Appendix 7.2: Reference Request Pro Forma


This template document is issued by the Connexional Team and may be used and amended by the Districts/ Circuits and Churches to suit their particular local circumstances. Text in BLUE font should be adjusted.

REFERENCE REQUEST LETTER AND FORM TEMPLATE
PRIVATE & CONFIDENTIAL 

Name

Title

Company Name

Address

Date 

Dear Title Last Name
NAME:  




POST:


The above candidate has provided your contact details as they have nominated you to provide a reference for their application for the above post.
I am enclosing a copy of the job description and person specification for the post and I should be grateful if you would reply to the attached reference form with your observation on the candidate’s suitability and experience for the post.  It would be particularly helpful if you could comment on the individual’s ability against each of the essential criteria.
In line with the provisions of the Data Protection Act 2018 we may make this reference available to the candidate if a subject access request is made and any information given in references must be factual and accurate.
It would be very helpful if you would forward your reply by [insert interview date] or as soon as possible, if it is more convenient to you, by e-mail to xxxx@xxx  followed up by a hard copy.
Please accept in advance my thanks for the information you provide. 
Yours sincerely

Name          

Job title

Encs:
Job Description and Person Specification and Reference Form

District/Circuit/Church……………………………………………..
CONFIDENTIAL REFERENCE 
	Reference supplied for:
	     

	Application for the position of:
	     


	In what capacity is the above-named known to you?
	     

	How long have you employed/known the candidate?
	     


	Please outline the applicant’s current/former responsibilities/duties and comment on the manner in which he/she has carried out these responsibilities/duties?

	     



	Please see the enclosed document and kindly give your opinion as to the applicant’s ability and character, and general suitability for the post

	     



	Please comment on the applicant’s supervisory/managerial responsibilities and abilities (where appropriate):

	     



	Please comment on the applicant’s relationship with other staff, customers and/or members of the public

	     



	What is your assessment of:   (please tick as appropriate)

	
	Excellent
	Good
	Satisfactory
	Poor 

	Attendance 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Time-keeping 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reliability 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Honesty 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Quality of work 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communication skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Intellectual skills 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Relationships with colleagues 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Meeting deadlines 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Coping with stress
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IT skills 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Any additional information about conduct, performance or contribution

	     



	Do you know of any reasons why this person should not work with children/ young adults or vulnerable adults?

	     


	Has the applicant been subject to any disciplinary action in the last 12 months?  (*please delete as appropriate)
	*Yes/No


	What was their reason for leaving (if applicable)?

	     


	Would you re-employ her/him? 

 (*please delete as appropriate)
	*Yes/No


	Print name
	
	Signature
	

	Position 
	
	Date
	


Please return this either by email to:  xxx @xxx  followed by hardcopy with a company stamp or an enclosed compliments slip to: << Put Full Postal Address>
05 Development and Personnel/Recruitment/Reference request


