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Background 
The purpose of providing an employment reference is to provide a prospective employer with enough information (as 
part of the recruitment/selection process) to determine an individual’s suitability for a particular post.  As a result, the 
Head of School can expect to be asked to act as a referee for current or former employees (described in this policy as 
“applicants”).    
HEARTS Academy Trust have produced a policy which sets out what to do when presented with such a request. This 
policy should be read in conjunction with the Recruitment and Selection policy.  
Any reference given should be fair, true and accurate. Some employers may choose to only give a factual reference 
stating dates of employment, job title and salary, but the application of this policy must be consistent. Further 
information on a prospective employee should therefore be sought from a reference provider in circumstances where 
the information provided is vague and/or insufficient.   
Employers must give a reference if there was a written agreement to do, or, if they are under some other obligation to 
do so, such as providing certain information under the terms of the Funding Agreement or under the agreed terms of a 
settlement agreement. 
 
References 
All references are from the most senior person in the organisation. The EHT/CEO delegates this role to the Head of 
School (described in this policy as Referees) . However, accountability for the reference lies with the most senior staff. 
All other employees are not authorised to provide employment-related references on behalf of the Academy Trust or 
school. 
Requests for telephone or verbal references are infrequently received, HEARTS Academy Trust do not provide such 
references or request these on potential employees/current employees, this is to minimise the risk of 
misinterpretation.  
It is our policy to provide a reference in accordance with the requirements of Keeping Children Safe in Education, rather 
than a reference that merely confirms details of employment.   
 
Employers are not required to provide references but they are required to state pupil safeguarding and disciplinary 
processes when requesting and responding to references.  
 
Legal Issues 
 
Referees should be aware that there are various legal issues involved with the writing of references. The provision of a 
reference will generally involve the processing of data and so be subject to the Data Protection Legislation.  We will 
comply with the requirements of Data Protection Legislation (being the UK General Data Protection Regulation and Data 
Protection Act 2018) and any implementing laws, regulations and secondary legislation, as amended or updated from 
time to time and the relevant Information Commissioner's Employment Practices Code. Our Data Protection Policy sets 
out how we will comply with Data Protection Legislation. Records will be kept in accordance with our Retention policy 
and in line with the requirements of Data Protection Legislation. In accordance with the Data Protection Act 2018, 
applicants are not entitled to view references written or received in respect of them where such references are provided 
in confidence, including when requesting a reference provided in confidence through making a subject access request.  

In this Trust, all references are given in confidence. Those who give references owe a legal duty of care in their 
preparation to both the applicant and the prospective employer. 

What this means for referees: 

You must only provide content which is true, accurate, factual and fair to the best of your knowledge and belief and 
which does not give a misleading overall impression. 

If this does not happen, the applicant may bring a claim against both the school and Trust and the referee alleging, for 
example, deceit, negligence, negligent misstatement, defamation, malicious falsehood or alleged discrimination, such 
as victimisation because of a protected characteristic.  

The prospective employer may also bring a claim for negligence if they suffer financial loss or damage as a result of an 
inaccurate or misleading reference (e.g., following the withdrawal of a job offer). 
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Under Keeping Children Safe in Education referees must be verified before providing a reference. 

Obtaining consent to provide a reference: 

Personal data in an employment context is information held on record by an employer about an individual.  Providing 
personal data to a prospective employer about an employee or former employee will amount to processing and sharing 
for the purposes of the Data Protection Legislation. 

All personal data must be processed lawfully, fairly and in a transparent manner.  The referee must obtain consent from 
the employee/former employee in order for a reference to be provided.  Where the employee is applying for a role in 
an education setting, the prospective employer will have a statutory obligation under Keeping Children Safe in Education 
to obtain a reference. 

If the person dealing with the request has any doubts about whether or not the individual has given their consent, they 
must contact the individual to check whether or not the authorise a reference to be provided. 

