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Sample Template: Reference Request Form
This document is a template for new recruitment businesses relating to generic issues typically faced by a business placing permanent and temporary staff. It is for information only and is not a substitute for taking detailed legal or other professional advice. 
Print onto letterhead or insert logo.
Private and confidential

<Date>

<Name>
<Address>
<Address>

Dear <name>

Reference Request for <Name of Candidate>

The above named person has registered with us for work and has given your name as a referee.  As part of our commitment to provide a quality service, we would ask you to complete the attached assessment and return it in the enclosed envelope.  

In finding the candidate employment, we may be asked to share this information with a prospective employer, especially if the candidate will be working with vulnerable persons.  Please indicate on the assessment whether or not you wish a future employer to use your reply in the event a job is offered to this candidate.  

Your reply will be treated in the strictest confidence and will only be shared with a prospective employer if you have given your consent or in accordance with the provisions of the Data Protection Act 1998. In certain circumstances we may be required to share this information with the candidate but in those circumstances we will take every precaution to ensure that your rights under the Data Protection Act are fully observed. 

Thank you in advance for your time.

Yours sincerely

<Name> 
<Title>
[bookmark: _GoBack]
Reference request

Name of Candidate:	<insert name of Candidate>	  Nee (if app): <Insert candidate’s maiden name>	  

Job title: ______________________________________________________________________

Dates employed from: ______________________________ to: __________________________

Leaving salary: ______________________ Reason for leaving: __________________________

Please mark the relevant column: 
	Reliability
	Excellent
	Good
	Acceptable
	Unacceptable

	Time keeping
	Excellent
	Good
	Acceptable
	Unacceptable

	Quality of work
	Excellent
	Good
	Acceptable
	Unacceptable

	Software skills
	Excellent
	Good
	Acceptable
	Unacceptable

	Appearance
	Excellent
	Good
	Acceptable
	Unacceptable

	Flexibility 
	Excellent
	Good
	Acceptable
	Unacceptable

	Attitude
	Excellent
	Good
	Acceptable
	Unacceptable

	

	Is it your company’s policy to re-employ ex-employees?
	Yes/No

	If so, would you re-employ this candidate?
	Yes/No


	May this reference be used for a future employer or passed onto any other third parties?
	Yes/No


	Further details/comments:


	Would you like to know more about how our recruitment services could benefit you?
	Yes/No



Signature: ________________________ Name (in capitals please): _______________________                                                  
Date: ____________________________ Position in company: ___________________________          
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