[image: image1.jpg]Somers Park

Primary School



[image: image7.png]




[image: image8.png]



Reference Request- Non-teaching
Candidate details:

Requesting reference for: [insert name of candidate]
Position applied for: [insert position applied for]
Please complete the following questions:
	

	In what capacity did you employ the applicant?

Please give the dates between which they worked with/for you and the role(s) that they held, as well as details of their most recent salary.

	Position 
	

	Start date:
	Finish date:

	Salary:
	

	Please tell us about the candidate’s strengths, qualities and achievements in the role(s).




	

	What are their areas for development?



	To what extent is the candidate flexible and ready to take on new challenges?



	Is the candidate reliable and honest?

If you have any concerns about the candidate’s honesty, reliability or relationships with others, please tell us about them.


	Please tell us about the candidate’s interpersonal skills and their relationships with colleagues, parents and, where appropriate, governors and external agencies.




	

	Are you able to recommend this candidate for this role at our school without any reservations? If your answer is no, please explain your reservations.



	Do you know of any reason that this candidate may not be suitable to work with children? If yes, please explain why and give details.



	Has the applicant been subject to disciplinary procedures? Within the last 2 years, have they been subject to capability procedures?



	Please provide details of absences (unrelated to sickness or a disability) in the applicant’s most recent 2 years of employment with you.

How many days of absence did they take?

How many episodes of absence did they have?



Referee details:

	Name
	

	Position
	

	How long have you known the applicant?
	

	Signed
	

	Date
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