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Employment Reference REQUEST  (PART 1) 
PRIOR to offer of employment (SCHOOLS)
(Insert School) has gathered the consent of the below named person to collect an employment reference from you in the strictest confidence. For more information about how we use personal data please see our privacy notice on our website.

       OFFICE USE ONLY
	Candidate’s Name: 

	Job Title: 


	School/Location: 

	Job Ref No: 



SECTION A  - (Please use Black Ink)
	Job Held:



	Dates of Employment:

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

	Salary 

	

	Reason for leaving (if known)

	Continuous Local Government Service Date (if applicable)




SECTION B
	Has the employee had concerns raised about their standard of work informally:
           Yes/No
Has the employee had concerns raised about his/her standard of work formally:                         Yes /No

For example through a Capability policy or similar. If yes to either of the above, please give brief details and actions taken:



	Has the employee had any disciplinary action taken and recorded against them?
Yes/No
[Include those involving children/young people or vulnerable adults, not omitting those where the sanction has expired]

If yes, please give brief details i.e. the general nature of the allegation(s), dates and action taken.

Signed and Confirmed by Headteacher [if different from the person completing reference at Section D :] 


	Has the employee ever been subject to any SAFEGUARDING process or procedures involving children/young people or vulnerable adults during the course of their employment? ONLY include SUBSTANTIATED safeguarding concerns or issues. 

Yes/No                         

If yes, please give brief details i.e. the general nature of the allegation(s), dates and action taken.

Signed and Confirmed by Headteacher [if different from the person completing reference at Section D :]



SECTION C
	Please list key activities and areas of responsibility 

(Please attach Job Description, if more convenient)


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

Please provide any comments you have regarding the candidate’s suitability for this role, include suitability to work with children if this is applicable to the post [i.e.; DBS required]. 



Section D
	Referee Details


	Name (Print):


	Contact telephone number:


	Job Title:  [Normally Headteacher]

	Date:


	For what amount of time has the applicant worked under your line management?


	Organisation name and address:




