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 Time Required:  30-45 minutes 
Content Standards: AA.S.6 Students will understand the relationship between personal qualities, education, training, and the world of work.
Indicators (Students will…):  
AA.C.12.6.01  Apply workplace readiness skills.   
AA.C.12.6.03 Demonstrate how interests, abilities, and achievement relate to achieving personal, social, educational, and career goals.    
AA.C.12.6.09 Understand the relationship between educational achievement and career success.  
	GOAL:   Students will understand the importance of a reference letter.


Activity Statements:   Students will learn the components of a reference letter and know who to ask to obtain one.  
Materials: 
Handout 1 –Procedure for Requesting Recommendations
Handout 2 – Sample Letter of Recommendation 1
Handout 3 – Sample Letter of Recommendation 2
Handout  2 – Letter of Recommendation Request Form

Pen/Pencil

Paper

Procedures:

Pass out Handout 1 “Procedure for requesting Recommendations” and ask students to pair up and read the guidelines together.  Have students share key facts important to getting good recommendations.  Follow discuss guidelines below.  
When you feel all the key facts have been given have students complete handout 4 independently and share their profile with a peer and get feedback from someone in the class who knows them.

Pass out Handouts 2 and 3 and tell students they can give these as examples to people they ask to recommend them who may never have done a recommendation before.
If time permits have students create a list of different people in their lives who would make good candidates for writing them a letter of reference.  Make sure students utilize a variety of different people (teachers, coaches, church members, employers, not family members).

Have students share information that they believe may helpful to include in profile to get good recommendations.
Discussion:  
Getting letters of recommendation from school staff, community members, former employers, family, peers and counselors can be an intimidating but important task. Choosing the right people to write your recommendations, and making sure that they say what you need them to say about you, requires some in-depth thought and planning. 

  The following are some things to keep in mind when reaching out for letters of recommendation (write following questions on board to discuss):  
1.  HOW MANY LETTERS OF RECOMMENDATION SHOULD I GET? 

Get letters of recommendation from at least 4 sources. Even though some schools such as the University of California and Cal State campuses do not require letters of recommendation (unless you are applying to special programs), it is likely that you will still need letters of recommendation for other schools and other purposes. Many college applications will require you to submit 2 – 3 letters of recommendation. Since most schools will require 2 –3 letters of recommendation, you should probably come up with a list of at least 4-5 people. 

2.  WHO SHOULD I ASK FOR A LETTER OF RECOMMENDATION? 

When considering who to ask to write you a letter of recommendation you should first find out what the application requirements are. Depending on your major, some applications may specifically state whom you should ask. 

Try to pick people who know you personally, either through a course, extra-curricular activities, paid work or internships. For college applications it is best to get letters from recent teachers, normally those from junior and senior years. (Note: It is important that you make a conscious effort to build positive relationships with your teachers early on. That will ensure that they make their best effort to write you an outstanding letter.) 

Pick people who are willing to say good things about you. You know who they are. It’s even a good idea to ask, “Do you think you could write me a good recommendation?” Since you may not see these letters, as they go directly to the campuses, you want to make sure that what you send will really support your admission. 

3.  WHAT SHOULD I DO ONCE I IDENTIFY THE PEOPLE I WOULD LIKE TO WRITE MY LETTERS OF RECOMMENDATION? 

Once you have identified who you are going to ask, let them know that you would like to meet with them to talk about writing you a letter of recommendation. The goal of the meeting will be for you to determine if the person you’ve chosen is indeed going to write you a great letter of recommendation. It will also be an opportunity for your reference to get to know you a little bit better. 

Before you meet with your teacher you should choose a location and time, create an agenda, and prepare a summary statement about yourself to give to your recommender. 

Remember to be considerate of your references’ time, and keep them well informed of any changes in advance. Give your references plenty of time to complete the letter, at least two weeks before your deadline. 

Additional Resources: 
Sample Reference Letters and Templates http://jobsearch.about.com/od/referenceletters/Sample_Reference_Letters.htm
Character Reference Guide   http://www.boxfreeconcepts.com/reco/character.html
Extension Activities: 
Students will actively seek recommendations from the school and community  that will provide them with the best recommendation.
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Activity:

Students can upload a Letter of Recommendation to their Portfolio for future use. 
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 No new activities this week.
Adapted from:

Fulfillment Fund College Pathways Curriculum
www.fulfillment.org
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