
Student Referral Form and Linked Response Spreadsheet Guide 
 
 
It may be helpful for your team to use a simple Google form to coordinate referrals for student needs and  
supports. One example of what this might look like is provided below. Scroll down for instructions on how to link a 
spreadsheet to your form as on option for tracking referral activity.  
 

 
 
When you’ve finalized your student referral form, here are steps to link it to a spreadsheet:  
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1) Click “responses”  
2) Click “link to sheets 
3) Click to “create” a linked spreadsheet. 

 
 
 

 
● Once you have created your spreadsheet, you can rename it and locate it in the same Google Drive as 

the Referral Form.  
● When you are ready to share the form: 

4) Click on “send”  
5) Invite users by inputting email OR by copying the link and sharing it out. 

 

 
 
Anytime someone completes the form, the response will automatically generate to the linked spreadsheet.  

1. One tip for using the linked spreadsheet is to notify an admin when a response has been recorded. This 
can be done in the Form by: 

6) Clicking on “responses”  
7) Clicking the three dots next to “View in sheets” 
8) Click on “Get email notifications for new responses” 
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Way to go! Now you are ready to collect and track referrals for student needs.  


