[bookmark: _GoBack]Guidance on Receiving References

The purpose of seeking references is to obtain objective and factual information to check a candidate’s employment history, experience and their suitability for the post in question.  Only when satisfactory references are received should an offer of appointment be made. 

They should always be sought and obtained directly from the referee.  Dundee City Council do not accept references or testimonials provided by the candidate or open references and testimonials, i.e. 'To Whom It May Concern.'  There have been instances of candidates forging references, also open references/testimonials might be the result of a compromise agreement and are unlikely to include any adverse comments.

Reference request sent by email should be sent to a business email address rather than general email address such as Hotmail, Yahoo or Google Mail. 

Examples of suitable email addresses:-

john.smith@dundeecity.gov.uk 
j.smith@dundeeandangus.ac.uk


Examples of unsuitable email addresses:-

john.smith@hotmail.com
j.smith@yahoo.co.uk

If a business email address is not available a paper copy of a reference must be sent to the business address for completion.  

Dundee City Council request that an applicant has two referees and one of the referees must be the present or most recent employers.  References should be provided by the candidates current or previous line manager or service manager.  References will not be accepted from the candidates colleagues or friends or family members. 

Additional references may be sought if, for example:

· there have been difficulties with a former manager;
· the candidates gives an unusual or inconsistent reason for leaving a job;
· they have no recent work record;
· an earlier job is particularly relevant to the current application;
· one referee is unavailable or refuses to provide a reference.

References will only be sought following the interview process for the preferred candidates by the Corporate Business Support Team.  Information sought through references should be relevant to the job i.e. extent of abilities, aptitudes and experience.  

On receipt the references will be sent to the recruitment panel and should be compared with the application form to ensure that the information provided about the candidate and their previous employment by the referee is consistent with the information provided by the applicant on the form.  Any concerns should be resolved satisfactorily before the person’s appointment is confirmed. 

A copy of Dundee City Council form can be found in Appendix (?).  A copy of the job description and person specification for the post for which the person is applying should be included with all reference requests.  

The reference form will seek information-

· about the referee's relationship with the candidate and ensure that the referee is from an appropriately senior member of the relevant organisation and not a former peer of the candidate ;
· whether the referee is satisfied that the candidate has the ability and is suitable to undertake the job in question, and for specific comments about how they have demonstrated in that they meet the person specification;
· whether the referee is completely satisfied that the candidate is suitable for the post and if not, for specific details of the referee's concerns and the reasons why the referee believes the person might be unsuitable;
· for confirmation of details of the candidate's current post and recent sick record;
· specific verifiable and relevant comments about the candidates performance and conduct;
· details of any disciplinary procedures the candidate has been subject to in which the disciplinary sanctions is current;

Any information about past disciplinary action or allegations should be considered in the circumstances of the individual case.  Cases in which an issue was satisfactorily resolved some time ago or an allegation was determined to be unfounded or did not require formal disciplinary sanctions, and in which no further issues have been raised, are less likely to cause concern than more serious or recent concerns, or issues that were not resolved satisfactorily.  A history of repeated concerns or allegations over time may be more likely to give cause for concern.  Any queries should be taken up with your HR Team.

Any request should contain a reminder to the referee that they have a responsibility to ensure that the reference is accurate, dependable and does not contain any material misstatement or omission.  It should also remind the referee that the relevant factual content may be discussed with the candidate.

If it is felt that the applicant’s reference is unsatisfactory the chair of the recruitment panel must inform the candidate that their application will not be progressed to the next stage.  Before this is done, the chair of the panel should contact the HR Team to discuss the reference.  

If you receive an unsatisfactory reference for a person and you still wish to appoint, please contact the HRTeam before proceeding with the appointment


Guidance on Providing References

Managers may be asked to provide a reference for an employee or an ex-employee who is applying for a vacancy either within or outwith Dundee City Council. 

The referee should ensure that:-

· The facts provided in the reference are accurate.  If unsure about any information, including dates of employment, please contact your HR Team.  
· The reference should only answer the information requested. 
· The reference should be honest, based on fact and fall within the referee’s professional judgement.
· Statements should be direct and simple, avoiding the use of ambiguous language
· Any sensitive data should be excluded i.e – information which related to an individual’s physical or mental health, ethnic or racial origin, religious beliefs, sexual life or trade union membership. 

Advice has been received from Legal in relation to Reference Requests for employees who have left pending Investigation or a Disciplinary Hearing or where work related issues are identified after a person leaves Dundee City Council. 

Reference request for someone who has left pending Investigation or Disciplinary Hearing.

Legal have advised that managers would state on a reference request that the person resigned pending Investigation/Disciplinary Hearing prior to the allegations being tested through Dundee City Councils Disciplinary Procedures.  The allegations which appear on the Investigation/Disciplinary invite letter should be detailed in the response.  

If the reference asks “would you re-employ” you should clearly state that the employee chose to leave before having an opportunity to answer the allegations, therefore we cannot answer this question.  

Reference request for someone who was on an Informal Work Performance.  

Legal have advised that we should err on the side of caution only stating that they were undertaking an Informal Work Performance.

If the reference asks “would you re-employ” you should clearly state that the employee was undertaking an Informal Work Performance and if successful, then we would re-employ the employee.  

Reference request for someone who has been dismissed.  

Legal have advised that managers would state that the person has been dismissed following a Disciplinary Hearing and detail only the allegations which were substantiated at the hearing. 

If the reference asks a manager to comment on specific areas which are related to the allegations then the manager should state “please see the reason for dismissal”.
   
Reference request for someone where work related issues are identified after the person has left the Department.  

Legal have advised that as the person has not had an opportunity to answer any of the allegations then it would be safer not to comment on these identified issues in a reference.  However, if it is felt that the reference cannot be given without any mention of what has been discovered since the person has left, then a reference should be drafted with caution and advice should be sought from legal prior to the reference being sent.

Character Based Reference 

Employees who are asked to provide a reference for a peer or colleague for whom they do not have management responsibility should make it clear that they are providing the reference is a personal capacity.  The reference should not be completed on Dundee City Council headed paper and no reference to Dundee City Council should be made in the character reference.  