References we request  
 

Who? • All staff directly employed by the school/academy 

• Volunteers working regularly (these are personal not employment references. 
Safeguarding history needs to be included)  

When: • Immediately following shortlisting and inviting to interview 

• On all applicants invited to attend an interview  

How: • Standard format reference request letter/email 

• Enclose job description and person specification 

Source: • DfE Statutory Guidance Keeping Children Safe in Education School Staffing Regulations 
2009, updated 2015 

Third Parties: • Third parties providing workers are expected to follow the best practice set out in the DfE 
Keeping Children Safe in Education Statutory Guidance. School Leaders must assure 
themselves that satisfactory checks have been made and add regular contract staff to the 
SCR and evidence of checks made.  

SCR: • References to be recorded on SCR Tracker and retained in HR files and signed by referee 
and clear who the reference is from with contact details. If from a school, the reference 
must be signed by the head of school and school logo/contact details must be attached.  

Forms: •  The reference request form can be found at Appendix 1. This will be sent via our 
recruitment portal MyNewTerm. 

• A letter requesting further information relating to the preferred candidate can be found 
at Appendix 2 

 
 
How many and from whom 
All offers of employment will be conditional upon receipt of at least two satisfactory written references.   Internal 
candidates require one reference. 
 
It is expected that the referees must be the two most recent employers and in the case of a school must be the last school 
that the member of staff was employed in as a first reference.  If this is not possible, the applicant must clearly outline who 
the referees are. Other referees should, where possible, be from another recent employer working with children.   
 
References are to be completed by a senior person with appropriate authority (if the referee is school or college-based, 
the reference should be confirmed by the Headteacher or Principal as accurate in respect to disciplinary investigations, 
even though the applicant might have given a different contact name) and where an applicant for a teaching post is not 
currently employed as a Teacher, will include the applicant's most recent employer as a Teacher. 
 
Where an applicant does not have a previous employer they must identify a trusted authoritative source, wherever  
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possible with knowledge of the person’s interaction with children.  Examples may include from an academic institution, 
voluntary organisations, church etc.  
 
The school/academy will not accept references from relatives or from people writing solely in the capacity of friends or 
colleagues.  Open references will not be accepted. 
 
In exceptional circumstances, a candidate may present with their application, a good reason not to want their referees to 
be contacted prior to interview.  In such cases the school/academy will liaise with the applicant and where they agree to 
defer, contact the referee immediately after interview and before an unconditional offer of employment is made. 
 
The school/academy will use their best endeavours to obtain appropriate references, this may entail making repeat 
requests for references in the event that no response is received.  Where no reference is obtained the school must keep 
copies of all their attempts to obtain references and carry out a risk assessment as to whether to proceed with the 
recruitment process in the absence of such references and in light of all other pre-employment checks. Employment 
references for teaching staff must include safeguarding confirmations.  
 
Format 
References will be requested and completed through the MyNewTerm recruitment portal and specific to the job applied 
for – “open” references or “testimonials” are not acceptable.   
 
An example reference request is available at Appendix 1. 
 
Reference requests should specifically ask: 

• about the referee’s relationship with the candidate;  

• whether the referee is satisfied that the candidate has the ability and is suitable to undertake the job in question; 

• whether the referee is completely satisfied that the candidate is suitable to work with children, and, if not, to 
provide specific details of the concerns and the reasons why the referee believes the person might be unsuitable. 

 
Referees should also be asked to confirm details of:  

• the applicant’s current post, and salary  

• performance history, capability* and conduct; 

• any disciplinary procedures in which the disciplinary sanction is current; 

• any disciplinary procedures and the outcomes, involving issues related to the safety and welfare of children, in 
which the disciplinary sanction has expired, and,  

• any details of allegations or concerns related to the safety and welfare of children, except where they have been 
found to be unsubstantiated, unfounded or malicious.  

 
A history of repeated concerns or allegations which have all been found to be unsubstantiated and malicious should not 
be included in any reference. 
 
