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Human Resources Policy Manual


CANDIDATE REFERENCE CHECK FORM
Position:

________________________________________________

Candidate Name: 
________________________________________________

Date conducted:
________________________

Conducted by: 
________________________

Reference Name:
________________________________________________

Company:

________________________________________________

Relationship to Candidate:

_____________________________________

Salary/Wage at time of Departure:
_____________________________________

Would you rehire this person?  Why/why not?  If yes, what kind of position would you consider this person for?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Comments

Attendance/Punctuality:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Conduct/Demeanour:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Relationships with Co-workers and Manager:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Quality of Work:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Timeliness of Work/Meeting Deadlines:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Flexibility and Adaptability:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Ability to Multi-task:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Willingness and Ability to Learn:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Communication Skills: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Technical Skills: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Greatest Strengths:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Areas where development efforts should be focused:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Other Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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