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	Human Resources




	Oral Reference Report – Academic Employees


A minimum of two (2) professional reference reports are to be obtained for each recommendation.

Professional Reference Reports are to be based on the selection criteria for the position and focus on behaviours and achievements exhibited in situations similar to those likely to be experienced in the role.  Character references cannot be considered adequate as they are not likely to give appropriate comment on competencies and work related abilities.

Reference Reports are to remain CONFIDENTIAL at all times.  The Panel Coordinator (or other nominated Panel Member) performing the reference check should advise the nominated Referee of the need to maintain confidentiality.


FORMAT

· Introduction

· Seek time to discuss applicant with referee

· Outline your role

· Outline position applied for (as per generic position 'General Standard')

	Relationship to applicant:
	


	Verification of employment:
	From:  
	
	To:  
	


	Skills Base - (Qualifications/Education/Professional experience) - Use essential selection criteria as per the specific Position Description and job characteristics as appropriate for this level.  

	Panel to Complete
	
	Referee verification/comment

	1.
	
	

	
	
	

	2.
	
	

	
	
	

	3.
	
	

	
	
	

	4.
	
	

	
	
	

	5.
	
	

	
	
	


	Skills/Abilities (Seek referee's comments as per competencies in the relevant position description).

	Teaching Ability (eg.  effectiveness in lecturing, tutorials, distance education)

	

	

	


	Research (eg.  outline knowledge of applicant's research record/capacity, how referee justifies this, research productivity issues)

	

	

	


	Scholarship (eg.  known efforts of applicant to remain up-to-date, application of current knowledge in teaching/industry)

	

	

	


	Rapport/Empathy (eg.  outline the quality of relationship applicant had with students/other staff/clients).

	

	

	


	Communication (eg.  listening, writing, oral communication skills relevant to the position)

	

	

	


	Initiative (eg.  demonstrated ways in which applicant used initiative relevant to this type of position)

	

	

	


	Academic Leadership (Academic levels C,D,E only)  (eg.  examples where applicant gained commitment to objectives/ projects etc especially where such goals may have been unpopular, leadership style with subordinates)

	

	

	


	Other relevant competencies/abilities (as per selection criteria)

	

	

	


	Signature of Panel Member/s:  ____________________________________________________________________

________________________________________________________________________  Date:  _____/_____/_____


APPLICANT DETAILS:�
�
Applicant:�
�
�
Ref No:	�
�
�
Position:�
�
�
Department:�
�
�






NOMINATED REFEREE DETAILS:�
�
Name:�
�
�
Position Title:�
�
�
Phone Number:�
�
�
Organisation:�
�
�
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