*In accordance with the School Staffing (Amendment) Regulations 2012, employers should specifically ask if the current 
employer has implemented its capability procedures in respect of the individual within the last 2 years.  Any maintained 
school is obliged to respond to this question. This applies specifically to teachers but may be applied for all staff.  
Academies are also obliged to respond to this question by virtue of the Academies Funding Agreement. 
 
In order to comply with the Equality Act 2010, information relating to sickness absence will only be requested after a 
conditional offer of employment has been made.  Once the preferred candidate has been issued a conditional offer 
(written or verbally), then sickness and attendance records (i.e., period of absence over the last 2 years and number of 
days absence over the last 2 years) can be obtained from the referee as part of the pre-employment checks (see Appendix 
2 for a sample letter).  Where such information is provided the school should discuss the information with the candidate 
prior to making any decision in relation to whether to confirm the offer of employment.  If a school wishes to withdraw 
an offer following receipt of additional information relating to sickness absence/attendance they should seek advice from 
the trust CEO/COO/HR Provider.   
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Checking references 
On receipt, references must be checked to ensure that all specific questions have been answered satisfactorily. If all 
questions have not been answered satisfactorily or the reference is vague or unspecific, the referee should be contacted 
and asked to provide written answers or amplification as appropriate.   
 
References must be compared to the details contained in the application form to ensure that the information provided is 
consistent.  Any discrepancies should be taken up with the candidate at or prior to, interview.   
 
Access to references 
Any current or former member of staff can request to see a reference held on their file. However, if the reference is 
marked “in confidence” this will be exempt from disclosure. Further details can be located on the ICO website under 
right of access. 

 
Use of information 
Any information about current or past disciplinary/capability issues should be considered in the circumstances of the 
individual case.  Such information should not be used to automatically discount applicants and should be considered in the 
overall context of the selection process including all other pre-employment checks, the role and the discussion with the 
applicant.  Cases in which an issue was satisfactorily resolved some time ago, or did not require a formal sanction, and 
where no further issues have been raised, are less likely to cause concern.  
 
References we issue 
 
Reference requests may be made in the form of a letter or the completion of a proforma.  Referees at HEARTS Academy 
Trust will only provide written references with the following being observed. 
 

• A check of the applicant's personnel file should also be made to establish 
o Whether the applicant and the school/Trust have agreed the wording of a reference (e.g., via a settlement 

agreement) and/or any other agreements about the manner in which a reference is given.  Any such 
agreement can only be authorised by the Trust's CEO/D-CEO/COO. 

o Whether references have been given recently concerning the applicant (to ensure consistency) 
o Whether there are any other circumstances which should be taken into account, such as safeguarding 

concerns (in accordance with the requirements of Keeping Children Safe in Education), ongoing disciplinary 
matters, or any other sensitivities.  If so, further advice should be taken by the Trust CEO/COO before 
responding. 

 
References are confirmation that you are satisfied that the individual is suitable to work with children, confirmation of the 
individual’s employment dates and provide facts (not opinions) of any substantiated safeguarding concerns/allegations that 
meet the harm threshold.  
 
References for employees/former employees must not be sent unless the applicant has given their permission and/or 
requested one from their line manager/ HOS. 
 
Once an offer of conditional employment is made, if requested, a reference can, with the consent of the applicant, include 
details as to the number of days of absence from work an applicant has had during the past year.  Personal information 
about the applicant's health is special category data and cannot be disclosed without the consent of the applicant.  If a 
referee is asked to provide information regarding the reasons for an applicant's absence it should exercise caution and seek 
consent from the applicant before responding.  
 
Where the individual does not provide their consent, the information must not be released (this is notified to employers in 
the sample letter).  Schools should inform the employer requesting the information that the individual has not consented 
to the release of such information.  In these circumstances, the prospective employer will need to make a decision based 
on the information available to them. 
 

