St Cyprian’s Greek Orthodox Primary
Academy

ITANTA IZXYQ EN TQ ENAYNAMOYNTI ME XPIXTQ INA APIZTEYQ
I AM STRONG THROUGH JESUS CHRIST

10 % THE BEST THAT I CAN BE

ST CYPRIAN’S
AiQ

Obtaining & Providing Employee References
Policy

Revised: July 2026

Reviewed and ratified by Full academy Trust:

Date: S-M’g__)\lt.—'f 2D g,
Signed: %\
Name; Pet=e. TeAGost1AS

Position: Chair of Finance Audit & Risk Committee

Date of next review: July 2027



Our Mission Statement:

The aim of St Cyprian’s Greek Orthodox Primary Academy is to provide its children with primary
education of the highest quality in a supportive learning environment through the National
Curriculum in the core subjects, enriched by the progressive teaching of the Greek language
and Christian Orthodox religion.

The children will be equipped with the knowledge, skills and spirituality to enable them to
achieve their full potential and prepare them for transition to secondary education and to
contribute positively to the challenges of a diverse multicultural society.

The term ‘parents’ in this policy also refers to carers.

INTRODUCTION AND PURPOSE

1.1 These guidelines aim to provide managers with advice on (i) seeking references as part of
the recruitment and selection procedure, and (i) providing references for former/existing
Academy staff who are making applications for alternative employment and other purposes.

1.2 St Cyprian’s Greek Orthodox Primary Academy recognises a requirement to provide
references which are true, accurate and fair for its existing/former employees and their
prospective employers. Whilst there is no legal obligation for the organisation to provide
references on behalf of former employees, it is generally accepted as being good practice to
do so.

SCOPE & DEFINITIONS
2.1 This document applies to all directly employed staff within St Cyprian’s Greek Orthodox
Primary Academy and other persons working within the organisation.

PROCESS / REQUIREMENTS

3.1 Obtaining References

3.1.1 References should only be sought with the express permission of the person to whom it
relates.

3.1.2 Two independent references should be sought on behalf of prospective employees as part
of the pre-employment screening process. At least one of these should be provided by the
individual’s present or most recent employer. References provided by friends or relatives will not
be considered as suitable for this purpose. In certain cases, it may be appropriate to contact the
referee by telephone in order to validate the information provided.

3.1.3 For internal candidates who apply for a new role within the Academy the individual’s line
manager will be expected to provide a reference. In some instances where individuals are
applying within their own team the recruiting manager will confirm if it is necessary to undertake
a reference.

In situations where the manager of the employee is not sufficiently familiar with their work (ie
change of management, or redeployment) the current manager should liaise with managers
who have existing knowledge of the employee

3.1.3.1 “To Whom It May Concern” references or testimonials are not accepted.
3.1.4 At interview the interviewer should ask the individual to confirm the names of the referees

that the Academy can contact if the candidate is successful and ask them to confirm the
position that these referees hold in relation to their employment. Any potential areas of concern
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should be fully explored prior to an offer of employment being made, seeking advice from your
HR advisor in the first instance.

3.1.5 References are intended to enhance the recruitment and selection procedure but are no
substitute for effective managerial judgment in this respect.

3.1.6 Employers are increasingly taking a cautious approach when giving references and will
only provide basic factual information to confirm periods of an individual's employment and
position held whilst avoiding subjective questions on skills and personal qualities. It is, therefore,
crucial that managers use all the appropriate selection tools available to them as part of the
recruitment process and relevant to the role in question in order to assess an applicant’s
suitability for a particular role.

3.1.7 References are generally given in confidence. The contents should not be revealed to the
individual concerned without the express permission of the person/organisation who provided

them.

3.1.8 Managers must not permit candidates to commence employment until references and
other pre-employment checks satisfactory to the Academy have been received.

3.1.9 All verbal references which may be taken by telephone should be recorded by the line
manager using the standard ‘Reference Request’ format (see Appendix A) the information
provided should also be requested in writing and a copy sent to the Academy to be filed in the
appropriate candidate file.

Providing References

3.2.1 References may only be provided on behalf of the Academy and using headed paper by
the Chair of Governors, Headteacher and Deputy Headteacher.

3.2.2 References should only be provided once the manager has taken reasonable steps to
ensure the request is coming from a bona fide potential employer. If necessary, this should be
done by telephoning the person making the request to verify the authenticity of the request.

3.2.3 All references must be honest and accurate. Reasonable care must be taken to ensure
that opinions expressed (i.e. in terms of skills, qualifications, personal qualities, conduct and
attitude) are based on accurate facts and have evidence to support this. It is considered good
practice for the manager to allow the employee to see the reference prior to sending it, so that
any errors of fact may be corrected in the spirit of openness and honesty.

