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1. About this Policy 

This policy outlines expectations on line managers when presented with a reference 
request. The purpose of employment references is to provide a potential employer with 
enough information (along with the selection process) to determine an individual’s 
suitability for a particular post.  As a result, line managers can expect to be asked to act 
as a referee for employees from time-to-time.   

2. Legal issues 

Managers should be aware that there are various legal issues involved with the writing 
of references: for example, whilst the Data Protection Act 1998, stipulates that 
employees (or ex-employees) are not entitled to view references written on their behalf, 
those who give them still owe a legal duty of care in writing them.  In practice, this 
means that the referee must only provide content which is true to the best of their 
knowledge and belief.  If this does not happen, the employee or ex-employee may bring 
a tribunal claim against both the company and the referee.  This may be for negligence, 
or even for alleged discrimination, such as on the grounds of sex and race. 

3. Writing references 

3.1 All referees should have recent and first-hand knowledge of an applicant, in order to be 
able to provide accurate information on their performance.   

3.2 Take all reasonable steps to keep the content of the reference factual.  In other words, 
only provide information that can be independently verified, e.g. through appraisals or 
attendance records.  For this reason, subjective opinion should be avoided.  

3.3 If referees are asked to comment on the honesty or integrity of the reference subject, 
they should state that they have no reason to doubt either.  The exception will be if 
disciplinary action has been taken against the employee for this, or a similar matter.  If 
this situation arises, the referee should make the employee aware that they have been 
asked to comment and would have no choice but to provide details of the outcome of 
any disciplinary process.  It will then be the employee’s decision as to whether they still 
wish to obtain the reference. 
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4. Refusal to give a reference 

4.1 Managers should also be aware that with few exceptions, e.g. the financial services 
industry, there is no legal obligation to provide a reference 

4.2 It should be noted that any refusal to give one must not be discriminatory 

5. Personal references 

5.1 If a request is made to provide a personal reference for an employee (or ex-employee), 
it may be done providing that company headed paper is not used. 

5.2 It must also be clearly stated that the reference is being given in a personal capacity.  

6. Monitoring and Review 

This policy was last updated on 5th August 2021 and will be reviewed and republished 
no longer than two years after this date. 

 


