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RECRUITMENT
Reference Request Form
Recruitment & Selection  |  White Cube Consulting

Dear [Referee Name / HR Department],
We are in the process of appointing [Candidate Full Name] to the position of [Job Title] with [Organisation Name]. They have indicated that you acted as their [line manager / HR department] during their employment with you.
▪ The candidate has authorised us to seek this reference.
We would be most grateful if you could take a few minutes to complete the sections below. The information you provide will be treated as strictly confidential and used only to assist with our recruitment decision. Please return this completed form to [HR / Recruiter Name] at [email address] by [Date].
SECTION 01
Verification of Employment

	FULL NAME OF CANDIDATE 
	[Candidate Name]

	JOB TITLE(S) HELD  
	[Job Title]

	DATE EMPLOYMENT COMMENCED  
	[Date]

	DATE EMPLOYMENT ENDED  
	[Date]

	REASON FOR LEAVING (IF APPLICABLE)  
	[Description]

	EMPLOYMENT TYPE    
	☐ Permanent   
☐ Fixed Term   
☐ Temporary  
☐ Contractor

	WAS THE CANDIDATE EMPLOYED PART-TIME?    
	☐ Yes - specify hours: 
☐ No





SECTION 02
Performance Assessment

Please rate the candidate's performance in each of the following core areas. These are the most important areas for most roles. Section 2B provides additional optional areas for roles where other dimensions are relevant.
▪ Section 2A — Core Areas (Required)
	AREA
	POOR
	BELOW AVERAGE
	OK
	GOOD
	EXCELLENT

	Overall Performance
	☐
	☐
	☐
	☐
	☐

	Reliability and Attendance
	☐
	☐
	☐
	☐
	☐

	Communication Skills
	☐
	☐
	☐
	☐
	☐

	Teamwork and Collaboration
	☐
	☐
	☐
	☐
	☐

	Customer / Stakeholder Focus
	☐
	☐
	☐
	☐
	☐


▪ Section 2B — Additional Areas (Complete Where Relevant)
	AREA
	POOR
	BELOW AVERAGE
	OK
	GOOD
	EXCELLENT

	Quality and Accuracy of Work
	☐
	☐
	☐
	☐
	☐

	Productivity and Output
	☐
	☐
	☐
	☐
	☐

	Adaptability and Response to Change
	☐
	☐
	☐
	☐
	☐

	Initiative and Problem Solving
	☐
	☐
	☐
	☐
	☐

	People Management Skills (if applicable)
	☐
	☐
	☐
	☐
	☐

	Leadership / Decision Making (if applicable)
	☐
	☐
	☐
	☐
	☐


SECTION 03
Key Strengths and Development Areas
What would you identify as this person's key strengths?
What areas of development would you identify for this person?
Can you give an example of a specific achievement or piece of work that particularly impressed you?


SECTION 04
Conduct, Attendance and Wellbeing
	Was the candidate subject to any formal disciplinary action during their employment?
	☐ Yes  ☐ No

	If yes, please provide details where able (you are not obliged to disclose spent matters):
	 

	Was the candidate subject to any formal grievance process?
	☐ Yes   ☐ No   
☐ Decline to comment

	Was the candidate subject to any formal performance management process?
	☐ Yes   ☐ No  
☐ Decline to comment

	Was the candidate's attendance satisfactory?
	☐ Yes ☐    No

	If no, please provide further details if able:
	 


Integrity and Professional Conduct
Were there any concerns regarding the candidate's honesty, integrity or professional conduct during their employment?
☐ No  ☐ Yes ☐ Decline to comment
If yes, please provide details where able:
SECTION 05
Overall Assessment and Recommendation

	WOULD YOU RE-EMPLOY THIS PERSON?
☐ Yes, without hesitation   ☐ Yes, with reservations   ☐ No

	IF YOU WOULD NOT RE-EMPLOY OR HAVE RESERVATIONS, PLEASE EXPLAIN
 


Eligibility for Rehire
Is this person formally eligible for rehire within your organisation?
☐ Yes   ☐ No   ☐ Decline to comment
Safeguarding (Complete only for roles involving work with children or vulnerable adults)
Is there any reason why this individual would be unsuitable to work with children or vulnerable adults?
☐ No   ☐ Yes — please provide details below   ☐ Decline to comment
Details:
Is there anything else you believe we should know to help us support this individual if appointed?

Any further comments you wish to add:


SECTION 06
Referee Details

	FULL NAME 
	

	JOB TITLE 
	

	ORGANISATION 
	

	RELATIONSHIP TO CANDIDATE 
	

	EMAIL ADDRESS 
	

	HOW LONG HAVE YOU KNOWN THE CANDIDATE 
	

	TELEPHONE 
	

	SIGNATURE 
	

	DATE 
	

	
	


Data Protection Notice: The information provided in this reference will be stored securely and used only for the purposes of this recruitment process, in accordance with UK GDPR and the Data Protection Act 2018. References are treated as confidential. The candidate may have the right to request access to this reference under certain circumstances.

Thank you very much for taking the time to complete this reference. If you have any queries, please do not hesitate to contact [HR / Recruiter Name] at [email] or on [telephone].
Yours sincerely,
	NAME
	[HR / Recruiter Name]

	JOB TITLE
	[Job Title]

	ORGANISATION
	[Organisation Name]
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