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Reference Check Form
	Applicant Details

	Applicant Name
	
	Date

	Position applied for
	

	Referee’s name
	

	Title
	
	 Company

	1. Referees should only be contacted when the applicant has given his/her consent

2. Comments should be summarized accurately and not interpreted

3. Any comment given under the promise of confidentiality is provided only to the selection panel.

	When you begin the conversation, be sure to make the following statement, “An applicant is entitled to access referee comment unless the comment has been provided under a promise of confidentiality.  At the end of this conversation I will give you the opportunity to indicate whether you wish your comments to remain confidential”.  

	Confirm the following

	The referee’s working relationship to the applicant

	 MERGEFIELD "Home_Suburb" 

	Length of time the applicant was employed

	

	The applicant’s reason for leaving

	

	The applicant’s responsibilities

	

	

	Competence

	How would you describe the applicant’s ability to prioritize their work and meet deadlines?

	

	

	

	

	

	Describe the applicant’s work standards and work ethics?

	

	

	

	How well did the applicant relate to her/his peers?  

	

	

	

	What were the applicant’s main strengths?

	

	

	

	What areas of development did you observe?

	

	

	

	A key competency required in this role is……………………. Can you give me an example of when the applicant has demonstrated this competency?  

	

	

	

	Did the applicant have regular contact with customers?  If yes, how would you describe their ability to respond to customer expectations?

	

	

	

	What was the applicant’s most notable achievement?

	

	

	

	

	Conclusion

	Would you employ this person again? (  Yes        ( No

	Why / why not?

	

	

	

	How would you describe the applicant’s ability to perform in this prospective role?     

	

	

	

	Is there anything else you wish to say about the applicant that has not been covered?     

	

	

	

	Do you wish the information you have provided today to remain confidential?    (  Yes        ( No


______________________________________


_________________________

Interviewer Signature 






Date

	Office use only
	Date received
	

	Actioned by
	
	Actioned on
	








Created on 17/09/08 12:49 PM
                       Form Reference Check.doc

OnlineHR Ltd


