Checking References

Network strongly recommends that you never rely on interview alone to place a staff member.

It is important to take staff selection seriously, the staff you select for a service hold a position of great trust and responsibility. 

A candidate that performs well in interview may not always have the work record that makes them suitable for placement in your service. 
A reference check will help you to verify the facts given by the applicant at interview and gather more information about the applicant’s performance and behaviour at work. 

While applicants will usually be able to supply favourable written references, it is essential to talk to referees directly and check that the position they claim to hold is accurate.  Written references are an excellent introduction to the skills of the candidate but should be verified.  Network is aware of instances where written references have been provided but on verbal checking found them to be  forgeries , the person has never actually supervised the candidate or a referee had reluctantly provided a reference

When contacting the current or past employers please ensure you speak with the actual employer such as the President of the Management Committee or the 
Co-ordinator. Whilst some candidates may give the school principals, a teacher or other contact they will not have the knowledge of how the candidate performed. It may be wise to check with the service that the person nominated on the candidates application as holding the position in the organization is accurate.  

Some applicants may be unwilling to nominate their current employer as referee for valid reasons.  If this is the case, discuss the matter with the applicant and seek alternative referees who will be able to give you information about the applicant’s work performance, not just their personal attributes.

Prepare a list of questions to ask each referee so that you can compare responses.  Reassure referees of confidentiality and keep accurate and objective records of the telephone conversations.  When checking references ensure that a fair procedure is observed.  The procedure should include:-

· Consent from the applicant that the references can be checked (if they say no, that should be a red flag for you)

· Collection of information relevant to an applicant’s suitability for the position advertised

· Validation of the information given to you by the applicant

When speaking to the referees, follow up any negative statements, incomplete or hesitant responses by prompting them with phrases such as “Would you elaborate?”, “Can you explain”,  or “You sound as if you have some reservations”.

Suggested Questions to ask when checking references:

Select some questions from the options below, asking only those which are relevant to the advertised position.  Advise the Referee that you have permission from the candidate to check his/her references.

· ______________________________________ states that she/he was employed by your organisation as a ________________________________________ from ______________________ to _________________________
Is this correct?
 
· How do you know the candidate ?
· How long was she/he in that position?
· Why did she/he leave? (Or – why is she/he leaving?)
· For what work was she/he responsible?
· How many co-workers did she/he supervise?
· What duties did she/he perform?
· How well did she/he get along with co-workers?
· How did she/he get along with the management committee?
· How did she/he get along with families using the Centre?
· Did she/he have a positive work attitude?
· Were there any areas in which she/he performed especially well?
· Were there any areas in which she/he failed to meet expectations?
· Was she/he dependable?
· Any problems with tardiness or absenteeism?
· Failure to meet commitments?
· What, in your view, are her/his strengths?
· What about his/her weaknesses?
· Do you have any concerns regarding this persons ability to perform in the role?
· Would you recommend her/him for a position as __________________?
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