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MODEL REFERENCE CHECK

Candidate:

Reference Organization:

Reference Name/Title:

MINIMUM REFERENCE CHECK

Position held?

How long did you supervise candidate?

Full-Time or Part-time?

If part-time, how many hours per week?

Dates of employment?

Eligible for rehire?

EXPANDED REFERENCE CHECK

With rating categories of Needs Improvement, Satisfactory and Outstanding, how would
you rate (the candidate) on the following areas:

Initiative NI S @)
Did (candidate) set high standards of performance? Y N
Did (candidate) display a high level of effort and commitment to
performing the work? Y N
Comments:

Adaptability NI S @)
Did (candidate) handle day-to-day work challenges confidently? Y N
Was (candidate) willing and able to adjust to multiple demands
and shifting priorities? Y N
Comments:

Decision Making NI S @)
Did (candidate) share information and involve others as appropriate
in the decision making process? Y N
Did (candidate) take responsibility for their decisions? Y N
Comments:
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Customer Service NI S @)
Did (candidate) provide quality services to customers? Y N
Did (candidate) search for ways to increase customer satisfaction? Y N

Comments:

Teamwork NI S 0]
Did (candidate) contribute to organizational goals? Y N
Comments:

Interpersonal Relations NI S 0

Did (candidate) show respect and tolerance for people? Y N
Did (candidate) possess good listening skills? Y N
Comments:

Planning and Organizing Work NI S O
Did (candidate) arrange work in an efficient manner? Y N
Did (candidate) use resources (time, money, materials) effectively? Y N
Comments:

Oral Communication Skills NI S 0]
Comments:

Written Communication Skills NI S O
Comments:

Works When Scheduled NI S @)
Did (candidate) begin and end work when required? Y N
Did (candidate) call in according to policy when arriving late
for work or when absent? Y N
Did (candidate) use work time appropriately? Y N
Comments:

Would you rehire this person? Y N
Comments:

Is there anything else you can tell us about (candidate)’s work?

THANK YOU



