APPENDIX 12 (a)

School Letterhead

REFERENCE REQUEST: 
Our Ref:

Date:

Contact Name:

Direct Line:

CONFIDENTIAL – ADDRESSEE ONLY

Dear [name of referee]

Re: Reference Request for [applicant]

The above is being considered for the post of [job title] and has given your name as a referee. 

I should be grateful if you could let me have your frank assessment of this candidate’s suitability for the post in question and I enclose a copy of the reference request form, job description and person specification for your information. Your views as to their capabilities for the post would also be of great assistance. It would be most helpful if you could explain in what capacity you know the candidate and should this be as an employer, please confirm employment details and whether you would re-employ. 

This post is exempt from Section 4(2) of the Rehabilitation of Offenders Act, 1974 (Exemptions) Order 1975 & 2000. It is not, therefore, in any way contrary to the Act to reveal any information you may have concerning convictions, which would otherwise be considered as ‘spent’ in relation to this application and which you consider relevant to the applicant’s suitability for employment.  Any such information supplied will be treated in strict confidence and used only in consideration of the suitability of this applicant for a position where such an exemption is appropriate.
Could you let me know if (name) has been subject to any disciplinary offences in which the sanction is still current, as the post applied for involves working with children.  Can you please also let me know of any offences relating to children, including any in which the penalty is time expired, or child protection concerns/allegations. 

Please could you also share whether [applicant’s] performance of their duties whilst in your employment has been satisfactory. If performance has not been satisfactory in all respects, please provide details of the areas needing improvement and any remedial action taken. I would appreciate your views in a cover letter adding any further information you feel relevant, in addition to the returned pro forma.

The candidate has a right to see the reference under the Data Protection Act 1998. Please advise me in writing if you wish your identity to be withheld from any subject access request.
The interview is being held on [date] so I would appreciate your response in advance. May I thank you in anticipation for completing this request and enclose a stamped address envelope for your convenience. 

Should you have any questions while completing this reference, please do not hesitate to contact me.

Yours sincerely
