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RECRUITMENT – REFERENCE CHECK FORM

	Name of Candidate:
	

	Position Applied For:
	

	Name of Referee:
	

	Title of Referee:
	

	Company:
	

	Telephone Number:
	

	Check Conducted by:
	

	Date of Check:
	


IMPORTANT

To comply with privacy legislation requirements, it is a requirement that you obtain the consent of any Referee prior to carrying out a reference check (even if the applicant has nominated the referee in their application).  In addition, you must inform every referee that any information they provide will become personal information, able to be accessed by the applicant should they request it.  In this regard, it is recommended that every time you contact a referee, you start by saying : 

“My name is (       ) from the City of Greater Dandenong.   XYZ has applied for the position of ABC and has given your name as a referee.  Are you happy to provide a reference for XYZ?”

If the referee does not consent to acting as referee, DO NOT proceed any further.  If the referee consents to providing the reference, continue with the following statement :
“I also need to remind you that anything you say during the course of this reference check may be written down and will become personal information, accessible by XYZ should they seek access to their personal records.   Are you still happy to proceed?” 

Never, during the course of a referee check, ask or note down any statements about an applicant that could potentially be discriminatory or defamatory.
QUESTIONS
Click here for suggested questions for referee linked to Councils REACH Values, Capability Framework, Child Safety (and edit template accordingly).  Ensure these are consistent with those questions asked in the interview.

	Question
	Response

	What was your relationship to the candidate?
	

	How long did the person work for/with you?
	Start date _____ /______ / ______

End date _____ /______ / ______



	What type of work were they responsible for within your organisation?
	

	How would you rate their team participation? AND/OR
How did they get along with other staff (peers and supervisors)?
	

	How would you rate their communication skills?
	

	How well did they work autonomously / accept accountability? [choose the most relevant]
	

	How would you rate their adaptability and resilience when dealing with change?
	

	How would you describe [name’s] ethics?
	

	Please, if you can, tell us the reason why [name] left your organisation?
	


[INSERT SPECIFIC QUESTIONS RELATING TO THE SELECTION CRITERIA HERE]

	Question
	Response

	Explain the position and ask for comments about suitability.
	

	How would you describe their punctuality? 
	

	How did they respond to stressful situations?
	

	How well did they meet their performance standards?
	

	(if applicable) What did you think of their attention to detail?
	

	(if applicable)Were they accurate in their work?
	


Other role specific questions – Ask at least one question about technical skills, specific to the job requirements

	Add your own questions here and below
	

	
	

	
	


	As you may be aware, Victorian councils have legal obligations under the Child Safe Standards to ensure a child-safe culture across all areas of work, even in roles not directly involving children. In your experience, how did the candidate demonstrate a commitment to professional conduct, respect, and safety in the workplace, particularly in line with organisational policies or codes of conduct?
	


If the work is child-related, you must speak to at least 2 referees who have first-hand observed the person working with children.
Include the following questions:
	Question
	Response

	I understand that you have observed [name’s] interactions with children - how do you regard their behaviour towards children?
	

	How would you describe their relationships with the children they worked with?
	

	How would you describe their commitment to observing professional boundaries with all the children they worked with?
	

	Are you comfortable knowing they might sometimes be working alone with children? Do you have concerns about them working with children?
	


	Question
	Response

	Based on [Name]’s capability and performance in their role, would you re-employ them if you had a suitable opening and why?
	

	Are there any other comments you would like to add/make that we haven’t already covered during the course of our discussion?
	


Thank the Referee for their time.
If appropriate, provide the Referee with your contact details should they wish to contact you.
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