[bookmark: _Toc131515434]Appendix 2: The board member reference template
Board Member Reference

	STANDARD REQUEST: To be used only AFTER a conditional offer of appointment has been made.  




	
[Date] 

Human resources officer/name of referee

External/NHS organisation receiving request 

	


Recruitment officer 

HR department initiating request 




Dear [HR officer’s/referee’s name]

Re: [applicant’s name] - [ref. number] – [Board Member position] 

The above-named person has been offered the board member position of [post title] at the [name of the NHS organisation initiating request]. This is a high-profile and public facing role which carries a high level of responsibility. The purpose of NHS boards is to govern effectively, and in so doing build patient, staff, public and stakeholder confidence that the public’s health and the provision of healthcare are in safe hands.

Taking this into account, I would be grateful if you could complete the attached confirmation of employment request as comprehensively as possible and return it to me as soon as practically possible to ensure timely recruitment.  

Please note that under data protection laws and other access regimes, applicants may be entitled to information that is held on them.  

Thank you in advance for your assistance in this matter.

Yours sincerely

[Recruitment officer’s name] 

	Board Member Reference request for NHS Applicants: 
To be used only AFTER a conditional offer of appointment has been made. 
Information provided in this reference reflects the most up to date information available at the time the request was fulfilled. 

	1. Name of the applicant (1)

	

	2. National Insurance number or date of birth

	

	[bookmark: _Hlk115771649]3. Please confirm employment start and termination dates in each previous role 
A:(if you are completing this reference for pre-employment request for someone currently employed outside the NHS, you may not have this information, please state if this is the case and provide relevant dates of all roles within your organisation)
B: (As part of exit reference and all relevant information held in ESR under Employment History to be entered) 

	Job Title:
From: 
To:

Job Title
From:
To:

Job Title:
From:
To:

Job Title:
From:
To:

Job Title:
From:
To:
















	[bookmark: _Hlk115772958]4. Please confirm the applicant’s current/most recent job title and essential job functions (if possible, please attach the Job Description or Person Specification as Appendix A): 
(This is for Executive Director board positions only, for a Non-Executive Director, please just confirm current job title)

	


	5. Please confirm Applicant remuneration in current role (this question only applies to Executive Director board positions applied for)






	Starting:
	Current:

	[bookmark: _Hlk134173650]6. Please confirm all Learning and Development undertaken during employment: 
(this question only applies to Executive Director board positions applied for)

	

	7. How many days absence (other than annual leave) has the applicant had over the last two years of their employment, and in how many episodes?
(only applicable if being requested after a conditional offer of employment)
	Days Absent:
	Absence Episodes:

	8. Confirmation of reason for leaving: 
            

	

	9. Please provide details of when you last completed a check with the Disclosure and Barring Service (DBS) 
(This question is for Executive Director appointments and non-Executive Director appointments where they are already a current member of an NHS Board)

	
Date DBS check was last completed.

Please indicate the level of DBS check undertaken (basic/standard/enhanced without barred list/or enhanced with barred list)

If an enhanced with barred list check was undertaken, please indicate which barred list this applies to
	Date 



Level 



Adults		□ 
Children	□
Both     	□

	10. Did the check return any information that required further investigation?
	Yes □
	No □

	If yes, please provide a summary of any follow up actions that need to/are still being actioned:













	11. Please confirm if all annual appraisals have been undertaken and completed 
(This question is for Executive Director appointments and non-Executive Director appointments where they are already a current member of an NHS Board)
	Yes □
	No □

	Please provide a summary of the outcome and actions to be undertaken for the last 3 appraisals:














	12. Is there any relevant information regarding any outstanding, upheld or discontinued complaint(s) or other matters tantamount to gross misconduct or serious misconduct or mismanagement including grievances or complaint(s) under any of the Trust’s policies and procedures (for example under the Trust’s Equal Opportunities Policy)? 
(For applicants from outside the NHS please complete as far as possible considering the arrangements and policy within the applicant’s current organisation and position)
	Yes □
	No □

	[bookmark: _Hlk115260084]If yes, please provide a summary of the position and (where relevant) any findings and any remedial actions and resolution of those actions:














	13. Is there any outstanding, upheld or discontinued disciplinary action under the Trust’s Disciplinary Procedures including the issue of a formal written warning, disciplinary suspension, or dismissal tantamount to gross or serious misconduct that can include but not be limited to: 
· Criminal convictions for offences leading to a sentence of imprisonment or incompatible with service in the NHS
· Dishonesty
· Bullying
· Discrimination, harassment, or victimisation
· Sexual harassment
· Suppression of speaking up
· Accumulative misconduct
(For applicants from outside the NHS please complete as far as possible considering the arrangements and policy within the applicant’s current organisation and position)
	Yes □
	No □

	If yes, please provide a summary of the position and (where relevant) any findings and any remedial actions and resolution of those actions:








	14. Please provide any further information and concerns about the applicant’s fitness and propriety, not previously covered, relevant to the Fit and Proper Person Test to fulfil the role as a director, be it executive or non-executive. Alternatively state Not Applicable. (Please visit links below for the CQC definition of good characteristics as a reference point) (7)(12)
Regulation 5: Fit and proper persons: directors - Care Quality Commission (cqc.org.uk)
The Health and Social Care Act 2008 (Regulated Activities) Regulations 2014 (legislation.gov.uk)

	















	15. The facts and dates referred to in the answers above have been provided in good faith and are correct and true to the best of our knowledge and belief.  

Referee name (please print): ………………………….. Signature: ………………………………                                       

Referee Position Held:                                    

Email address:                                                              Telephone number:

 Date:


	Data Protection:

This form contains personal data as defined by the Data Protection Act 2018 and UK implementation of the General Data Protection Regulation). This data has been requested by the Human Resources/ Workforce Department for the purpose of recruitment and compliance with the Fit and Proper Person requirements applicable to healthcare bodies. It must not be used for any incompatible purposes. The Human Resources/Workforce Department must protect any information disclosed within this form and ensure that it is not passed to anyone who is not authorised to have this information. 
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