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             Re: Name XXXXXXX (D.O.B. XX/XX/XXXX)
Dear                                   

The above named teacher has applied to register with Hourglass Education and has given your name as a personal referee. Hourglass is naturally concerned to ensure that all of our teachers are professionally competent and of good character.  

Hourglass is a specialist employment agency for teachers and schools in the United Kingdom. Teachers seeking permanent employment or long term temporary work apply to join our register. Schools use our service to fill vacancies and obtain long term supply cover for absent colleagues.

We cannot register the above named applicant until we have a reference from you. We would therefore be extremely grateful if you could comment on their professional ability and personal qualities including starting and finishing dates for employment.   Advice on teaching ability, punctuality, professional relationships, subject knowledge, behaviour management, attitude, professional commitment and any disciplinary or other difficulties dealt with informally would be appreciated. It is essential that your reference details their professional teaching abilities and not be simply a character reference.

Areas that you might include are: length of service, subjects taught, responsibilities, quality of teaching, relationships with parents, colleagues and students, behaviour management and discipline, health and attendance and personality.  If your reference is marked confidential, we will not disclose it to any third party without your consent. 

It would speed our registration process considerably if you could email your reference to education@hourglasseducation.com  or our fax number which is 0044 8718130128.  Thank you for your assistance.
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Yours sincerely 

Geoff Brown
Managing Director

Hourglass Education
Hourglass Consultancy Limited

Riverside / Harley House / Mill Fold / Ripponden / West Yorkshire / HX6 4DJ 

Company reg. number: 07026119 / T: 01422 824 120 / F: 08718 130 128 

E: education@hourglasseducation.com / W: www.hourglasseducation.com  