3.2.4 Employers have a duty of care not to give misleading information, either by providing
selective details or by the inclusion of facts or personal opinions, which may create a false or
misleading impression to a prospective employer.

3.2.5 The Academy Trust make it clear whilst the information provided in any reference is, to the
best of their knowledge, completely accurate, the Trust cannot accept any liability for decisions
based on it.

3.2.6 Whilst there is no legal obligation to provide a reference, as an Academy we need to
provide references that are not deemed negligently written as they could contain faise or
derogatory statements about an individual, which results in loss of their livelihood or affects their
ability to secure future work. Likewise, by providing information in terms of skills, qualities and
levels of competence that an individual does not possess could lead to claims for damages from

prospective employers.
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3.2.7 Any issues of concern highlighted within a reference should have previously been brought
to the individual's attention during their employment with the Academy.

3.2.8 In cases where an individual has been dismissed from employment with the Academy, the
details provided for the purpose of future references should be consistent with the information
detailed in the dismissal letter. No attempt should be made to provide a favourable or a vaguely-
worded reference in order to avoid a situation whereby they are disadvantaged in terms of
future employment. If you are in any doubt about the suitability of providing a reference whether
it is verbal or written, you should contact your HR advisor for further advice and support.

3.2.9 Managers should exercise caution when providing references over the telephone, as there
is a risk that inappropriate comments may inadvertently be made, or the content of the
discussion could subsequently be disputed or misinterpreted. If a telephone reference is
requested, managers are advised to make notes prior to providing the verbal reference, and use
these as an aide memoir, and make notes of any additional conversation.

3.2.10 If the Academy has been approached to provide a reference of an employee who has
since left the Academy, the employee’s line manager at the time the person left the Academy
will be asked to complete the reference. If no manager can provide a reference, the next senior
leader will be asked to give the reference.

3.2.11 Character References
In some circumstances if the Academy is unable to obtain a suitable reference from a previous
employer a character reference may be sought.

If an applicant has not been in employment for a considerable amount of time but has had
previous employment, then the Academy will seek one reference from their last known
employer and a personal reference from a person of standing within their community. Where it
is genuinely not possible to obtain references from any of the sources outlined above, they must
provide contact details of two personal acquaintances who would be willing to give a reference.
Personal acquaintances must not be related to the applicant or have any financial arrangement
with them.

Personal character references are personal opinions of a person’s character and must not be
written on behalf of the Academy. Should employees wish to provide a personal reference in
support of a colleague then the referee should state that they are not the line manager for the
individual. The reference should be honest, accurate and fair and the information provided must
be able to be evidenced. It should not be on Academy headed paper and must state that it is
not provided on behalf of the Academy.

3.2.12 Academic References

If providing a reference to undertake higher education the referee should know the applicant
well enough, in an official capacity, to write about them and their suitability for higher education.
If an applicant is at school or college, or has recently left, a reference will be sought from their
teacher or tutor.

3.2.13 Volunteers if they have not been in employment for a number of years will be required to
name two referees (not relatives) to provide a character reference.

ROLES & RESPONSIBILITIES

4.1 A prospective employee is given a conditional offer of employment pending the receipt of
references from their former employers satisfactory to the Academy and other pre-employment
checks. This offer may be withdrawn in the event that this condition is not met, therefore, the
manager must not allow this person to commence employment until the contents of the
reference or other pre-employment checks are known to be satisfactory.
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4.2 If there are concerns with the content of the reference, the manager should seek guidance
from your HR provider and consider the potential retraction of offer of employment. They
should also ensure that the outcome is communicated to the candidate that their offer has been
withdrawn due to unsuccessful pre-employment checks.

4.3 If an offer of employment has been withdrawn due to unsatisfactory pre-employment
checks, a job applicant may request a Subject Access Request (SAR) under the Data
Protection Act 1998 for the disclosure of further information relating to this withdrawal,
particularly in respect of references provided by a third party or organisation in respect of
themselves. When considering whether it is reasonable in all circumstances to comply with such
a request, the Academy will need to take account of factors such as:

e Any express assurance of confidentiality given to the referee

¢ Any relevant reasons the referee gives for withholding consent. The potential or actual
effect of the reference on the individual

e The fact that a reference must be truthful and accurate and that without access to it the
individual is not in a position to challenge its accuracy

e The fact that good employment practice suggests that an employee should have already
been advised of any weaknesses

e Any potential risk to the referee

Whether it is possible to protect the identity of the referee.

Any decision to release references will need to be taken in conjunction with the advice from the
Information Governance Lead for the Academy to ensure compliance against our obligations as
an Employer under the Data Protection Act.

