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REFERENCES

	What you should or shouldn’t include in a reference


	Examples

	Name of person


	Joe Bloggs.

	Date as a volunteer for this organisation

	Jan 2000 to October 2002.

	Known in what capacity
	I am the chief Executive of this organisation and Joe's Line Manager.

You may also add a qualified comment to the above statement: 

However I have only known Joe for 6 months when I joined the organisation.

	Qualities

· Don’t exaggerate

· Be as factual as possible

Note: you have a duty of care both to the volunteer and to those requesting the reference


	He is always on time, friendly and considerate.

I have always found him to be reliable and honest.

	Ability to do the job in question

· If you are asked this question you should not answer unless you have first hand knowledge of the persons relevant skills.


	You have asked if Joe is suitable for the job of Football Referee.  Unfortunately I do not have any knowledge of the skills he may have in this area.

	General statements

· Just make sure you mean them
	It has been a pleasure to work alongside Joe and I look forward to him continuing to work with us as a volunteer on Thursday evenings.


Example (on your headed note paper)

Joe Bloggs

Joe has been a minibus driver on Thursday evenings for our Club for the last two years.  He has only missed Club nights when on his annual holiday or for other important engagements and always gives us plenty of notice so that we can rearrange the rota.

I have known Joe in my capacity as Chief Executive and his Line Manager for six months and I have always found him to be reliable, honest and willing to help others in the team.

Our members appreciate that he is always on time when picking them up, and he is always friendly and considerate.  He has also taken on the responsibility of planning the minibus routes to improve the flow of pick-ups which has been a great help.

I wish him well in any future endeavour, and hope he will continue volunteering. 
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