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Reference FAQs

	1
	Who should provide a reference?
	It is the responsibility of the employee’s last appropriate line manager to provide a reference. It is important that the line manager providing the reference is the manager who would be aware of any issues and who can provide a true and accurate picture. 

	2
	What if I don’t want to supply a reference?


	You have a duty of care to employees and ex-employees and so should not refuse.  A refusal could be detrimental to the person under consideration for a job.

	3
	But the person who I have succeeded into this role managed the employee.  Given that I have never managed the individual, surely I can’t provide a reference?
	If the line manager has moved on, their successor should provide the reference on the basis that they will have full access to the employee’s records.  If the appropriate manager has left, the reference should be on file as it requires completion as part of the leavers process. If this is not available the replacing manager, with access to the relevant records should complete the reference request making it clear that they did not have personal knowledge/management of the employee.

	4
	What if I am asked to provide a reference for a peer?


	Where a reference is provided, a line management relationship must exist.

Where a reference is provided by a colleague / peer this should be given as personal reference.  Any personal references must:

· not be provided on the NYC template

· not be on headed paper

· clearly state ‘personal reference’ and capacity in which you are giving the reference

	5
	What about agency workers?  
	Given that there is no employment relationship between you and agency workers, you should not provide a reference on behalf of your school. Should you wish to provide a personal reference then the guidelines above should be followed (Q.4)

	6
	What should the reference contain?
	Different employers ask different questions in their requests and so, to support managers and gain some consistency in the information we provide, a reference template, to be used.  It is recommended that the NYC template is completed for all references provided. Where a question does not apply or information is not held to answer the question the response should state that this is the case.

( Always check the individual’s personal file to ensure accuracy of information.

( Never provide ‘open’ (i.e. ‘To whom it may concern) references.  It is important that the reference is specific to the role, especially where there are safeguarding issues.

	7
	What if there have been issues with the employee? Should I mention these?
	Yes.  There is a myth about not being able to provide a ‘bad’ reference – this is not true.  In actual fact, the opposite applies: the reference must be fair, accurate and true in substance and the omission of a negative issue i.e. gross misconduct would not be a true reflection. 

( References should be factual and information provided on them must be known, or available on request, by the individual about whom they are written.

( If a disciplinary sanction has expired it should not be included in the reference unless there is a safeguarding issue (if in doubt seek advice from Human Resources).

	8
	But I have heard that there can be liability issues in disclosing negative issues in a reference.  Is this true?
	Liability is not an issue where the manager believes the information in the reference is correct (factual and evidence to support) and it is given without malice. Liability is more of a concern in the event that we fail to reveal something to a new employer: the new employer could seek a negligence claim for loss.  

	9
	Safeguarding issues – how do I know whether or not to include these?


	If we are aware of a safeguarding issue we have a legal obligation to include this on the reference – this should be done with advice from HR. Safeguarding issues are always live and never expire in the way that standard disciplinary records do. Cases in which an allegation was proven to be unsubstantiated, unfounded or malicious should not be included in the reference

	10
	I have been asked to provide details of sickness absence – how do I record this?
	Merely stating the amount of absence in days may not give an accurate overall impression e.g. 100 days absence in a 12 month period may have been due to a serious illness which may now be resolved.  As requested on the NYC reference template, you should state the days and number of occasions. 

(Only provide details of hospitalisation if you have the employee’s consent. 

(To comply with legislation, references should be requested in two parts with the health / absence related information only requested once an offer of employment has been made.  

	11
	And if I am asked to give a verbal reference?
	References are strongly recommended to be written only, using the NYC Reference Template. 
All references provided should be in writing, labelled “strictly confidential – employment reference” and sent through secure means.

	12
	I have been asked the question ‘Would you re-employ?’ on the reference request but the NYC template states that I should not provide an opinion on this.  Why is this? 
	It is very possible that we may not re-employ an individual as, for example, a Social worker or a senior manager, but it is likely that we may re-employ them in some other capacity.  For this reason, NYC recommend not to provide an opinion on this question.



	13
	When appointing, who is responsible for obtaining employment references? 


	It is the recruiting managers overall responsibility to ensure all clearances including references are obtained and are satisfactory. The references are obtained by the School’s recruiting manager or designated person. 

	14
	How many employment references are required?
	Two references are normally required but an additional reference may be needed to ensure that references are relevant to the applicants history, in particular for posts requiring DBS clearance, to ensure that a reference is obtained from the last employment involving work with vulnerable people.

	15
	What can I do if a candidate has stated that references cannot be requested until after interview?
	References must not be requested without the candidate’s permission.

The candidate should be informed after interview that they are being considered for the post and that the referee(s) need to be contacted.  At this point, the candidate should be making contact with the referee and requesting they provide a reference as soon as possible.  



	16
	How do I know that the employment reference obtained is genuine?
	By using the NYC Reference Request form appropriate details will have been sought and the referee will have been asked to confirm that they have line management responsibility for the candidate. It is good practice for the recruiting manager to follow up written references with a verbal conversation with the referee to further scrutinise and satisfy yourself with the validity of the reference.

	17
	I have been given the name of a referee but the address supplied seems to be a home address.  Is this acceptable? 
	If this is an employment reference, it must be obtained from a business address to ensure that the referee is in a position to provide an employment reference.  For example, for a vacancy in a school when, a chair of governors is named as a referee, the reference should be requested from the school address.

If it was a personal (character) reference, a home address would be acceptable as it is not being provided as an employment reference on behalf of an employer.



	18
	How can I obtain an employment reference if a candidate has never worked before?
	In some circumstances it may not be possible to obtain employment references, for example, when an applicant has not worked for several years or has never worked. In such exceptional situations, personal references must be obtained. The school must carefully assess the risk involved and ensure that appropriate alternative safeguarding measures are undertaken and/or put in place if the person is appointed. These details must be recorded on employee’s file. References from friends or family members of the applicant are not acceptable for this purpose and personal references should ideally be sought from someone who has supported the individual from a professional capacity (e.g. Teacher, Lawyer, Doctor).

	19
	Why are references necessary?
	The references provide valuable factual information to support or, if necessary, change the selection decision. However, for posts requiring DBS clearance, the additional information that must be provided will ensure that a fully informed decision is made regarding the candidate’s suitability for appointment in a job with access to vulnerable people.

	20
	Can the selected candidate be offered the job and start work, subject to receiving suitable references? 
	No, NYC’s policy is that all clearances must be obtain prior to commencing employment



	21
	I have been sent reference pro-forma to complete that is different from the school template?
	References should be provided in writing only using the school’s template reference. It is recommended that pro-formas or templates received from the requesting organisation should not be completed.  

	22
	I have been asked to complete a reference for a purpose other than employment?
	On occasions, employees may request that the school provides a reference for purposes other than employment. The school will respond to references received for other purposes in a manner consistent with their responses to employment references as set out in this policy. Before sharing any personal data with other organisations, the school will ensure that permission has been sought from the employee (for example for provision of a reference for private tenancy agreements). Information provided will be limited to that which it is essential to provide for the purpose requested, will be provided in a timely and secure manner.

	23
	I still have some questions.  Where can I go for further help and guidance?
	If you have any further questions or need some advice regarding a particular reference request, you can contact NYES HR via NYES.HR@northyorks.gov.uk .
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