Freedom of Information Act 2000 
Your request for information has now been considered. The Council holds the information requested.

You asked for:
1.     Which department/person(s) deals with Employment References at your organisation and what is the name of the Head of Department?
Here at Leicester City Council, we have 2 departments which mainly take care of Employment References.

The Recruitment Team (HR) obtains references for newly appointed candidates; Joanne Jackson is the Head of Service

The Business Service Centre deal with reference requests from external companies, Enid Grant is Head of Service.

The latter category of references is mostly for employees who have left the authority and would like confirmation of employment with us. The Business Service Centre also receives financial reference requests mainly from mortgage providers seeking confirmation of salary.
2.     What is the average hourly rate of the person(s) dealing with Job References? (If outsourced, how much do you pay annually for this service?)
£8.54 - £9.10 per hour.

3.     How are Employment References requested for new starters?  How are they chased up? (email/telephone/postal service/fax)
Our recruitment system automatically sends references request via email for new starters, the system also automatically chases them by email until received. If they are not received back within one week we are notified and a recruitment assistant then contacts the referee by telephone. 

4.     How are Employment References completed for ex-employees (email/telephone/postal service/fax)?
When the Business Service Centre receives a reference request for an ex-employee, staff giving references use the Council’s standard Confirmation of Employment template and respond via email where possible. 

5.     How many hours (on average) does your company (or the outsourced company) spend, each month, requesting employment references for new candidates?
Approximately 10 to 20 hours per month.
6.     How many hours (on average) does your company (or the outsourced company) spend, each month, chasing up employment references for new candidates?
Approximately 10 hours per month.

7.     How many hours (on average) does your company spend (or the outsourced company), each month, completing employment references for former employees?
Approximately 10 hours per month.

8.     How many leavers (on average) does your company have per month?
February 2017 – 85 leavers

9.     How many new starters (on average) does your company have per month?

February 2017 – 50 starters

10.  How many staff does your organisation employ at the moment?

6,525. 

You may re-use the information under an Open Government Licence.
If you are dissatisfied with the handling of your request please write to: 

Information Governance and Risk
Leicester City Council

Legal Services
4th Floor City Hall

115 Charles Street

Leicester  
LE1 1FZ
e-mail: info.requests@leicester.gov.uk 

