Reference Check Template for Managers, Supervisors and Staff 


	[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).  The reference check will take approximately 20 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 Numerical and Narrative Rating:


	0-1
	2
	3
	4
	5
	NA

	Inadequate
	Poor
	Satisfactory
	Good
	Outstanding
	Not Applicable

	FAIL
	FAIL
	PASS
	PASS
	PASS
	



	DELETE FACTORS THAT ARE NOT APPLICABLE.
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. 
· Why did XX leave your organization?(if applicable)
	Notes:




	Organizational Skills 

	· Please give an example where you have observed XX demonstrating the ability to organize and manage their workload. Does this occur on a regular basis? Does XX do this under supervision or independently? 
· How well does XX: meet deadlines; adapt to changing priorities; handle large volume of work? 
	Notes:






	Teamwork & Cooperation/Relationship Building

	· Please describe XX ability to work in a team environment.  Please provide some examples that demonstrate XX is able to work effectively with others and is valued team member. 
· Please describe XX ability to establish professional and effective relationships with colleagues, clients.   
	Notes:






	Computer Application Skills

	· What computer applications (e.g.MS Word, MS Excel, MS Outlook) did XX routinely use and how? 
· Please give examples of the types of correspondence, documents, reports, presentations that XX was typically responsible for producing. How effective was XX in producing required work using computer software?
	Notes:





	Supervisory Skills/ Management Skills (if applicable)

	· Please describe XX ability to effectively manage/ supervise a team. 
· In what areas of staff management is XX effective. What areas of staff management need further development?  
· Describe how XX addresses performance management issues.  
	Notes:




	Communication skills

	· How would you describe XX’s communication skills: verbal and written? 
· How well does XX listen? How does she/he engage with people? 
· How effective is XX when communicating with groups such as visible minorities and culturally diverse groups?  
	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:


	Reliability, Standards of Conduct, Closing

	· Did XX conduct meet the standards in matters such confidentiality, loyalty, honesty, integrity, impartiality, workplace behaviour and conflicts of interest? 
· Did XX attend work on a regular consistent basis? Did XX arrive to work on time on regular consistent basis? Have there been any concerns? Have the concerns been discussed? 
· 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:







	OVERALL RATING SUMMARY

	Enter Rationale for your decision:



	Enter Score (if applicable)	Pass ☐
	Fail ☐
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