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Reference Screening Form

Date:  _________________________________

Candidate:  ____________________________ 
Reference:  ____________________________

Interviewer:  ____________________________


Reference Phone: _______________________
	Reference Position:   Where does reference currently work?   What is his/her position?


	Association with Candidate:  In what capacity did reference work with candidate?  For how long?  Confirm length of employment.  Why did candidate leave (if not still working there)?


	Job Responsibilities:  What were candidate’s specific job responsibilities?  Work environment?  Reporting structure?  Supervisory responsibilities?  Promotions?


	Performance:  How well did candidate perform responsibilities?   Examples of things did well?  Or not well?  What was candidate’s biggest accomplishment?  What stood out most about the candidate?  Overall quality of work?


	Work Ethic:  What kind of work ethic does candidate have?  Any issues related to: attendance/punctuality, attitude, teamwork, professionalism/honesty, reliability/working independently, time management/organization, decision making, communication, supervising?



	Development Areas: What areas does the candidate need to develop, strengthen?  



	What Role/Environment Candidate Best Suited For:  What role / work environment would best leverage the skills, experience, and work style of candidate?  How well do you think the candidate would fit for this position [describe the position for which candidates is being considered]?  What advice would you have for the candidate’s supervisor with respect to how to manage, motivate and/or work with the candidate.


	Would you Hire Again?  


	Open Ended:  Is there anything else we have not discussed about candidate that you would like to share?
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