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[bookmark: _GoBack]To Whom it May Concern/Address 
Date 
Reference Request
Name: 			 
Post Applied for:	 
The above-named is an applicant for the position of XXXXXXXX  and has provided your company as a referee. 

To help assess the candidate’s suitability for the role, I would be grateful if you could provide the information requested in the attached form.  Details of the post are contained within the enclosed Job Description & Person Specification.

I should point out that you have a responsibility to ensure that the reference is accurate, factual and does not contain any material misstatement or omission. Any information given will be used for guidance by the selection panel and relevant content may be discussed with the applicant at interview.
If you are unable to provide a reference or comment on any of the questions please state why.

This post has unsupervised access to vulnerable people and is therefore exempt from the provisions of the Rehabilitation of Offenders Act 1974 (Exemptions Order) 1975.  It will not contravene the Act to disclose information that you have in connection with this applicant regarding convictions that may otherwise be considered “spent”.  You should be aware that the Exemptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected' and should not be disclosed. Further guidance on the disclosure of convictions is available at: https://hub.unlock.org.uk/knowledgebase/what-will-be-filtered-by-dbs/ 

Our School & all its personnel are committed to safeguarding and promoting the welfare of the children. It is essential that you let us know of any reasons why, the applicant should not be employed to work with children and young people, or you have any concerns about their suitability for this post.

Thank you for your assistance in completing this reference which is based on the requirements for references set out in the latest DfE guidance Keeping Children Safe in Education: Statutory guidance for schools and colleges.

Please return the completed reference as soon as possible.

Your sincerely
Laura White 
Headteacher

	Reference Request Form

	Section A: Essential information - to be completed for all applicants

	Full name of applicant:
	Job title (in your employment):

	Start date:
	Date of leaving (where applicable):

	Current or most recent salary or salary point, plus any allowances:

	Pay Range / Grade
	

	Salary (pro rata salary)
	

	Allowances
	

	Capacity in which you know/knew the applicant:

	Length of time you have known/knew them in this capacity:

	1: Does the applicant’s overall performance suggest that they are equipped to fulfil the responsibilities of the post for which they are applying?  
	Yes / No    


	If no, please comment:





	2: Is the applicant (or were they at the date of leaving your employment) subject to any formal sanctions?  
	Yes / No    


	If yes, please provide details:





There is no requirement to provide information about informal action or expired sanctions

	3: Is the applicant currently or were they at the point of leaving your employment subject to any formal disciplinary procedures including any ongoing disciplinary investigation?
	Yes / No    


	If If yes, please provide details:
yes, please provide details:





	4: In the preceding two years, has the applicant been subject to any formal capability procedures or formal sanctions?  
	Yes / No    


	If yes, please provide details:





Regulation 8A of the School Staffing (England) Regulations 2009 requires schools (maintained or academy) to provide this information in relation to teaching posts in maintained schools.  For other posts, referees are asked to provide relevant information as part of their obligation to provide a fair and accurate reference.

	5:  Have any safeguarding allegations or concerns been raised about the applicant that relate to children & young people or the applicant’s behaviour towards children & young people? 

	Yes / No    


	If yes, please provide details (i.e. whether an investigation took place, what was the outcome / conclusion and how the matter was resolved):



Please note any allegations which have been found to be unsubstantiated, unfounded, false or malicious should not be included.

	6: Is the applicant’s general attendance / punctuality (unrelated to health) good?
	Yes / No    


	If no, please explain why:






	Section B: Further Information
[The following are provided as examples of generic information which might be appropriate to seek in a reference – schools may wish to adapt / amend these to reflect their own specific requirements]
Please rate (circle as appropriate) and comment, on the applicant’s ability, typical performance, or any specific activities they have undertaken in the following areas (continuing on a separate sheet if necessary): 

	1. Building and maintaining effective working relationships.  If currently or previously employed in a school environment, please comment on relationships with pupils, parents, colleagues, and the wider school community including any multi partner agencies

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:



	2. Willingness to learn and develop / continuous professional development.  

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	3. Flexibility.  For example, willingness to undertake varied tasks and/or new methods commensurate with grade or professional standing

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	4. Team working.  Ability to work co-operatively with colleagues and share responsibility for team outputs

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:



	5. Ability to prioritise work and meet deadlines

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	6. Ability to use own initiative appropriately

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	7. Communication, both written and verbal, with varying audiences

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	8. Wider Contribution to your organisation or general life of the School

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	9: Job related knowledge

	Outstanding
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:




	10. For teaching appointments only, quality of teaching overall, based on lesson observations during current/most recent performance management cycle 

	Outstanding
	Good
	Requires improvement
	Inadequate

	Please provide any appropriate factual information to support your response:


	11. For management or leadership posts only, people management and leadership skills

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:



	12. For management, leadership or school business management posts only, budget management skills

	Excellent
	Good
	Fair
	Poor

	Please provide any appropriate factual information to support your response:


	Please use this space to provide any further relevant factual information in relation to the candidate’s skills, knowledge and experience relating to this post:

	



	Details of the person providing this reference:

	Signed:
	

	Name:
	

	Position:
	

	Organisation:
	

	Date:
	

	Email address:
	



Thank you for your assistance – please return the completed form to:
Karen Woodhams 
St Anselms Catholic Primary School
Littlebrook Manorway
Dartford
Kent 
DA1 5EA
Tele No: 01322 225173
Email – mrswoodhams@st-anselms.kent.sch.uk
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