Sample Reference Checking Form

Candidate Name: _________________________________________________________

Reference Name (Preferably Former Supervisor): _______________________________

Company Name: _________________________________________________________

Dates of Employment: _____________________________________________________

Position(s) Held: _________________________________________________________

Salary History: ___________________________________________________________

Reason for Leaving: _______________________________________________________

Provide context for the reference by describing the position for which you are considering his or her former employee/co-worker.

How long did you know the candidate and in what capacity?

What kind of work did the candidate perform?

How did the candidate relate to co-workers, subordinates, and supervisors?

Please describe the quality and quantity of work generated by the former employee.

What were the former employee’s strengths on the job?

What were the former employee’s weaknesses on the job?

How would you describe the employee’s attitude toward work?

What is your overall assessment of the candidate?

If you had the opportunity, would you hire this person again?

Knowing what I have told you about this position, would you recommend this candidate?


[bookmark: _GoBack]Remember to explain your hiring procedures on your application form or in the interview. It is a courtesy to let the candidate know when you are going to check references.
