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	Human Resources



	Oral Reference Report – Professional 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.

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 described in Position Description & Principal Accountabilities)

	Relationship to applicant:
	


	Verification of employment:
	From:  
	
	To:  
	


SELECTION CRITERIA  List those essential criteria identified in the position description, shortlisting and interview process and seek verification/comment.

eg.  Examples where effective communication occurred under somewhat difficult circumstances including listening, writing, oral communication skills.  Any area applicant needs to address to improve work performance, identify instances where difficult deadline was/was not met, examples of where applicant sets high standards for self and/or others.

	Essential Criteria
	
	Referee verification/comment

	1.
	
	

	
	
	

	2.
	
	

	
	
	

	3.
	
	

	
	
	

	4.
	
	

	
	
	


	5.
	
	

	
	
	

	6.
	
	

	
	
	

	7.
	
	

	
	
	

	8.
	
	

	
	
	

	9.
	
	

	
	
	

	10.
	
	

	
	
	

	11.
	
	

	
	
	

	12.
	
	

	
	
	


	Desirable Criteria  (Those desirable criteria used in interview process - Seek comment and examples of applicant's demonstrated capacity in these areas.)  See Section J of Selection Guide for further assistance.

	1.
	
	

	
	
	

	2.
	
	

	
	
	

	3.
	
	

	
	
	

	4.
	
	

	
	
	

	5.
	
	

	
	
	


	Signature of Panel Member/s:  ____________________________________________________________

________________________________________________________________  Date:  _____/_____/_____


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






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