Parish Logo

Private and Confidential

[Referee name and address]


Sent via email: [Referee email]

Date


Dear [Referee name]

Ref: [Post title]

Candidate Name: [Name of candidate]

[Candidate name] has applied for the above position at The Parish  of XXXXXX, and has given your name as a referee.

I enclose a copy of the Job Description and Person Specification

I would be grateful if you will give me your opinion using the attached reference request form as to her suitability for the post. 

Any information you provide will be treated in the strictest confidence, however, [Candidate name] may request to see a copy.  In this circumstance we will contact you to let you know that the reference will be shared. 

Interviews have already taken place so if you were able to provide a reference as soon as possible it would be much appreciated.

Or 

The interviews are due to be held on [date] and so if you are able to provide a reference before this date then it would be much appreciated.

Thank you for your assistance in this matter and please do not hesitate to contact me.

Yours sincerely




XXXXXXXXXXXX
XXXXXXXXXXXX
xxxxxxxxx@xxxxxxxxxxxxx




