Past Employment Reference Checking Form

(Verify that the applicant has provided permission before conducting reference checks)

Candidate Name
________________________________________________________________

Reference Name/title____________________________________________________________

Company Name________________________________________________________________

Dates of Employment:  From:__________To:_________ Last Salary/Pay rate_______________

Position(s) Held________________________________________________________________ 

Reason for Leaving____________________________________________________

Explain the reason for your call; verify the above information with the supervisor

Information verified 
[ ]



Information not verified
[ ], comment _________________________________________


1. Please describe the type of work for which the candidate was responsible.


2. How would you describe the applicant's relationship and attitude with coworkers, subordinates (if applicable), and with superiors? 


3. How would you describe the quantity and quality of output generated by the former employee?


4. What were his/her 
a) strengths on the job?



b) weaknesses on the job?

5. What is your overall assessment of the candidate?


6. Would you recommend him/her for this position? Why or why not?


7. Would this individual be eligible for rehire? Why or why not?


Other comments?
[   ] Reference would not supply additional information due to the policy of their company 
Reference Check Conducted by:
______________________________________________________________

Name/Title


