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1. Purpose and Scope  
1.1 This policy and procedure provides guidance on the provision of references and 
applies to all current and former employees of Talbot House Trust, agency workers, 
volunteers and student placements.  

1.2 This policy may be amended, withdrawn, suspended or departed from at the 
discretion of Talbot House Trust. While it does not form part of any employee's 
contract of employment, all employees are required to adhere to the policy and any 
failure to comply with any aspect of the policy may be treated as a disciplinary matter. 

 
1.3 Talbot House Trust’s Human Resources support or legal advisors may be 
contacted for clarification regarding any aspect of this policy and procedure. 
 
2. Principles 
2.1 Although there is no obligation for employers to provide references, Talbot House 
Trust aims to provide references on request, wherever possible.   

 
2.2 The purpose of references is to obtain information, in confidence, from a third 
party to provide a factual check on a candidate’s employment history, qualifications, 
experience etc. in relation to the post for which they have applied.   

 
2.3 The information sought usually includes length of employment, job title, brief 
details of responsibilities, reasons for leaving etc.  References may also be used to 
check factual evidence such as time keeping, sickness absence record, general 
performance and development. 
 
2.4 References should only include known facts and should not provide any 
subjective information as to the candidate’s suitability for the job.   

 
2.5 References must only be supplied for those staff employed by, or previously 
employed by, Talbot House Trust.  
 
3. Roles and Responsibilities 
3.1 As a matter of professional courtesy employees should inform their line manager 
and/or a senior manager or trustee if they are applying for a position which requires a 
reference from Talbot House Trust.  

 
3.2 All employment references on behalf of Talbot House Trust will be provided by 
the Chief Executive, Residential Manager or Chair of Trustees in line with this policy 
and procedure, with input and assistance from line managers and Human Resources 
as required.  Contact details for the Chief Executive, Residential Manager or Chair of 
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Trustees should therefore be supplied by an employee if utilising Talbot House Trust 
as a referee. Other managers or employees within Talbot House Trust receiving any 
employment reference requests must pass them onto the Chief Executive, 
Residential Manager or Chair of Trustees. 
 
4. Providing Employment References 
4.1 Talbot House Trust will provide employment references on the recipient 
organisation’s template, supplemented by a covering letter.  In the absence of a 
template a formal reference letter will be supplied.   
 
4.2 Talbot House Trust owes a duty to the recipient (e.g. prospective employer) and 
to the employee to take reasonable care in providing references.   
 
4.3 Care must be taken to provide information that is true, accurate, fair and non-
discriminatory.  The reference must not give a misleading impression. It is therefore 
essential that it is based on facts which can be backed up by evidence if challenged.   

 
4.4 It is the responsibility of the author to ensure that references are accurate and 
provided in accordance with this policy and procedure.  Where necessary, Human 
Resources should be contacted to verify any relevant detail. 
 
4.5 Should an inaccurate reference be provided the author must make every effort to 
correct the error by sending an accurate reference and/or a covering letter as soon 
as possible. 
 
5. Safeguarding 
5.1 Talbot House Trust is committed to ensuring the safety and welfare of all young 
people and employees.   
 
5.2 Where there may be a safeguarding issue or any concerns regarding an 
employee or former employee with regards to the individual working with young 
people, this will be disclosed to the recipient of the reference.  See Talbot House 
Trust’s Safer Recruitment Policy. 

 
6. Reference Disclaimers 
6.1 All references should be marked as, ‘Strictly Private and Confidential’ and if 
appropriate, ‘For the attention of the addressee only’.   

 
6.2 In the body of the reference letter or in the covering letter (supplementing a 
completed reference template) the following must be included: 

'This reference is given to the addressee in confidence and only for the 
purposes for which it was requested. It is given in good faith, and on the basis 
of the information available to the employer at the time it is given, but neither 
the writer nor Talbot House Trust accepts any responsibility or liability for any 
loss or damage caused to the addressee or any third party as a result of any 
reliance being placed on it.' 
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6.3 References that are given in confidence cannot automatically be shown to the 
subject without the consent of the author.  To maintain confidentiality, all references 
should include: 

‘Please note that permission has not been given for this reference to be shown 
to anyone other than the intended recipient.’   

 
7. Discipline and References 
7.1 Where factual information is to be provided that concerns a shortfall in the ability 
of the employee or former employee, this must only be included if the shortcomings 
have previously been brought to the individual’s attention e.g. performance, 
timekeeping.  Where there are issues that the employee has not been made aware 
of, these should not be included in the reference.   

 
7.2 Where a reference is requested for an employee who has been subject to 
disciplinary proceedings or dismissed, the author of the reference should seek input 
from Human Resources about what information should be provided in the reference.  
 
7.3 A member of the senior management team (SMT) or Chair of Trustees will make 
a decision based on the circumstances of each individual case and it may be 
appropriate not to provide a reference in certain circumstances.   
 
