.P.A. in my major is 3.5 and I have an overall g.p.a. of 2.95. For the past 8 months, I have been working part-time at CMI Systems as an IT tech and on their help desk. You were my teacher for three of my major courses and I would appreciate a letter of reference from you. If you have any questions, I may be contacted at CMinor4987@portal.middlesexcc.edu  .Thank you.




THE PROCESS

1. Complete the Personal Data Form - in ink. Be very neat because this sheet will become the first page in your reference packet.  Submit this form to the Career & Transfer Services office in  West Hall.  A file with your letters of reference will be created and maintained for five (5) years. If you prefer, you may substitute a copy of your professional resume to be used in place of the Personal Data Form – but you must also sign, date and submit the Personal Data Form it to this office for our records.

2. You fill out the top portion of each Reference Form.  When appropriate, attach your reminder note.  Ask the person whom you wish to write for you to submit the completed letter of reference to the Career & Transfer Services office. The address is on the bottom of each form. It is recommended that you check at the Department to see if your references have been received and added to your file.

3. If you have not waived your rights, you may review the letters in your file. You may not edit or remove a reference from the file but you may see it.  You may edit your Personal Data Form or submit an updated resume when ever you wish. We will not generally give copies of the reference letters to students themselves but if it is necessary, then that copy of the reference letter will be plainly marked “Released to the Student”.

4. Upon your written request, the staff of Career & Transfer Services will copy and package your credentials, sending them to the College, agency or employer which you specify.  You must supply the complete name and address of the intended recipient.  We will do the rest.
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2600 WOODBRIDGE AVENUE
EDISON, N.J. 08818-3050      

CREDENTIALS SERVICE PERSONAL DATA FORM

I.    FULL NAME _____________________________________________________

ADDRESS:________________________________________________________            _______________________________________________________________		   	 city        		         	               state      	        		               zip
       TELEPHONE: _______________________        MCC Student I.D.#_____________________                  

II.	EDUCATIONAL RECORD: (List all schools & colleges attended, beginning with the most recent)
	INSTITUTION 		            LOCATION     		DATES  	      DEGREE EARNED
	_____________________________________________________________
	_____________________________________________________________	_____________________________________________________________
	
	MCC Major Program of Study _________________________________________________________                                                                    
	Grade Point Average in Major Field of Study: ______________       Total GPA: ____________

	Activities, Honors & Scholarships:   _____________________________________________________
	_____________________________________________________________
	_____________________________________________________________

III.	EMPLOYMENT EXPERIENCE:   (List most recent first and you may include summer jobs)
	
	EMPLOYER   		         ADDRESS      		        DATES   		    POSITION
	_____________________________________________________________
	_____________________________________________________________
	_____________________________________________________________
	                                                                                                                                                     
IV.	REFERENCES ON FILE:
	NAME   				ADDRESS				TITLE
	1.___________________________________________________________
	2.___________________________________________________________
	3.___________________________________________________________

I hereby authorize representatives of Career & Transfer Services to discuss my personal and academic qualifications with prospective employers and/or college officers in connection with my endeavors to obtain acceptance into college or a position of employment.

	Signature:  ________________________________________________                                                                   
     	 
Date:____________________________________________________
        CREDENTIALS EXPIRE FIVE YEARS

FROM THIS DATE: _______________     

                        	[image: ]
STUDENT REFERENCE FORM

NAME:                                                                              ID#: ___________________________                                            

DATE:                                          MAJOR at M.C.C. __________________________________                                                                  

I do hereby (WAIVE)  /  (NOT  WAIVE) my rights to examine this form after it has been placed into my file
          (circle one- - see waiver discussion page 1)        at Career & Transfer Services – West Hall. 

                             Signed: ________________________________________________
                                                                                                                         

TO THE EVALUATOR: On company letterhead or in the space below, please indicate in what capacity you are familiar with this person and, please assess in some detail, the degree and/or manner in which this person demonstrates his/her scholastic abilities, communication skills, talents, capabilities, qualities, attitudes or other attributes.






















Name   (please print):____________________________________        Title: _________________________   

Signature:______________________________________________ Date: _________________________                                              

Please Return To:	                 Middlesex County College
Career & Transfer Services – West Hall
2600 Woodbridge Avenue
Edison, New Jersey 08818
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STUDENT REFERENCE FORM

NAME:                                                                              ID#: ___________________________                                            

DATE:                                          MAJOR at M.C.C. __________________________________                                                                  

I do hereby (WAIVE)  /  (NOT  WAIVE) my rights to examine this form after it has been placed into my file
          (circle one- - see waiver discussion page 1)     at Career & Transfer Services – West Hall. 

                             Signed: ________________________________________________
                                                                                                                         

TO THE EVALUATOR: On company letterhead or in the space below, please indicate in what capacity you are familiar with this person and, please assess in some detail, the degree and/or manner in which this person demonstrates his/her scholastic abilities, communication skills, talents, capabilities, qualities, attitudes or other attributes.






















Name   (please print):____________________________________        Title: _________________________   

Signature:______________________________________________ Date: _________________________                                              

Please Return To:	                 Middlesex County College
Career & Transfer Services – West Hall
2600 Woodbridge Avenue
Edison, New Jersey 08818
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STUDENT REFERENCE FORM

NAME:                                                                              ID#: ___________________________                                            

DATE:                                          MAJOR at M.C.C. __________________________________                                                                  

I do hereby (WAIVE)  /  (NOT  WAIVE) my rights to examine this form after it has been placed into my file
          (circle one- - see waiver discussion page 1)        at Career & Transfer Services – West Hall. 

                             Signed: ________________________________________________
                                                                                                                  

TO THE EVALUATOR: On company letterhead or in the space below, please indicate in what capacity you are familiar with this person and, please assess in some detail, the degree and/or manner in which this person demonstrates his/her scholastic abilities, communication skills, talents, capabilities, qualities, attitudes or other attributes.






















Name   (please print):____________________________________        Title: _________________________   

Signature:______________________________________________ Date: _________________________                                              

Please Return To:	                 Middlesex County College
Career & Transfer Services – West Hall
2600 Woodbridge Avenue
Edison, New Jersey 08818
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