Appendix C

Reference request letter

Private & Confidential

Name and address of referee

Dear    (referee’s name)

Reference request     

Name of applicant:

Post applied for:

Job title:

The above named person has applied for a post at (name of school) and has given your name as a referee. A job description and person specification for the post are enclosed and I would be grateful if you could provide an assessment of their suitability for the post by completing the attached reference request form.

It is our recruitment practice to request references prior to interview. We are due to interview on (date). To avoid any delay in the recruitment process I would be grateful if you could please reply by return of post before that date.

Please contact me if you have any queries regarding the reference. I may need to contact you by telephone if clarification or further details regarding the reference are required.  You also need to be aware that the content of the reference may be discussed with the applicant at interview.

Please note that we operate an open reference policy and candidates may view their reference.

Thank you for your time and assistance.

Yours sincerely

Name

(chair of the panel)    

PRIVATE & CONFIDENTIAL

REFERENCE REQUEST 

This is a standard reference request form. Please complete all relevant sections using additional sheets as required. Please ensure this reference is factual and does not contain any material misstatement or omits any information.

REFERENCE FOR:

Name :

REFERENCE PROVIDED BY:

Name :

Job title:

Section 1

Are/were you the applicants employer…………………………..Y/N

How long have you known the applicant and in what capacity?

Dates employed ………………………………………………………..

Applicants job title & salary……………………………………………………….

If you are the applicant’s former employer please state why the employment ended……………………………………………………………………….

Please comment on the applicant’s responsibilities and performance while in your employ ……………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

Section 2 

DfE current guidance requires school employers to ask the following questions to assess the suitability of candidates to work with children

Does the applicant have a formal* disciplinary record?…………………..Y/N

If yes, please provide details of the nature of any formal* disciplinary warnings/reprimands and whether time expired..……………………………..

……………………………………………………………………………………….

……………………………………………………………………………………….

……………………………………………………………………………………….

Are any of the above records the subject of appeal?.............................Y/N

*Formal disciplinary record means the employer has a set of recognised procedures that provides the right of representation. The employee is aware of these procedures and their record and it is not the subject of appeal.

Are any formal disciplinary investigations pending or incomplete at the time of leaving?…...............................Y/N

If yes, please state circumstances:……………………………………………..

………………………………………………………………………………………

………………………………………………………………………………………

Has the applicant ever been the subject of a child protection investigation that was not found to be unsubstantiated, unfounded or malicious?

Y/N

If yes, please provide details…………………………………………………….

………………………………………………………………………………………

……………………………………………………………………………………….

……………………………………………………………………………………….

Do you have any reservations about the applicant’s suitability to work with children?……………..Y/N 

If yes, please state why………………………………………………………….

………………………………………………………………………………………

………………………………………………………………………………………

Since the post is exempt from the provision of the Rehabilitation of Offenders Act 1974 it would be in order for you to reveal any information you have about any criminal record the applicant may have. Please provide any information you have…….………………………………………………………………………

…………………………………………………………………………………………..

…………………………………………………………………………………………..

Section 3

Please provide information on the suitability of this person for the post as related to the requirements set out in the enclosed job description and person specification. Please give examples as evidence, if possible.

……………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

………………………………………………………………………………………...

Do you recommend the applicant for employment to this post?...................Y/N

If no, please state why……………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….

Please note that this is an open reference and details may be queried or made available to the candidate  

Signature………………………………………………………..

Organisation……………………………………………………

Position in organisation…………………………………………

Telephone number……………………………………………….

Fax number……………………………………………………….

E mail address……………………………………………………

Date………………………………………………………………..

Please use your organisations stamp indicating the name and address of the organisation

If you do not have a stamp please attach headed note paper.  

