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	Candidate name
	
	
	

	Start date
	

	End date
	

	Company/Institution
	

	Referee Job Role
	

	Date Issued
	

	Candidate Job Role 
	



1. OVERVIEW

	1.1
	Please outline the candidate's duties and responsibilities.

	

	1.2
	Please outline areas of strength.

	

	1.3
	Please outline any areas of weakness.

	



2. PERFORMANCE

Please grade the following.

	[bookmark: _Hlk195104313]Please tick the appropriate box
	Outstanding
	Good
	Satisfactory
	Requires Improvement
	Inadequate
	Not Applicable

	Relationships with Staff / Colleagues
	
	
	
	
	
	

	Ability to work in a team
	
	
	
	
	
	

	Timekeeping & Reliability
	
	
	
	
	
	

	Flexibility
	
	
	
	
	
	

	Initiative Shown
	
	
	
	
	
	

	Organisation
	
	
	
	
	
	

	Honesty & Integrity
	
	
	
	
	
	

	Quality of Professional Judgement
	
	
	
	
	
	

	Professional Conduct
	
	
	
	
	
	




3. SUMMARY
	3.1
	Please provide any additional information about the candidate that would help support their application.

	

	3.2
	Please confirm the candidate's reason for leaving.

	

	3.2
	Would you re-employ?
	Yes
	
	No
	

	3.3
	If yes, in what capacity? If no, why not?

	

	3.4
	Are there any disciplinary procedures which the candidate has been subject to in which the disciplinary sanction is still current?
	Yes
	
	No
	

	3.5
	



4. FOR CHILD-RELATED SETTINGS ONLY 
If the candidate was working for you in a child-related setting, please answer the following questions.

If this is not relevant, please go to Section 5.
	4.1
	Please grade the candidate's relationship with children.

	Outstanding
	Good
	Satisfactory
	Requires Improvement
	Inadequate
	Not Applicable

	
	
	
	
	
	

	4.2
	Has the candidate ever been the subject of any child protection allegations or concerns?
	Yes
	
	No
	

	4.3
	If Yes please provide details.

	

	4.4
	Do you consider the candidate a suitable person to work in a child related setting?
	Yes
	
	No
	

	4.5
	If no, why not?

	




5. DECLARATION 
	5.1
	By completing this template, you confirm that you:
· Are a senior person with appropriate authority to provide a reference for this candidate.
· You have supervised the candidate OR have confirmed that providing references is part of your duties.

	5.2
	Hays may be required to provide your reference to relevant third parties, including prospective employers/hirers and/or their MSP/RPO providers or to auditors. In order to comply with relevant regulations, please confirm that this reference and any supporting documents may be disclosed accordingly unless you stipulate you do not wish your reference to be shared in this way.

	Yes - I am happy for my reference (and supporting documents) to be shared.
	

	No - I do not wish for my reference (and supporting documents) to be shared in this way.
	



	Name
	

	Signature
	

	Date
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