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TOOL:  Sample Pre-Employment Reference Check Form

POSTED:  March 2012
[Insert your organization’s name here]
PRE-EMPLOYMENT REFERENCE CHECK FORM
Referee Name:

Referee Position Title:

Organization:

Applicant Name:

Confirm Dates Applicant Worked for Your Organization:

Position Applied for:

Date of Reference Check:

1.
What position did the applicant hold in your organization/ what was your working relationship?

2.
Qualities or attributes of candidate, please select and rate these attributes:

      STRONG
    AVERAGE 
        WEAK

Tact / diplomacy



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Discretion




 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Interpersonal skills



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Initiative




 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Ability to work well in a team


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Judgement




 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Flexibility




 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Co-operativeness



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Professionalism



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Confidentiality




 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Boundaries




 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Ability to work independently


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

3. 
Please comment/ summarize the candidate’s main strengths for the position of ____________with Andrew Fleck Child Care Services.

4. 
Are there any areas that you would recommend as needing further development with this candidate, or any other weaker areas of performance?

5.
Why did the applicant leave your organization?

6.
Would you re-hire this person? Yes _____ No _____

Comments:

7.
Please comment on the overall quality of this person’s work.

8.
Was applicant regular and punctual in attendance? Yes ___ NO____

If no, please explain:
9.
Do you have any other information you think we should know or that would be relevant to the job she/he is applying for?

Thank you for your time and cooperation.
Andrew Fleck Child Care Services agreed to share this document as a resource for the CCHRSC’s HR Toolkit. Resources are provided for reference only. Always consult current legislation in your jurisdiction to create policies and procedures that meet the needs of your organization.
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