Reference Request Form
	Applicant name and address
	

	Post applied for
	

	School
	St John Henry Newman Catholic School
Scalegate Road

Carlisle

CA2 4NL

	Name of referee
	


Referees are asked to complete the following:

Background details

	Your relationship to the applicant (e.g. employer, line manager etc)
	

	In what capacity was the applicant employed?
	

	If the applicant has left your employment, please give the reason
	

	Has any capability action been taken within the past two years or was there any disciplinary action pending against the applicant when s/he left your employment?
	

	Would you employ/re-employ the applicant?
	

	Between what dates was the applicant employed by you?
	


Assessment of applicant from your experience in his/her work

	Area
	Excellent
	Good
	Satisfactory
	Poor
	Not Known

	Attendance
	
	
	
	
	

	Reliability
	
	
	
	
	

	Performance
	
	
	
	
	

	Ability to work with others
	
	
	
	
	

	Health
	
	
	
	
	

	Exercising responsibility
	
	
	
	
	

	Showing initiative
	
	
	
	
	

	Relationships with children
	
	
	
	
	


Any other information that you consider relevant:

Specific Questions
1.
Please provide details of the applicant’s sickness record in the past 12 months of employment activity with you (absences relating to pregnancy, Covid-19 or disability are not to be included):

	Dates of Absence

	

	

	


2.
How many days parental leave (if any) has the applicant taken in the current year?

	


3. 
Please give your opinion of the applicant’s suitability or otherwise for this post. It would be particularly helpful if you could give some indications of strengths and weaknesses in relation to the post details. (Please continue on another sheet if necessary)

	


4.
Are you aware of 
a) any reasons why the applicant may not be suitable for a post in a school where s/he will come into contact with children?

	


b) any other reasons why the applicant should not be regarded as suitable for the post?

	


5.
What is the applicant’s current pay (or pay at the time he left employment with you)?  Were there other significant non-pay benefits?

	


6. Is there any other relevant information about this applicant that you think would help the selection panel? If you wish to add any further information, please continue over.
	Signed

	Date

	Name


	Official Stamp (or please attach a compliments slip)


	Position
	


_______________________________________________________________________________________

For Information: The declaration below is part of the job application form which the candidate is required to complete. The exemption makes it possible for you to reveal any information you may have concerning the candidate 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 will be kept in strict confidence and used only in consideration of the suitability of this applicant for this post.
‘If you have no convictions, simply enter “NIL”. If you have been convicted of any criminal offence, the details must be listed on a separate sheet of paper, together with any cautions, bind-overs, pending criminal convictions, any pending criminal actions or court hearings against you and enclosed with the form in a sealed envelope marked ‘confidential’’.

