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	Uniting Church in Australia
	Reference Check

	
	
	Form R04


	The purpose of this document is to provide a record of reference checks which are conducted as part of the process of recruiting a new employee to a congregation or presbytery. Some questions which are commonly asked as part of this process are provided as well as space for questions which are suited to the local context. All questions must relate to the capacity of the candidate to meet the inherent requirements of the position.
It is recommended that three references are obtained for each candidate.




SECTION 1: 
Congregation / Presbytery details
	Congregation/Presbytery 
	     

	Date of reference check
	     

	Name of person conducting reference check
	     

	Position
	     

	Signature
	     


SECTION 2: 
Candidate
	Name
	     

	Position
	     


SECTION 3: 
Referee 
	Name
	     

	Position
	     

	Phone 
	     


SECTION 4: 
Reference check questions 
	1 How do you know the candidate? 

How long have you known / did you work with the candidate? 

Are you related to the candidate in any way?
	Manager
 FORMCHECKBOX 


Supervisor
 FORMCHECKBOX 


Colleague
 FORMCHECKBOX 

Other 
 FORMCHECKBOX 
 
(please specify)

     
     
No
 FORMCHECKBOX 




Yes
 FORMCHECKBOX 


Relationship



     


	2 The position for which the candidate has applied requires good leadership skills. 
Would you please comment on his / her leadership skills? 
	     

	3 The position for which the candidate has applied requires good interpersonal skills and the capacity to relate to a diverse range of people.

Would you please comment on his / her interpersonal skills? 
	     



	4 In this position the candidate will be required to manage a range of tasks with competing priorities.

Please comment on the candidate’s self management skills?

Can you give an example? 
	     

	5 Would you please comment on the integrity and reliability of the candidate?

	     

	6 Do you think that the candidate has good problem solving skills? Please give an example of a situation where he / she has solved a problem.
	     


	7 In any work situation there can be conflict from time to time. In your experience how does the candidate respond to situations of tension or conflict?

Can you give an example?

	     


	8 Good communication skills are an important part of this position.  Would you please comment on the candidate’s written and verbal communication skills?
	     


	9 Is there anything else that you would like to say about the candidate that we have not already discussed?

	     

	10 Would you employ / work with this person again?
	Yes

 FORMCHECKBOX 


No

 FORMCHECKBOX 

     


	11      
	     


	12      
	     


	13      
	     


	14      
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