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	Referee Check

Human Resources


The Recruitment and Merit Selection procedure states “Written details of at least two professional referees’ reports (focussing on the selection criteria) must be obtained for the preferred applicant(s) for a position.”
When seeking referee reports, referees should be advised as follows:

“Your name and details have been given to me as a potential referee by (name of applicant).  In accordance with provisions of the Information Privacy Act, I wish to advise that the information you give me and the fact that you are named as a referee may be passed on to (name of applicant).”
	Applicant Details

	Name of Applicant:       
	Date:       

	Name of Referee:       
	Title and Organisation:       

	Applicant’s Position at Organisation:       

	Period referee worked with/knew applicant:       


	Key Selection Criteria
Record referee’s views on how applicant meets each Selection Criteria below:

	Key Selection Criterion 1
	     

	Key Selection Criterion 2
	     

	Key Selection Criterion 3
	     


	Key Selection Criterion 4
	     

	Key Selection Criterion 5
	     

	Key Selection Criterion 6
	     

	Key Selection Criterion 7
	     

	Key Selection Criterion 8
	     

	Key Selection Criterion 9
	     

	Key Selection Criterion 10
	     


	Additional Questions

	Any further information to clarify to assist in Selection Panel decision
	     


	Confirmation of Panel Member

	Name:       
	Position:       

	Signature:
	Date:
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