APPENDIX 2.2

Request for Reference - written response (email or fax)
Notes:

· Print on Letterhead - ensure the date is just under the 5.0 cm mark
· Press the F11 key to take you to each point of the letter that needs information inserted. Make sure you delete each of the prompts as you go e.g. (Date)
· Delete these notes, any non-compulsory questions you do not wish to be answered and title before printing



(Date)
(Name)
(Address)

Dear (Name)
(Name) has recently applied for (Position) and has given your name as a referee.

I would be grateful if you would complete and forward the attached confidential report on their suitability for appointment to this position.

I have enclosed a copy of the job description and person specification that outline the duties and competencies required for this position.  It would be particularly helpful if you could comment on the following:

· Work experience, competence in performance of duties and professional standards.

· Personal qualities, characteristics and attributes relevant to the position applied for.

Any other information that you believe would be relevant to (Name’s) application would also be appreciated.

Please note that your report will be made under Section 27(1)(c) of the Official Information Act 1982 and will not be released, or its content disclosed to the applicant, or any person on their behalf unless the Ombudsman so recommends, or a request of a review of appointment is requested, should you ask the information remain confidential.
We may need to contact you to further verify and or clarify information provided.
I thank you very much for your assistance
Yours sincerely

(Name)
(Designation)
[image: image2.wmf]
Recruitment Officer

Human Resources

Private Bag 3023

ROTORUA

Ph. (07) 349-7679
Fax (07) 349-7867

Confidential Report
	Applicant’s name:
	
	Position applied for:
	

	Referee Name:
	
	Phone Number:
	

	Position:
	
	Company:
	

	Period employed by Referee’s Company:
	


How long have you known the applicant, how well, and under what circumstances?
What is your present or past official relationship to the applicant?
What opportunity have you had to observe the applicants work?
Selection is based on criteria wider than work experience.  You are requested to make a frank assessment of the applicant's all-round suitability and to highlight both strengths and weaknesses.  In your comments on the applicant, you may make use of the following list of topics:
· Personal Qualities: these may include bearing, appearance and social conduct, reliability, determination, sense of industry and sense of duty, sensitivity, co-operation and relationships with others, fairness and sense of humour.

· Work attendance record if known.

· Administrative experience and organising ability.

· Relationships with community, comments may include the applicants standing in the community, outside interests and involvement in community life.
· General Comments: Any further comment you feel may assist us in making the best decision.  If you should have reservation about the applicant's ability to fill the position as advertised, you should state these clearly.  (Please feel free to attach additional sheets if required).

· Information relevant to a risk assessment under the Vulnerable Children’s Act 2014 with regards to the candidate’s nature & abilities to work with or around children.

The following is an assessment of an applicant’s effectiveness in a work situation, and is to be completed only by a referee who is able to comment on the applicant's performance.  If your connection with the applicant is other than work related please complete the questions only related to the employee’s nature.

	General Questions verifying and assessing candidate’s previous role and working environment:

	General/ Scope of Role (Compulsory)
	What were the applicant’s dates of employment, reporting line position and responsibilities? 

	
	

	
	

	
	

	
	

	
	What was the nature of their work?

	
	

	
	

	
	

	
	

	
	Did they have any secondary employment you are aware of?

	
	

	
	

	Skill
Proficiency (Compulsory)
	What skills were required to perform the role? What was their level of proficiency?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Work
Quality/ Performance (Compulsory)
	Were there any concerns in regards to performance or quality of work produced?

	
	

	
	

	
	

	
	

	
	Were there any performance management or disciplinary investigations with this person?

	
	

	
	


	Core Capability based questions:
(Recruiting manager to generate own questions as appropriate for position level and delete those to not be answered)

	Communication & Personal Interaction

	Teamwork & Customer service
(Compulsory)
	How did (Name) relate to other staff members / supervisors / senior management/ patients etc?  How was (Name) viewed by the team?

	
	

	
	

	
	

	
	

	Effective Communication
	Describe a time when they had to communicate some complex information. What was their approach?  How well did they do?

	
	

	
	

	
	

	
	

	Impact on Customers
	Describe the biggest impact you think (Name) had on their internal / external customers?

	
	

	
	

	
	

	
	

	Strategy & Performance

	Work Under Pressure
(Compulsory)

	Was (Name) required to work under pressure in their role - if so, how did (Name) cope?  What were the situations?  Were they able to work to meet deadlines?

	
	

	
	

	
	

	
	

	Internal Factors
	Were there any inside influences which impacted on (Name's) ability to perform in the role?

	
	

	
	

	
	

	
	

	External Factors
	Did (Name) have any outside influences which impacted on their ability to perform the role?

	
	

	
	

	
	

	
	

	Development & Change

	Thinking Orientation
	Can you tell me about a time when (Name) had to take on something they had not done before which was reasonably complicated.  How did they manage?

	
	

	
	

	
	

	
	

	Flexibility
(Compulsory)

	Tell me about a time (Name) had to deal with a change in the role or working environment.  What happened?  What did they do?

	
	

	
	

	
	

	
	

	Flexibility
	Tell me about a time you called upon (Name) to help out at the last minute?  What was their reaction?



	
	

	
	

	
	

	
	

	Personal Accountability

	Honesty
(Compulsory)

	Did you ever have to be careful about feedback to (Name)?  Did he/ she accept feedback and take responsibility for actions?

	
	

	
	

	
	

	
	

	Potential
	In your opinion did (Name) have the potential to develop the role further, or be promoted within the Company?

	
	

	
	Did (Name) seek out learning/ development opportunities for themselves?

	
	

	
	

	Culture & Values

	Reliability
	Timekeeping / attendance / punctuality

	
	

	
	

	
	

	
	

	Presentation
	Standard of grooming / presentation

	
	

	
	

	
	

	
	

	Integrity
	What have you observed (Name) doing that would demonstrate to you what their values are?

	
	

	
	

	
	

	
	

	Integrity (Compulsory)
	Have you ever had any reason to question (Name's) honesty, confidentiality or integrity?  Was she/he ever put in a position for this to be tested?

	
	

	
	

	
	

	
	

	
	

	
	

	Children’s Worker Risk Assessment questions:

	Core worker
	How does (Name) respond to and treat children?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Children’s Worker (Core and Non-Core)
	Did you ever have any need to question their behaviour with or around children whether that was addressed or not?  If yes, what was the situation and how was it resolved?


	
	

	
	

	
	

	
	

	
	Would you consider the candidate suitable to work with or around children? If not, why not?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Assessment of work skills and relevance to role applied for:

	Fit to Role (Compulsory)
	We are putting (Name) forward for (Position).  How do you feel they will suit this role?


	
	

	
	

	
	

	
	

	
	

	Skills Specific Question relevant to role
	Enter your question specific to verifying skills for role here:


	
	

	
	

	
	

	
	

	
	

	Skills Specific Question relevant to role
	Enter your question specific to verifying skills for role here:


	
	

	
	

	
	

	
	

	
	

	Closing Questions:

	General
(Compulsory)

	What was (Name's) reason for leaving?  If Company Policy permitted would you re-employ this person?  Would this be in the same position?

	
	

	
	

	
	

	
	

	
	Do you have anything else to add that we may not have covered?

	
	

	
	

	
	

	
	

	

	The final question relates to the Privacy Act principles:

May we make your comments available, confidentially to the applicant if requested?

	Yes
	(
	No
	(


NAME OF REFEREE (Please print name)


(Signature)
(Designation)
(Date)
(Contact Phone number)
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