REFERENCE REQUEST FORM
Please insert your privacy summary notice here:

The personal details you provide will enable …………………………………………… (Insert setting name) to perform its obligation under the contract of employment.  The information will be shared with the applicant, if requested.  
	Post Applied For:
	

	
	Applicant
	Referee

	Name:
	
	

	Address:
	
	

	
	
	

	
	
	

	Telephone Number of Referee:

	1.
	Relationship to applicant - past/current employer, other?  Please state.
	

	2.
	How long have you known the applicant?
Please state employees start and end dates of employment.  
	

	3.
	Current/last salary?
	

	4.
	Attendance/timekeeping record in the last twelve months of employment?
	

	5.
	Sickness record in the last twelve months of employment?
	

	6.
	Why did the applicant leave your company?
	

	7.
	Standard of applicant's work?


	

	8.
	Working relationship with colleagues?


	

	9.
	Attitude?  (Honest/reliable/trustworthy, etc.)


	

	10.
	What are the applicant’s strengths?
	

	11.
	Areas for improvement?


	

	12.
	Are there any current/live disciplinary actions?

Any Capability actions?
	

	13.
	If you had the opportunity would you re-employ the applicant?


	

	14.
	Any other comments you would like to make?


	


Signed:  ……………………………………………….……
Dated:  ……..………………………………..

Thank you for completing the above reference.  Please return the form in the pre-paid return address envelope by the date stated in the attached letter.  If you are writing as a current/previous employer, please attach company headed paper or use the company's official stamp on the reverse of the form.
