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	Request for a Reference (Safeguarding post)


	
	



	Reference for:
	Job Title:  Midday Supervisory Assistant

	

	Name of company/organisation:

	Your relationship to the candidate:

	Capacity in which the candidate was employed:

	How long have you known the candidate:

	Dates of employment (if applicable):
Commenced:                                                                       Date of leaving (if applicable):

	Reason for leaving:

	Current/final salary:


Please rate your experience of the candidate’s performance in the following areas:
	
	ASSESSMENT OF PERFORMANCE

	
	Poor
	Satisfactory
	Good
	Very Good

	Attendance
	
	
	
	

	Punctuality
	
	
	
	

	Honesty
	
	
	
	

	Effort
	
	
	
	

	Attitude
	
	
	
	

	Reliability
	
	
	
	

	Initiative
	
	
	
	

	Communication 
	
	
	
	

	Team working 
	
	
	
	

	Customer service 
	
	
	
	

	Please provide additional information should you need to explain your reasoning for any of the above:




	DISCIPLINARY INFORMATION



	Section A (please complete if candidate is currently employed)



	Are there any disciplinary warnings recorded in respect of the applicant? (please include all warnings and indicate if they are ‘spent’)

	Yes
	No

	If ‘yes’ please state reason(s) for the warning(s) and when it was they were given:



	Is any disciplinary action pending against the applicant? (including whether or not the applicant is currently the subject of a disciplinary investigation)

	Yes
	No

	If yes, please give details:



	Section B (please complete if candidate is no longer in your employment)



	Was there any disciplinary action pending against the applicant? (including whether or not the applicant left prior to action being taken or during a disciplinary investigation)



	Yes
	No

	If ‘yes’ please give details:




	CRIMINAL CONVICTIONS

	Please indicate if you are aware of any convictions that are not ‘spent’ under the Rehabilitation of Offenders Act.




	Would you employ the candidate again?  
	Yes/No

	If no, please give further details:




	Please state any reason(s) you are aware of that may render the applicant unsuitable for appointment to the job:

	


Completed by:
	Name (print): 

	Position

	Signature:
	Date:



	Organisation Stamp (should this not be possible please ensure that you return this proforma accompanied by the organisation’s headed paper).


	

	The recruiting manager for this post may need to contact you to clarify your reference. Please provide a contact telephone number for this purpose:



	City of York Council use only: (to be completed by the recruiting manager/school validating reference)

	Date referee contacted:


	Method of contact (circle): Verbal/Email
(if email please supply copy of correspondence to HR)

	I confirm that I have contacted the referee and and can clarify this reference has been checked.

Name of CYC manager validating reference (print);...............................................

Signed:.......................................................................

Date:..........................................................................
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