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Employer Reference Policy
[bookmark: _heading=h.gjfitzbpe90k]Purpose
ClubsComplete GL Scotland is committed to providing clear, consistent, and legally compliant employment references. This policy outlines the circumstances under which references will be issued and the information they will contain. It ensures fairness, accuracy, and compliance with employment and data protection requirements.
[bookmark: _heading=h.braa4uijodwm]Scope
This policy applies to all current and former employees, contractors, and temporary staff who have worked for ClubsComplete GL Scotland.
[bookmark: _heading=h.7dyonx4giekv]Eligibility for References
ClubsComplete GL Scotland will provide an employment reference only when both of the following conditions are met:
· The individual has completed a minimum of 3 months employment with the company
· The individual has worked their full contractual notice period, where a notice period applies
Due to the nature of our operations, which include short‑term, seasonal, and camp‑based roles, references will not be provided for individuals who do not meet these criteria.
[bookmark: _heading=h.3rszfz4q2vv5]Content of References
Where a reference is provided, it will be strictly limited to factual information:
· Dates of employment (start and end date)
· Job title(s) held
· Attendance and Timekeeping

No additional information will be provided. This includes, but is not limited to:
· Performance
· Conduct
· Suitability for future employment
All references will be issued in writing and will clearly state that they are provided in accordance with this policy.
[bookmark: _heading=h.7eylgkivszx0]Who May Issue References
Directors
Only directors are authorised to issue employment references for clerical staff.
No current or former employee may provide a personal or professional reference for a colleague working in the clerical department.
[bookmark: _heading=h.nulj5ifsz9eu]Camp or School‑Based Staff
Only directors and Activity Leaders may issue references for camp or school‑based staff, provided the reference:
· Is factual only
· Confirms dates of employment and job title(s)
· Complies fully with this policy
All references must be issued on official company letterhead or via an approved company email address.

Personal references written by individual staff members:
· Must be given only in a private capacity
· Must not use company branding, letterhead, or email addresses
· Must not imply endorsement by ClubsComplete GL Scotland
[bookmark: _heading=h.jfq1jcpb1mlp]Requesting a Reference
All reference requests must be:
· Submitted in writing
· From a legitimate employer, agency, or educational institution
The company may verify the identity of the requester before issuing a reference.
[bookmark: _heading=h.g62wnp4zqai7]Data Protection
All references will be handled in accordance with UK GDPR and the company’s Data Protection Policy.
Only necessary information will be shared, and all data will be processed securely.
[bookmark: _heading=h.gcdbq364me9r]Right to Decline a Reference
ClubsComplete GL Scotland reserves the right to decline reference requests that:
· Do not meet the eligibility criteria
· Are not submitted in writing
· Are not from a legitimate organisation
The company is not required to provide an explanation to the requester.
[bookmark: _heading=h.fqyk0abf2z2p]Standard Disclaimer
All references issued by ClubsComplete GL Scotland will include the following statement:
“This reference is provided in accordance with the ClubsComplete GL Scotland Employer Reference Policy. It confirms only the dates of employment and job title(s) held. No further information will be provided, and no inference should be drawn from this.”


[bookmark: _heading=h.wreb92t9g04t]Monitoring and Review
This policy will be reviewed annually or sooner if required to ensure it remains appropriate and compliant with legal requirements.
Last reviewed: May 2026
Next reviewed : May 2027


Approved by: ____________________________
Position: ________________________________
Date: __________________________________
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