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introduction
Introduction
This policy explains the Council’s policy on providing references for employees and is also designed to assist employees who receive a reference request for a former or current employee.

Providing the information requested
It is the established practice of Stroud District Council to provide references for current or ex-employees. References may only be given by Human Resources. All requests for a reference should be immediately passed to Human Resources. All reference information will be treated as confidential.

· Human Resources will complete all corporate employment and mortgage references and a copy will be kept on the employee’s personal file. Mortgage references will only be provided with appropriate authorisation from the employee. 

· Employment reference requests in the form of questionnaires will not be completed by the Council.

· The reference will explain that it is the Council’s policy to respond to requests for information in a standard format. The only factual information that will be provided is:

· Job Title
· Date of start
· Date of leaving

· A member of staff may give a personal reference in an individual capacity. It may refer to work done but it is not given on behalf of the Council and should not be written on SDC headed paper. The reference should not provide personal opinions about the individual’s performance or conduct. It is the responsibility of the author or the reference to ensure that the information provided is true, accurate, fair and not misleading.

· No references should be given by telephone.

· No sickness information should be given out.

Any further queries regarding requests for references should be referred to Human Resources.
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