
REFERENCE REQUEST FORM
	Name of employee / prospective employee
	
	Position offered
	


Previous Employment (to be completed by previous employer)
	1. Name of your organisation
	

	2. Dates employed by your organisation
	From:
	To:

	3. Position in which they were employed 
	

	4. Please provide a brief description of the position and the employee's duties and responsibilities:

	5. What aspects of their role were they most effective in?

	6. What personal qualities did you value the most in them?

	7. Were there any areas they needed support or development in – technically or behaviourally?

	8. Reason for leaving (if known)
	

	9. Salary upon leaving
	
	10. Number of days sickness absence in last 2 years
	

	11. Does the employee have any outstanding disciplinary or performance issues? 
	Yes  /  No

	If yes, please give details (or attach a note to this document):

	12. Please rate your opinion of the employee below (where 1 is low and 5 is high):

	Organisational skills & meeting deadlines
	
1
2
3
4
5

	Flexibility and attitude towards their work
	
1
2
3
4
5

	Reliability 
	
1
2
3
4
5

	Quality of their work
	
1
2
3
4
5

	Ability to work with autonomy
	
1
2
3
4
5

	Team working/cooperation with colleagues
	
1
2
3
4
5

	Relationships with stakeholders
	
1
2
3
4
5


	13. Do you consider this person to be honest and trustworthy? 
	Yes   /   No
	14. Would you re-employ this person?
	Yes / No

	15. If you have answered 'No' to questions 10 or 11, please provide more details here (attach an additional sheet if necessary):

	16. Please use this space for any additional comments you would like to make (attach an additional sheet if necessary):


I confirm that the details given here are accurate and complete and I consent to being contacted should further clarity be required.
Name of Referee:

Signature: 

Date: 


Position: 

Company:
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