Requesting Reference Letters from Teachers (and others)
You should request references from at least three sources. These sources should demonstrate “well-roundedness”. For example, request references from:



An academic teacher



A teacher/coach from your extracurricular area



A teacher/sponsor related to volunteer service or leadership



A teacher from a non-academic area of expertise (e.g. fine arts)

When selecting references, be sure that the chosen person will be a good reference. Select teachers who know you well and will have positive things to say about you.
When asking a teacher to write a reference letter:

Provide a one-page “personal resume” (include grades 9-12 only) of your activities and accomplishments that they may choose to include in the letter

Explain what the focus of the letter should be. For example, ask them to focus on your attributes as student, your skill in technology, your volunteer service, and/or your participation on a team.

Let teachers know if the letter must be confidential (and to whom and how they should return the letter).

If the reference letter does not need to be confidential, ask them for multiple original copies.
Be sure to give the teachers two weeks notice so that they have ample time to write a good letter. Asking at an appropriate time is helpful. For instance, do not ask for a letter around report card time, semester end or just before a holiday.

Most important, be sure to follow up with a thank-you note. In this way, you acknowledge that the teacher has gone out of their way to do a favour for you. This “extra” gesture is much appreciated by teachers.

