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Guidance Notes for Completing AL Reference Forms for internal applicants
1. Introduction
The basic principle to follow when giving a reference is a duty to take reasonable care that a reference is as true, accurate, evidence based and as fair as possible, and it must not give a misleading impression.

There should be evidence on record to support the content of a reference.  This is particularly important where critical comments are made, as such comments must be capable of being substantiated if challenged.  It is important to ensure that the reference is a balanced assessment overall.
When writing the reference, you should provide information based on fact (e.g. to confirm accuracy of statements made in the applications) and assessment as to the individual’s suitability based on their performance in their current role.  It is essential for the recipient to be able to differentiate between factual information and an opinion.  The content must in all cases be accurate, true, reasonable and not misleading and should not contain any information that you would not be willing to share with the individual you are writing about. Where candidates have provided a written response to SEaM data on the AL Activities Review (ALAR) brief details should be given. If there are concerns about an individual’s performance which have not yet been raised with the individual, please contact your HR Partner for further advice as you should only provide details on the reference of any concerns which have already been identified and are being addressed. 
2. Completing the Form
The form should be completed by an appropriate manager, usually a Staff Tutor, Regional Manager or Senior Faculty Manager who is the Lead Line Manager for the individual.  If the manager writing the reference does not have first hand knowledge of the applicant, this should be clearly acknowledged and the form should be completed on the basis of evidence on file and/or evidence gathered from the Tuition Task Manager/s.  

It is the responsibility of the Lead Line Manager to gather information from Tuition Task Managers in other faculties/locations, where the candidate holds more than one AL appointment.  This is to ensure that a balanced reference is provided, as a reference which does not represent all appointments held by an AL could be misleading.  It is important to capture accurate and specific information in cases where an AL is preforming differently on separate appointments.

In exceptional cases, where it is not possible due to time constraints to include the feedback from all the Tuition Task Managers in other faculties/locations, with a note on the reference to say that feedback from Tuition Task Managers has not been obtained. 
The form has been designed to encompass all teaching approaches, therefore you may find that some questions are not relevant. Should this be the case, the N/A boxes should be ticked or you can state that the question is not applicable.Members of recruitment panels may be asked to provide a reference for a candidate they are interviewing in their capacity as the candidate’s Lead Line Manger.  The University accepts that this is an unavoidable situation given the high volume of associate lecturer recruitment which takes place.  If the referee has any concerns about writing the reference, they should contact their line manager or HR Partner for advice where needed.
Supporting students

This section refers to tutor availability to students by telephone/email, evidence of pro-active contact with students, use of appropriate media for communicating with students, active support of students who are unable to attend tutorials, TMA follow-up, Teaching Forum activities and feedback from students where appropriate.  Evidence of the candidate using the TGF to support learning rather than for straightforward communication should be noted.  The appropriateness, tone and style of communications should also be considered.  Student feedback should be considered in context, e.g. size of student group, percentage of students responding with positive feedback or making complaints, number of years to which feedback relates. . 

Synchronous and asynchronous tutorials

This section requests clarification of the types of tuition which are required in the tutor’s current work and whether the tutor provides effective tuition.  Evidence should be based upon first-hand knowledge/experience of the candidate’s tutorial activities, where these are a requirement of the module/s they currently teach.   Comments which are based on a contact which is not recent (i.e. within the last 1 or 2 years), for any reason, should explicitly state that this is the case.
TMA turnaround and marking

Evidence from monitoring reports and turnaround statistics must be used to support your comments. Where problems have been identified, please give details of how these are being addressed with the individual. It should be noted that not all TMAs are monitored and the TMA system may still show late TMAs when extensions have been granted. 
Working collaboratively with the Line Manager

Where an associate lecturer has any personal difficulties with delivering their duties, it is a requirement that the lead line manager is informed so that they can ensure services to students are not affected, and appropriate support can be given to the tutor where needed.  This section refers to how the tutor relates to their line manager when their work is affected by issues such as outside commitments or personal matters.  Where a tutor has experienced difficulties which impact on their work, please give details of how they have worked with their line manager to enable continuity of student support.  

Equality and diversity

As members of the OU community, we have responsibilities to each other which, if we all meet them, will allow everyone to achieve their full potential. The first principle in the Student Charter states that we treat each other with dignity and respect. This means that we value diversity, we challenge inequalities, we respect the rights of individuals to hold different beliefs and views, and we respect confidentiality.  We do not allow differences to be manifested in a way that is hostile or degrading to others.  

In this context, the candidate may have demonstrated these values during tutorials which you have visited or in their communications to students.  The tutor may have supported students with disabilities or had a student group incorporating students for whom English is not their first language, and worked to ensure an inclusive approach.  Any additional work for the University such as residential schools may also provide evidence here if available.

Workload

You should consider the candidate’s current workload and whether the additional work for which they have applied is likely to cause any difficulties with their ability to provide effective  student support or timetabling.  How presentation patterns overlap, whether another appointment is due to end, and whether the candidate has other work outside of the OU may be a factor.  
If you have any concerns about the additional work then you should note these on the form, providing sufficient detail to support your position (e.g. details of overlapping presentations or external employment).   You must ensure that you also raise any such concerns with the candidate directly when the reference request is received.

Performance record

This section relates to any under-performance or conduct issues which are currently being addressed through a Performance Improvement Plan. Details of the objectives and progress made against them, should be noted here.  Any issues which have previously been addressed through the PIP process and where a satisfactory standard has been achieved should not be referred to in the reference. 

Formal disciplinary record

This section relates to any formal disciplinary warnings which are currently in force.  Details of the misconduct or under-performance which led to the warning should be given.  Please provide information on progress made to date, including any staff development undertaken.  You should not refer to any previously expired warnings which are not connected to the current issue.
Overall assessment and general comments 
This is an opportunity to give a summary or further detail in support of your earlier comments on the form.

3. Further Information

The reference should comply with the University’s Reference procedures which can be located using the following links:

http://intranet6.open.ac.uk/human-resources/documentum/humanresources/policies-and-procedures/r/references/Employment-Reference-Guidelines-HRG275.pdf
http://intranet6.open.ac.uk/human-resources/documentum/humanresources/policies-and-procedures/r/references/Employment-Reference-Policy-HRP020.pdf
If you need further advice on completing the reference form, please contact your HR Business Partner.
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