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Reference Checking Guidelines and Forms

In order to get the best reference check possible, consider these guidelines:
1) Try to talk with the candidate's immediate supervisor. While human resource departments are able to verify dates of employment, job titles, reliability and more statistical information, they can't be expected to give non-quantifiable information. A supervisor can comment on personal characteristics, “fit,” and possibly the “real” reason for leaving. These informational nuggets can be extremely valuable to the potential employer.
2) Look for gaps or discrepancies in the work record. Candidates should account for all time periods, even time spent in a job search. Obviously, any differences in job sequence, dates of employment, gaps, etc. should be regarded as potential problems. Reference checking may reveal that a candidate “rounded off” an employment period, or had a different title. Any discrepancies should be addressed with the candidate.
3) All questions must be job related, but don't be afraid to ask questions that are more probing and in-depth. “Were there any frustrations that Ms. X faced in her job, and how did she deal with them?” will give you an insight into the candidate's personality. “How big was their department?” will elicit a more factual response.
4) Personal references may confirm your feelings on the candidate's personality, but don't look at a personal reference to give you anything but “good stuff.” To really find out or verify the candidate's work experience, try to get information from individuals who have seen the person “in action.”

5) Talking to a candidate's staff may give you an insight into that person's supervisory prowess, sense of fairness, people skills, and organizational ability. Be advised that not all companies will give purely objective references. Try as they might, if there was a particular issue which the former employer cannot seem to get over, or if they are having a difficult time finding a replacement for the departed employee, their assessment of the candidate may be tainted.
6) If lack of information from traditional sources presents a roadblock, don't be afraid to go back to the candidate and ask for professional or business references. Former clients/customers, sub-contractors, consultants, etc. often are able to give the prospective employer a “real world” perspective on the candidate.

Reference Checking Forms

Sample 1

Tips and Advice: Great candidates have great references. These are references that are willing to talk about the candidate. First verify the relationship of the person giving the reference and the length of the work relationship. Use fact-finding to understand the candidate’s actual role. Get specific examples to substantiate generalities. Ask supervisors about quality and results; ask subordinates about leadership skills; ask peers about team projects, cooperation and support.
	Candidate:
	Position:
	Date:

	Reference Name:
	Phone Number:

	Relationship (Supervisor? Co-Worker?):

	Length of Relationship:


Qualifying the Candidate – Part I
(Select questions from this list based on the relationship to the candidate)

Please give me a summary of his/her strengths and areas for improvement:
(get examples of accomplishments to support major strengths).
Can you give me an example of initiative?
What was his/her best accomplishment?
Tell me about a time he/she went the “extra mile.”
How strong was this person in working with others?
Can you give me an example of his/her ability to handle pressure or criticism?
How dependable is he/she?  Can you give me some examples?
How would you rank overall performance on a scale of 1-10?  What would it take for him/her to move up one point?

Who else should I talk to for a clear picture of <candidate’s name> performance and capability?

Qualifying the Candidate – Part II
Tips and Advice: If you don’t yet have enough information to score a candidate’s ability or perhaps in the cases when you are hiring for a particularly important position, or where you have two good final candidates, you can ask the reference to give specific information related to this position’s performance objectives (will need to modify the list of questions below accordingly).  If the reference is a personal reference, you may need to clarify that many of these objectives can be observed in a variety of personal situations, such as sports, school, community or volunteer work.
	Could you please help me rank <candidate name>’s ability in some areas so I can have a clearer picture of where he/she might fit our needs?

Would you say that <candidate name>:
	Very

Strong


	Competent
	Needs Work
	Don’t Know

	Responds quickly and accurately
	
	
	
	

	Identifies opportunities to deliver great service
	
	
	
	

	Maintains and adjusts work pace
	
	
	
	

	Resolves difficult customer situations
	
	
	
	

	Learns quickly
	
	
	
	

	Works effectively with a team
	
	
	
	

	Take ownership for improving service
	
	
	
	

	Summary/Comments/Conclusions:




	Reference Check Completed By:
	Date:


Sample 2 – Email Request
Attn: Human Resources

<Name of applicant> is applying for <position title> with our company, <XYZ Company Name>. He/she indicated that he/she previously worked for <name of former employer>. 

I have attached a copy of the release authorization form signed by <name of applicant>. I would very much appreciate if you could provide information requested below and email back to me no later than <date>. If you have any questions or wish to contact me regarding this request, you may reach me at <phone number> or email at <email address>. Thank you.
Sincerely, 

Human Resources Manager



For <Applicants name>
Dates of employment:  From ___/___/___  To ___/___/___

Last position held 








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

How would you describe the applicant's relationships with coworkers, subordinates (if applicable), and with superiors? 

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

What were his/her strengths on the job?  Areas to work on?
What is your overall assessment of the candidate?

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

Eligible for rehire:

 Yes 

No

If No, please explain 













Sample 3 – Comprehensive Questionnaire
	Applicant
	Reference / Title

	Current / Former Employer
	Phone

	What is your working relationship with the applicant?  Did he/she work directly for you?  If so, for how long?

How long have you know him/her?  



	Confirm employment dates (FT, PT, Seasonal)


	Confirm salary history

	Job title/responsibilities; Job changes/promotions?



	Major accomplishments?  Specifically assigned and successfully completed any major projects?  Did he/she meet or exceed company expectations?



	Performance evaluation (performance review info); how did it compare to others in the same job?



	Relationship/compatibility with coworkers (is he/she considered a team player?) and supervisors (is he/she able to take direction from others)?  If appropriate, evaluate relationship with customers.  If sales-oriented position, sales achievements & goals, ability to follow through and close a sale.



	What would you consider as his/her strengths?


	What you would consider as his/her limitations or areas needing further development or training?



	Comment on his/her communication skills, both written and verbal.  Ability to meet deadlines?  Presentation skills?



	Attendance record? (Excluding FMLA) Dependability?  

	Willingness to assume responsibility/work extra hours?  Ability to work under pressure (crisis situations/deadlines)?



	Ability to be flexible and accept changes (transfers, dept. or company reorganizations affecting job content/responsibilities)?



	Evaluate applicant’s character (i.e., honesty, integrity, work ethic, attitude) related to his/her employability.



	Has he/she been disciplined for violation of policies including safeguarding of people & property? 


	Reason for leaving (resignation, lay off, involuntarily terminated)?  Eligibility for rehire?  



	Any additional significant job-related information regarding applicant to help us determine suitability for employment?



	ADDITIONAL QUESTIONS for Management Level Positions: Supervisory responsibilities associated with their position?  How many direct reports?  Describe management style, effectiveness:



	Describe his/her leadership abilities; Include problem-solving skills.

	ADDITIONAL QUESTIONS for Office, Technical or Shop/Laborer Positions: List and evaluate technical skills (mechanical/maintenance ability of computer proficiency, etc.):



	Describe competency on what office/computer equipment/software?

	Quality/quantity of work?  Deadlines met?  Attention to detail/accuracy?

	Degree of supervision needed? Your opinion of the most appropriate work environment where this applicant would excel.



This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
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