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Verbal Reference Check Proforma

	Sample reference form to use over the phone     
This template is ready to be tailored to your company’s needs and should be considered a starting point.
Disclaimer: This template is meant to provide general guidelines and should be used as a reference. It may not take into account all relevant local, state or federal laws and is not a legal document. Neither the author nor HR Expert Australia will assume any legal liability that may arise from the use of this document.



Name of applicant	______________________________________________________________

Position applied for	______________________________________________________________

Confidential Reference Check – General Staff

· Firstly, thank you for agreeing to provide a reference for (Candidate) ________________________
· As you are aware, reference checks are important to assist us in assessing the quality and general capability of the candidate to meet the requirements of the position.
· This information will only be available to the Selection Committee and HR staff whose duties require it. [COMPANY NAME] will do its utmost to maintain the continuing confidentiality of the reports subject to the law.
· To assist [COMPANY NAME] in ensuring its ongoing confidentiality, can you confirm that your report is provided on a confidential basis? ____________________________________________________
· (Candidate) has applied for the position of _____________________________________________

Name of referee		________________________________________________________
Relationship to Candidate	________________________________________________________
(Reference Taker to Verify Relationship to Candidate)
Did [name of candidate] report directly to you?	Yes / No 
If not, what was the relationship between you? _____________________________________________
If so, what was the duration as his/her Supervisor:	_____________________________________
Position held		_______________________________________________________________
Brief Description of the Position the Candidate Held in Your Organisation: _______________________
__________________________________________________________________________________
__________________________________________________________________________________
Dates of employment: 	From_______________________	To____________________________
Did applicant leave of his/her accord?		YES / NO
Reason for leaving	_______________________________________________________________

What are the Candidate’s Main Strengths? ________________________________________________
__________________________________________________________________________________

What are some areas you think the candidate may need to develop? ___________________________
__________________________________________________________________________________

Was applicant’s attendance record satisfactory?	YES / NO
Would you re-employ?  	YES / NO
Can you rate the Candidate on the following, rating either: Excellent, Good, Av, or Below Av:

	Excellent
	Good
	Average
	Below Average

	a) General Conduct?
	
	
	
	

	b) Job skills
	
	
	
	

	c) Timekeeping
	
	
	
	

	d) Attendance
	
	
	
	

	e) Reliability
	
	
	
	

	f) Honesty
	
	
	
	

	g) Co-operation
	
	
	
	

	h) Appearance	
	
	
	
	



How much supervision does this person require? ___________________________________________
__________________________________________________________________________________

Does this person follow through with assigned tasks? _______________________________________
[bookmark: _GoBack]__________________________________________________________________________________
Insert competencies or selection criteria relevant to the job selection criteria and gather evidence of the behaviours they demonstrate, which indicates either their proficiency or skill level 
Competency Examples of Behaviours (Evidence of competence)
1.
2.
3.
4.

Did [name of candidate] work to KPIs? If so, please provide examples and did [name of
candidate] meet these KPIs
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

How well suited do you think [name of candidate] is to [COMPANY NAME]? ___________________
__________________________________________________________________________________
__________________________________________________________________________________

General comments	_______________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Given the role he/she has applied for, how do you see this person fitting into this role?
__________________________________________________________________________________




For Positions Working with or in the Presence of Children or Young People ONLY

To your knowledge is there any aspect of the applicant’s behaviour, actions or activities that would make them unsuitable for working with children or young people? ______________________________
__________________________________________________________________________________

How would you describe [name of candidate]’s character and suitability for work with, or in the presence of, children? ________________________________________________________________________
__________________________________________________________________________________

Check completed by:		_____________________	Signed: ________________________

Date:				_____________________
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