



Insert Date

Private and Confidential 

Insert name and address of referee


Dear Insert Name
Re: Reference Request for insert name
The above has been accepted for the post of insert job title with insert company name and has named you as their referee. 
I would be grateful if you could provide your thoughts on insert name’s suitability for this post by completing the attached Reference Request Form.  Any information that you provide will be treated in the strictest confidence, in line with relevant data protection legislation.
Please return the completed reference to insert details.
With many thanks for your assistance.
Yours sincerely



insert name
insert job title




	
Reference Request Form	
	Reference for:  insert name
	Job Title:  insert job title

	Name of Referee:

	Name of company/organisation:

	Capacity in which the candidate is known to you:

	How long have you known the candidate:

	Dates of employment (if applicable):

	Reason for leaving:

	 

	Was the candidate subject to any formal form of performance management/disciplinary action within the last 12 months?
	Yes/No

	If yes, please give further details:


	 

	Would you employ the candidate again?  
	Yes/No

	If no, please give further details:




	Did you find the applicant to be honest and trustworthy 
	Yes/No

	Did you find the candidate to be reliable in carrying out their duties?
	Yes/No

	Was the applicant’s time-keeping acceptable?
	Yes/No

	Does the candidate have any health concerns/disability relevant to the post?
	Yes/No

	If yes, please give further details:





	Do you think that the applicant would be a suitable person to undertake this post
	Yes/No

	Please provide any additional comments here (continue on an additional sheet if necessary):





Signed: .............................................   Position: ...........................................	Date: ................................

Thank you for providing this information.  
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