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Reference Request Form – Leadership Roles
The reference request form is a strictly confidential document used by Oasis Community Learning when assessing an applicant’s suitability for a position.
Please answer all questions to the best of your ability.  Enclosed is a copy of the ‘Job Description’ for this position that should assist you when completing the form.
Section 1: Applicant Information

	Please confirm, where possible, the applicant’s:

	Name:
	     

	Current Job Title:
	     

	Start Date:
	     

	End Date:
	     

	Current Salary:
	     

	Reason for Leaving

(if applicable)
	     

	In what capacity do you know the applicant and for how long have you known them?

	     



Section 2:   General Competencies
	What were the expectations of the candidate in their current role, and did they meet them?

	     


	What have been the candidate’s most notable achievements in their current role?

	     



Section 3:   Role-specific Competencies
How would you rate the candidate on the following?
	Category
	Excellent
	Very Good
	Good
	Average
	Poor

	Communications
	In School
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	With the wider community
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Building Partnerships
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Financial/Resource Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Buildings/Resource Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Strategic Vision/Thinking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Staff Management/Leadership Style
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Professionalism/General Conduct
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	How does the candidate manage their relationship with peers, colleagues, parents and stakeholders?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Comments:      


	Perceived enthusiasm for Oasis Community Learning purpose and ethos:  

· A passion to include everyone 

· A desire to treat everyone equally, respecting differences 

· A commitment to healthy and open relationships 

· A deep sense of hope that things can change and be transformed 

· A sense of perseverance to keep going for the long haul
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
	Comments:      


	Having reviewed the job description, how well suited do you think the candidate is for this role?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
	Comments:      



Section 4:   General Summary Points

	In which areas does the candidate need most support and what do you think their development needs will be in this new role?

	     


	Would you recommend the candidate for a comparable leadership role in your school?

	With confidence  FORMCHECKBOX 

	With reservation  FORMCHECKBOX 

	Under no circumstances   FORMCHECKBOX 



Section 5:   Additional Information

	Is the applicant subject to any current disciplinary proceedings? 
	YES   FORMCHECKBOX 
       NO   FORMCHECKBOX 


	If Yes, please provide details:      


	Please indicate whether, in the preceding two years, there has been any formal consideration of the applicant’s capability to perform their role at the Academy or school.  
	YES   FORMCHECKBOX 
       NO   FORMCHECKBOX 


	If Yes, please provide written details of the concerns which gave rise to any such consideration of that teacher’s capability, the duration of the proceedings and their outcome:      


	Oasis Community Learning is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

	In view of this, has the applicant been subject to any disciplinary offences relating to children, including any for which the penalty is time expired?
	YES   FORMCHECKBOX 
       NO   FORMCHECKBOX 


	If Yes, please provide details:      


	Has the applicant been the subject of any allegations or concerns related to the safety and welfare of children?
	YES   FORMCHECKBOX 
       NO   FORMCHECKBOX 


	If Yes, please provide details:      


	Are you satisfied that the applicant is suitable to work with children? 
	YES   FORMCHECKBOX 
       NO   FORMCHECKBOX 


	If No, please specify concerns and reasons:      


	Would you re-employ the applicant?
	YES   FORMCHECKBOX 
       NO   FORMCHECKBOX 


	Please record any additional comments that you would like to make.  
Please particularly refer to the applicant’s performance history and conduct; any specific concerns that are held regarding the applicant’s suitability for this post and to work with children; and details on behaviour management expertise. 

	     


	Signed:      

	Job Title:      


	
	Organisation:      


	Print Name:      
                                                                                             
	Date:      



Please note that in providing a reference you have a responsibility to ensure that the information given is accurate and does not contain any material misstatement or omission.  Relevant factual content of reference may be discussed with the applicant.
Thank you very much for this reference that you have provided. It is much appreciated.
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