TELEPHONE REFERENCE CHECKING FORM
Work-Site Client/Employer:      
Applicant’s Name:      
Position Applying For:      
Former Employer Contacted:      
Name of the Contact Giving Reference:      
Telephone No.:      
Reference Check Conducted By:      
Date:      
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Please ask the applicant’s former employer the following questions and record the answers in the spaces provided.
1.
When did the applicant work for your company?  From       to      
2.
What was the applicant’s position/title?       
3.
What was the applicant’s starting salary?        Final salary?      
4.
What was your working relationship with the applicant?      
5.
Please comment on the applicant’s:


Quality of work:      

Quantity of work:      

Attendance/tardiness:      

Work attitude:      
6.
Did the applicant get along well with others?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

7.
Reason for applicant’s separation from your company:      
8.
Is applicant eligible for rehire with your company?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No


If not, why?      
Additional comments:      
Information from:      
Title:      
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