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Human Resource Department

Reference Checking Form

Candidate’s Name_____________________________________________________________

Reference’s Name______________________________Title___________________________

Organization/University________________________________________________________

Dates of Candidate’s Employment: 
From:_________________To:__________________

Position(s) Held________________________________ Salary History__________________

As a reference, you are a valuable source of information regarding various working conditions observed during your period of employment with the candidate. We hope you will be candid with your answers to the questions so we may learn from your experience. Verify that the applicant has provided permission before conducting the reference check.

1. What was (is) the nature of the candidate’s work with your institution – specific duties and responsibilities? _______________________________________________________________

______________________________________________________________________

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

____________________________________________________________________________

3. Do you consider the candidate to be reliable in performing assigned tasks? Yes__ No___ . How would you describe the quantity and quality of output generated by the candidate?___________

____________________________________________________________________________

4. What were (are) the candidate’s strengths and/or weaknesses on the job? ________________

____________________________________________________________________________

5. Why did (is) the candidate leave (leaving) your institution (organization)? _______________

_____________________________________________________________________________

6. What is your overall assessment of the candidate? Would you recommend him/her for this position? Why or why not?_______________________________________________________

_____________________________________________________________________________

7. Would this individual be eligible for rehire? Why or why not?_________________________

_____________________________________________________________________________

8. Is there anything else job-related you would like to tell me about the candidate? __________  _____________________________________________________________________________

The information you provided will be useful in our continuing efforts to make Delta State University a better place to work. We thank you for your candid answers to our questions and for taking time to assist us.
