Administrative Manual Policy 5.4

Attachment A

REFERENCE CHECK

All questions must be work related!

	APPLICANT NAME:

	STAFF NAME:

	DATE:

	NAME OF EMPLOYER:

	REFERENCE NAME AND TITLE:

	RELATIONSHIP TO APPLICANT:


1) How long have you supervised this individual?  How much daily contact did you have?

2) What type of supervision does/did this individual require?  Can s/he work independently after being trained?
3) This position involves the following tasks/skills:  Can you tell me about this applicant’s abilities in these areas?

4) How well does/did this applicant relate to:

· Other employees?

· Supervisors and Managers?

· Customers? 


· Technology and computers?

5) How well does/did this applicant complete work assignments?  Does/did s/he meet deadlines?  

6) Was this individual’s attendance and punctuality in accordance with your agency’s policies?
7) How is/was this individual’s general job performance?

8) Has a performance appraisal been completed recently?  When, and what was the rating?
9) Why did this individual leave your business/organization (if prior employment)?

10) Is there anything else you think we should know about this applicant?  
11) Would you rehire this person? 
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