Recruiting a Personal Assistant


References
It is always wise to take up references on a prospective employee but make sure that you have the applicant's authority before you contact the referees he/she has nominated. Use a standardised reference request form to ensure that the reference is in writing and the person providing the reference covers all the information you require, it would be helpful if you include a job description with the request. 
Do not ask for personal information or for personal assumptions about the applicant. Remember too that completing a reference takes time and proper consideration, so only seek such references if you believe they are necessary and appropriate. A simple form confirming dates of employment, capacity and particular skills may be satisfactory. 

Job offers are sometimes made 'subject to satisfactory references being received', but this is not advisable. The referee may simply fail to provide any kind of reference. There is no legal requirement for a former employer to provide a reference. Or a referee may wrongly indicate the applicant is unsuitable, in which case if the offer is withdrawn on those grounds, the organisation could face legal action by the applicant.
Completed references should be kept in the applicants personnel file. Detailed guidance on confidentiality when giving and receiving references can be found on the website of the Information Commissioner's Office www.ico.gov.uk. 

The Code has guidance on what to do when a worker asks to see his or her own reference. This includes guidelines on what information it is reasonable to withhold if the reference enables a third party (e.g. the author of the reference) to be identified.

Sample Reference Request Letter

ADDRESS

DATE
Dear Sir/Madam

Applicant: [name] 
The above named has applied to us for the post of Personal Assistant and has given your name as a referee.

We should be most grateful if you would complete the attached form and return it to us in the envelope provided, within the next week.

Yours faithfully  
Sample Reference Request Form
	Name of Employer:


	Name of Applicant:


1. How long have you known the applicant?
________________________

2. In what capacity?   __________________________________________

(ie: Employer, Manager, Business/Professionally, Socially etc)(name of company etc )

3. Are you related to the applicant?  YES/NO* (*delete as appropriate)
      If “yes”, please state relationship:  ______________________________

4. If the applicant is presently in your employment or was previously, please indicate below the following information:

· Job Title:   _________________________________________

· Period of Employment    From:___________ To: ____________


· Reason for leaving: ___________________________________     


· Salary at leaving:  £_________________________


· Nature of Work carried out: _____________________________

      ____________________________________________________

5. On average, over the last 2 years (or whilst in your employment), please state the applicant’s annual absence on sick leave:

	0-5 

days
	
	6-10 days
	
	11-15 days
	
	Over 15 days
	


Please add any comments you feel may be relevant:
6. The work-based attributes of the applicant can be described as follows:                                                                                                  
	Communication Skills
	

	Team work skills


	

	Evaluation and Improvement Skills
	


	      The work attributes of the applicant can be assessed as follows:

      (Please tick as appropriate)

	
	    Excellent
	Good
	Acceptable
	Unacceptable

	Communication Skills
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	Timekeeping
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	Evaluation & Improvement skills
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	


7. Were there any issues relating to the applicant’s personal/professional honesty and integrity whilst in your employment.  YES/NO* (*delete as appropriate)
If yes, please provide further details


	


Signature: ___________________________    Date: ___________

Print Name: ____________________________________________

N.B.  If you are providing an employment reference, please attach either your business card, a company compliments slip or an official company stamp to this form.  Thank you.
LCiL Registered Scottish Charity Number: SC017954 Company Number: SC129392
                Page 1 of 4

