
TELEPHONE REFERENCE CHECK

	APPLICANT’S NAME: 
	

	POSITION APPLIED FOR:
	

	NAME OF REFEREE CONTACTED:
	

	COMPANY NAME:
	

	POSITION OF REFEREE:
	

	DATE CONTACTED:
	


· STATE YOUR NAME, JOB TITLE AND OUTLET AND EXPLAIN WHY YOU ARE CALLING.

· ASK THE REFEREE IF THEY CAN PROVIDE THE REFERENCE NOW OR IF IT WOULD BE MORE CONVENIENT FOR YOU TO CALL BACK AT AN AGREED TIME.

· ASK THE REFEREE TO CONFIRM HIS/HER JOB TITLE.

· GIVE A BRIEF DESCRIPTION OF THE POSITION APPLIED FOR BY THE APPLICANT.

1. PLEASE CONFIRM THE APPLICANT’S DATES OF EMPLOYMENT WITH YOUR ORGANISATION

FROM__________________ 

TO___________________*

*TAKE THIS INFORMATION FROM THE APPLICATION FORM

2. WAS EMPLOYMENT CONTINUOUS DURING THIS TIME?

YES

NO

IF NO, PLEASE PROVIDE OTHER DATES:

FROM__________________

TO_____________________

FROM__________________

TO_____________________

3. IN WHAT CAPACITY WAS (INSERT APPLICANT’S NAME) EMPLOYED?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. PLEASE GIVE A BRIEF DESCRIPTION OF THE DUTIES INVOLVED IN (INSERT APPLICANT’S NAME) POSITION

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. WHAT WAS (INSERT APPLICANT’S NAME) REASON FOR LEAVING YOUR ORGANISATION?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. HOW MANY DAYS WAS (INSERT APPLICANT’S NAME) ABSENT OVER THE LAST 12 MONTHS?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. DOES (INSERT APPLICANT’S NAME) HAVE A CURRENT DISCIPLINARY RECORD OR ANY PENDING INVESTIGATIONS?

YES

NO

IF YES, PLEASE PROVIDE DETAILS:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EXPLAIN THAT YOU ARE GOING TO GIVE THE REFEREE A LIST OF PREFERRED QUALITIES AND ASK HIM/HER TO RATE THE APPLICANT POOR, AVERAGE OR EXCELLENT.

	8.  
	POOR
	AVERAGE
	EXCELLENT

	CONDUCT
	
	
	

	TIME KEEPING AND ATTENDANCE
	
	
	

	ATTITUDE AND COOPERATIVENESS
	
	
	

	WORK ABILITY AND DEPENDABILITY
	
	
	

	TRUSTWORTHINESS AND HONESTY
	
	
	

	COLLEAGUE RELATIONSHIPS
	
	
	


9.  IN YOUR OPINION IS THE APPLICANT SUITABLE FOR THE POSITION APPLIED FOR?

YES

NO

10.  WOULD YOU RE-EMPLOY?

YES

NO

ASK THE REFEREE TO PROVIDE ANY OTHER RELEVANT COMMENTS:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ASK THE REFEREE:

DO YOU AGREE THAT THE INFORMATION PROVIDED IS ACCURATE AND DO YOU CONSENT UNDER THE DATA PROTECTION LEGISLATION TO THIS INFORMATION BEING DISCLOSED TO A THIRD PARTY SUCH AS THE EMPLOYEE TO WHOM THIS REFERENCE APPLIES?

YES 

NO

SIGNED:
_____________________________

POSITION:
_____________________________

DATE:

_____________________________
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