INSTRUCTIONS FOR STUDENTS SEEKING A REFERENCE LETTER
To assist me in writing you a reference letter, please review and follow the instructions within this document, and send me back a completed form with answers to the questions below. 

Completing the Reference Form for a Given School:
Please have the institutional reference form sent to me at least 2 weeks ahead of the deadline. Schools often differ in the word limit of the reference letter required, and often in the questions we have to ask. If there are specific questions you know I will need to address, please sketch out some bullet points ideas of things I could include for those questions.
Please send me reminders about the reference letter 7-10 days and also 2-3 days before the deadline.
Please fill in as much of my information as you can when you complete your portion of individual schools' recommendation requests. Here are my key details:
Allison C Kelly
Associate Professor, Department of Psychology 
University of Waterloo
allison.kelly@uwaterloo.ca 519-888-4567 x 43983
200 University Avenue West
Waterloo, ON  N2L 3G1

Documents/Information to Send Me in One E-mail:
· List of schools/programs and deadlines
· This document completed
· Unofficial transcript
· CV/resume

Questions to Answer for Me:
To help me write as thorough a reference letter as possible, please respond to the following questions. Rough/bullet point responses are fine!
NOTE: Please clearly indicate if there is any information you provide below that you do NOT want me to mention in my reference letter. Otherwise, I will assume it can be included!
1. What name and pronouns would you like me to use for you in my letter?
2. How long have I known you and in what capacity?
3. What are your immediate and long-term career goals? Why are you applying for these particular positions or graduate programs?
4. What do you see as the major strengths that you will bring to this position or program?
5. Academic performance:
a. What is your undergraduate GPA overall? (if your performance has improved in the last 2 years, please also indicate your GPA over the last 2 years)
b. What is your overall GPA in psychology/your major? (if your performance has improved in the last 2 years, please also indicate your GPA over the last 2 years) 
c. Are there factors that have influenced your grades (e.g., balancing a part-time job, caregiving duties, extracurricular activities, personal extenuating factors)?
6. If you took a class from me:
· What was the class?
· What was your final course grade?
· What were your strengths in this class?
· What do you think makes you distinct from the average student in this class?
7. If you did independent research in my lab (e.g., 499 thesis, direct studies course) or worked as a research assistant (e.g., 264/464, volunteer RA):
· What term(s)/year(s) did you work in this capacity?
· On which project(s) did you work?
· What role(s) did you play in the research?
· Did you work with others in the lab and, if so, how did that go? Is there a graduate student who can speak on your behalf?
· How does your performance or what you learned in the lab relate to the position to which you are applying or your larger career goals?
· What were your strengths in the work you did in our lab? What did you do that went beyond the ordinary or that set your contributions apart, if anything?
8. Leadership/work/extracurricular activities:
a. Have you had any leadership, volunteer, and/or work experiences that you feel are relevant to the programs you are applying to? Please mention what those are and what qualities/skills they demonstrate.
b. Have you been recognized for any of these activities with any awards? If so, what and what is the totally monetary value across your awards? 
9. Tell me about your major accomplishments -- however you want to define them.
10. What else should I know about you? 
