5.6 Applicant reference check form

	Name of applicant:
	MACROBUTTON NoMacro ( [insert name]

	Position applied for:
	MACROBUTTON NoMacro ( [insert position]

	Company contacted:
	MACROBUTTON NoMacro ( [insert name]
	Telephone no.:
	MACROBUTTON NoMacro ( [insert tel no.]

	Person contacted:
	MACROBUTTON NoMacro ( [insert name]

	Position/Title:
	MACROBUTTON NoMacro ( [insert position/title]

	Dates of employment: 
	From: MACROBUTTON NoMacro ( [insert date]
	To: MACROBUTTON NoMacro ( [insert date]

	Salary:
	MACROBUTTON NoMacro ( [insert salary]
	Bonus: 
	MACROBUTTON NoMacro ( [insert bonus]

	Date of last wage increase:
	MACROBUTTON NoMacro ( [insert date]

	Reason for leaving:
	MACROBUTTON NoMacro ( [insert details]

	Evaluation of performance

	1. What were the applicant’s job title and responsibilities?

MACROBUTTON NoMacro ( [insert details]

	2. How would you evaluate his/her skills?

MACROBUTTON NoMacro ( [insert details]

	3. What do you consider to be his/her strengths?

MACROBUTTON NoMacro ( [insert details]

	4. What would you consider to be his/her areas for development?

MACROBUTTON NoMacro ( [insert details]

	5. Describe his/her work ethics, i.e. loyalty, timekeeping, attendance etc.

MACROBUTTON NoMacro ( [insert details]

	6. Was he/she prepared to work overtime?

MACROBUTTON NoMacro ( [insert details]

	7. Was he/she a team player, an independent worker or both? Give examples of when the person worked in a team and when he/she worked independently. What was the outcome?

MACROBUTTON NoMacro ( [insert details]

	8. Does he/she have leadership potential? Please explain.

MACROBUTTON NoMacro ( [insert details]

	9. Did he/she ever work on a project for you where there were deadlines involved and did he/she meet the deadlines? Please provide an example.

MACROBUTTON NoMacro ( [insert details]

	10. Could you describe this person for me in one or two words? 

MACROBUTTON NoMacro ( [insert details]

	11. Have you had any reason to doubt this person’s honesty or integrity? 

MACROBUTTON NoMacro ( [insert details]

	12. Has this person worked for you and done a specific job where they did not require supervision? Please give an example of a specific situation.

MACROBUTTON NoMacro ( [insert details]

	13. What motivates this person?

MACROBUTTON NoMacro ( [insert details]


	14. Comment on his/her ability to learn. Please give me an example.

MACROBUTTON NoMacro ( [insert details]


	15. Was the job he/she performed for you a pressurised one?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


	Please explain the type of pressure this person had to work under and how they coped.

MACROBUTTON NoMacro ( [insert details]

	16. How does he/she handle feedback on his/her performance?

MACROBUTTON NoMacro ( [insert details]


	17. Did this person manage people?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


	Describe his/her management style. 

MACROBUTTON NoMacro ( [insert details]

	18. Describe any major accomplishments or contributions he/she made to the company or the department.

MACROBUTTON NoMacro ( [insert details]

	19. During the interview, the applicant was asked questions about previous experience with particular reference to how they handled specific situations. I was given some examples of the applicant’s performance. May I ask you to verify these occurrences?



	Competency question 1: 
	MACROBUTTON NoMacro ( [insert details]

	Competency question 2: 
	MACROBUTTON NoMacro ( [insert details]

	Competency question 3: 
	MACROBUTTON NoMacro ( [insert details]

	Competency question 4: 
	MACROBUTTON NoMacro ( [insert details]

	Competency question 5: 
	MACROBUTTON NoMacro ( [insert details]

	20. Is there anything else you would like to mention?


	21. Would you re-employ him/her? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	If no, why not? MACROBUTTON NoMacro ( [insert reasons]

	Date:  _____________________     Taken by: _______________________ (Print name)
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