Reference Check Template for Leadership Level Positions 

	[bookmark: _GoBack]Requisition #:

	Applicant Name:
	Date:

	Conducted by:
	Reference Name:
	Reference Phone:



Sample Script: 
Hi, My name is _________________ and I am calling to conduct a reference check for (applicant name), who is being considered for the position of (position title and ministry).  The reference check will take approximately 30 minutes to complete.  The information you provide can be requested by the applicant under the Freedom of Information and Protection of Privacy Act.
	· Briefly explain the responsibilities of the job and the key factors you will be assessing through the reference check
· Listen carefully and keep detailed notes of the referee’s comments & Do not evaluate the reference or complete the rating while gathering information
· Pass/fail or numerical scores should be assigned by the person conducting the reference (NOT the referee) based on a thorough examination of the examples and facts provided by the referee

	Sample Narrative and Numerical Rating:


	Inadequate
	Poor
	Satisfactory
	Good
	Outstanding
	Not Applicable

	0-1
	2
	3
	4
	5
	NA


	MODIFY AS REQUIRED TO ENSURE THE QUESTIONS ARE RELEVANT TO THE ROLE.

	General Verification Questions 

	· Employment relationship (i.e. current supervisor, peer, previous supervisor)
· Confirm dates of employment and key responsibilities. 
· How would you characterize your experience working with XX?
	Notes:




	Achievements

	· What impact has XX had on the organization? 
· What are XX biggest accomplishments or key contributions to the organization (examples)? 
	Notes:



	Leadership 

	· How would you describe XX’s style of leadership? 
· How would you describe XX’s level of professionalism, cultural sensitivity, and diplomacy when conducting meetings, negotiations with i.e. Executives, Aboriginal groups, Visible Minorities, External Stakeholders, other organizations i.e. Government Agencies. 
	Notes:





	Management style 

	· How would you characterize XX’s general management style? 
· How does XX go about making tough/complex decisions?
· How does XX deal with conflict? 
· How well does XX build consensus among stakeholders with differing opinions or interests? 
	Notes:





	Internal and external communication skills

	· How would you describe XX’s communication skills? 
· How would you describe XX’s listening skills and XX’s ability to engage with others? 
	Notes:


	Areas for development and support 

	· Can you describe any areas XX can or should continue to develop? 
· Where does XX need the most support?
	Notes:


	Closing 

	· Did XX conduct meet the standards in matters such confidentiality, loyalty, honesty, integrity, impartiality, workplace behaviour, and conflicts of interest? 
· Would you hire or work with XX again? If not, why not? 
· Is there anything else that I should know about before moving XX forward in the process? 
· Can I contact you again in case I have additional questions?
	Notes:






	OTHER:  

	Insert: 
	Notes:



	OVERALL RATING SUMMARY

	Enter Rationale for your decision:

	Enter Score (if applicable)	Pass ☐
	Fail ☐
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