REFERENCE CHECK QUESTIONS

REQUESTER’S NAME: _________________________DATE: _______________

POSITION TITLE:  _______________________ANNOUNCEMENT # __________

APPLICANT’S NAME: _______________________________________________
COMPANY/AGENCY NAME: _________________PHONE #: ________________

PERSON CONTACTED: ______________________________________________

RELATIONSHIP TO APPLICANT:_______________________________________
Introduce yourself to person, identify that you are doing a reference check and ask if they have a few minutes to talk to you about the individual.  Assure them that any information they share is confidential within the extent of the Public Records Request law and will only be shared with the hiring manager.

1.       Dates of Employment: From___________________To:_______________
                                                  (Confirm dates of employment per PD100)

2.       What were the employee’s job title(s) and duties while employed by your company/agency?
3.  
Describe the employee’s quality of work:

4.
Was the employee able to meet assignment deadlines and time frames?
5. What was the employee’s attitude in approaching work assignments?
6. Was the employee dependable in showing up for work on time or as scheduled?
7.  
Describe the employee’s working relationships with customers, co-workers, and managers.   How did they interact with others?
8. 
Describe this employee’s ability to follow directions:  How did they take direction from you or other supervisors?  (Open discussion/communications when they disagreed; were they able to support management’s direction when they disagreed; were they receptive to your suggestions?):
9.
Describe this employee’s ability to work independently – During their course of employment did they work independently or did they require constant supervision? (Was it the nature of the work or because they needed oversight?)
10.
Describe this employee’s ability to learn:  How would you rate their ability to learn? – Could you give me some examples?
11.
What was the reason given by this employee for leaving your company/agency? (Match what applicant said in interview – are they honest?) 
12.
Would you rehire this employee?  Why or why not?
13.
Summary Evaluation:  Would you like to add anything you think we should know about this person as we make our hiring decision.  (Explain the working environment and then ask if they believe the person would fit in.)
FOR SUPERVISORY POSITIONS ONLY:
14.   Did this employee have good management/supervisory skills?
15.   Was this employee responsible for developing policies and/or procedures?    

        If so, can you give me an example of a policy/procedure developed.  What  

        was the outcome of the final product?
16.   Did this employee supervise employees represented by a union?  If so, was 

        the individual skilled in administering the elements of the contract?
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