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WORKPLACE RELATIONS TOOLKIT
Reference Check Template 

Reference checking is a selection technique that addresses previous job performance. It is designed to confirm information obtained from a candidate by discussing the candidate’s performance with previous employers, managers, supervisors, customers or peers. Ideally, a minimum of two referees should be contacted (preferably one should be the candidate’s most recent employer or someone in a supervisor role of the candidate at their most recent employer). You should consider carefully progressing any further in your assessment of a candidate who refuses to give their current or most recent previous employer as a referee without providing you with a reasonable explanation.

The table below contains some important advice on successfully conducting a reference check and the following pages provide a template form that can be adapted for use in your pharmacy, depending upon the nature and level of the job you are recruiting.

	THINGS TO CONSIDER FOR A SUCCESSFUL REFERENCE CHECK

	1
	Plan your telephone call in advance, but be flexible. The conversation may not proceed exactly as planned. As with interviewing, reference checking gets easier with practice.

	2
	Introduce yourself immediately, stating your position within your pharmacy and explain the purpose of your call. Ask if the referee is available for discussion, and if not, arrange to call again at a mutually agreed time.

	3
	Explain that the candidate is one of several being considered for a position in your pharmacy, and confirm the accuracy of the employment information provided by the candidate (e.g. dates of employment, job duties and anything else that is relevant).

	4
	Tell the referee about the position for which the candidate is being considered. This makes the exchange of relevant information easier.

	5
	Let the referee talk freely. As with interviewing, open-ended questions and follow-up statements will work best. Listen for obvious pauses and be ready to probe for further information; if you reach a dead end with a particular topic, leave it and return later if necessary. Take notes as the referee speaks.

	6
	Don't end the conversation until you have sufficient information. Use summary statements to clarify ambiguous answers. Sometimes it is important to hear what is not being said, you have the right to probe unclear or “wishy washy” comments.


Contact your State/Territory Branch of the Pharmacy Guild of Australia to receive further advice and information to assist you to meet your legal obligations for reference checking.
Reference Check Form
	Date
	<Insert Date>

	Reference Check for
	<Insert Candidate’s name>

	Position Applied for
	<Insert Position Title>

	Referee’s Name
	<Insert Referee’s name>

	Title & Company/Business
	<Insert Referee’s position title and company/business>

	Phone Number 
	<Insert Contact number>

	Candidate’s role at this company/business
	<Insert role candidate held>

	Dates candidate was employed
	<Insert date of employment>

	Relationship of Referee to Candidate
	<Insert description of nature of relationship>


Sample Questions for Referee:
· Effectiveness in role:  
· “How effective was <name> in the performance of their role?

· “Why do you say that?”

· “How was their performance measured?”

· ▌Strengths:

· “What do you think <name’s> strengths are?

· “Why do you say that?”

· ▌Technical Competence:


· “How would you describe <name’s> level of technical skills and knowledge?

· Ask any questions that you have specific to the position

· ▌Deals with pressure: 
 

· “How well do you think <name> deals with pressure?

· “Can you give me some examples of times when <name> was under a lot of pressure?”

· ▌Supervisory skill and style:


· “Did <name> supervise anyone in their position?”
· If yes, “Can you tell me about <name’s> supervisory skills and style?
· ▌Areas of improvement needed:

· “Based on your experience of <name> what areas did you note as needing further development?

· ▌Interaction with all levels of management and staff:  

· “How does <name> interact with different levels of management and other employees in the business?”

· ▌Reason for leaving:  


· “Why did <name> leave your business?”

· ▌Honesty and integrity: 


· “Are business values important to <name>?”

· ▌Management Style

· “What is the best way to manage <name>?” 
ie. Micro-managed, given clear objectives, given some autonomy etc

· ▌Rehire (ALWAYS ASK THIS QUESTION)
· “Would you rehire <name>?”

· ▌Other:   (ALWAYS ASK THIS QUESTION)
· “Are there any other comments you would like to add?”

Points to follow up in next reference

Points to follow up with candidate
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