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Focus 1st Academy


339 Bowes Road

                 London N11 1BA

Dear (referee’s name)

Reference request     

Name of applicant:

Post applied for:

Job title:

The above named person has applied for a post at Focus 1st Academy and has given your name as a referee. I would be grateful if you could provide an assessment of their suitability for the post by completing the attached reference request form.

Please contact me if you have any queries regarding the reference. I may need to contact you by telephone if clarification or further details regarding the reference are required.  You also need to be aware that the content of the reference may be discussed with the applicant at interview.

Thank you for your time and assistance.

Yours sincerely

Ms Marina Savva MA
Head Teacher

REFERENCE FOR:

Name:

REFERENCE PROVIDED BY:

Name:

Job title:

Section 1

Are/were you the applicants’ employer…………………………………………………….Y/N

How long have you known the applicant and in what capacity?

Dates employed …………………………………………………………..……………………...
Applicants job title …………………………………………………………..……………………
If you are the applicant’s former employer, please state why the employment ended………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Please comment on the applicant’s responsibilities and performance while in your employment ……………………………………………………………………………………….
…………………………………………………………………………………….………………..
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Section 2 

DfE current guidance requires school employers to ask the following questions to assess the suitability of candidates to work with children.
Does the applicant have a formal* disciplinary record?…………………………………Y/N

If yes, please provide details of the nature of any formal* disciplinary warnings/reprimands and whether time expired.……………………………………………...
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Are any of the above records the subject of appeal?...................................................Y/N

*Formal disciplinary record means the employer has a set of recognised procedures that provides the right of representation. The employee is aware of these procedures and their record and it is not the subject of appeal.

Are any formal disciplinary investigations pending or incomplete at the time of leaving?….....................................................................................................................Y/N

If yes, please state circumstances:……………………………………………………………..
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Has the applicant ever been the subject of a child protection investigation that was not found to be unsubstantiated, unfounded or malicious?

Y/N

If yes, please provide details…………………………………………………………………….
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Do you have any reservations about the applicant’s suitability to work with children?……………………………………………………………………………………….Y/N 

If yes, please state why…………………………………………………………………………..
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Since the post is exempt from the provision of the Rehabilitation of Offenders Act 1974 it would be in order for you to reveal any information you have about any criminal record the applicant may have. Please provide any information you have …….………………………………………………………………………………………………..
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Section 3

Please provide information on the suitability of this person for the post. Please give examples as evidence, if possible.

………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
Do you recommend the applicant for employment to this post?...................................Y/N

If no, please state why……………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………

Please note that this is an open reference and details may be queried or made available to the candidate  

Please use your organisations stamp indicating the name and address of the organisation

	
	Excellent
	Good
	Satisfactory
	Poor

	Communication

and ability to work in a team
	
	
	
	

	Ability to work with and communicate with young adults (14-16y)
	
	
	
	

	Punctuality
	           
	
	
	

	Reliability / honesty
	
	
	
	

	Behaviour Management
	
	
	
	

	Accepting Guidance
	
	
	
	

	Initiative and creativity
	
	
	
	

	Level of sickness
	
	
	
	


Any comments relating to why performance was satisfactory or poor would be most appreciated.
Signed:…………………………………………………     
Print Name:……………………………………….………Date:…………………………………
Contact Details:…………………………………………………………………………………….……….
Address :…………………………………………………………………………………………..
………………………………………………………………………………………………………
