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This person has applied for employment with us and has named you as a referee.  We would be grateful if you would complete this form as fully as possible and return it to:   
	Applicant’s Name: 	 

	Applicant’s Address: 	 

	Position Applied for: 	 

	In what capacity do you know the applicant?                              Professional/ Personal 

	Please state how long have you known the applicant.  



If you have been or are the applicant’s employer, please confirm the following: 
	Are you the applicant’s current or most recent employer?               Yes/ No 


	Period of employment:           From       dd/mm/yyyy       until           dd/mm/yyyy 


	Date of continuous Local Government service (if applicable):          dd/mm/yyyy  


	Job Title: 


	Type of Contract:      Full-time/ Part-time 


	Number of days/ weeks shared/ parental leave (if applicable): 


	Reason for leaving (if applicable):  


	Is there a formal capability/ disciplinary sanction/ action in place or pending against the applicant.

	(including on-going investigation):                                                     Yes/ No 

	If yes, please provide further details: 


	If the applicant has left your employment, was there a capability / disciplinary sanction / action in place or pending against the applicant, or was there an investigation on-going at the time they left your employment:   
Yes/ No                                                                         

	

	If yes, please provide further details: 



IF THE POST APPLIED FOR IS WORKING WITH CHILDREN, YOUNG PEOPLE OR VULNERABLE ADULTS, PLEASE COMPLETE THE FOLLOWING SECTION.  
 
	Whilst in your employment, was the applicant the subject of any issues involving the safety and welfare of children, young people, or adults at risk, including any in which a disciplinary sanction has expired and the outcome of them?          Yes /No                              

	If yes, please provide further details: 

  

	Are you aware of any allegations or concerns that have been raised about the applicant that relate to the safety and welfare of children, young people or adults at risk or behaviour towards them?                                                     Yes/No

	If yes, please provide further information, including whether the matter(s) were investigated, the conclusion reached and how the matter was resolved.  


 

	Do you know of any reason why the applicant is unsuitable to work with children, young people, or adults at risk?                                                     Yes/No                                                                                  

	If yes, please provide further details:




 
If you are providing the reference in a professional capacity, Using the Job Profile as a guide, please provide factual information regarding the applicant’s suitability for the role.       
If you are providing the reference in a personal capacity, please use the space below to detail the skills, knowledge and experience you have observed in the applicant which may be relevant to the position applied for.    
	



Continue on a separate sheet if necessary. 


     
Signature:   _______________________
                   _______________________
                   _______________________

 
PRINT NAME:      	   					Job Title:   	   	   
Date:   	     	   
   	 
Thank you for taking the time to complete this form.  Please return it to: 













  	   
 


PROVIDING A REFERENCE  
This information can be provided in another format, but the content of this template must be applied in all cases.   
Strictly confidential – employment reference    
   
<Date>   
<Name and address>   
 
Dear name 
   
<NAME OF APPLICANT>   
   
Thank you for your recent request for a reference for the above person.   
  
Carmarthenshire County Council’s policy is to provide factual information only for current or former employees. Furthermore, CCC does not accept any responsibility for failure to provide any further or additional information over and above the information contained in the reference which has been provided. 

Employed from:    	   
Employed to:     
Job-title(s): (Please list all if more than one post held and dates). 
Key Duties in most recent post:   
Please refer to job-profile attached.   
Salary:   
Reason for leaving (where relevant):      	 
Disciplinary/Capability/Safeguarding:   
 (*Please check with your HR or Recruitment Advisor before completing).   
   
*I can confirm that no formal disciplinary/capability action/sanction is recorded on file. 
*I can confirm that the following formal disciplinary/capability action/sanction *is recorded on file/pending*:   
*I can confirm that a formal safeguarding record is recorded on file/pending   
   
Absence:   
The Council does not provide details of an employee’s absence record unless confirmation is received from you that the information request is following an offer of employment to the prospective candidate and with their express consent.   
   
Yours faithfully   
<Name>   
<Job Title>    
Enc:   Job profile    
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