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“I am undertaking a reference check to assess CANDIDATES suitability for the XXX role with the
University. Is now a good time to discuss CANDIDATE’s candidacy- This conversation should take

no longer than 20 minutes”.

“With regards to referee confidentiality; | will of course undertake to keep our conversation
confidential, other than relevant referent information for our purposes, or as requested through
privacy law.”

“We will not disclose our notes to the CANDIDATE unless you give us permission or unless

requested through privacy law. Do you consent to the information being disclosed if required?”

Yes, | consent

E-Mail

Length of Professional
Relationship with
CANDIDATE
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CRITERIA SCORING
Using the table below, request the referee to score CANDIDATE against the criteria using the scale 1 through to 5.

1 being below average and 5 being outstanding. If the referee scores the CANDIDATE 3 or below, please ask for a brief
explanation as to why.

. BELOW
Criteria AVERAGE AVRG. OUTSTANDING Comments

Work Standards / Quality of work 1 2 3 4 5

Produces consistently high standards of
work and or service

Ability to Learn 1 2 3 4 5

Grasps tasks quickly and applies new
concepts and skills

Team / Collaboration 1 2 3 4 5

Works well with others, builds positive
relationships (including with superiors) and
contributes to team ideas

Initiatives and improvements 1 2 3 4 5

Takes appropriate action without prompting
and generates ideas for improvement

Problem Solving 1 2 3 4 5
Solves day-to-day issues appropriately

Time Management 1 2 3 4 5

Able to work under pressure and effectively
prioritise tasks

Reliability and punctuality 1 2 3 4 5
Reliable and Punctual

Ability to handle challenging situations 1 2 3 4 5
Able to handle challenges appropriately

Flexibility and Adaptability 1 2 3 4 5

Ability to manage / cope with change within
the work environment
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