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Reference Check Form 

Date:  ____________________ 

Person called:  _____________________________  Phone Number:  ________________ 

My name is __________________________ and I am the ______________________________________(title) at 

Western Piedmont Community College.  I would like to ask you some questions about 

_____________________________________________, who has applied for ________________________________ 

position.  Is this a good time to speak to you? 

 
(If no, offer to call back at a convenient time or allow them to call you back.) 

 

1. What was your relationship to?  

 

2. What were his/her dates of employment?  Beginning date:     Ending date:   

 

 

3. What was the nature of his/her job with your institution?   

 

4. What did you think of his/her work 

 

 

 

5. What were his/her strong points?   

 

6. What were his/her weak points?   

 

 

 

7. How well did he/she work with students?   

 

8. How well did he/she work with faculty?   

 

 

9. How well did he/she work with staff?   

 

10. How well did he/she work with supervisors?  
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11. Did he/she supervise anyone?  Yes         No       

12. How did he/she work with coworkers and subordinates?   

 

13. Would you comment on his/her (Superior, Above Average, Average, Below Average, Poor, Unable to Rate): 

Attendance  

Dependability/Reliability  

Ability to take on responsibility 

Ability to follow instructions  

Degree of supervision needed  

Overall attitude  

Quality of work 

Quantity of work  

Training, ability and experience 

Diplomacy  

Leadership  

Initiative 

Ability to make difficult or unpopular decisions 

 

14.  Why did he/she leave the position?   

 

 

15. Would you re-employee?  Yes             No       If no, why not? 

 

 

16. How do you think the applicant would fit into our position?   

 

 

17. In your opinion, does the applicant possess traits, which might render him/her unsuitable for this position?   
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18. Is there anything else you would like to comment on regarding _____________________ employment or job 

performance?   

 

 

Summary:  Please indicate below the phrase which best describes your recommendation of the applicant: 

 

 Recommend highly 

 Recommend with no reservations 

 Recommend with reservations 

 Would not recommend  

Other Notes or Comments:   

 

 

 

 ___________________________________    
Signature                                                                                                              Date 
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