
 EMPLOYEE REFERENCE  
   
 

 

SECTION 1 – EMPLOYEE DETAILS 
 

 
   

 
 

Please provide details in respect of  
 

  
   

 
 

Position held with your company 
 

 

 
 

 
   

 
 

Start Date 
 

  

 Leaving Date 
 

 
   

 
 

Reason for leaving 
 

 
 
 
 
 
 
 
 
 
 

 

   

 
 

Line Manager 
 

  

Position 
 

 
   

 
 

Briefly outline  
duties and 
responsibilities 
 

 

 
 
 
 
 
 

 

   

 
 

SECTION 2 – PERFORMANCE AND CONDUCT  
 

 
   

 
 

Please provide your view of this employee by ticking the appropriate box 
 

 
   

 
 

 
 

 

Poor 
 

 

 
 

 

Fair 
 

 

 
 

 

Good 
 

 

 
 

 

Excellent 
 

 
   

 
 

Attendance record 
 

       

 
   

 
 

Quality of work 
 

       

 
   

 
 

Quantity of work 
 

       

 
   

 
 

Management of staff 
 

       

 
   

 
 

Relationship with staff 
 

       

 
   

 
 

Team work 
 

       

 
   

 
 

Project management 
 

       

 
   

 
 

Discipline handling 
 

       

 
   

 
 

Performance handling 
 

       

 
   

 
 

Relationship with other Managers 
 

       

 
   

 
 

General attitude to work 
 

       

 
   

  

Please provide any other relevant information in relation to performance and conduct  
 

 

  
 
 
 
 
 
 
 
 
 

 

   



 
 

 

 
 

SECTION 3 – OTHER INFORMATION 
 

 
   

 
 

Were any disciplinary warnings issued during the previous 12 
months?  If yes provide details below 
 

   

   Yes  
  

   No  
 

   

  
 
 
 
 

 

   

 
 

If relevant what are the number of days 
Parental Leave taken per child? 
 

  

   

 
 
 

Number of days sickness absence during 
the final 2 years of employment? 

 
 

 
 

 
 

 

   

 
 
 

What was the gross salary on leaving? 
 

 

 
 

 

   

  

Would you re-employ?  If no would you state your reason 
below 
 

   

   Yes  
  

   No  
 

   

  
 
 
 
 
 

 

   

  

Please provide any other information that you consider may be helpful 
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

 
 

SECTION 4 – YOUR DETAILS 
 

 
   

 
 

Name 
 

 

 
 

 

Position 
 

 
 

 
   

 
 

Contact Telephone No 
 

  
   

 
 

In what capacity is the 
employee known to you? 
 

 

 

   

 
 

Signed 
 

 

 
 

 

Dated 
 

 

 
 

 
   

   
   

 Thank you for your time and cooperation in completing this form  
 


