Reference Request Letter



Dear 

HEADTEACHER
-
School Name

APPLICANT

-
Candidate Name

CURRENT POST
-
Candidate’s Current Post

The above-named has applied for the position of Headteacher at this school and has given your name as a referee to support his / her application.

I should be most grateful if you could provide a reference to enable the Governors to consider this candidate.  A pro forma is attached to guide you on the information required.  You need to be aware that, in line with DfE guidelines on Safer Recruitment and Selection, it may be necessary to discuss with the candidate relevant factual details provided in your reference and that the applicant could apply, under the Data Protection Act 1998, for a copy of the reference. 

I enclose some general information on the school, the job description, person specification and a stamped, addressed envelope for your reply.

It would be appreciated if your reply could reach me by […………..].

Please note, we may follow up any reference content with a telephone conversation for verbal confirmation.  We may also contact you at a later date to request further information.
Yours sincerely

[name]

Chair of Governors
