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Recruitment Toolkit Section Three


Section Three – Reference Checking 
Verbal References

Reference checking your preferred candidate is an essential part of the recruitment process and provides a means of verifying the accuracy of the candidate’s CV, what was discussed during the interview and any qualifications they may have presented to you.  By speaking with past employers, you can get a good understanding of how they have previously worked in a team, the quality of their work, their planning and organisational skills and other important characteristics such as their honesty and punctuality.  You should conduct at least two reference checks per preferred candidate/s.  The form below provides some suggestions for topics you may like to cover during the verbal reference checking process.  

Attached is the reference checking form

Please remember to always get written permission to contact candidates’ references. 

Attached is the reference authority form

Reference Checking Form
	Verbal Reference Form

	Candidate name

	Reference check completed by
on   /   /  

	Referee
Company

	Relationship to candidate:
Phone

	Candidate position, tasks & responsibilities
	Period employed

	Quality of work

	Quality of work, skills and abilities in the position

	Were there targets to be met? How was performance measured?

	Equipment – accuracy, speed, ability to use relevant systems/tools.

	Customer Service & Interpersonal Skills

	How was he/she able to relate to customers/clients?



	How would you rate their skills in relationship management?

	How was he/she able to relate to the rest of the team?

	Describe his/her ability to cope with difficult customers?




Reference Checking Form

	Initiative, Planning, Deadlines

	How would you describe his/her planning and organisational skills?



	Were there opportunities for him/her to use their initiative?



	How would you describe his/her ability to handle pressure?

	What sort of management style did he/she best work under?

	Personal Characteristics

	Strengths – In what areas/situations does he/she perform best?

	Concerns – any weaknesses/behavioural patterns?

	What key-words would you use to describe his/her personality?


	Knowledge

	Does he/she possess a high level understanding of management processes? Provide examples



	Does he/she possess a high level understanding of health, safety and environment practices and legislations? Provide examples



	Does he/she possess a high level of understanding of compliance, knowledge of acts, regulations and codes? Provide examples



	Does he/she possess a high level of understanding of contract law? Provide examples




	Experience

	Does he/she have relevant management experience e.g performance management and coaching? Provide examples



	Does he/she have relevant contracting experience, i.e. field based, hands on, practical application, ability to practically apply, deliver outcomes, project value realisation, quality and risks. Provide examples



	General

	Standard of grooming and presentation?

	Punctuality and attendance?

	Have you ever had any reason to question his/her honesty or integrity? 

	What was his/her reason for leaving?

	Would you re-employ? If no, why?

	Do you have any additional comments?

	Your comments are confidential and will not be shared with anyone else.  


Reference Authority Form

REFEREES
Please provide at least 2 recent referees.
	Referee  1
	Referee Name:
	Name of Company:

	
	Referee Position in Company:
	Working Relationship:

	
	Your Position in the Company
	Length of Time:

	
	Work Telephone:

Mobile Telephone:

E-mail Address:

	Referee 2
	Referee Name:
	Name of Company:

	
	Referee Position in Company:
	Working Relationship:

	
	Your Position in the Company
	Length of Time:

	
	Work Telephone:

Mobile Telephone:

E-mail Address:

	Referee  3
	Referee Name:
	Name of Company:

	
	Referee Position in Company:
	Working Relationship:

	
	Your Position in the Company
	Length of Time:

	
	Work Telephone:

Mobile Telephone:

E-mail Address:

	Referee 4
	Referee Name:
	Name of Company:

	
	Referee Position in Company:
	Working Relationship:

	
	Your Position in the Company
	Length of Time:

	
	Work Telephone:

Mobile Telephone:

E-mail Address:



AUTHORITY TO APPROACH APPLICANT REFEREES
I 
authorise ORGANISATION NAME to seek verbal information about me from the above named referees, for the purpose of ascertaining my suitability for the position I am applying for.  I understand that the information provided is evaluative and will not be released to me.

Signed in agreement:  _____________________________ Dated: _______________________
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