
Reference Request Form
This form should be used to provide a reference for an individual who is seeking employment with us. Please complete the shaded boxes of this form as completely and accurately as possible.

	Candidate Full Name
	
	Candidate Number

	
	
	

	What is your relationship to the candidate?
	
	If other, please specify here;

	 FORMCHECKBOX 
 Employer
	 FORMCHECKBOX 
 Teacher
	 FORMCHECKBOX 
 Other*
	
	


	Employer Reference

	6. Position Held
	     

	7. Start Date
	     
	

	8. Current salary
	
	

	9. Is the individual still employed with you?
	 FORMCHECKBOX 
 Yes
	Go to 12.
	 FORMCHECKBOX 
 No
	Go to 10. 

	10. If NO, when was their last date of employment?
	     
	Go to 11.

	11. If NO, what was the reason for leaving?
	     
	Go to 14.

	12. If YES, are you a local government organisation?
	 FORMCHECKBOX 
 Yes
	Go to 13.
	 FORMCHECKBOX 
 No
	Go to 14.

	13. If YES, what is the individual’s continuous service date?
	     
	Go to 14.

	14. Did the individual complete a satisfactory period of probation?
	 FORMCHECKBOX 
 Yes
	Go to 16.
	 FORMCHECKBOX 
 No
	Go to 15.

	15. If NO, please provide details?
	     
	Go to 15.

	16. Would you re-employ this individual?
	 FORMCHECKBOX 
 Yes
	Go to 18.
	 FORMCHECKBOX 
 No
	Go to 17.

	17. If NO, please provide details?
	     
	Go to 18.

	18. Has the individual been subject to any current disciplinary/capability procedures within the last 2 years or where the disciplinary sanction is current?
	 FORMCHECKBOX 
 Yes
	Go to 19.
	 FORMCHECKBOX 
 No
	Go to 20.

	19. If YES, please provide details?
	     
	Go to 20.


	Education or Other Reference

	20. How long have you known the individual?
	     
	Go to 21.

	Reference Questions

	21. Do you consider the individual to be honest and trustworthy?
	 FORMCHECKBOX 
 Yes
	Go to 23.
	 FORMCHECKBOX 
 No
	Go to 22.

	22. If NO, please provide details?
	     
	Go to 23.

	23. Please provide additional information relating to the time you have known the individual particularly relating to their character, achievements and potential areas of weakness.
	     

	Safeguarding Questions

	24. Do you need to provide a safeguarding reference (see cover email / letter)?
	 FORMCHECKBOX 
 Yes
	Go to 25.
	 FORMCHECKBOX 
 No
	Go to Declaration

	This section is to obtain details on an individual that relates to their ability to work in an environment where there may be contact with Children or Vulnerable Adults. This is essential to safeguarding these vulnerable groups and so we ask that this section is completed fully and that you provide as much information as possible, where appropriate. This information will be handled sensitively and confidentially.

	25. Has the individual been subject to a disciplinary procedure relating to the safety and welfare of children or young people or vulnerable adults?
	 FORMCHECKBOX 
 Yes
	Go to 26.
	 FORMCHECKBOX 
 No
	Go to 27.

	26. If YES, please provide details?
	     
	

	27. Has the individual been subject to any allegations or concerns in relation to the health and welfare of children or young people or behaviour towards children or young people or vulnerable adults?
	 FORMCHECKBOX 
 Yes
	Go to 28.
	 FORMCHECKBOX 
 No
	Go to 29.

	28. If YES, please provide details?
	     
	

	29. Is there any reason why you are not completely satisfied that the individual is suitable to work with children or vulnerable adults?
	 FORMCHECKBOX 
 Yes
	Go to 30.
	 FORMCHECKBOX 
 No
	Go to Declaration.

	30. If YES, please provide details?
	     
	

	Declaration

	By providing my email address, I confirm that the information provided is accurate and complete and that I have the authority to complete this form. I acknowledge that the email provided will be used to verify and validate this request.

	Name
	     
	Tel. No.
	     

	Signature*
	
	Date
	     

	*a signature is not required if this form is emailed. The email will be accepted as an electronic signature where it matches our records.
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