8. Settlement Agreements and References  
8.1 References are often included as part of the negotiated terms of a Settlement 
Agreement.  If a reference request is received for an employee who left under a 
Settlement Agreement it is possible that a reference has been arranged as part of the 
agreement.  Only this pre-agreed reference should be supplied, any references 
supplied must not deviate from these sets of words. 

 
8.2 Human Resources or a member of Senior Management Team will liaise with 
Talbot House Trust’s appointed legal advisors to prepare a response to reference 
requests of this nature.  
 
9. Sickness Absence and References 
9.1 Information on an employee's physical or mental health should not be given out 
without their positive consent. As sensitive personal data under the Data Protection 
Act 1998 (DPA), such information cannot be disclosed without the subject's explicit 
consent (an email acknowledgement is adequate). The fact that the individual is 
seeking a reference is not sufficient grounds for the disclosure of sensitive data. If no 
consent is forthcoming then consideration must be given to whether the question can 
be responded to. 
 
9.2 Where Talbot House Trust is asked to provide the number of days an individual 
was absent, this is non-sensitive, factual information and can normally be provided 
although care should be taken to avoid such figures being misinterpreted.  The 
author of the reference must ensure that the response is accurate, factual and 
creates an overall fair impression.  While supplying a figure may be factual and 
correct, it may not always create a fair impression (particularly if related to a 
disability). In such cases, where further context cannot be given without the subject's 
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consent to disclose sensitive information and that consent has not been given, 
consideration must be given to whether the question can be responded to. 
 
10. Personal/Character References  
10.1 Personal/character references are the personal opinions of an individual’s 
character.  Under no circumstances should official Talbot House Trust’s headed 
paper be used for the purpose of providing a personal reference and any such 
reference must not refer to the person's professional performance or their 
relationship with Talbot House Trust. 
 
10.2 Any individual wishing to provide a personal reference in support of a colleague 
is personally responsible for anything said in that reference. Such references must 
state that they are personal references and do not represent the views of Talbot 
House Trust.  
 
11. Telephone or Verbal References  
11.1 Telephone or verbal references will not be provided by Talbot House Trust to 
minimise the risk of misinterpretation in the giving and receiving of references.  
However, Talbot House Trust supports the verification of references through making 
telephone contact with referees.   
 
11.2 Any organisation requesting an employment reference would therefore be 
encouraged to make telephone contact with a member of Senior Management 
Team/trustee in this respect. 
 
12. Other Reference Requests 
12.1 Reference requests from banks, building societies or other potential lenders 
should be directed to Human Resources.  
 
13. Refusing To Provide a Reference 
13.1 It is the practice of Talbot House Trust to supply references wherever possible 
and therefore references should only be refused with good reason. The Residential 
Manager will liaise with the Chief Executive if they wish to refuse a reference 
however, only the Chief Executive or Chair of Trustees are authorised to make this 
decision. 

13.2 Where a refusal is being communicated to a potential employer, care should be 
taken to ensure the refusal is carefully worded to avoid the implication that any 
reference supplied would be negative. Care must be taken to ensure that any refusal 
to provide a reference is not discriminatory. 
 
14. Confidentiality and Disclosure of References 
14.1 Where a confidential reference has been provided, Talbot House Trust will not  
be obliged to provide a copy of the reference to the subject of the reference as a  
result of a specific exemption in the DPA. However, once the reference is received by 
the recipient prospective employer, it is liable to disclosure by them as confidential 
references received from another person/organisation are not automatically 
exempted from the right of access provided by the DPA. 
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14.2 An individual has a right of access to information which is about them under the 
DPA, but may not necessarily have access to information about other people,  
including their opinion, provided in confidence.   
 
14.3 Requests for disclosure of references should be directed to Human Resources 
and a decision will be made as to whether it is reasonable in the circumstances to  
comply with the request. 
 
15. Record Keeping of References  
15.1 Copies of references provided for or on behalf of Talbot House Trust should be 
forwarded to Human Resources and will be retained on individual staff files for a 
period of 6 years following the termination of employment, before being confidentially 
disposed of.   
 
15.2 If a candidate is un-successful following interview, all paperwork for each 
candidate, including references, will be confidentially disposed of after a period of 6 
months. 
 
15.3 This is in line with Talbot House Trust Records Retention Policy. 
 
16. Breach of Procedure 
16.1 Breach of this procedure will be regarded as providing an unauthorised 
reference on behalf of Talbot House Trust and will be deemed as misconduct.  In 
such cases individuals may be subject to the disciplinary procedure. 

 
17. References for Prospective Talbot House Trust Employees 
17.1 Talbot House Trust’s policy regarding the taking up of references for prospective 
employees is contained within the Safer Recruitment Policy. 


