
It is recommended that you fill out this form using the latest version of Adobe Acrobat or Reader. 

PROFESSIONAL STAFF 
REFERENCE CHECK FORM 
Required Introduction:
“Candidate Name” has applied for a position with the University Of Newcastle, Australia and has given us your name as a referee. 

I will note your responses to help the interview panel with their deliberations and, should they be appointed, the reference check 

will be stored by Human Resource Services on the recruitment file. 

This information will not generally be provided to the applicant and will be treated as confidential, however, in certain cases it 

could become available (for example if it is requested under the Government Information (Public Access) Act).” 

Conducted by Date of Reference Check 

Candidate’s Name Position Applied for 

Referee Name Position Title  Company 

Phone  Mobile    Email 

1. What was the candidate’s job title?

2. What was the reporting relationship between you and the candidate and for what

period of time?

3. Please confirm the candidate’s employment dates.

4. (If they have left): What was their reason for leaving?

5. Would you reemploy?

6. Please confirm their position and responsibilities?

7. What would you consider to be the candidate’s overall strengths and key skills?

9. Are there any areas where the candidate would benefit from further development?

1 

Yes No

8. Are you aware of any specific achievements?

If No, why?

http://get.adobe.com/reader/


The University of Newcastle REFERENCE CHECK FORM 

12. Describe their ability to work as part of a team/alone.

13. Specific questions for the role. (e.g. management style)

Chairperson/or nominee signature Date 

Any personal information collected on this form must be collected, stored and used in accordance with the Privacy 

and Personal Information Protection Act NSW 1998 and the University’s Privacy Management Plan. 

Click here 
to Email 

2Competitive Recruitment:
Email form to your Recruitment Specialist

10. How would you rate the candidate in the following areas:

a. Unsatisfactory b. Poor c. Satisfactory d. Good e. Excellent

11. What management style did this person best respond to?

a. Attendance/reliability

b. Flexibility

c. Ability to learn new tasks

d. Initiative/self-motivation

e. Verbal and written communication skills

a. Unsatisfactory b. Poor c. Satisfactory d. Good e. Excellent

a. Unsatisfactory b. Poor c. Satisfactory d. Good e. Excellent

a. Unsatisfactory b. Poor c. Satisfactory d. Good e. Excellent

a. Unsatisfactory b. Poor c. Satisfactory d. Good e. Excellent

a. Unsatisfactory b. Poor c. Satisfactory d. Good e. Excellent

Additional Comments (reference above)

14. Is there anything further you would like to tell us about the candidate?

Direct Appointments:
Please keep a copy in the school/unit 
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