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Example Reference Request Letter and Questionnaire
This should be used an example only, the template should be adapted for the setting’s use and needs (paying particular attention to the highlighted text).
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	Name of applicant: Applicant’s name
	Date of Birth: Applicant’s date of birth

	Address:  Applicant’s  Address

	Post applied for: Post applicant has applied for

	Dates of Employment with you:

	Position Held with you:



	In what capacity did you work with/know the candidate:



	Main duties and Responsibilities held:



	Please give details on their work performance during their employment with you:



	Please give details on their conduct during their employment with you:



	Is there any reason to your knowledge why this applicant should not work with children?



	Has this individual ever been subject to a formal disciplinary/capability procedure during their employment with you?



	Why did this applicant leave your employment?



	Would you re-employ the individual? (please circle)    Yes     No

If no, please give your reasons below:



	Having read the job description and person specification do you feel this candidate is suitable for the post?  (please circle)    Yes     No

If yes, please give details on how you feel their skills and attributes would suit the role:



	Declaration

I confirm that all the information supplied is a true and a correct record of the above named individual’s performance with our organisation.

	Signature:                                           Date:

Name:

Position:                                             Company Name:

Telephone number:


Contact Name


Setting Name


Setting Address





(Date)








PRIVATE AND CONFIDENTIAL





Dear (Name)





Applicant: (name) (date of birth)





The above named person has applied to us for the post of (job title) with (name of setting) and has given us your name as a referee.





We would be most grateful if you could complete the enclosed reference questionnaire and return it to us (to the address above/in the envelope provided), by (deadline date).





If you would like to include any further supporting comments for your reference please include these with the questionnaire.





When completing the enclosed questionnaire please be aware that you have a legal liability for the reference you provide and therefore the reference should not contain false information. The reference you provide may also be discussed with the applicant.





We would also like the opportunity to telephone you, should we require any further detail or clarification on any part of the reference you provide.





Thank you for taking the time to complete this reference request. Should you wish to discuss the request further please contact us on the following number (contact details given).





Yours faithfully





Name





Position / Job Title





Enc. Job description: ………………………………………………..
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