 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/right-of-access/what-other-exemptions-are-there/
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• Special category data of any type should not be included in a reference without consent from the applicant.  Special 
category data includes but is not limited to, the individual's race or ethnic origin, political opinions, religious or 
similar beliefs, trade union memberships, physical or mental health or condition or sexual life.  

 

• Caution is needed if additional information is requested following an applicant’s appointment.  If information is 
requested about an applicant following their appointment, then information that is provided should only be given 
if relevant at the time the reference was initially requested.  Unless it relates to safeguarding issues where there is 
a need to update the employer.  Advice should be sought from the Trust's CEO/COO/HR provider if a request for 
further information is requested following an applicant’s appointment.   

 

• Information provided must be capable of being independently verified, e.g., through appraisals or attendance 
records.  

 

• Subjective opinion should be avoided. The reference must provide an overall balanced view of the applicant, 
although it does not need to be full and comprehensive.  

 

• Comments on suitability for a new job must be given with caution because they are difficult to justify objectively. 
These comments should not be made where an applicant is applying for a role different from the role which they 
previously undertook. However, references should confirm whether you are satisfied with the applicant’s suitability 
to work with children, as is outlined in Keeping Children Safe in Education. Advice should be sought from the Trust’s 
CEO/COO/HR provider before proceeding if there are any concerns about this.  

 

• Caution is required if there are outstanding issues, such as an ongoing disciplinary process at the time of the request, 
including how to respond to questions including “would you re-employ?” Advice should be sought from the Trust’s 
CEO/COO/HR provider before proceeding. 

 

• Low level safeguarding concerns should not be included in references except where they met the threshold for 
referral to the LADO and were found to be substantiated. References should only provide the facts (not opinions) 
of any substantiated safeguarding allegations. 

 

• Mark the reference as “Private and Confidential for the addressee only” and a copy should be retained on the 
applicant’s personnel file. 

 

• A disclaimer should be included in the reference making it clear that, while the information provided is, to the best 
of the organisation's knowledge, completely accurate, the organisation cannot accept any liability for decisions 
based on it. 

 
HEARTS Academy Trust does not complete online reference or proformas.  Nor do we give opinions such as “describe in 
three words”.   
 
Refusal to give a reference 
 
As an Academy, references are given as a matter of course, so if you consider refusing a request for a reference for any 
reason, advice must be sought from the Trust’s CEO/COO/HR provider. 

Where a member of the teaching staff (to include Head of School/Senior Leader), employed at the Trust applies for a 
teaching post (to include Head of School/Senior Leader) at another Academy, Trust, a maintained school, or a further 
education institution, the Trust must at the request of the Board of Governors or Academy Trust of that other 
educational institution: 

• advise in writing whether or not, in the previous two years, there have been any formal capability considerations 
or proceedings for that Teacher at the Academy or the Predecessor School; and 

• give written details of the concerns which gave rise to any such consideration of that Teacher’s capability, the 
duration of the proceedings and their outcomes. 
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In these circumstances, a refusal to give a reference would be a breach of the Academy’s’ funding agreement. 

 
Format 
Some or all of the following could be included: 

• Length of service 

• Roles undertaken 

• Training undertaken  

• Qualification undertaken  

• Current salary 

• Employment status (part/full time) 

• Year groups worked in 

• Leadership undertaken 

• Attendance (in line with guidance above) 

• Whole school contribution  

• Safeguarding confirmation from the HOS (this is the only member of staff who can confirm a staff member’s 
suitability to work with children) 

• Current (on file) disciplinary sanctions as set out in part four of KCSIE  
 
Who sends them? 
All references issued must be shared with the Executive Headteacher prior to being sent. 
 
References are from the most senior member of staff regardless of who writes them. They must be on school-headed paper, 
signed by the Head of School or in the case of the Head of School, their line manager/EHT. In the case of the Executive Team, 
the CEO will sign references.  
 
Record of reference  
Once a reference is written for a member of staff it must be dated and retained in the member of staff personnel file as a 
minimum, it may also be retained in any electronic files held and updated if needed when future requests are made.  
 
