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REFERENCE CHECK FORM
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A minimum of 2 detailed reference checks are completed for all new hires prior to job offer and reports
are maintained on personnel files.
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Introduction 44

Introduce yourself by name, position, hotel and ask the referee if it's a convenient time to conduct a reference
check. (Eg: Personal introduction then, A candidate, X, has provided me your name to conduct a confidential
reference check. Would you mind taking a few moments to answer some questions?)
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Verification &3k

Clarify the reporting relationship (if referee was not in a direct reporting capacity, do not proceed with the
reference check). Verify the candidate’s position, specific responsibilities and employment dates.

B TARLHR R (R OEI SR TE (S R TR OE A IR TR IR G, IR AR SE 775 B E) . LA
EARGL. FATRFT. Jedi A .

Strengths — Character 3RI5——:#%

Ask open questions about the candidate’s personal character, honesty and reputation, attendance and tardiness
record at work. (Could you comment on the candidate’s general character? How would you rate their attendance
record?)
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Strengths — General 325 —— &

Ascertain their most apparent strengths. (Could you comment on the candidates notable strengths?)
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Development areas & JE 4%

Ask open questions about the person’s development areas. (Were there any areas whilst performing that job
where you felt they did not have particular strengths or where they struggled?)
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Probe as to whether they managed to overcome those areas. (In your recollection, were they given opportunity
to develop or strengthen that area? (through counselling or training opportunities, etc) Do you feel they
succeeded? If not, why not?)
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Competency Ratings applicable to IHG Position i& F -3 b7 15 42 B B [ B8 71 3P4
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Consider their performance against the key components of the job and seek feedback, probing as required.
(How would you rate the candidate's performance in that job as it related to their:
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- Technical competence; Management Skills; Customer Service Skills

- BiRAES: BHERT: FPRSET

- Add any other key competencies you want to investigate
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Winning Ways Ratings applicable to IHG Position i ] T Bxii Ji5 4 F HR AL (0 BUkE 2 38 PP

Consider their behaviour against IHG Winning Ways that is required, probing as required. (How would you rate
the candidate’s behaviour in that job as it related to
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Do the right thing, Show we care, Aim Higher, Celebrate difference, Work better together
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Reason for leaving BHREH

Establish the main reason for termination or resignation. (Can you recall the main reason for the candidate
leaving? If you had a choice, would you rehire the candidate? Why / Why not?)

BN RS FRBRMEERE. GEREZ—FRESHRMEERFY? nREKE—KIle, GEER
KIS RRIEEY? AHABEBI AR AREE)

Close 4 &

Thank the referee for their time and comments, adding something along the lines of: InterContinental Hotels
Group follow a thorough screening process and this reference check has been just one of many considerations.
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Write Up Notes (Pro-forma Attached) ic% (Bfiff#H)

Briefly write up the reference check, sign and date it and attach it to your interview notes.
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REFERENCE CHECK - WRITE UP NOTES
BREE—CF
Name of Candidate:
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Name of Referee:
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Relationship of Referee to Candidate:
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Clarification of Position/Responsibilities/Employment Dates/Remuneration:
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Employment History 5% Ji /7 4
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e Honesty W{5:
e Reputation A3
e Attendance Record H #hic 3

Timekeeping/Punctuality B &) ic /57 i : e S

Referees comments on Candidate’s most notable strengths:
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Referees comments on Candidate’s development/ training needs:
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e Leadership 415 7
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Referees comments on Candidate’s competencies:
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e Technical Competencies A fit 77:
e Management Skills & H 15
»  Customer Service Aptitude % F it - 5:75:

Referees comments on Candidate’s behaviour against IHG Winning Ways:
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Do the right thing {506 11 3%
Show we care k5% %:

Aim higher i& 5K 5L
Celebrate difference R [F# 5
Work better together tiME 3t B

Reason for Leaving / Would your company re-employ him or her?
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Reference Check conducted by (and date):
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Other Comments:
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