4.4 The School Business Manager is responsible for processing reference requests on behalf of
the headteacher as part of the recruitment procedure and ensuring these references are then
stored in accordance with Data Protection Act guidelines on either the successful candidate’s
personal file or job pack and stored for a minimum of 6 months in the case of unsuccessful
candidates.

4.5. The School Business Manager will ensure that all new recruits are appropriately vetted
prior to their appointment to the Academy.

4.6 Your HR provider is able to offer advice and guidance to line managers in connection with
the suitability of references for either potential recruits or former employees.

4.7 All staff within St Cyprian’s Greek Orthodox Primary Academy are responsible for adhering
to this policy at all times.

5. TRAINING

5.1 Although there is no specific training provided in relation to this policy, line managers will be
required to ensure their respective staff are made aware of its contents and to cascade through
the usual dissemination routes.

6. EQUALITY IMPACT ASSESSMENT AND MENTAL CAPACITY
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6.1 St Cyprian’s Greek Orthodox Primary Academy is committed to treating people fairly and
equitably regardless of their age; disability; gender reassignment; marriage and civil
partnership; pregnancy and maternity; race; religion or belief; sex; or sexual orientation.

7. SUCCESS CRITERIA / MONITORING EFFECTIVENESS
7.1 Recruitment documents will be reviewed on a yearly basis to ensure compliance with the
policy requirements.

8. REVIEW

8.1 This policy may be reviewed at any time at the request of either staff side or management,
but will automatically be reviewed on a yearly basis or as required following any amendments to
national guidance.

REFERENCES AND LINKS TO OTHER DOCUMENTS

9.1 This policy is underpinned by the following:

* Pre-employment Checks — An Employer's Guide (CIPD, December 2013)
+ Data Protection Act 1998 (including Subject Access: Codes of Practise)

» General Data Protection Regulation May 2018

9.2 It should be read in conjunction with:
* Recruitment and Selection Policy

+ Single Central Record Policy

« GDPR Data Protection Policy
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Appendix A
FINAL REFERENCE ENQUIRY

Contact Officer

The contact officer requesting this reference is:

Name

Position

Address

Fax Number

Tel Number

Please address enquiries about this request to the above-named officer.

Recruitment Deadlines

We are currently recruiting to this post and it would be useful to have your reply as soon as
possible. Your assistance is much appreciated.

Confidentiality (Please delete as applicable)

| note that this reference may be made available to an employee under your policy of open
access to personal files.

OR This reference is provided only on the basis that it is treated in confidence.

Subject of Reference

Name

Dates with your organisation

Capacity in which employed/
job title

Salary/wage rate

How long have you know the
above person?

In what capacity have you
known this person?

Post Applied For: Please see attached
Job Description & Person Specification

Error! Bookmark not defined.
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Applicant's Attendance Record

Number of days and number of occasions absent

in last full year or, if employed for less than one year
during the period of employment

(excluding maternity- related absence):

How does this compare to other years?

Parental Leave Record

Please enclose a copy of the applicant's parental leave history, including details of their
remaining entitlement.

Applicant's Disciplinary Record

Does the applicant currently have any formal warnings
recorded against them under your performance, disciplinary, YES NO
sickness or other management Policy?

If YES, please state reasons and relative dates:

Is any management action pending or is the applicant

currently the subject of a management investigation? TES NG

If the applicant has left your employment was any
management action pending or was the applicant the subject
of a management investigation at the time he/she left your
employment?

YES NO

If YES, please give details:

Has the applicant ever been subject to any sort of investigation

that focussed on child protection issues? YES [NO

If yes, was any action taken as a result of the investigation?
If YES, please give details on a separate sheet. YES | NO
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Are you aware of any convictions (including spent convictions), cautions, warnings and
reprimands recorded against him/her? If so, please specify:

This post is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974. Itis
therefore not contrary to the Act for you to reveal such information.

Please give a short summary of the applicant's attitude to work and quality of performance
whilst in your employment, highlighting any particular strengths or weaknesses. If the post
applied for involves working with children or vulnerable adults, please comment specifically on
the individual’s motivation as well as their ability to relate to and work with children. You should
also comment on their understanding of their own duty of care and duty to maintain professional
boundaries.

If the applicant is no longer in your employment

Reason for leaving:

Following your usual recruitment and selection procedures,

would you consider employing this person again? YES NO
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General Suitability

Do you have any further information or comments which you wish to offer about the applicant's
suitability for this particular post?

Signature

Name

Position

Date
Tel. Number Ext;

Name & Address
of Organisation

Thank you for your co-operation in completing this request. Please note that while our general
policy is to allow open access to personal files, confidentiality will be respected if you indicate
above that you are giving this reference in confidence.
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