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GUIDANCE FOR MANAGERS ON COMPLETING NYCC REFERENCE TEMPLATE
This guidance is to assist managers when completing employment references using the template available on the Staff Information Website. 
	
	Section 
	Details required

	1
	Name of employee/applicant
NYCC Employee Number

	This information is available from My View

	2
	Your reference
	This refers to the reference number if quoted on the request for a reference.  

	3
	This reference is provided to 
	Named person and details of organisation requesting reference.



	4
	Position applied for
DBS check held 

date of check 

	  State the title of the position the applicant has applied for and check if the     

  position requires DBS check. 

	5
	Current post held
Directorate 
Current salary

Date of commencement in this post

Dates of employment with  NYCC

	These details will be held on My View. If you are unable to locate the details contact the HRSST for advice.
It is important to differentiate between the NYCC commencement date and the date commenced in current post. 
Dates of any previous employment with NYCC.

	6
	Disciplinary action taken 
	Where disciplinary action has been taken and the sanction has expired, this would not normally be disclosed. 
Where a live sanction exists then details should be given including the reason, dates and sanction issued. 

If disciplinary action, spent or unspent, relates to a safeguarding matter, we have a legal obligation to declare this on any reference we provide. Any sanction would never be considered spent and remain live. Please consult HR for further guidance relating to this, prior to completion.    



	7
	Safeguarding issues
(for posts requiring DBS checks)


	If any concerns have been raised with the employee relating to factual safeguarding issues during the employment, then these should be disclosed on the reference.  Where safeguarding issues need to be disclosed, this should be done with advice from HR. 


	8
	Performance issues


	Please provide details of any performance issues that may have been dealt with either formally or informally during the employment. Include the nature of the concerns and dates and any action taken to address these, i.e. Capability procedure. References should be factual and information provided on them must be known or available on request, by the individual about whom they are written. Any opinion on issues such as performance must be backed by some form of evidence.



	9
	Current post details
	Please provide an outline of the employees current post held with NYCC and main areas of responsibilities. You may include a job description for more detailed information.

	10
	Applicants suitability 
	Provide details of the applicants ability to deliver on the post they have applied for, this information should be obtained from the job description and details sent with the reference request. You can only comment on those areas that you have a working  knowledge of , however, you may be able to refer to other skills which may be transferable and so  reflect on the candidates ability.
You may add other comments which you feel are relevant to the employment of this applicant.  


	11
	Sickness details
	This information will be available from OLAM. Please advise the employer on the number of occasions as well as the total number of days over the previous 2 years to ensure that you provide an accurate overall picture of the individual’s sickness history for the past 2 years.  Whilst you are providing this information, the onus is on the person requesting the reference to ensure they use the information relating to sickness at the appropriate stage of the recruitment process, following changes in legislation under the Equalities Act 2010.


	12
	Name of referee

Job title and employment relationship to applicant

Contact address and telephone number


	Your details as the person supplying the reference. 

This reference should only be completed on behalf of NYCC by an employees’ last appropriate Line Manager. An appropriate Line Manger would be the person most likely to be aware of any performance or conduct issues. If this definition of a line manager is not an accurate reflection of your relationship with the individual then you MUST NOT complete this NYCC template as you will only be able to provide a personal reference. A personal reference should clearly state PERSONAL and should not be provided on the NYCC template or NYCC headed paper.


If you have any further questions or need some advice regarding a particular request, you can contact the HR Shared Service Team on:

HAS – (01609) 798319

HASHR@northyorks.gov.uk 

BES/CEG/FCS – (01609) 798322 

BCFHR@northyorks.gov.uk
CYPS – (01609) 798318

CYPSHR@northyorks.gov.uk
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