

Reference Check Form Template





1. Candidate information

	Candidate name
	[Enter employee ID no.]
	Hiring Manager
	[Enter Hiring Manager’s name]

	Position applied for
	[Enter position applied for]
	Reference checked by
	[Enter reference checked by]

	Department
	[Enter department]
	Date of reference check
	[Enter date of reference check]


2. Reference information
	Reference name
	[Enter reference name]
	Relationship to candidate
	[Enter relationship with candidate]

	Position / title
	[Enter position / title]
	Period worked together
	[Enter manager’s name]

	Organization
	[Enter organization]
	Contact information
	[Enter date]


3. Reference check questions
1. How would you describe the candidate’s job performance?
2. How reliable and punctual was the candidate?
3. How did the candidate interact with colleagues and supervisors?
4. How effectively did the candidate handle challenges or solve problems?
5. How would you evaluate the candidate’s communication skills?
6. What are the candidate’s primary strengths and areas for development?
7. Would you rehire this candidate if the opportunity arose?
	Notes:


	




4. Rating summary (1-5 scale)

	Attribute
	1
	2
	3
	4
	5

	Performance
	☐
	☐
	☐
	☐
	☐

	Reliability
	☐
	☐
	☐
	☐
	☐

	Collaboration
	☐
	☐
	☐
	☐
	☐

	Communication
	☐
	☐
	☐
	☐
	☐



5. Final recommendation

	☐ Hire
	☐ Hire with reservations
	☐ Do not hire



	Brief rationale:


	


[image: Logo  Description automatically generated with medium confidence]
aihr.com


6. Candidate consent and acknowledgement
	☐ The candidate has provided written or verbal consent for the company to conduct phone references and record the feedback for recruitment purposes.
Candidate signature: ___________________________ Date: ____________
Recruiter/Hiring Manager signature: ___________________________ Date: ____________
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