Business networking websites 
 
When employees (or ex-employees) have set up personal profiles on business networking websites such as LinkedIn, 
these websites may include the facility for the user to request their contacts or other users to provide them with open 
recommendations, endorsements or references which are then published on their personal profile web pages for 
other contacts or connections, or prospective contacts or connections, to read. As these could potentially be 
construed as open references given on behalf of the Trust, all employees are prohibited from providing these types of 
recommendations, endorsements or references online to or for the benefit of other employees or ex-employees, 
unless express permission is obtained from the CEO/D-CEO. All employment references to prospective employers 
should comply with this policy set out above and should not be given online in an open format via websites such as 
LinkedIn. 
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APPENDIX 1 

 

Appendix 1 Reference request email (MyNewTerm) 

 

FAO: [referee_title] [referee_first_name] [referee_last_name] 
[referee_job_title] 
[referee_organisation_name] 

Re: Request reference for [candidate_first_name] [candidate_last_name] [candidate_previous_surnames] 

[candidate_title] [candidate_first_name] [candidate_last_name] has applied for a [job_vacancy] vacancy at 
[organisation_name] and has given your name as a referee. I would be grateful if you could provide an assessment of 
their suitability for the post by completing the online reference request form via the link below. 

To avoid any delay in the recruitment process I would be grateful if you could please return by [5_days_from_now]. 

If possible, we would prefer it if you are able to complete and submit the online form. You are able to save and return 
later if required. If it is your company policy to only provide a letter reference, please also click the link below to 
submit but instead select the ‘Upload’ button to submit instead. 

Attached to this email is a signed consent form from the candidate should you require this information to provide a 
reference. 

Thanks in advance for your time and assistance. 

Warm regards, 

[employer_name] 
[employer_job_title_organisation_name] 
[employer_email_address] 

 
 

Chief Executive Officer: Mr Don Wry 
Chair of Trustees: Mr Vaughan Collier 
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APPENDIX 2  - to be added to Headed paper 
 

[DATE] 
 
Dear  
 
Reference for [candidate name]  
 
Thank you for providing a reference in relation to the above-named candidate. We have now completed the interview 
process and have selected [name] as our preferred candidate.  
 
In line with this school’s Pre-Employment Checks procedure please provide the following additional information:  
 
1. The number of periods of absence in the last 2 years  
2. The number of days absence in the last 2 years  
3. Any information that you are aware of relating to [name]’s health that may affect their capacity for doing the job of 
[insert role].  
 
Any information provided by you will be held in accordance with the Data Protection Act 1998. Please note that under 
the Data Protection Act, any information relating to an individual’s health is sensitive personal data and should not be 
released without the express (written) consent of the individual concerned. We would be grateful if you would respond 
to this request as soon as possible so that we can complete the recruitment process. 
 
Yours sincerely  
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APPENDIX 3 
 
Template letter of reference we send – to be placed on school headed paper and shred with your Executive Headteacher 
prior to issuing. 
 
 
 

[Insert date] 
Dear  
 
Employment Reference for [insert staff name] 
  
[Insert staff name] has been employed by [insert school name] School since [insert date] as a [insert role]. [Insert staff 
name] is paid at Band [insert band point] of the HEARTS pay scale, currently £[insert value] per annum.  
 
I confirm that [insert staff name] is not subject to the school’s disciplinary procedure and there are no disciplinary 
procedures in which the disciplinary sanction is current. 
  
I know of no reason why s/he [delete as appropriate] is not suitable to work with children. There are no disciplinary 
procedures involving issues related to the safety and welfare of children, including any in which the disciplinary sanction 
has expired and there have been no allegations or concerns that have been raised that relate to the safety and welfare 
of children or behaviour towards children.  
 
