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Reference request



Applicant Information
	Name
	


	Job Title
	

	In what capacity do you know the applicant and for how long have you known them
	

	Employment dates:
	FROM  
TO  


Please answer all questions to the best of your ability. Any comments you care to make would be most appreciated.



General Assessment
What is your assessment of: (please place an ‘X’ in the suitable box as appropriate)
	
	Excellent
	Good
	Satisfactory
	Poor

	Time Keeping
	
	
	
	

	Reliability
	
	
	
	

	Honesty
	
	
	
	

	Quality of Work
	
	
	
	

	Communication Skills
	
	
	
	

	Intellectual Skills
	
	
	
	

	Relationship with Colleagues
	
	
	
	

	Meeting Deadlines
	
	
	
	

	Coping with Stress
	
	
	
	

	IT Skills
	
	
	
	

	Leadership skills
	
	
	
	


Additional Information
As part of Our Lady Of The Assumption’s commitment to safeguarding and promoting the welfare of pupils, I also need to ask you the following questions. If they do not apply to your knowledge of the applicant please write N/A in the box next to the question.

Is the applicant subject to any current disciplinary proceedings?   YES / NO
	If Yes, please provide details





Do you have any safeguarding concerns regarding the applicant, or have they been subject to any allegations or concerns?  YES / NO
	If Yes, please provide details







Please can you comment on the applicant’s suitability to the post. I have attached the job description and personal specification.
	














Would you re-employ the applicant?  YES/NO

Respondent Signature: 
Respondent Job Title:
Respondent Name (Print): 
Date:  


[image: ]Kind regards



 













[image: ]Kind regards


Elaine Cakebread
Head Teacher
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Hawthorn Lane, Tile Hill,
Coventry, CV4 9LB

02476 466655 www.ourlady.coventry.sch.uk





