Reference Check Form
to be completed by the manager or search committee member conducting reference checks 

(Please be sure to notify the candidate, in advance, that you will be checking his/her references.  Obtain the candidate’s permission before contacting his/her current employer.)

Candidate's Name:

Position for Which Job Candidate is Applying:

Name of Reference:

Job Title of Reference & Relationship to Candidate (supervisor, co-worker, human resource manager, etc.):

Company/Employer's Name:

Date Contacted:

Record responses from the individual providing the reference. Modify, add, or delete questions as necessary based on the requirements of the vacant position.

Please confirm that this individual was employed by you from 
(hire 

date) until
(term. date), as 
(job title).

How long have you known this individual?

Why did this individual leave your place of employment?

Is this individual eligible for re-employment by your company? If not, why?

If you were starting your own business, would you hire this individual to be part of your team? Why or why not?

Did this individual supervise others?  If so, how do you think his/her direct reports would describe this individual’s supervisory style?

Please describe this individual's major accomplishments while he/she was employed by you.

Would you describe this individual as detail-oriented, or more of a “big picture” thinker?  Why?

Would you describe this individual as more of a leader or a follower?

Please describe the individual's most valuable job-related abilities.

Please describe areas in which the individual needed to improve his/her work performance.

What rating did this individual receive on his/her most recent performance appraisal?

Was any type of disciplinary action taken against this individual while employed by you?

While employed with you, what types of activities did this individual engage in to enhance his/her job knowledge and effectiveness?

Did this individual complete work tasks or projects in a timely manner?

Did this individual report to work on time on a consistent basis?

Would you describe this individual as a self-starter? Why or why not?

How would you describe this individual’s communication style?

Did this individual interact and communicate effectively with co-workers and customers?

While employed by you, did this individual experience any conflicts with his/her co-workers or supervisors?

Did this individual effectively resolve problems independently?

Additional job-related information:

Form completed by:

Send a copy of this completed form to Human Resources, CSQ, fax: 291-3969.