[Optional – detail successes / areas of relevant skill for long serving members of staff] 
 
In accordance with the Trust’s normal practice this reference is given in good faith and in confidence and only for the 
purposes for which it was requested, without legal liability on behalf of the author or [insert school name] School. 
 
Yours sincerely  
 
 
 
[Insert HOS name] 
Head of School  
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Amendments/updates to this policy 

 

Date Section Header Amendment Source 

November 
2023 

Legal Issues Insertion of “Legal Issues” 

Browne Jacobson ref 
LEGAL\62724900v1 

 

What does this 
mean for 
referees? 

Insertion of “What this means for referees? 

Obtaining 
consent to 
provide a 
reference 

Insertion of “Obtaining consent to provide a reference” 

How many and 
from whom 

Insertion of: 
“All offers of employment will be conditional upon 
receipt of at least two satisfactory written references” 

How many and 
from whom 

Updated wording 
 
“References are to be completed by a senior person 
with appropriate authority (if the referee is school or 
college-based, the reference should be confirmed by 
the Headteacher or Principal as accurate in respect to 
disciplinary investigations, even though the applicant 
might have given a different contact name) and where 
an applicant for a teaching post is not currently 
employed as a teacher, will include the applicant’s 
most recent employer as a teacher” 
 

Access to 
references 

Wording enhanced to include: 
“if the reference is marked “ in confidence” this will be 
exempt from disclosure. Further details can be located on 
the ICO website under right of access” 
Deletion of:-  
“there is no requirement to share references and 
references received should not be shared with staff 
without the express and written consent of the referee. 
References do not form part of SAR requests and 
therefore there is no requirement to share them” 

Format Wording enhanced to include: 
In order to comply with the Equality Act 2010, information 
relating to sickness absence will only be requested after a 
conditional offer of employment has been made.  .  Once 
the preferred candidate has been issued a conditional offer 
(written or verbally), then sickness and attendance records 
(i.e., period of absence over the last 2 years and number of 
day’s absence over the last 2 years) can be obtained from 
the referee as part of the pre-employment checks (see 
Appendix 2 for a sample letter).  Where such information is 
provided the school should discuss the information with 
the candidate prior to making any decision in relation to 
whether to confirm the offer of employment.  If a school 
wishes to withdraw an offer following receipt of additional 
information relating to sickness absence/attendance they 
should seek advice from the trust CEO/COO/HR provider.   
 

Access to Insertion of:- 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/right-of-access/what-other-exemptions-are-there/
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references “If the reference is marked “ in confidence” this will be 
exempt from disclosure. Further details can be located on 
the ICO website under the right of access” 

Access to 
references 

Deletion of:- 
“there is no requirement to share references and 
references received should not be shared with staff 
without the express and written consent of the referee. 
References do not form part of SAR requests and 
therefore there is no requirement to share them”  

References we 
issue 

Insertion of: 
Reference requests may be made in the form of a letter 
or the completion of a proforma.  Referees at HEARTS 
Academy Trust will only provide written references with 
the following being observed. 
 

• A check of the applicant’s personnel file 
should also be made to establish 

o Whether the applicant and the 
school/trust have agreed the wording 
of a reference (e.g., via a settlement 
agreement) and/or any other 
agreements about the manner in 
which a reference is given.  Any such 
agreement can only be authorised by 
the trusts CEO/COO/EHT. 

o Whether references have been given 
recently concerning the applicant (to 
ensure consistency) 

o Whether there are any other 
circumstanced which should be taken 
into account, such as safeguarding 
concerns (in accordance with the 
requirements of Keeping Children Safe 
in Education), ongoing disciplinary 
matters, or any other sensitivities,  If 
so, further advice should be taken by 
the trust CEO/COO before responding. 

 
References are confirmation that you are satisfied that 
the individual is suitable to work with children, 
confirmation of the individual’s employment dates and 
provide facts (not opinions) of any substantiated 
safeguarding concerns/allegations that meet the harm 
threshold.  
 
