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Section 1 –Information

Please complete this form and return it as soon as possible using one of the below methods:

	Email:
	recruitment@imberhorne.co.uk

	Post:
	Imberhorne School 

Imberhorne Lane 

East Grinstead
West Sussex 

RH19 1QY


When completing this form please refer to the enclosed Job Description and Person Specification to ensure the information provided is relevant. 
Should you have any queries relating to this form, please contact:

	School Business Manager name:
	Mrs Denise Clements

	Email address:
	dclements@imberhorne.co.uk

	Phone number:
	01342 323562

	Name of school:
	Imberhorne School

	School address:
	Imberhorne Lane 

East Grinstead
West Sussex 

RH19 1QY


This reference request is on behalf of:

	Name of Applicant:
	

	Appointment to the post of:
	


Before you complete this form we wish to remind you of your responsibility to ensure that the reference you provide is accurate and does not contain any incorrect information or omissions.

The relevant factual content of the reference may be discussed with the applicant.
Data Protection
WSCC/ School takes data protection very seriously and will process all references in accordance with the General Data Protection Regulations, the Data Protection Act 1998 and all subsequent UK data protection legislation and in accordance with the West Sussex County Council’s/ School’s employee privacy notice.  The privacy notice is available on the West Sussex County Council data protection web pages/ the school’s webpages.
If this is being completed as an educational reference rather than an employment reference, please complete the remainder of the form to the best of your ability. 
Section 2 – Reference Form
Previous or current employment or educational information:

	Organisation name:
	

	Job title:
	

	Date of employment:
	From:
	To:

	Key responsibilities:
	


	Reason for applicant leaving position:

	


Would you re-employ this person in the same or similar capacity in the future? 

Yes

No 

	If ‘no’ has been selected (above) please state why: 


	


	Please give details, including dates, of any disciplinary procedures the applicant has been subject to in which the disciplinary sanction is current, this should include any issues related to the safety and welfare of children/young people, including any in which the disciplinary sanction has expired and the outcome.

	


	Please give details, including dates, of any allegations or concerns that have been raised about the applicant that relate to the safety and welfare of children or behaviour towards children, and the outcome of those concerns e.g. whether the allegations or concerns were investigated, the conclusion reached and how the matter was resolved.




How would you rate this person for the following: (please tick appropriate box)
	Task
	Poor
	Fairly Good
	Good
	Very Good
	Excellent

	Attendance & Punctuality
	
	
	
	
	

	Motivation
	
	
	
	
	

	Confidence in current role
	
	
	
	
	

	Ability to lead & inspire colleagues
	
	
	
	
	

	Soundness of judgement
	
	
	
	
	

	Initiative & resourcefulness
	
	
	
	
	

	Dependability & co-operation
	
	
	
	
	

	Team working
	
	
	
	
	

	Relationships with Colleagues and others
	
	
	
	
	


	How has the applicant demonstrated a commitment to personal and professional development during the past 2 years?

	


	Applicant suitability for the role being applied for
	Yes
	No

	Having read the job description and person specification are you satisfied that the person has the ability and is suitable to undertake the job.  
	
	


	If ‘no’ was selected above please state why: 

	


	Is there any additional information you would like to give us that may be relevant to this person’s application?

	


Reference completed by: (BLOCK CAPITALS)

	Name: 


	

	Designation*:

	

	Address:
	

	Telephone number:
	

	Signature:
	

	Date:
	


* If this form has not been completed by the Headteacher it should be countersigned by the Headteacher:

	Headteacher name:
	

	Headteacher signature
	

	Date:
	


Thank you for completing this form.
Confidential Reference Form for School Support Staff











HR Policy
June 2018


