Organisation heading and contact details

Referee name

Address

Date

Dear (name)

Reference request for (name of volunteer)

(Name of volunteer) has applied to volunteer with our organisation and has given your name as a referee.  I have enclosed a leaflet about our work and a description of the role that they will be undertaking.  Please could you comment on their suitability for the role by completing the enclosed form and returning to me at your earliest convenience in the enclosed stamped addressed envelope
Thank you for your assistance

Yours sincerely

Encl.

Reference 
Name of Referee

(fill in advance)

Name of volunteer

(fill in advance)

How long have you known the applicant?

In what capacity do you know them?

What qualities, skills and/or experience make them suitable for the role?
Do you have any concerns about their suitability for the role?

(Where the role involves working with children or vulnerable adults add the following question.)

This role involves working with children/young people/vulnerable adults (delete as appropriate) and is subject to a Criminal Records Bureau check.  

Please can you specifically comment about the applicants’ suitability to work with this client group detailing any areas of concern that you may have.
Thank you 
