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Reference Form


Please complete this form with as much detail as necessary and where possible use examples. The spaces will expand as you type. Please email your reference to recruitment@gwacademy.co.uk
Candidate Details 

	Candidate Name: 
	     

	Current/Previous School (or employer):
	     

	Candidates dates of employment at Current/Previous School (or employer):
	     

	Salary
	     

	Referee Name and Position:
	     

	Your relationship to the Candidate:
	     

	How long have you known the Candidate?
	     



General competencies


What are the expectations of the candidate in their current role and do they meet them?
             

What has been the most noticeable piece of work that the candidate has completed within their current role?
     

Role specific competencies
Please rate the candidate in terms of the following competencies

Quality of work 

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      




Communications – internal and external

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      




Self-reflection skills and response to advice from others

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      



Potential for future development

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      



Contribution to the wider life of the school

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      



Professionalism / general conduct

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      



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

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      




General summary points
Having reviewed the person specification, how well suited do you think the candidate is for this particular role?

	Excellent
	☐	Very Good
	☐	Good
	☐	Average
	☐	Poor
	☐
	Comments      



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

     

What are the candidate’s most impressive strengths and in which aspect of this new role are they likely to excel?

     

Are you aware of any outstanding or unspent disciplinary or performance issues in respect of this candidate? 

	Yes
	☐
	No
	☐
	Comments      



Do you have any final points (positive or negative) that you would like to make?

     

Would you employ the candidate again in a similar or more senior role?

	Yes
	☐
	No
	☐
	Comments      



Are there any reasons that you know of as to why the candidate should not work with children?

	Yes
	☐
	No
	☐
	Comments      



Please note that this Academy operates an Open Reference Policy, which means that employees have the right to see references supplied for them.  By providing a reference you are considered to also be giving permission for it to be seen by the employee concerned, you are strongly advised to discuss the reference with them prior to being sent.

Please sign and date this form below:-

Signature                                                                                                                              Date      
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