Template letter for responding to references

[Date]

Your Ref:

CONFIDENTIAL

Name

Address

Dear

Re: Reference Request for [Name]

I am writing in reply to your letter of [date] in which you request a reference for [Name].

[Insert details relating to job description, length of service and reasons for leaving etc ]

[Delete if the request does not ask whether the individual entered into a compromise agreement] It is College policy not to respond to questions regarding compromise agreements. This should not be taken as an indication that [Name] has or has not entered into a compromise agreement with the College.

This reference is strictly confidential and is provided to you only in connection with [Name] and should only be used for that purpose.  The above information is given in confidence and in good faith.  No responsibility, however, can be accepted for any errors, omissions or inaccuracies in the information or for any loss or damage that may result from reliance being placed upon it
Yours sincerely

Name

cc HR for staff file

