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 REFERENCE FORM


       Name ______________________________
 Office of Career Advising and Development 






 Le Moyne College




           Degree & Major _____________________________________
 Syracuse, NY 13214

 (315) 445-4185




           Class Year: 20 _______________________________________
	To the Candidate:  In accordance with the Family Education Rights and Privacy Act of 1974, check and sign one statement below:
                                                                                                WAIVER

· Confidential: I waive my right to read and review this reference.   
        Signature: _______________________________________​​​__
· Non-Confidential: I retain my right to read and review this reference.       Signature: _________________________________________



To the Reference Writer:  Please accept this form if only the candidate has completed the above section.  A potential employer will be reading exactly what you have submitted for the student’s placement folder.  Please put this completed form in the envelope provided and mail to the Career Advising and Development Office.                 

How well do you know the candidate?
      Very well ______      Fairly well ______      Casually ______
Signature: ___________________________________________________________________
Title: _______________________________________________
Print or Type Name:  __________________________________________________________
Organization: ________________________________________

Address: _____________________________________________________________________________________________________________________________
 
Email:  
IMPORTANT INFORMATION FOR THE REFERENCE WRITER
Your comments on this form will be reviewed by employers and/or graduate schools and may significantly influence the future employment and educational opportunities available to this candidate.  The following guidelines have been developed to assist you in preparing a complete reference statement.

1.    Include the following types of information about the candidate in your reference letter.
a. How long and in what capacity you have known the candidate.

b. General Duties, responsibilities or assignments.

c. Specific accomplishments or assignments.

d. Evaluation of particular strengths.

e. Evaluation of weaknesses, if any (optional).

f. Relevant personal social traits and work attitudes.

g. General or transferable knowledge or skills which may apply in many different work or educational situations.

h. Specific knowledge or skills necessary in particular type of work or educational situations.

i. Potential for growth and/or success.

j. Your work or educational background, if relevant.

2. Assemble pertinent information about the candidate as a reminder.  If you wish, you may ask the candidate as a reminder or you may ask the candidate to provide a brief written summary and/or copies of materials relating to job responsibilities or class assignments.
3. Support all your statements with specific examples, pertinent facts and/or concrete reasons which have formed the basis for your opinions.

4. Try to make the candidate “come alive” on paper in order to stand out against other applications.

5. Avoid any comments referring to the candidate’s age, sex, handicap, race, color, national origin, specific course grades or religious beliefs.

6. Avoid “character” references.  Statements such as “He is a wonderful person” or “She comes from a lovely family” are of little value.
7. Try to write your letter from the readers’ point of view.  What will the employers or graduate schools want to know?  If possible, find out about the candidate’s future career and educational goals so that you may better understand the selection criteria.
8. Be sure to keep a copy of this letter in your own files for future reference.
9. If you wish, you may discuss the contents of this letter and/or give a copy of this letter to the candidate.  However, once received in the Office of Career Advising and Development, no information about the contents of a confidential reference will be revealed to the candidate.  A non-confidential reference will be shown to the candidate upon request.

10. If you have any doubts about the candidate’s qualification, we recommend that you discuss your reservations with the candidate.  This will provide the candidate with the opportunity to gain valuable insight about him/her as well as enable you to clear up any misunderstandings.  When the candidate understands your reservations, he/she will be better able to decide whether or not you should write a letter of reference
Please feel free to contact the Office of Career Advising and Development for further information or assistance.

Career Advising and Development Office – RH 344 

1419 Salt Springs Road – Syracuse, NY 13214-1399 – (315) 445-4185
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