REFERENCE REQUEST FORM

Children Safer Recruitment (Please answer all questions)
	Name of applicant:
	     

	Post applied for:
	     

	Post Reference number:
	     

	Name of Referee:
	     


PART A 
1. 
Your relationship to the applicant (e.g. employer, line manager etc)?       
2. 
How long have you known the applicant?       
3. Please assess the candidate in respect of the following:
a)  Reliability


Very good 
        Good          Average        Poor 
b)  Initiative


Very good 
        Good          Average        Poor 
c)  Interpersonal Skills
Very good 
        Good          Average        Poor 
d)  Conscientiousness
Very good 
        Good          Average        Poor 
Additional comments (if necessary):         
4.
Have you ever had any reason to doubt the candidate’s honesty or   
trustworthiness?


                  
        Yes / No


If yes, please give reasons:       

If the candidate is known to you as an employee please complete Part B.  If not please go directly to Part C.

PART B 
1. 
Please confirm the candidate’s period of employment with your organisation:


From (day/month/year)           to          

 
If employment has ended, please state reason     
2.  
Please give the candidate’s current or last job title within your organisation 
together with a brief outline of the candidate’s duties with your organisation (or 
attach an up to date job description)

Job Title:       
Job Duties:        

3.
If the applicant has left your employment, please state the reason:       
4. 
What was the final salary when applicant left your employment? :       
5. 
Would you re-employ the applicant?
:       
6. Are you aware of any reasons why the applicant may not be suitable for a post where he/she will come into contact with children?     Yes / No


If yes, please give details:       
7. 
a)  Is the candidate currently the subject of any form of disciplinary or probation inquiry or warning, or was the candidate the subject of any such inquiry or warning on leaving your employment?       Yes / No


If yes, please give details:       
b)  Please provide details of any disciplinary procedures the applicant has been subject to, involving issues related to safety and welfare of children, including any in which the sanction has expired.  


If yes, please give details:       
c)  Please provide details of any allegations or concerns that have been raised about the applicant that relate to the safety, welfare of children or young people or behaviours towards children or young people.  The outcome, eg whether the allegations or concerns were investigated, the conclusion reached and how the matter was resolved. 


If yes, please give details:       
PART C

1.
Please enclose a statement giving your opinion of the applicant’s suitability or otherwise for this post.  It would be particularly helpful if you could give some indications of strengths and weaknesses in relation to the post details.  

2. 
Has the candidate, to your knowledge, every been convicted of any offence or received a caution, warning or reprimand (this post is exempt from the provisions of the Rehabilitation of Offenders act 1974)?*       Yes / No

If yes, please give details:       

(*Rehabilitation of Offenders Act 1974.  In writing this reference, please note that the post for which the candidate is applying is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Orders 1975.  It is not therefore in any way contrary to the Act to reveal any information you may have concerning convictions, which would otherwise be considered “spent” in relation to the application, and which you consider relevant to the applicant’s suitability for emplolyment.  Any such information will be kept in strictest confidence and used only in consideration of the suitability of this applicant for a position where such an exception is appropriate).

______________________________________________________________________

· I understand that this completed questionnaire will be held on file by Oxfordshire 
County Council

· I understand that County Council employees have the right to access their 
personal files (including references) under the Data Protection Act.

	Referee’s signature


	Date:  

	Name and position: 


	Official Stamp (or please attach a compliment slip)

	In the event of any queries, please provide your contact details:
	Tel No:  

Email address:
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