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1 Applicant’s full name

2 Award and title of applicant’s proposed programme of study

3 Return address for completed reference

Sections 1, 2 and 3 must be completed by the applicant

The reference process
The person named in Section 1 below has applied for a course at
Sheffield Hallam University. They have selected you as their referee.
Please complete and return this form to the address given in
Section 3.

There is a PDF version of this form you can download at
www.shu.ac.uk/courses/form.html but you must print off the
reference and submit a signed paper copy. Unfortunately we cannot
consider references submitted by e-mail. If you decide to use this
form please remember that it may need to be photocopied and
complete the form by typing or writing using black ink and block
capitals.

Referees should be aware that under the provisions of the Data
Protection Act (1998) applicants may ask the University to disclose
references that have been used in the admissions process.
References will also be accessible if requested in connection with
legal proceedings.

Please tell us if you object to the reference being open to the data
subject on request. Please note that the University may decide to
disclose the reference without your consent, if it is able to anonymise
the information (to protect your identity) or it is considered
reasonable to release the reference even though it is possible to
identify who wrote the reference. The University will balance the data
subject’s right of access with your right of privacy.

The reference report
Please say whether, in your opinion, the applicant is likely to
complete successfully and benefit from the programme of study for
which s/he is applying and why. Please specify the applicant’s
general suitability to undertake the course(s) including distinct
strengths or areas for improvement. Please specify the nature and
grade of qualification, including class of degree, already obtained or
expected to be obtained prior to the start of the course.

It would be helpful, if, in addition to any general statement, you
would indicate the following in your reference

• how the applicant’s achievements compare(d) to those of his/her
peers

• for applicants whose first language is not English, their standard
of proficiency in written and oral English

• for applicants who hold professional qualifications or have
professional experience, how the qualifications and/or
experience would contribute to the applicant’s suitability

Section 4 to be completed by the referee

4 Referee’s details

Name

Position

Company/organisation

Address

Postcode

Country

E-mail address

Phone number
(including full country and area code)

Fax number

Reference
For Office use only

Please read the instructions below for completing this form
This form will be photocopied. Please type or write clearly in block capitals in black ink. Tick boxes? as appropriate?

It is the applicant’s responsibility to request references, the university will not request references on your behalf.
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5 Report on the applicant

How long have you known the applicant?

In what capacity do you know the applicant?

In your opinion is the applicant likely to successfully complete and
benefit from the programme of study for which s/he is applying? � Yes � No � Uncertain/don’t know

Please explain your response to the previous question and add any further comments

6 Candidate’s qualifications

7 Referee’s declaration

I confirm that, to the best of my knowledge, the information given in this form is correct and complete

Referee’s signature

Date

Official institutional
stamp (if appropriate)

Please return completed forms to the address specified in Section 3

(Please continue on a separate sheet if necessary)

Sections 5, 6 and 7 to be completed by the referee


