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1. Introduction

bferences for current or former
0 provide references on request

There is no legal obligation for t
employees. However, it is the C
unless there is a good reason n(

In providing a reference, the Co
requesting the reference and the
reference.

care to the employer who is
who is the subject of the

The Company will ensure that a
true, fair, accurate and not misl

a current or past employee is

2. Receiving a reference req

It is the Company’s policy that r
only by <<state job title e.g. the
reference requests should be p
the HR Manager>>.

current employee may be given
OR the HR Manager>>. Any
employee’s line manager OR

3. Content of the reference

All references will be provided i bs should not be provided.

EITHER [The Company will onl
employee’s job title and dates o

reference confirming the

OR

[References shall contain factug
about an employee's performan

t subjective views or opinions
be backed up by fact.

Information to be provided in th

¢ the dates on which the e
ended;

e the employee’s job title;

e a short description of the

o factual information abouf

ith the Company began and

and responsibilities;
bility;
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o factual information such
requested; and
e the reason for terminatio

and attendance record, if

4. Dealing with further enqui e employer

If the prospective employer askd
<<state e.g. the employee’s line
do not go beyond the content of
possible, any such enquiry sho
confusion.

ation given in the reference, the
nager>> will ensure that they
mation provided. Where

to avoid any subsequent

5. Dealing with other types o

Reference requests from banks
verify an employee’s salary in s
forwarded to <<state e.g. the HR
employee to get approval (if it hi
given.

er financial organisations, to
ban application, must be

> who will contact the

ded) before a response is

6. Data Protection and Config
All references must be kept con

The Company will process e
accordance with its Data Proted
requests are genuine and that t
provided.

t of the reference request in
y will ensure that any reference
byee wishes the reference to be

This policy has been approve

Name: <<Inse
Position: <<Inse Yesources Manager>>
Date: <<Date¢

Signature:
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