Provision of Employment References
Background

The purpose of employment references is to obtain information about a candidate’s employment history, qualifications, experience and in some cases assessment of the candidate’s suitability for the post in question. They form an integral part of any recruitment process.  
As an employer we both request references for new employees and will be asked to provide reference information on existing and/or ex employees.  Whilst there is no detailed legislation in place to deal with the provision of references they are covered by the Data Protection Act 1998.
Reasons For Change
Historically, reference requests for current and/or ex employees have been provided locally and were not ‘vetted’ by HR prior to being sent.  This poses several issues for the Council in that as an employer:-
· It could be liable to an employee in negligence if the employee suffers loss as a result of the employer's failure to exercise reasonable care in the preparation of a reference. 

· It is under a duty of care to provide a reference which is in substance true accurate and fair. The reference must not give an unfair or misleading impression overall.
· It should only provide factual information and not be drawn to give information on subjective issues.
Changes
To reduce the risk of falling foul of Data Protection Legislation and potential Industiral Tribunal Claims good practice would indicate that as an employer we should use a standard reference template for all reference requests.  A sample reference is provided at please see appendix 1.
With immediate effect all reference requests should be forwarded to Human Resources for completion.   Reference requests received will be answered using the standard format.  Employment references must not be completed by line managers.

Personal References (Referees)

Personal References should not be completed on Council headed paper as they are not the view of the Council as a whole, but of the individual writing the reference.  Using headed paper to write a personal reference exposes the Council to the risks outlined above.
Questions and Queries
For further information on the use of references or for any questions in relation to this change in procedure please contact Philip Preen, HR Officer on ext 2017.
Human Resources

April 2006

