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Reference Check Form


	Applicant Name:
	
	Position Applied:
	

	Reference’s Name:
	
	Position:
	

	Reference’s Employer:
	
	Relationship to Applicant:
	

	Applicant’s Employment:
	Date Started:
	
	Date Left:
	

	Applicant’s Title:
	

	Applicant’s Duties:
	

	Overall Performance:
	

	Strong Points:
	

	Weak Points:
	

	Reason for Leaving:
	

	Would Reference Rehire:
	
	Yes
	
	No

	If not, why?
	

	

	Core Competencies
	Excellent
	Good
	Fair
	Poor

	Communication
	
	
	
	

	Cooperation/Teamwork
	
	
	
	

	Customer Service
	
	
	
	

	Flexibility
	
	
	
	

	Initiative
	
	
	
	

	Innovation
	
	
	
	

	Job Knowledge
	
	
	
	

	Judgment
	
	
	
	

	Quality of Work
	
	
	
	

	Reliability
	
	
	
	

	Support of Diversity
	
	
	
	

	Supervisory Competencies (if applicable):

	Management Excellence
	
	
	
	

	Resources Management
	
	
	
	

	Strategic Thinking
	
	
	
	

	Values and Ethics
	
	
	
	

	Additional Comments:
	

	
	

	
	


	Reference Done By:
	
	Date:
	



