
Document Disclaimer: The information contained within this publication is general information only. Whilst SBAAS has no reason to believe 
any information contained herein is inaccurate, it should not be relied upon as a substitute for professional advice. SBAAS does not accept 
any liability for any loss suffered as a result of the reliance of the information contained in, or other contents of, this publication. 

Recruitment and Selection Guidelines Version 7.1  Published 12.2019  P a g e  | 1 

©2019 

Small Business Assistance & Advisory Service  

 

Recruitment and Selection Guidelines – Reference Checks 
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SBAAS highly recommends that referee and background checks of the preferred candidates are be 
undertaken before offering the position to a candidate. 

Referee checks are when the recruiter contacts the candidate’s previous employers and asks 
questions that will assist in determining whether they are the right person for the role based on 
their performance in previous roles. 

Some scepticism exists to the value of reference checks as candidates can supply the contacts of 
previous managers, employers or peers who are most likely to give a favourable report. Good 
questioning techniques can assist in getting value from a conversation with a previous colleague. 

There are several new cloud-based systems available that send a link to the referee so they can 
complete a referee form. SBAAS strongly recommends against this as they are time-consuming, and 
the referee will be very cautious as to what they put in writing! An experienced recruiter will be able 
to gain much from tone and inflection in the responses of a referee and said referee can request that 
certain comments be ‘off the record” which creates a comfort to be more accurate in their 
assessment of the candidate. 

Referee reports and background checks of the preferred candidates should be undertaken before 
offering the position to a candidate. 

When approaching previous employers for information regarding the candidate it is useful to have a 
short list of questions relating to: 

• Seeking confirmation of the term and type of employment 
• Confirming job role and responsibilities 
• Addressing previous employment issues raised by the candidate during the process 
• Confirming the reason for leaving the role 

In addition to contacting previous employer contacts provided by the candidate at this stage in the 
selection process may also include: 

• Checking claims made on resumes in relation to previous employment history 
• Checking police and financial records for criminal records or bankruptcy etc 
• Checking accuracy and authenticity of certificates, qualifications with educational 

institutions and training providers. 

These types of checks are more important for some position types than others i.e. accountancy, 
finance, childcare, medical roles, legal roles etc. 


