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NYES REFERENCE TEMPLATE- CURRENT/PREVIOUS EMPLOYEES
Part 1
This reference is PROVIDED in strictest confidence, for employment purposes and on behalf of [add name of school]. It is policy to confine such references to factual information and to outline any information that is required as part of our responsibility for Safeguarding.   This form is used for employees who have left employment with us as well as existing employees who are applying for jobs. 
This reference has been provided with the explicit consent of the subject of the reference:
	1
	Name of Applicant
	

	2
	Current/previous post with school/Trust :
Salary:
Date of Commencement of employment with school:
Last date of employment with school/Trust (if applicable):

	Month                Year 

Month                Year 


	3
	Details of any disciplinary  action taken (include allegations, dates and action taken) 
Confirmed by Headteacher where not the referee: 
	Name :                                   Date :

	4
	Has the employee been the subject of FORMAL Capability proceedings? 

Give details of any FORMAL Capability related issues in the preceding two years (including concerns, duration and outcome): 

	Yes :                                      No :




	5
	You may use this space to comment on the performance of the employee, which is NOT part of FORMAL Capability proceedings. You must be fair, balanced and accurate in any description of performance in role and or development need.   

	

	6

	For posts requiring a DBS Certificate  

Please list any SUBSTANTIATED safeguarding concerns or issues that have been raised during the course of employment  
I am satisfied that the applicant is suitable to work with children
	Yes :                                      No : 

	7

	Attach a copy of the current Job Description and Person Specification:


	


Part 2 – (to be kept together with Part 1) : Sickness Absence Information
(To be provided ONLY when employer indicates conditional offer has been made)
This reference is provided in strictest confidence, for employment purposes and on behalf of [add name of school]. It is policy to confine such references to factual information and to outline any information that is required as part of our responsibility for Safeguarding.   This form is used for employees who have left employment with us, as well as existing employees who are applying for jobs. 

This reference has been provided with the explicit consent of the subject of the reference:
The following information detailed in Question 8 relating to sickness absence has been provided, for your consideration at an appropriate stage in your recruitment process.
	
	Name of Applicant
	

	
	Current/previous post with school:

Date of Commencement of employment with school:

Last date of employment with school (if applicable):

	Month                Year 

Month                Year 



	8
	Total days absent due to sickness during the last two years of employment:

Number of occurrences/ occasions:


	

	9

	Name of referee:

Job title and employment relationship to applicant:

Contact Details:
Date Reference Completed:
	


The above information is considered to be true and accurate on the given date.
In accordance with our normal practice this reference is given in good faith and in confidence, without legal liability on behalf of the author organisation. 
1

