


Families in Telford References for Employees Policy

Approval of References
All references must be approved by two members of the Executive Committee before issue They can be prepared by Project Managers and issued by them after such approval 
References for Potential Employers
Responses to requests for references for potential employers of employees or former employees shall be limited to a short statement about their employment with FIT. For example:
<INSERT NAME>’s contract began on the <INSERT START DATE> and ended on <ISERT END DATE>. The contract ended due to <INSERT REASON> and the final salary was <INSERT SALARY>. This is all the information that Families in Telford provide with regards to references for former employees.

If an employee asks if we will provide a reference it must be made clear to them the above limitations.
References for Employees
On occasion FIT is required to provide references for current employees seeking enrolment on a training course or similar activity. Such references can include more detailed information about their performance, application, aptitude and attitude of the employee. It should be made clear that such a reference is provided for a specific purpose and not for wider use. Employees should be required to sign confirmation that they will not use it for anything other than the specified purpose.
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