Once an offer of conditional employment is made, if 
requested, a reference can, with the consent of the 
applicant, include details as to the number of days of 
absence from work an applicant has had during the 
past year.  Personal information about the applicant’s 
health is special category data and cannot be disclosed 
without the consent of the applicant.  If a referee is 
asked to provide information regarding the reasons for 
an applicant’s absence it should exercise caution and 
seek consent from the applicant before responding.  

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/right-of-access/what-other-exemptions-are-there/
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Where the individual does not provide their consent, 
the information must not be released (this is notified to 
employers in the sample letter).  Schools should inform 
the employer requesting the information that the 
individual has not consented to the release of such 
information.  In these circumstances the prospective 
employer will need to make a decision based on the 
information available to them. 

• Special category data of any type should not be 
included in a reference without consent from 
the applicant.  Special category data includes 
but is not limited to, the individual’s race or 
ethnic origin, political opinions, religious or 
similar beliefs, trade union memberships, 
physical or mental health or condition or sexual 
life.  

• Caution is needed if additional information is 
requested following an applicant’s 
appointment.  If information is requested 
about an applicant following their 
appointment, then information that is provided 
should only be given if relevant at the time the 
reference was initially requested.  Unless it 
relates to safeguarding issues where there is a 
need to update the employer.  Advice should 
be sought from the trust’s CEO/COO/HR 
provider if a request for further information is 
requested following an applicant’s 
appointment.   

• Information provided must be capable of being 
independently verified, e.g., through appraisals 
or attendance records.  

• Subjective opinion should be avoided. The 
reference must provide an overall balanced 
view of the applicant, although it does not 
need to be full and comprehensive.  

• Comments on suitability for a new job must be 
given with caution because they are difficult to 
justify objectively. These comments should not 
be made where an applicant is applying for a 
role different from the role which they 
previously undertook. However, references 
should confirm whether you are satisfied with 
the applicant’s suitability to work with children, 
as is outlined in Keeping Children Safe in 
Education. Advice should be sought from the 
trusts CEO/COO/HR provider before 
proceeding if there are any concerns about 
this.  

• Caution is required if there are outstanding 
issues, such as an ongoing disciplinary process 
at the time of the request, including how to 
respond to questions including “would you re-
employ?” Advice should be sought from the 
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trusts CEO/COO/HR provider before 
proceeding. 

• Low level safeguarding concerns should not be 
included in references except where they met 
the threshold for referral to the LADO and were 
found to be substantiated. References should 
only provide the facts (not opinions) of any 
substantiated safeguarding allegations. 

• Mark the reference as “Private and Confidential 
for the addressee only” and a copy should be 
retained on the Applicant’s personnel file. 

• A disclaimer should be included in the reference 
making it clear that, while the information 
provided is, to the best of the organisation’s 
knowledge, completely accurate, the 
organisation cannot accept any liability for 
decisions based on it. 

November 
2023 

Refusal to give a 
reference 

Entire section added 
Browne Jacobson ref 
LEGAL\62724900v1 

 
Business 
networking 
websites 

Entire section added 

November 
2023 

References we 
provide 

Appendix 3 added  
Template letter we issue 

 

November 
2023 

Who sends 
them 

All references issued must be shared with the Executive 
Headteacher prior to being sent. 
 
References are from the most senior member of staff 
regardless of who writes them. They must be on school-
headed paper, signed by the Head of School or in the 
case of the Head of School, their line manager/EHT. In 
the case of the executive team, the CEO will sign 
references.  
 

 

May 2024 Reference 
request form 

Updated to include: 

For references from Tutors/Mentors/Colleges/ Training  

Providers, please confirm the name and course/training  

dates. 

 

March 2025 References we 
request 

Updated to include: 

 

Forms: The reference request form can be found at 
Appendix 1. This will be sent via our recruitment portal 
MyNewTerm. 

 

 

Appendix 1 Updated with MyNewTerm reference request email and 
form 

 

 
 
 


