
This form is designed for the student to complete. The student can then give the completed form to the person they are 
requesting the reference from. Reference letters do not need to follow this format, this is merely a helpful tool to those 
who may need extra information. 

STUDENT REFERENCE LETTER INFO SHEET 

Name _____________________________________________ Date ______________ 

Relevant courses and grades for graduating year 

__________________________ ________________________________ ______ 

__________________________ ________________________________ ______ 

__________________________ ________________________________ ______ 

School or Community Activities 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Volunteer Work 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Special Achievements or Awards that you have received (e.g., Honour Roll, School Service, Academic 

competitions, Athletics, Visual/Performing Arts or Technology/Business, etc.). 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Employment 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Post-Secondary / Career Plans 
________________________________________________________________________________________

________________________________________________________________________________________ 

Special Skills or Certificates (e.g., music, swimming, first aid, Foodsafe, driver’s license, etc.) 

________________________________________________________________________________________

________________________________________________________________________________________ 

Other Information (e.g. strengths, hobbies, interests, challenges faced, leadership experience, etc.)
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Are there length or formatting requirements? (eg. one page only, double spaced, 12 font)
________________________________________________________________________________________ 
________________________________________________________________________________________
Check "yes" if reference letter must be on letter head        □ yes
Check "yes" if reference letter must be signed and sealed in an envelope  □ yes

Thank you very much for your time in writing this letter. 
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