
Sample Form

This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Reference Checking Form

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

Candidate 
Name 


Reference 
Name 


Company 
Name 


Dates of Employment: 
From:__________________ To:____________________

Position(s) 
Held 



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





2. Describe the quality of the employee’s work.


3. Give me some examples of this employee’s strengths.
4. Describe the quantity and quality of output generated by the former employee.


5. Describe any areas you believe they could improve upon.


6. When this person was part of a team, what role did they play?




7. Give me some examples of the types of feedback you provided to the employee
8.  Describe what you think this employee needs in order to be successful in their next position

9.  Why did this employee leave your organization?




Other comments?
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