REFERENCE CHECKS GUIDELINES
For Emergency Response Operations 

Why do reference checks?

Past behaviour is often the best predictor of future performance. Reference checking is one of the most effective methods of assessing past behaviour. 

Structured reference checking should be regarded as an integral part of the selection process and not seen as an 'add-on'. It must be done for all candidates that the selection panel recommends as potentially suitable for appointment.   

You must seek the candidate's approval before obtaining their references.

Tips for talking to referees

Target reference checking, ask candidates to nominate referees in specific categories i.e. most recent line managers in the last 2-3 years or those in certain organisations of interest etc. 

If the selection committee considers the candidate's nominated referees to be unsuitable, ask the candidate to nominate further referees, or request permission to approach specific referees.

Always ensure a minimum of one (ideally two) reference checks preferably obtained from the candidate’s most recent line managers in the last 2-3 years.   If the reference raises any doubts about their suitability,further assurance on a candidate must be sought, from another source (i.e. taking more than one reference), 

Verbal vs written references

It is strongly recommended verbal references are obtained wherever possible as:

· it allows the interviewer to probe for more information and to tailor questions after the interview

· often allows referees to provide more candid and detailed information about candidates

· require less time and effort on the part of the referee

· helps to validate the authenticity of the referee

In some instances to manage time-zones and speed of reply, you may want to request a referee to provide a written reference by email.   Please refer to the Annex, Reference Request Form to assist this process. However if the written reference raises any doubts, the referee should also be contacted by telephone the verify and explore the issues of concern in more detail before a final decision on the candidate is made.

If time permits, a written reference earlier in the selection process, prior to the interview, can also be useful.  The feedback provided may add value to the interview format and to the decision making process.

During the reference check process:

Confirm the referee relationship clearly and verify the authenticity of the referee, verbal references maximise the success rate

Target generic structured questions addressing the key selection criteria and allow flexibility in the format to ask specific questions addressing concerns raised during the interview

Listen for what the referee does not say and how they make comments. Ask further probing questions where possible, If a referee hesitates or does not provide feedback on past work performance, it may indicate the candidate's areas of weakness. In this case, ask if the referee if they would re-employ the candidate and if so in what capacity.

Remember that personality differences may cause a referee or manager to comment less or more enthusiastically about some candidates. By obtaining a mimimum of 2-3 reference checks this helps to identify patterns/consistency in reported past behaviour.  This helps minimise the possibility of losing a good candidate due to personality differences with a past employer.

Documenting referee responses

Each referee's response should be systematically documented (please refer to Reference Request Form).  These notes are then used to assist the selection committee's deliberations.

The information gathered during the reference check is confidential. It is privy to the selection committee only for recruitment purposes.

The written reference or notes of the reference given verbally must be placed on the personnel file.  
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