












Date ….
Dear 

….  has given your name as a referee for the role of ……  at …. . I would be grateful if you would comment on his/her suitability for this role in the light of your knowledge of him/her as a person and your experience of working with him/her. To assist I am enclosing a two-page response form and a copy of the role description and person specification regarding the role. 

All of the information you give will be kept in a secure place and only shared with the designated person for safeguarding children/adults at risk, and those responsible for recruitment.

You will see that the role involves working with children/adults who may be vulnerable. I am sure that you will understand therefore that it is important that you respond as fully as you are able to, and be completely open and honest.

Please return the completed response form to me at …. in the stamped addressed envelope provided.

If you have any questions or concerns about completing this reference please do not hesitate to ring me on the number below. As stated at the bottom of the response form I will ring you in any event on receipt of the reference.  
Yours sincerely/faithfully
Name and role

Tel:  

Email: 


