HUMAN RESOURCES

MACQUARIE
University

SYDNEY-AUSTRALIA

Academic staff reference check form

Use this form for conducting reference checks for academic staff via telephone or email exchange.

Overview

Reference checking is a critical part of the selection process and
is an opportunity to verify information provided by the candidate in
their application and the interview process. A completed
reference check form should be provided with the Selection
Committee Report to the HR Client Services representative prior
to making an offer of employment.

1. CANDIDATE DETAILS

Candidate name

Position title

2. REFEREE DETAILS

Name
Position
Organisation

Contact no.

3. CONFIRMATION OF EMPLOYMENT

Information you provide will be kept on
file and may be accessed by the
candidate under the Privacy Act. Are
you comfortable with this?

I:I Yes I:I No

How long did you work with the candidate?

Can you please confirm the candidate’s position during their
employment?

What was the nature of the working relationship between you
and the candidate?

Am | able to contact you again should | require any further
information regarding the candidate?

|:IYes; I:I No
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4. REFERENCE QUESTIONS

How would you describe the candidate’s communication and
collaboration with their colleagues and other Academics?

How would you describe the candidate’s communication and
interaction with their students?

Given the right circumstances and the opportunity, would you
consider reemploying the candidate? Why, or why not?

Are there any other comments you would like to make about the
candidate? Or are there any matters you consider that the
University should be aware of in employing the candidate?

Performed by

Date
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