[image: image1.jpg]NorthYorkshire

oducation services




NORTH YORKSHIRE COUNTY COUNCIL

Name of School______________________

Record of Reference Follow-up Conversation

Introduce yourself and explain you are seeking a verbal follow-up reference to confirm and elaborate on the initial written reference. Have the completed written reference to hand to refer to throughout.  Inform the person giving the reference that you will be taking notes. Emphasise the importance of following-up on written references to ensure accurate and detailed information is obtained for each candidate for safeguarding purposes. 

You may wish to make some brief notes in the ‘referee comments’ section prior to the conversation to provide prompts to be followed up during the call. 
Date and time verbal reference take: ___________________________________
	Candidate’s Name: 


	

	Referee Name:


	Referee Job Title:



	Referee Contact Number:


	


	Job Held:



	Dates of Employment:


	From:
 (month/year)                           To: (month/year)

	Salary / Salary Grade


	

	Reason for leaving (if known)


	Continuous Local Government Service Date (if applicable)




	Date and time of follow-up call
	


	Reference comments (complete prior to conversation)
	Follow-up comments (complete during conversation)

	Details of any informal or formal concerns raised about the employee’s standard of work:


	

	Details of any disciplinary action involving children and young people or vulnerable adults, including those where the sanction has expired 


	

	Details of any other disciplinary action:


	

	Any Child Protection allegations or issues of a similar nature in relation to this person:


	

	Any criminal convictions:


	

	How long referee has known the candidate and in what capacity:


	

	Key activities and areas of responsibility / candidate’s suitability to undertake this post:


	

	Would referee recommend this candidate for the role for which they have applied                Yes/No

Is referee completely satisfied that the candidate is suitable to work with children and young people?     Yes/No

Any other comments:




We would recommend briefly summarising the reference to the referee and thanking them for their time.

