Academic Reference Template 
(Only to be used if requesting academic references before interview/selection for an academic position) 
Once the successful candidate has been provisionally offered the job, a further reference must be taken up using the standard template, after the provisional job offer has been made.

The following may be used as a model on which to base a letter to an academic referee. 

Dear 

Re: (Applicant name)

The above-named is being considered for the post of (post title) and has indicated that you would be willing to provide an academic reference.  I should therefore be most grateful if you would confirm for me:

How long, and in what capacity, have you known (applicant name)? Do you know the candidate personally, or is your acquaintance mainly a professional one? What is the extent of your current professional contact with (applicant name)? 

I am attaching a job description and person specification for the post of (post title). I would be grateful if you would comment on the above name’s suitability for the post.

In addition, your responses, if possible, on the following specific questions would be particularly valued: 

-	How would you characterise the candidate’s field of expertise? How important is this field in the discipline today?
-	How would you gauge the candidate’s standing / contribution in the discipline in relation to others working in the same field?
-	How would you rank the candidate within their field in a) the UK; b) the world and c) what is the size of the community?
-	If you were to compile a list of the most significant recent books or articles (or other forms of original output) in this field, would any of the candidate’s be included in this list? Which ones? Why?

Any information you can give will be treated in the strictest confidence.

May I take this opportunity of thanking you in advance for any help you are able to give; your prompt reply would be much appreciated.

Yours sincerely
