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Reference Request
Please let us have a confidential report on the applicant’s aptitude and suitability for an appointment of this kind. It will be particularly helpful if you would include comments on his/her personal qualities, attendance, powers of discipline and whether, you recommend the applicant unreservedly for this post. The job description and person specification are attached with this form for your information. Any other information you consider helpful will be greatly appreciated. Please also complete the matrix of skills and competencies.
Thank you for your time in completing this material. Please return it as soon as possible.

	Post applied for
	

	Name of Applicant  
	

	Please state your relationship with the candidate
	

	How long have you known the candidate in a professional capacity?
	

	How long has the candidate worked in your organisation?  
	

	What is the candidate’s current post?
	

	What is the candidate’s current salary?
	

	Has the candidate been subject to any disciplinary procedures? 
	
	If Yes, please give details:  

	Have there been any allegations or concerns that have been raised about the applicant that relate to the safety and welfare of children or young people or behaviour towards children or young people? 
	
	If Yes, please give details:  

	Are you satisfied that the candidate is suitable to work with children and young people?  
	
	If No, please give details:  

	In your professional opinion, are you satisfied that the candidate has the ability and is suitable to undertake the job in question? Please see the attached job description and person specification.  

	
	If No, please give details:  



	Skills and Competencies

	Please complete the following questions to outline candidate’s skills and competence: 
· Outstanding                4








· Good

         3









· Average
         2

· Weak

         1

· Unable to comment  0





	Working with others 

	Ability to lead and inspire
	

	Sensitivity to the needs of others
	

	Ability to enthuse & motivate staff 
	

	Ability to work as a team member
	

	Dependability and co-operation
	

	Ability to tackle staffing issues
	

	Work and ethics

	Ability to work under pressure
	

	Willingness to work hard
	

	Flexibility
	

	Dedication and commitment
	

	Ability to prioritise & manage time
	

	Ability to meet deadlines
	

	Takes initiative
	

	Soundness of judgement
	

	Administrative efficiency
	

	Personal

	Personal and emotional stability
	

	Sense of humour
	

	Honesty   
	

	Acceptance of positive criticism
	

	Positive approach and optimism
	

	Discretion
	

	Personal presentation
	

	Teaching and Learning   (for education posts only)
     

	Quality of teaching
	

	Academic performance of pupils/students/learners 
	

	Command and accuracy of written English
	

	Personal relationships with staff and parents
	

	Classroom organisation/management
	

	Presentation skills
	

	General discipline and classroom control
	

	Personal relationships with and understanding of pupils/students/learners 
	

	If you were looking to fill a similar post would you: 

· Go out of your way to seek to appoint or retain this candidate?


Yes/No

· Be happy to appoint or retain this candidate? 




Yes/No

· Be prepared to appoint/retain this candidate if no better candidate available 
Yes/No 

· Definitely not appoint or retain this candidate 




Yes/No  
     

	Name  of person completing form:

	

	Position:
	

	Date:
	

	Signature:
	

	School/ College/ Org  stamp 
(if hard copy completed)

	


Document: Reference Request Form 

Author: Amir Gill 

Creation Date: 25/07/2018

Version: 1.0

Revision Date: 01/06/2021

Intended Audience: Cognus Limited

Classification: Private – Accessible to everyone within Cognus                                                          Copyright © 2018 Cognus Limited All rights reserved.

