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REFERENCE CHECKING 

                                                UTS: HUMAN RESOURCES Please read through this template  

written summary of reference checks 

• How many references to I need to complete for each candidate? 

 

The Convenor of the Selection Committee or hiring manager is responsible for obtaining a 

minimum of two oral reference checks which confirm the suitability of the recommended 

applicants. 

 

• Which sections do I need to complete? 

 

You must complete Parts 1, 2 and 6 every time. 

 

Please seek specific examples where possible to support the referees comments 

 

For Parts 3 to 5 select the most relevant questions to your position – you are not required to 

use all these questions if they do not suit your needs. 

 

Part 5 is included if you choose to add questions specifically tailored to the role as the 

questions in this template are designed to be generic.  For example, you will need to include 

questions around specific job related experience and skills, qualifying information provided by 

the candidate at interview and exploring their fit with UTS. 

 

• How long should I take to complete this form? 

 

The reference check should generally take 20-30 minutes. Prioritise asking the questions you 

think you will get the most valuable information. 

Do not ask any questions which may appear to discriminate against the candidate. Contact 

your HR Partner if you require assistance developing additional questions. 
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Date: Name of Candidate: 

 

Position reference for:  

 

 

Referee’s title: 

Referee’s company name: 

Referee’s company address: 

Referee’s company telephone no.: 

 

Part 1: Introduction/Privacy Statement – Please read this statement out to the referee: 

(Name of candidate) has provided your name as a referee. Is this a convenient time for you to 

talk with me?  The process will take about 20 minutes. 

This reference will be used in the overall evaluation of the candidate. 

This conversation and the information collected by the University may be disclosed if 

requested by the candidate through official channels. 

 

Part 2: Job Confirmation Questions: 

What was/is your Relationship with the 

candidate: 

 

How long have you known the candidate:  

At which university/organisation did you work 

with the Candidate: 

 

Can you please confirm their position:  

What was their reason for leaving:  

Did you manage them directly: Yes/No 

Can you please confirm their dates of 

employment: 

 

Please describe their key responsibilities: •  

 

 

Can you describe their strengths:  
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What about their weaknesses:  

Do they have any areas for 

improvement/development: 

 

 

Part 3: Personal Attributes: 

How would you describe the quality and 

accuracy of their work: 

 

How were their time management skills? Did 

they meet deadlines: 

 

Can you please describe their verbal and 

written communication skills: 

 

What was their attitude at work like:  

How did they manage stressful situations:  

How would you describe their punctuality and 

attendance/reliability: 

 

What management style did you use to get the 

best out of him/her: 

 

 

Part 4: Team Questions: 

How did the following people regard him/her:  

PEERS:  

MANAGERS:  

EXTERNAL STAKEHOLDERS:  

INTERNAL STAKEHOLDERS:  

 

Part 5: Department Specific Questions: 

Please choose up to 5 key points that are important to the role that have not been covered and 

notate accordingly using the table below; 
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Part 6: Final Standard Questions: 

Are there additional comments you'd like to 

make: 

 

Would you rehire him/her  

Why/Why not 

THIS QUESTION MUST BE ASKED 

BEFORE FINALIZING THE REFRENCE 

CHECK. 

 

 

Thank you for your time. 

 

 

 


