YOUR LOGO HERE
	Potential Employee Reference Checklist                   Dated: _______________



	Name of Candidate:
	

	
	

	Name & Address of Referee:
	

	
	

	Company Name:
	

	
	

	Telephone Number:
	

	
	

	Email Address:
	


Questions to address to Referee:

	How long did the candidate work with/for you?

	

	What was the candidate’s position within the company?

	

	Was the candidate easy to get along with? (If no, ask why not.)

	

	

	Was the candidate:

	Motivated:
	Yes (      No (
	A Team Player:
	Yes (      No (

	A Self Starter:
	Yes (      No (
	A Good Time Keeper:
	Yes (      No (

	Adaptable:
	Yes (      No (
	Trustworthy:
	Yes (      No (

	
	

	What, in your opinion, are the candidate’s strongest points?

	

	

	What, in your opinion, are the candidate’s weakest points?

	

	

	Were there any areas you feel were in need of development?

	

	

	How much daily contact did you have with the candidate? (e.g. 5 hours a week, etc)

	

	

	Was there an area in which the candidate excelled in their position?

	

	


	Did the candidate complete their job to a satisfactory level?

	

	

	What was the candidate’s reason for leaving?

	

	


	Would you employ this person again?           Yes (     No  (  (If no, why not?)

	

	

	Any additional comments from referee?


	


Type of Reference:

Telephone  (         Email (       Written (
Signed off by Manager: ________________________

Reference check OK?
Yes (    No (  

If no, are further references required?   Yes (    No (
1

