REFERENCE CHECK FORM 
Applicant's Name:  
Organization:

Date:
Reference Name:

Your Name:
Reference Title:

Hello, my name is 
 , with Pacific Lutheran University.  We are seriously considering hiring 
 formerly employed by your organization.  He/she listed you as a reference and I would like to ask you a few questions.  Is this a convenient time for you?

STANDARD REFERENCE QUESTIONS

1. Could you tell me the dates he/she was with your organization?

2. What was your relationship to him/her?

3. What type of work did he/she do?  What was his/her job title?

4. What would you say are his/her strengths?

5. We all have areas we need to improve.  What would you say are his/her development needs?  

6. How would you compare his/her work to the work of others who performed the same job?

7. Did he/she work well with people?

8. Why did he/she leave your organization?  Would you rehire him/her?  If not, why not?

9. Is there anyone else who could give me information about him/her?

10. Are you aware of any reason why we should not consider this applicant for employment?

OPTIONAL REFERENCE QUESTIONS (tailor to fit requirements of particular job/department)

1. Was he/she a self-motivated person?  How would you rate his/her initiative and follow-through?

2. To what extent is he/she capable of working independently?  Capable of working in teams?

3. When there was a particularly urgent assignment, what steps did he/she take to get it done on time?

4. Was he/she absent from work or late to work frequently?

5. What type of management style would best help him/her be a top performer?

6. What is the biggest change you've seen in him/her?  Where has he/she grown the most?

ADDITIONAL INFORMATION:    ______________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

