Apology Letter Work Sheet

This work sheet is designed to help you understand the impact your behavior has had on the victim.  Answer the following questions taking your time to think about the answers and write them out using complete sentences.  
*The completed worksheet and letter are to be turned in at the same time.

Describe a time when someone hurt you and you felt you deserved an apology:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

How did it make you feel when you were hurt?  _________________________________
________________________________________________________________________
________________________________________________________________________

________________________________________________________________________

Did you receive an apology and how did that make you feel?  ______________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

How did their actions change your opinion of them?  _____________________________
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Describe the incident that occurred:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

How do you think you hurt the victim?  _______________________________________

________________________________________________________________________
What do you think the victim thinks of you?  ________________________________

________________________________________________________________________

Why did you do this and what were you thinking at the time?  ______________________
________________________________________________________________________

________________________________________________________________________

What have your consequences been?  _________________________________________
________________________________________________________________________

________________________________________________________________________
What have you learned from this experience?  __________________________________

________________________________________________________________________

________________________________________________________________________

How can you set this right and make sure it never happens again? ___________________
________________________________________________________________________

________________________________________________________________________
Letter of Apology 

Writing and sending a letter of apology may be part of your behavior contract or terms of your probation.  All letters must be reviewed and approved before their delivery to the victim.

Your apology must be hand written in blue or black ink in letter format.

You must include the following information:

· What you did wrong

· Why you are sorry

· Who you hurt

· How you have taken responsibility for your actions

· What you have learned

Example Format
Date _______________________

Dear  Name of person or organization,


I am writing this letter because I am responsible for (doing what) _____________

________________________________________________________________________________________________________________________________________________
I am sorry because (why) ___________________________________________________
________________________________________________________________________________________________________________________________________________I realize now that my actions hurt (who) _______________________________________

________________________________________________________________________



Since the incident I have taken responsibility by (doing what) ________________

________________________________________________________________________________________________________________________________________________

I have learned ____________________________________________________________
________________________________________________________________________________________________________________________________________________


Sincerely,
Your name

