Link to Obtaining Reference Policy here 

References Sign-Off Form

This form must be completed for all posts and placed on the individual’s file
In summary the following criteria must be met
· A minimum of two references covering the previous five years must be supplied for all regulated activity posts. For these purposes a ‘regulated activity post’ is any post which is required to have the minimum of an enhanced disclosure check.

· A minimum of two references covering the previous two years for any non-regulated activity posts

· Two references for Retail posts.
Please refer to the policy for full details of the required level of referencing.
Post:






Ref:
Name of Applicant:

Recruitment Panel:

Date of Interview:
   /     /


Date 2 or 5 years ago:     /       / 
List of References Taken Up:
	Name of Referee/Organisation
	Date Received
	Reference Accepted?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Continue on separate sheet if necessary
Comments - use this section to evidence any issues/problems with obtaining the necessary level of referencing and action taken 
I confirm that I have checked the above listed references in accordance with the Reference Policy and I am satisfied we have the required level of referencing for the above post; or where this has not been possible, the reasons why and the appropriate steps taken are detailed above. 
Signed:_____________________________________(Recruiting Manager)
 Date:____________
PLEASE RETURN THE COMPLETED FORM TO THE RECRUITMENT CENTRE/ LOCAL PEOPLE TEAM
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