	

	Reference Check Form

	
	

	Applicant Name:
	
	

	References Checked By:
	
	Date:
	

	Company contacted:
	
	

	Name/Title/Person contacted:
	
	

	Relationship to applicant:
	
	

	Length of time applicant known to contact:
	
	

	
	

	Tell the reference about the job the applicant has applied for (may choose to indicate the criteria used to evaluate the candidate).

	1.
From your records, can you tell me when they started with your organization and when they left your organization?


	

	2.
What was their position with your organization?



	

	3.
What were their job duties?



	

	4.
How would you rate their performance in terms of work volume and quality?

	

	5.  How would you describe the individual's leadership, managerial or supervisory skills? 



	

	6.
How would you compare their job performance with the performance of others who had similar responsibilities?

	

	7.
Would you describe this person as a team player or one who does their best work solo?


	

	8.   Describe their interaction with direct reports.    Was the individual respected by their direct reports? 


	

	9.
Evaluation of written communication

	

	10.
Interpersonal Skills:
Public
Co-workers
Supervisors


	

	11.
What do you feel are their main strengths?  Why?

	

	12. If you could send this person to training to improve their ability to perform in their job, what training would you recommend?

NOTE: The answer will give you a clear picture of the development issues inherent in the applicant.

	

	13. Could you confirm that their income was

$______________ /hr?


	

	14. What were the circumstances leading up to their leaving your organization and the reasons why they left?

	

	15. Would you rehire them for a position in your organization? If not, why?

	

	16. Is there anything else you could tell me about them that would help us in making our decision? 

	

	
	

	Thank the contact

	NOTES

a) Watch out for information that suggests personality conflicts that might bias a reference check, but note that such events may happen again.

b) Look for consistency between what you heard from the candidate and what the reference says.  Any swings too far either way should give you cause for concern and further investigation.

c) Describe examples of work and performance – gives an objective description of what the candidate actually did at their previous job(s).  Were there any problems in carrying out these duties.

d) You are looking for facts, description, relevant incidents, and behavioral examples rather than opinions. 
Ask “Can you give me any examples how they performed a particular function?”

	COMMENTS




Remember that it is always better to take a little time to do a good job with your reference checks.  Better to be safe now than sorry later.


