	REFEREE CHECK

	

	Applicant’s name
	
	Date
	

	Position applied for
	

	Referee
	

	

	When you make contact with the referee: 
1. Identify yourself and check that it is convenient for them to speak confidentially for a few minutes.
2. Tell them the name of the applicant and the position that they have applied for, and that they have given permission for the referee to be contacted to verify their information.
3. Assure them that the information they give will be held in confidence and not shared with the applicant.
4. Then ask the following questions.


	1
	How long have you known the applicant?

	

	2
	In what capacity?

	

	3
	What were the dates of their employment with you?

	

	4
	What were the applicant’s outstanding strong points?

	

	5
	What areas did the applicant need to improve in?

	

	6
	Did the applicant have any special responsibilities in their role?

	

	7
	Why did the applicant leave?

	

	8
	Are you aware of any concerns about student safety involving the applicant?

	

	9
	Would you employ the applicant again? If not, why not?

	

	10
	We are looking for someone who must be an effective teacher and a team player with a commitment to professional development. What are your comments regarding the applicant filling such a position?

	

	11
	Can you give me an overview of the applicant’s personality?

	

	12
	How does the applicant relate to parents, cope with concerns, and manage direct approaches?

	

	13
	Are you aware of any unresolved incidents relating to the applicant’s employment?


Ask any other questions specific to the position or applicant, or to explore any areas of concern identified during the interview.
Thank the referee for their time.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



