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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date

Dear ,

Re: Reference for __________________________

The agency is one of the foremost providers of supply teachers to many schools across the region. The above-named applicant has approached us regarding a position as a supply teacher and has given your name as a referee.

As you may be aware, supply teaching can be a very difficult job, it is important that the teachers we employ are professional, competent and able to maintain full control in many challenging situations.  In view of this, please could you indicate your professional opinion of this teacher; their capabilities and suitability as a supply teacher by making an assessment that you feel most accurately reflects their abilities?

Please feel free to add any additional comments or information you feel relevant or enclose any previous references you already have on file.  A speedy response, perhaps by fax will enable the agency to employ this candidate more quickly.

Your assistance in this matter is greatly appreciated.

Yours sincerely,

for the agency
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