




 REFERENCE – CONFIDENTIAL –   
 

1. Do you currently have / have you had management responsibility for the 
candidate.   
If no, please state in what capacity you know the candidate 

YES NO 

  

 

2. If the  candidate is/was in your employment, please complete the following details 

Position Held From To Reason for leaving 

    

3. Please complete the following based on your knowledge and experience of the candidate 

 ACCEPTABLE UNACCEPTABLE 

Ability to work unsupervised/use initiative   

Ability to communicate / co-operate with others   

Flexibility/adaptability   

Volume of work completed   

Quality of work completed/performance   

Dependability /reliability   

Timekeeping record   

4. Details of sickness absence over the last three years: 
Please note: Absences due to maternity leave or pregnancy 
related illnesses should not be counted for these purposes. 
(Attach an additional sheet if necessary) 
 
 

FROM TO NUMBER OF 
DAYS 

 
 
 
 
 
 
 
 

  

5. Does/did the candidate have any current / outstanding disciplinary matters / 
investigations or unspent disciplinary sanctions? 

YES NO 

 
 

 

6. To the best of your knowledge, does the candidate have any criminal convictions or 
cases pending? 

  

7. Is the candidate subject to a current referral to the Disclosure and Barring Service 
(DBS) as a result of misconduct involving children and or vulnerable adults? Or are 
you aware of the candidate being barred by the DSA.  If yes please provide full 
details. 

  

8. Do you know of any reason why we should not employ the candidate?   

9. Do you have any reason to believe that during his/her employment with you the 
candidate was dishonest?  

  

10. Would you re-employ the candidate?     

COMMENTS: (Please use this section to include any other comments that you feel relevant and in support of the 
above answers.  Feel free to attach an additional sheet if necessary.) 
 
 
 
 
 
 
 

Signed:  
 

Print Name:  

Job Title:  
 

Date:  

Telephone 
number: 

 Email:  

FOR OFFICE USE ONLY 

Chairperson and/or recruiter signature  
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