HUMAN RESOURCES STANDARD FORM

Document Location: Management & Administration 


TITLE: 
 Recruitment – Request a Reference - Verbal
One verbal reference report should be obtained from the applicant’s most recent direct supervisor

At least two references must be obtained, both preferably from those in direct line management positions.

	Applicant’s name:
	
	Position:
	

	Referee Name:
	
	Phone Number:
	

	Position:
	
	Company:
	

	Period employed by Referee’s company:
	

	Relationship to referee:
	

	Period known to referee:
	

	
	

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

	General/ Scope of Role (Compulsory)
	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:

(generate your own non-compulsory questions as appropriate for position level)

	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
	(


	Signature of Reference Checker:
	
	Date:
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