BURNLEY COUNCIL
REQUEST FOR CONFIDENTIAL REFERENCE
FAO – HR ADMIN
	NAME OF APPLICANT:    


	

	POST APPLIED FOR:  


	

	PERIOD OF WORK:



Please indicate the nature of your present or former relationship to the above-named applicant

	


Where the applicant is a current or previous employee please confirm dates of employment 

	From                                                                      
	To


PART A
Please comment on the experience, capabilities and character of the applicant with particular reference to the requirements of the job (a job description and person specification is enclosed for your information).

	

	

	

	

	

	

	

	

	

	

	

	


PART B

WORKING RELATIONSHIPS
How would you describe the candidates working relationships with colleagues and, if relevant, members of the public?

	

	

	

	

	


SICKNESS ABSENCE
How many days absence did this person have in their last two years of employment?

	


Please add any further information about their attendance which you feel is relevant.

	

	

	

	

	


DISCIPLINARY RECORD
Does the applicant have any current disciplinary warnings on record?  YES/NO

If YES, please give details.

	

	

	

	

	


REASON FOR LEAVING YOUR EMPLOYMENT
Why, to the best of your knowledge, did this candidate leave (or if still employed - intend to leave) your employment?

	

	


RE-EMPLOYMENT
Would you re-employ this person?  YES/NO

If NO, please give reasons.

	

	

	

	


Do you know of any reason why we should not employ this person?  YES/NO

If YES, please give details.

	

	

	


	Name

	Address

	

	Signature

	Date


Thank you for your assistance.  If you require any further details please do not hesitate to contact me.

In accordance with the Council’s Access to Personal files Policy, under the provisions of the Data Protection Act 1998, you should be aware that the subject of this reference, if appointed, could in future have access to the information you provide.  The data provided in this form may also be processed by third parties who provide services on behalf of the Council.

3

