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Our Ref: 










Date:

Dear [
NAME
]

Reference request for [NAME OF APPLICANT]

The above has been offered a position as a [POST TITLE] with [SCHOOL NAME] <Community School><Voluntary Aided School>< Foundation School> (delete as appropriate) and has given us your name as a referee.

Please could you complete the attached proforma, with a covering letter on official headed paper, or using your company stamp and return it to: [SCHOOL ADDRESS].  

Thank you for your assistance with our recruitment process.

Yours sincerely

XXXXXXXXXXXXXXXXXXXXXX

Head Teacher / Chair of Governors

REFERENCE INQUIRY

Confidentiality (Please delete as applicable)

I note that this reference may be made available to an employee under your policy of open access to personal files.

OR

This reference is provided only on the basis that it is treated in confidence.
	Name
	

	Capacity in which employed/

job title
	


Applicant's Attendance Recordtc \l1 "Applicants Attendance Record

Number of days and number of occasions absent 

in last full year or, if employed for less than one year

during the period of employment  (excluding maternity- related absence):
How does this compare to other years?

	Signature
	
	

	Name
	
	

	Position
	
	

	Date
	
	

	Tel. Number
	
	Ext:

	Name & Address 

of Organisation
	
	


Thank you for your co-operation in completing this request.  Please note that while our general policy is to allow open access to personal files, confidentiality will be respected if you indicate above that you are giving this reference in confidence.
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