YOUR COMPANY NAME & LOGO

YOUR ADDRESS DETAILS

Telephone: YOUR NUMBER.  Fax: YOUR NUMBER
Email:                             

Reference Request

The person named below has recently applied for a Cleaning Position with YOUR COMPANY NAME.  They have listed you as a previous employer who may be able to provide a reference for them.  All the information provided will be treated in the strictest confidence.  Please could you take just a few minutes to complete the following and fax back to the telephone number listed below:

Applicants Name:




Date of Birth & NI No:




Position Held in Company:




Period of Employment:


From:                                        To:

Reason for leaving:




Would you re-employ:


YES  /  NO

If No, please comment:




Please indicate your assessment by ticking the appropriate box:

1 = excellent, 2 = good, 3 = average, 4 = poor


1
2
3
4

Attitude to work





Quality of work





Honesty and Integrity





Attendance Record





Flexibility





Relationship with clients and colleagues





Employment History

Type of Duties preformed or additional comments:



Name of Company:


Name:


Position:


Signature:


Date:


Thank you for taking the time and trouble to assist us

PLEASE FAX BACK TO: YOUR COMPANY NAME
YOUR FAX NUMBER

