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Strictly Private and Confidential to Sandringham Primary School’s HR

Reference Request Form 

	Applicant name
	

	Post applied for
	

	Name of referee
	

	Dates of employment with organisation:
	

	Position held
	

	Reason for leaving
	


Please respond to all questions, indicating “‘none” or “not applicable / n/a” or “not known” where appropriate
	1. 
	Your relationship to the applicant (e.g. employer, line manager etc.)


	2. 
	In what capacity is/was the applicant employed? 


	3. 
	  What is the applicant’s current pay (or pay at the time s/he left employment with you)?


	4. 
	This post is in “regulated activity” and is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions Order 1975). Therefore it is essential that you let us know if, for any reason, you have concerns about the employment of this person in a school setting where s/he will come into contact with children.  Do you have any concerns?

No □  Yes□(please enclose details separately under confidential cover)

	5. 
	Is there any disciplinary or capability action pending or any current disciplinary or capability sanctions against the applicant? 

No □  Yes□(please enclose details separately under confidential cover)

	6. 
	Are there any disciplinary procedures, allegations or concerns which the applicant has been the subject of, involving issues related to safety and welfare of children or young people, including anywhere the disciplinary sanction may have expired.  

No □  Yes□ (please enclose details separately under confidential cover cases in which an allegation was  proven to be unsubstantiated, unfounded or malicious should not be included).

	7. 
	Would you re-employ the applicant in the same job as s/he currently holds or held?

No □  Yes□


  Assessment of applicant from your experience in his/her work (Please mark the relevant box)
	Professional Knowledge and Understanding
	Excellent
	Good   
	Satisfactory
	Un-satisfactory
	Not Known/

Applicable/ Relevant

	Understanding of the National Curriculum, the changes taking place in Education, exam results and how data is analysed
	
	
	
	
	

	Knows and understands the purpose of their own role
	
	
	
	
	

	Uses ICT to access, retrieve and exchange relevant information
	
	
	
	
	

	Understands and contributes towards the schools’ ethos, vision, policies and practices of the school
	
	
	
	
	

	Understands and demonstrates a critical understanding of developments in their area of work
	
	
	
	
	

	Knows, understands and complies with procedures relating to confidentiality
	
	
	
	
	

	Is able to act on procedures relating to students’ safeguarding and wellbeing
	
	
	
	
	

	Knows how to report, record and pass on information
	
	
	
	
	


	Professional Attributes
	Excellent
	Good
	Satisfactory
	Un-satisfactory
	Not Known/

Applicable/ Relevant

	Reliability in meeting deadlines and completing a course of action
	
	
	
	
	

	Demonstrates a high level of knowledge, skill and level of competence
	
	
	
	
	

	Has excellent oral and written language
	
	
	
	
	

	Has a good standard and knowledge of numeracy and ICT, in particular using IT to exchange information, emails as a form of communication, and using calendars to record important dates
	
	
	
	
	

	Works energetically and calmly with others, delegating and communicating appropriately
	
	
	
	
	

	Resilience when facing problems or difficulties
	
	
	
	
	

	Exercises responsibility and shows initiative
	
	
	
	
	


	Professional Attributes – leadership and team working
	Excellent
	Good
	Satisfactory
	Un-satisfactory
	Not Known/

Applicable/ Relevant

	Provides leadership in own area of responsibility
	
	
	
	
	

	Able to cascade information to the rest of the team
	
	
	
	
	

	Is able to set targets, outside of the appraisal system, for all colleagues to meet
	
	
	
	
	

	Is able to plan and deliver training to colleagues in their own team
	
	
	
	
	

	Works as a team member and understands the principles of effective team work
	
	
	
	
	

	Demonstrates they are well organised, reliable and dependable
	
	
	
	
	


	Professional Relationships 
	Excellent
	Good
	Satisfactory
	Un-Satisfactory
	Not Known/

Applicable/ Relevant

	Establishes respectful, professional relationships with students, staff and parents
	
	
	
	
	

	Recognises and respect differences between individuals and plays a part in making the school more inclusive
	
	
	
	
	

	Is aware and sensitive to factors that can affect a student’s ability to think and learn
	
	
	
	
	

	Communicates with students clearly, builds effective relationships, sets boundaries that are rooted by mutual respect
	
	
	
	
	

	Liaise with parents and external agencies effectively and efficiently
	
	
	
	
	


	Professional Attributes – professional development
	Excellent
	Good
	Satisfactory
	Un-satisfactory
	Not Known/

Applicable/ Relevant

	Understands the importance of continuing professional development 
	
	
	
	
	

	Evaluates their own performance and is committed to improving their own work practice through appropriate CPD
	
	
	
	
	

	Is able to demonstrate how their own work can impact on others 
	
	
	
	
	


	Overall, where would you rate the candidate?
	Excellent
	Good
	Satisfactory
	Un-Satisfactory
	Not Known/

Applicable/ Relevant

	Excellent team member
	
	
	
	
	

	Potential to successfully tackle the new post
	
	
	
	
	

	Ability to move to further promotion in the future
	
	
	
	
	


	Supporting statement:

It would be helpful if you would enclose a further statement giving your opinion of the applicant’s suitability or otherwise for this post, including any other information about this applicant that you think would help the selection panel.  




	Would you:
	Please tick

	Recommend unreservedly
	

	Recommend strongly
	

	Recommend
	

	Not recommend at this time or for the post
	


I understand that: 

· I have a responsibility to ensure that the reference is accurate and does not contain any misstatement and nothing significant is omitted.

· The content of the reference may be discussed with the applicant.

· The applicant may request and be granted access to the reference.

	Name


	Date 

	Signed


	Official Stamp (or please attach a compliments slip)



	Position

	


I would like to take this opportunity to thank you for your time in completing this reference
Please return the completed reference request for the attention of 

via email at 
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