UNIVERSITY OF MINNESOTA DULUTH

STUDENT REFERENCE REQUEST CONSENT FORM

Student name (please print): __________________________

I request ______________________________________to serve as a reference for me. 

The purpose(s) of the reference are (check all applicable spaces):

_____

application for employment

_____

all forms of scholarship or honorary award

_____

admission to another education institution

The reference may be given in the following form/s (check one or both spaces):

_____

written

_____

oral

I authorize the above person to release information and provide an evaluation about any and all aspects of my academic and/or employment performance at the University of Minnesota Duluth to the following (check all applicable spaces):

	1. ____ all prospective employers
	OR _____ specific employers (list on reverse side)

	2. _____ all educational institutions to which I seek admission institutions
	OR _____  specific educational (list on reverse side)

	3. _____  all organizations considering me for an award or scholarship
	OR _____ specific organizations (list on reverse side)


This authorization to provide references is valid for one (1) year from the date of my signature below, unless I specify an earlier ending date as follows:

Ending date: __________________________

Note: Under the Family Educational and Privacy Rights Act, 20 U.S. C. 1232(g), you may, but are not required to, waive your right of access to confidential references given for any of the purposes listed on this form above. If you waive your right of access, the waiver remains valid indefinitely.

Student Signature ______________________ Date _______________________

SUGGESTED GUIDELINE FOR REFERENCE GIVERS FOR STUDENTS

VERBAL REFERENCES

1. Do not disclose information regarding a student's education record without the written consent of the student.

2. Informal "lunch" discussions or "off the record" telephone conversations with prospective employers regarding a student's performance should be avoided unless the student is aware of the discussions and has given approval for such conversation.

3. Information given should be factual, based upon personal knowledge/observation of the student through direct contact with the student.

4. If any employer contacts faculty or staff and advises the faculty or staff that a student has given permission for the faculty member(s) or staff to give a verbal reference, verification of this permission should be obtained from the student before giving any information to the employer.

4. Such verification can include a copy of the student's signed employment application listing the faculty as a reference, or a verbal confirmation by the student, followed by written confirmation.

5. When giving verbal references, guidelines 2-10 (excluding 4) regarding written references also should be followed in addition to the guidelines listed above in this section.

SOURCE: College Placement Council Legal Monograph: A New Dilemma: Reference Letters and

Checks.

WRITTEN REFERENCES

1. Provide a written reference only if the individual has given your name as a reference.

2. When you prepare reference letters, be factual; do not editorialize. Avoid vague statements.

3. Respond to the specific inquiry about the student or job applicant. Direct the response to the particular person who requested the information.

4. If a "to whom it may concern" reference letter is requested, document that this is the type of reference requested and that the student or job applicant takes responsibility for disseminating the letter to the proper persons.

5. Relate references to the specific position for which the person applied and the work that the applicant will perform.

6. A good practice is to avoid giving personal opinions or feelings. However, if you make subjective statements or give opinions because they are requested, clearly identify them as opinions and not as fact.

7. If you give an opinion, explain the incident or circumstances upon which you base the opinion.

8. Be able to document all information you release.

9. State in the reference letter, "This information is confidential, should be treated as such, and is provided at the request of [insert name], who has asked me to serve as a reference." Statements such as this give justification for the communication and leave no doubt that the information was not given to hurt a person's reputation.

10. Do not include information that might indicate the individual's race, color, religion, national origin, age, handicap, citizenship, gender (unless by the individual's name it is obvious), or marital status.

SOURCE: College Placement Council Legal Monograph: A New Dilemma: Reference Letters and

Checks.

