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Confidential Reference request

	Name of Candidate:  ___________________________________________________________________

	Name of Referee:      ___________________________________________________________________
Position applied for: ___________________________________________________________________

	

	What is the name of your school/organisation?
	

	Which position/role do you hold?  


	N.B. If you are not the Head, please ensure that your reference is countersigned by the Head/Principal (if applicable) at the end of this document

	How long have you worked with/did you work with/have you known the candidate?
	

	Please confirm the candidate's current position/position on leaving.
	

	Please confirm the candidate's dates of employment.
	Employment 
commenced: 
	Employment
ended: 

	If the candidate has ceased employment with you, please confirm the reason for the ending of the candidate’s employment.  If the candidate was dismissed, please explain the reason for dismissal and the circumstances involved.
	

	Please confirm the candidate's current salary (or their salary on leaving).
	

	Extent of candidate’s current duties/ duties at the time of leaving (including co-curricular activities)


	

	Please rate the candidate by ticking the boxes against the following criteria: for ALL positions (please continue on separate sheet if required)

	
	Needs  development
	Acceptable
	Strong
	Outstanding
	Comments

	Work performance
	
	
	
	
	

	Professional knowledge
	
	
	
	
	

	Attitude to work
	
	
	
	
	

	Professionalism 
	
	
	
	
	

	Attendance
	
	
	
	
	

	Reliability
	
	
	
	
	

	Communication
	
	
	
	
	

	Working relationships with colleagues 
	
	
	
	
	

	Response to colleagues’ advice/observations
	
	
	
	
	

	Please complete the following 8 questions for Teaching positions only

	Subject knowledge 
	
	
	
	
	

	Ability to inspire pupils
	
	
	
	
	

	Classroom management
	
	
	
	
	

	Marking and assessment
	
	
	
	
	

	Appropriate rapport with pupils
	
	
	
	
	

	Communication with parents
	
	
	
	
	

	Co-curricular involvement
	
	
	
	
	

	Commitment to school events
	
	
	
	
	

	Commitment to CPD/training
	
	
	
	
	

	Please continue to complete the following sections for All positions

	During his or her employment, did the candidate perform his or her duties to your satisfaction?
	Yes            FORMCHECKBOX 

	No       FORMCHECKBOX 


	If you were dissatisfied, please explain the reasons why.

	

	Do you believe that the candidate is physically and mentally fit to work in a school environment without reasonable adjustments?
	Yes         FORMCHECKBOX 

	No           FORMCHECKBOX 


	If not, please elaborate, including where appropriate, upon any reasonable adjustments made during the candidate’s employment to enable them to perform their duties.

	

	During their employment, did the candidate present themselves professionally with colleagues and all those they dealt with?
	Yes            FORMCHECKBOX 

	No            FORMCHECKBOX 


	If no, please provide reasons.

	

	With reference to the attached job description and person specification, are you satisfied that the candidate has the ability and is suitable to undertake this role?  
	Yes           FORMCHECKBOX 

	No         FORMCHECKBOX 



	If not, please give specific reasons for your concerns.

	

	Has the candidate been the subject of disciplinary proceedings (whether formal or informal) involving issues related to the safety and welfare of children or young people?  
	Yes           FORMCHECKBOX 

	No        FORMCHECKBOX 


	If so, please provide details of the allegation(s) against the candidate and the outcome of the proceedings except for those allegations where it was found that there was no case to answer.

	

	Has the candidate been the subject of disciplinary proceedings (whether formal or informal) during the last 12 months of their employment?  
	Yes           FORMCHECKBOX 

	No         FORMCHECKBOX 


	If so, please provide details of the allegation(s) investigated and the outcome of the proceedings.

	Do you have any concerns regarding the candidate’s attendance record over the last 12 months?  
Yes           FORMCHECKBOX 

No         FORMCHECKBOX 

If yes, please provide details. 



	Would you enthusiastically re-employ this person?
	Yes          FORMCHECKBOX 

	No          FORMCHECKBOX 


	If not, please provide specific reasons why.

	

	Are you completely satisfied that the candidate is suitable to work with children?  
	Yes          FORMCHECKBOX 

	No            FORMCHECKBOX 


	If, not please give specific reasons for your concerns.

	

	Please state “Yes” where you are able to confirm that, to the best of your knowledge, the statements below do not apply to the candidate:

	Involvement in "extremism", being vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of those of different faiths and beliefs.  Extremism also includes calls for the death of members of our armed forces, whether in this country or overseas.  Are you satisfied this does not apply to the candidate?
	Yes          FORMCHECKBOX 

	No           FORMCHECKBOX 


	Referral at any time, or the subject of a sanction, restriction or prohibition issued by, the Teaching Regulation Agency (TRA), [formerly the National College for Teaching and Leadership (NCTL)], any equivalent body in the UK, or a regulator of the teaching profession in any other country. Are you satisfied this does not apply to the candidate?
	Yes           FORMCHECKBOX 

	No           FORMCHECKBOX 


	Referral at any time to the Department for Education, or the subject of a direction under section 128 of the Education and Skills Act 2008, which prohibits, disqualifies or restricts them from being involved in the management of an independent school.  Are you satisfied this does not apply to the candidate?
	Yes           FORMCHECKBOX 

	No          FORMCHECKBOX 


	Being at any time the subject of a direction under section 142 of the Education Act 2002.  Are you satisfied this does not apply to the candidate?
	Yes           FORMCHECKBOX 

	No            FORMCHECKBOX 


	If you have answered no, to any of the above please provide details.


	Please include any other information which you consider may be relevant to the candidate's application?

	


	Signed
	

	Name 

	

	Position
(N.B. If you are not the Head, please ensure that your reference is countersigned by the Head/Principal below.)
	

	Contact Number
	

	Date
	

	

	Counter signature (if required)

	

	Name 
	

	Position 
	

	Contact Number
	

	Date
	


Please could you return your completed reference form to Hampton School as soon as possible via email to: recruitment@hamptonschool.org.uk 
HAMPTON SCHOOL TRUST
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