

Reference Request

	NAME OF APPLICANT
	

	ROLE APPLIED FOR
	



	YOUR NAME

	

	YOUR ORGANISATION
	

	YOUR ROLE
	

	CONTACT TELEPHONE

	

	CONTACT EMAIL

	



	Your relationship to the applicant

	

	Dates employed / known
	FROM: 
	TO: 

	Do you consider the applicant to be honest and trustworthy?
(if no, please explain)
	

	Do you know of any reason we should not employ the applicant?
(if yes, please explain)
	




PLEASE ASSESS THE APPLICANT IN THE FOLLOWING AREAS BY TICKING THE APPROPRIATE BOX:

	
	VERY GOOD
	GOOD
	AVERAGE
	POOR
	VERY POOR

	Building relationships
	
	
	
	
	

	Organisational skills
	
	
	
	
	

	Communication skills
	
	
	
	
	

	Initiative
	
	
	
	
	

	Problem solving skills
	
	
	
	
	

	Attention to detail
	
	
	
	
	










	
Are there any further comments you would like to make in relation to this applicant?


	











I believe that the information I have given to be true, to the best of my knowledge.

	Signed
	

	Date
	




Please be aware that we may contact referees to validate the authenticity of their reference. 

This ensures that we provide the required level of safety and thoroughness in applying the checks necessary.

This reference will be held on the candidate’s HR file and may be shared with the individual on request. 
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