REFERENCE CHECK QUESTIONS
Person Requesting Information: ___________________________ Date: ___________________                              


  

Position Applied for: _____________________________________________________________                                                          


 
Applicant’s Name: 

Company Name:                                         


Phone:

Person Contacted:

Relationship to Applicant:  FORMCHECKBOX 
Supervisor    FORMCHECKBOX 
Co-Worker    FORMCHECKBOX 
 Friend    FORMCHECKBOX 
 Other
Note: Introduce yourself to the person, including your name, title and where you are employed. 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 and the personnel office.
1. Dates of employment: from ______________ to ___________________
2. How long have you known (applicant’s name)? ________________________________
3. What were (applicant’s name) job title(s) and duties while employed by your company? ​​​​​​​​​​​​​​​​​

     _____________________________________________________________________

     _____________________________________________________________________                      
     _____________________________________________________________________
     _____________________________________________________________________
4. What is your professional relationship with (applicant’s name)?
     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

5. Please describe (applicant’s name) work ethic and quality of work?

    _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

6. Please describe how well (applicant’s name) interacted with others?

    _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

7. Please describe how (applicant’s name) reacts in stressful situations?
     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

8. What are the (applicant’s name) professional strengths?

     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

 9. Does (applicant’s name) work better individually or in a group environment?
    _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

10.  Was (applicant’s name) dependable in showing up for work on time or as scheduled?

     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

11. How well would you say that (applicant’s name) was able to follow directions?
     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

12. Did (applicant’s name) give a notice or a reason for leaving your company?
    _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

13. Would you re-hire (applicant’s name)?

    _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

FOR SUPERVISORY POSITIONS ONLY
14. How would you describe (applicant’s name) management/supervisory style? 
     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

15. Was (applicant’s name) responsible for developing policies and/or procedures or   

      administering elements of a union contract?
     _____________________________________________________________________

     _____________________________________________________________________                      

     _____________________________________________________________________

     _____________________________________________________________________

