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PROFESSIONAL REFERENCE REQUEST FORM 
Candidate details: 

Candidate’s Name: 

Referee’s Name: 

Referee’s Job Title: 

School/Employer Name: 

Referee’s email address: 

Candidate’s Job Title/Role: 

Start date: End date: 

Permanent or Supply/Temporary role? Permanent ☐        Supply (Temp) ☐ 

In what capacity do you know the candidate? e.g. Line Manager 

Competency Assessment: 
 

Please assess the candidate’s competency in the following areas: 

Scoring criteria: 

• Excellent: delivered consistently high performance
• Good: met all expectations, delivering consistently effective performance
• Satisfactory: met all basic expectations
• Unsatisfactory: did not meet expectations Ex
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Professional performance 
☐ ☐ ☐ ☐

General conduct 
☐ ☐ ☐ ☐

Organisational skills 
☐ ☐ ☐ ☐

Attendance & Timekeeping 
☐ ☐ ☐ ☐

Teaching ability 
☐ ☐ ☐ ☐

Classroom management 
☐ ☐ ☐ ☐

Relationships with students 
☐ ☐ ☐ ☐

Relationships with colleagues 
☐ ☐ ☐ ☐

Would you re-employ this worker in a similar role? Yes ☐ No ☐ 
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Fitness to Practice: 

Are you satisfied that this candidate is suitable to 
work with children? 

Yes ☐                No ☐ 

If no, please provide details in the comments box below 

Was this candidate ever disciplined whilst in your 
employment? 

Yes ☐                No ☐ 

If yes, please provide details in the comments box below 

Have there been any allegations or concerns raised 
(whether formally or informally) about the 
candidate which relate to the safety and welfare of 
children and young people except for those 
allegations which were found to be 
unsubstantiated, unfounded, false or malicious?   

Yes ☐                No ☐ 

If yes, please provide details in the comments box below 

Are you satisfied, to the best of your knowledge, 
that the candidate is not involved in "extremism" 
being vocal or active opposition to fundamental 
values, including democracy, the rule of law, 
individual liberty and mutual respect and tolerance 
of different faiths and beliefs?  Extremism also 
includes calls for the death of members of the 
armed forces, whether in this country or overseas. 

Yes ☐                No ☐ 

If no, please provide details in the comments box below 

Additional comments or information: 

In accordance with current legislation, you are advised that: 
• Referees have a responsibility to ensure that references do not contain any misstatements or omissions
• The candidate can request access to this reference in accordance with GDPR (General Data Protection Regulations)

 

Referee Declaration: 
I confirm that I am authorised to give the assessment details provided in this form. 
 

By providing this assessment, I understand that I am giving the recipient permission to disclose the information contained in this 
document to third parties, including the applicant. 

Full name: 

Date: 

Signature: 

Headteacher Counter Signature: 
Headteacher counter signature is required as per the Department of Education’s Statutory Guidance: ‘Keeping Children Safe in 
Education (KCSIE) September 2024 part three: Safer Recruitment, Employment History and References Appendix 228’ 

Full name: 

Date: 

Signature: 

Organisation Logo/Stamp (if available): 




