Telephone Reference Checking Form
	Name of Candidate:
	
	Position Applied for:
	

	
	
	
	

	Referee Name:
	
	
	

	Company:
	
	Tel No:
	

	Job Title:
	
	
	

	
	
	
	


	How long has he/she worked for you?
	

	

	Dates Employed:
	
	Rate of Pay:
	

	Nature of duties:
	

	Reason for leaving:
	

	How was your working relationship with him/her?
	

	How did he/she react under pressure?
	

	How many sick days in the last 12 mths?
	

	Would you re-employ him/her?
	

	Would you recommend him/her for the position?
	


How would you rate him/her on the following – excellent, good, average or poor?
	
	Excellent
	Good
	Average
	Poor

	Attitude to work
	
	
	
	

	Standard of performance
	
	
	
	

	Initiative and Enthusiasm
	
	
	
	

	Responsibility
	
	
	
	

	Attendance and timekeeping
	
	
	
	

	Teamwork
	
	
	
	


	Additional Comments:

	

	

	

	

	


Signed: _________________________________ 
Date: _________________________
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