College Name

College Address

Date

Name

Address

IN CONFIDENCE

Dear

Name of applicant: [Candidate Name]

Has applied for the post of: [Post]

The person named above has made an application for employment within the [FE provider] and has given your name for reference purposes. A job description and an Equalities Statement are enclosed for your information.

With this description in mind, it would be appreciated if you could kindly answer the questionnaire attached and return it in the enclosed stamped addressed envelope.

Yours sincerely

Reference Request
	Candidate Details

	Name of candidate
	

	Position applied for
	


	Reference

	How long have you known the candidate, and in what capacity?
	

	When was the candidate employed by your organisation?
	

	What was their job title?
	

	What was their salary?
	

	What were their main duties?
	

	How many days of sick leave did they take in the last 12 months?  (please note if this was disability related)
	

	Were they subject to disciplinary action, and if so, why?
	

	Were they reliable, honest, hardworking etc?
	

	Is this candidate suitable to work with children and/or vulnerable adults
	

	Are there any reasons why they should not be employed?
	


	Referee Details

	Name of referee
	

	Organisation of referee
	

	Position
	

	Telephone number
	

	Signature
	


Please return this form to: [Name] and [FE Provider Address]

