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Our Ref: 










Date:

Dear [
NAME
]

Reference request for [NAME OF APPLICANT]

The above has applied for a position as a [POST TITLE] with [SCHOOL NAME] <Community School><Voluntary Aided School>< Foundation School> (delete as appropriate) and has given us your name as a referee.

It would help considerably in assessing the suitability of the candidate if you could complete the enclosed form.

As part of our regulatory standards, we are required to verify the authenticity of all written references. The appointing Manager will therefore make a brief telephone call for this purpose.

Thank you for you assistance with our recruitment process.

Yours sincerely

XXXXXXXXXXXXXXXXXXXXXX

Head Teacher / Chair of Governors

REFERENCE ENQUIRY

Contact Officer
The contact officer requesting this reference is:

	Name
	

	Position
	

	Address
	

	Fax Number
	

	Tel Number
	


Please address enquiries about this request to the above-named officer.
Recruitment Deadlines
We are currently recruiting to this post and it would be useful to have your reply as soon as possible.  Your assistance is much appreciated.
Confidentiality (Please delete as applicable)

I note that this reference may be made available to an employee under your policy of open access to personal files.

OR
This reference is provided only on the basis that it is treated in confidence.

Subject of Referencetc \l1 "Subject of Reference
	Name
	

	Dates with your organisation
	

	Capacity in which employed/

job title
	

	Salary/wage rate
	

	How long have you know the

above person?
	

	In what capacity have you known this person?
	


Post Applied For:
Please see attached 

Job Description & Person Specificationtc \l1 "Post Applied For:
Please see attached Job Description & Person Specification
Applicant's Attendance Recordtc \l1 "Applicant=s Attendance Record
Number of days and number of occasions absent 

in last full year or, if employed for less than one year 

during the period of employment 

(excluding maternity- related absence):
How does this compare to other years?

Parental Leave Record
Please enclose a copy of the applicant's parental leave history, including details of their remaining entitlement.
Applicant's Disciplinary Recordtc \l1 "Applicant=s Disciplinary Record
	Does the applicant currently have any formal warnings recorded against them under your performance, disciplinary, sickness or other management Policy?

	YES
	NO


If YES, please state reasons and relative dates:

	


	Is any management action pending or is the applicant currently the subject of a management investigation?
	YES
	NO


	If the applicant has left your employment was any 

management action pending or was the applicant the subject of a management investigation at the time he/she left your employment?

	YES
	NO


If YES, please give details:
	


	Has the applicant ever been subject to any sort of investigation that focussed on child protection issues?
	YES
	NO


	If yes, was any action taken as a result of the investigation? 

If YES, please give details on a separate sheet.
	YES
	NO


Are you aware of any convictions (including spent convictions), cautions, warnings and reprimands recorded against him/her?  If so, please specify:
	


This post is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974.  It is therefore not contrary to the Act for you to reveal such information.
Please give a short summary of the applicant's attitude to work and quality of performance whilst in your employment, highlighting any particular strengths or weaknesses. If the post applied for involves working with children or vulnerable adults, please comment specifically on the individual’s motivation as well as their ability to relate to and work with children. You should also comment on their understanding of their own duty of care and duty to maintain professional boundaries.
	


If the applicant is no longer in your employmenttc \l1 "If no longer in your employment
	Reason for leaving: 


	Following your usual recruitment and selection procedures, would you consider employing this person again?
	YES
	NO


General Suitabilitytc \l1 "General Suitability
Do you have any further information or comments which you wish to offer about the applicant's suitability for this particular post?
	


	Signature
	
	

	Name
	
	

	Position
	
	

	Date
	
	

	Tel. Number
	
	Ext:

	Name & Address 

of Organisation
	
	


Thank you for your co-operation in completing this request.  Please note that while our general policy is to allow open access to personal files, confidentiality will be respected if you indicate above that you are giving this reference in confidence.
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