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EMPLOYMENT REFERENCE CHECK QUESTIONNAIRE
Date________________
____________________________________ has applied for a position with the Department of Human Resources.  We have obtained authorization to contact you to conduct a reference check.  We need your assistance in verifying and providing employment information regarding his/her work performance.  

Company/Organization:   ________________________________________________________________
Reference Name:  ________________________________ Professional Relationship:  _______________ 
The applicant has indicated that he/she is/was employed from:  ________________________________ to 

___________________ as ___________________________________.  Is this correct?        Yes          No
If the applicant is no longer employed, what was the applicant’s reason for leaving?  

_____________________________________________________________________________________
1.  Describe the applicant’s responsibilities.  
2.  If the applicant is/was a supervisor, how many and what types of positions did he/she supervise?
3.  Describe the applicant’s professional strengths.

4.  Are/were there any weaknesses or areas of improvement in the applicant’s work performance?  Did/does the applicant require any additional training?
5.  Approximately how many times in a 12 month period was the applicant late or absent from work, excluding FMLA time and any approved time such as vacation and paid sick time?
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6.  Is the applicant eligible for rehire?  If not, please explain.

Please evaluate the applicant in the following areas:  

Adaptability to Change:  ________________________________________________________________
Communication Skills:  _________________________________________________________________

Dependability:  ________________________________________________________________________

Initiative:  ____________________________________________________________________________
Interpersonal Skills:  ___________________________________________________________________

Supervisory Ability/Potential:  ___________________________________________________________

Quality of Work: ______________________________________________________________________

Work Attitude:  _______________________________________________________________________
Are there/were there any significant or recurring problems, such as disciplinary action, leave abuse, disputes with supervisor, co-workers, public, etc.?

Do you have any additional comments that may assist us in our hiring decision?
Thank you for your cooperation. Your assistance is valued and greatly appreciated.

Name & Title of Person Conducting Reference ______________________________________________
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