Academic Reference Request Form

Please complete this form to request a reference. This template will help me to support your application at a glance. Please allow for plenty of time before the deadline/s for the reference. If the reference is due within two weeks or less, please email me separately with ‘Urgent Reference Request’ in the subject line and I will let you know if I can compete the reference by the deadline. If any of the questions do not apply, please skip them- just provide what info you have. If the request is for a generic reference, please state this clearly. I would also suggest that you have a look at the Student Opportunity website on Careers when drafting your applications: https://warwick.ac.uk/services/careers/applications/ 

When completing the form, please do not answer questions with ‘please see CV’ or similar. You need to identify relevant aspects in your CV and/or cover letter/ application form that relate to the information I require below. 

	Your Name:


	Student ID Number:

	Your Contact details: 
Email:
Telephone/mobile:


	Pronouns (eg she/her, him/her, they/them): 

	Title (eg Ms/Miss/Mr/Mx/or prefer none):



	Which degree programme are you studying?  (e.g. LLM, LLB)
	Which degree year are you in? (eg Year 1, 2)



	How do I know you? (eg personal tutor, class tutor, etc). If I taught you, please state classes where we interacted: include class name, semester and year, etc.



	Which modules are you currently studying?




	What is the reference for? (eg job or postgraduate course title). If it is a general reference request for multiple applications, please state a sample of organisations applied for. If you are applying for multiple categories (eg both jobs AND postgraduate study), please complete a new form for each type (eg one for internships or training contracts and one for postgraduate LLM study).




	Deadline for reference, if known: 



	Who should the letter be addressed to (if known):



	How does the letter get submitted? If it needs to be emailed or posted, include the address here. If I will get an automated email from the organisation, let me know here.


	Brief summary of the role, eg responsibilities, skills needed (attach the job description and/or person specification or the website vacancy URL if possible) and a brief summary of why you think you meet these criteria. You may also attach your application or cover letter.







	Further information which may be relevant for your application or which you would me to be aware of or highlight in the reference where possible, eg co-curricular achievements, extra-curricular activities etc. 







	If you are applying for postgraduate study, eg an LLM, it will be helpful to state here any modules and assessments which have an independent research component which can demonstrate your capacity for higher-level study and research (eg essays, reflective journals, dissertation, etc) and your marks for the assessments. It will also be helpful for you to share feedback forms for the modules if you are happy to do so. 

If you are applying to enter a PhD programme, please supply the above information and include your PhD proposal.







On completion of this form, email this to the Academic who you are requesting a reference from using their ‘@warwick.ac.uk’ email with a copy of your latest CV and application or cover letter and any additional documentation where applicable. By supplying this information, you are consenting to the storage of this information for the purposes of writing the references.

