[INSERT CLUB NAME]
Reference Request

As a Club we are committed to the safeguarding of children and young people. For that reason our committee must be sure everyone working in the club regardless of whether they are in a paid role or a volunteer role is suitable to take on these responsibilities. In our club we have coaches, Welfare Officer and parents helpers.  

We ask for your assistance with this.  The applicant has named you as a referee and we are contacting you to complete the reference form overleaf, or if you prefer put the same information into a letter if that is more convenient for you. 

In accordance with the Data Protection Act, in the event an applicant makes a subject access request and they ask for copies of personnel data held on them we will provide them with copies of any references provided.

All references will remain confidential. Only those members of the committee involved in the recruitment process and the club’s Welfare Officer will review these.

Thank you.

Reference

	Name of applicant
	

	Position nominated for
	

	Name of Referee
	



The applicant listed above has given your name as a referee. Please could you provide information about why you think they are suitable for the role listed above. In commenting on the applicant, please consider this appointment may involve working with children and young people.

You can either complete the following form, or put the same information into a letter if that is more convenient for you. 

	1. [bookmark: _Hlk88571848]
	How long have you known the applicant?



	2. 
	In what capacity do you know the applicant or how do you know the applicant?



	3. 
	Do you know of any reason why this applicant is not suitable for this role? For example: 
· are they barred/disqualified from working with young people?
· have there been low level concerns raised about the applicant relating to safety and welfare of young people? or
· have there been any other disciplinary issues?

Yes		No

If you have answered yes, we will contact you in confidence. Please do not give us any further details in this form. Instead please let us know a telephone number so we can discuss this further.

Tel No:


	We have set out below the qualities we think our club volunteers and workers need.  Please score the applicant on the following:  

	
	
	Poor
	Average
	Good

	4. 
	Self-motivation
	
	
	

	5. 
	Commitment & taking responsibility
	
	
	

	6. 
	Maturity & conscientiousness
	
	
	

	7. 
	Confidence & courage
	
	
	

	8. 
	Reliable
	
	
	

	9. 
	Team player
	
	
	

	10. 
	Motivating others
	
	
	

	11. 
	What attributes and qualities do you consider the applicant has that would make them particularly suitable for the position, if appropriate also describe the applicants’ character and personality??






	12. 
	Please share any other information you think is relevant.








	1. I declare that the information I have given is true and correct.

2. I am aware that in accordance with the Data Protection Act, in the event of a subject access request for access to/for copies of personnel data held by the club, the club will provide the applicant with copies of references provided.

3. I am aware that only those in the committee responsible for recruitment decisions and the club’s Welfare Officer will review the information given above.


Signed:  						  Date:  				

We will accept a typed signature

PLEASE RETURN THIS FORM TO:   [INSERT CONTACT EMAIL ADDRESS]
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