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Template for reference checks
	Position
	

	Department/equiv
	

	Candidate
	

	Referencee
	

	Referencer
	

	Tel. no.
	

	Date of ref
	

	Company/other
	


Introduction
· Introduce yourself, the organisation and why you are calling
· Ask if the reference person has time now or if you should book a time when you call back
· Tell the reference person about the employment, duties and responsibilities included
· Has the reference person been informed that we would call?
What is your relationship to the applicant (manager, colleague, private relationship)?
How long have you worked together/when did you stop working together and why?
Tell me about the applicant's duties (including responsibilities and authority, reporting pathways, participation in major projects/development activities, leadership functions)?
How did the applicant perform during the time that you worked together? What do you consider to be the applicant's strengths/areas for improvement?
Describe how you perceive the applicant in your own words with examples. If the reference person generalises, ask them to clarify!
What qualities/abilities have been most valuable in your cooperation? Give examples of how the applicant acted and what result was achieved.
How do you think others would describe the applicant?
Then examine the position-specific competencies identified in the requirement profile. These competencies should be present as a common thread throughout the recruitment process, including the reference checks. For a definition of specific competencies, see the Competence Library in the Employee Portal. Preferably explain to the reference person what each competence stands for, as it increases the possibilities for the reference person to give an informed answer. 
For example: I would now like to ask you a little more specifically about some competence areas. I would like to start by asking questions about how much of a self-starter the person was. What was the person's responsibilities or commitments in his or her work? How did the person handle this? How much did the person check, ask or report on in order to drive the questions further? Can you describe a concrete example? Describe a large task that the person was responsible for. What did it concern? What were the circumstances? How did the person proceed? What was the largest problem? How did the person solve it? How did it go? Has the person ever start something that was not completed? What was it? What happened? What made it go as it did? 
Competency 1:
Competency 2: 
Competency 3: 
Compare the applicant's work with others who did the same work (ask for concrete examples of approach in comparison to others)


Comments:
Do you have any remarks regarding the absence/timing/honesty/abuse or something else: 
Why did the applicant quit? 
Is this a person that you would re-employ or like to work with again? 


Describe the position in question and sum up the requirements. Check if the reference person recommends the candidate for this position.

Recommended

Not recommended 

Recommended with reservation 
Is there anything you would like to add that I have not asked about?
Other comments:
Thank the reference person for his or her time before the call ends![image: image1.png]



