
Southampton City Council School Reference Request (to be used by schools only)
	Confidential Reply Form  

	It is the referee’s responsibility to ensure that the reference is accurate and does not contain any material misstatement or omission, it should be noted that relevant factual content of the reference may be disclosed with the applicant.
 

	If the applicant is successful in being appointed, we may contact you to confirm their history of absence.


	*To: (referee’s name and organisation)

     


	*Request for a reference in respect of: (name of applicant)

     


	*Regarding application for: (title of post applied for)

     



	Please confirm the following details

*The applicant’s period of employment with you:

From:                                          To:      


	*The applicant’s current or most recent job title with you:

     


	*What was the applicant’s salary on leaving?      


	*The main duties and responsibilities of that post:

     


	*The applicant’s reason for leaving your employment:

     


	*How long have you known the applicant and in what capacity?

     


	*Did the applicant perform his/her duties satisfactorily       

 FORMCHECKBOX 
 Yes                       FORMCHECKBOX 
 No




	If no, please provide details of any areas needing improvement and any remedial action taken:

     


	*Please see the job description and person specification attached and comment on the applicant’s suitability for this appointment.  It would also be helpful if you could describe any strengths and development needs you consider the applicant has demonstrated in relation to the requirements of this job and give examples (please continue on a separate sheet if necessary).

     


	*Please comment on the effectiveness of the applicant’s interactions with:

     


	a.   Adults

     


	b.   Children and young people

     



	*Are you completely satisfied that the applicant is suitable to work with children?

 FORMCHECKBOX 
 Yes                       FORMCHECKBOX 
 No



	If no, please provide specific details of your concerns and the reasons for your doubts:

     


	*To the best of your knowledge, has the applicant ever had an allegation made against them, or been under investigation, regarding his/her behaviour towards children?  Please include information where penalties or sanctions were imposed but have since expired.
 FORMCHECKBOX 
 Yes                       FORMCHECKBOX 
 No

       

	If yes, please give full details of the nature and date(s) of the allegation(s), by whom they were investigated, what conclusion was reached as a result of the investigation, whether any action was taken and if so, what that was.

     


	*Has the applicant been the subject of a disciplinary action in respect of which penalties or sanctions remain in force?

 FORMCHECKBOX 
 Yes                       FORMCHECKBOX 
 No



	If yes, please give details of the nature and date(s) or the misconduct and of the penalty or sanctions still in force:

     


	Has this person been subject to capability proceedings in the previous 2 years? 
 FORMCHECKBOX 
 Yes                       FORMCHECKBOX 
 No



	If yes, please provide written details of the concerns which gave rise to this, the duration of the proceedings and their outcome:

     


	*Would you re-employ the applicant?

 FORMCHECKBOX 
 Yes                       FORMCHECKBOX 
 No



	If No, please say why:

     


	*Printed Name:

     


	*Signature:

     


	*Date:

     


	*Position:

     


	*Organisation:

     



Please return this form to the address on the accompanying letter (School address).

The School and Southampton City Council is collecting this information in order to perform this service or function, and if further information is needed in order to do so, you may be contacted using the details provided.

In performing this service, the Council may be required to share your information with other organisations or departments, but it will only do so when it is necessary in order for the service to be provided.

More detailed information about the School’s handling of your personal data can be found in its privacy notice available on the school website or available on request.  Additionally, Southampton City Council’s Privacy Policy can be found on line at (http://www.southampton.gov.uk/privacy)
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