	Reference Checklist

	Name of Applicant:

	Company contacted:







¨    Supervisor 

Address:








¨   Co-Worker 

Person contacted/title:






¨  Other (indicate)



	Position held (Starting)
	Position held (Ending)

	Dates of Employment (Starting)
	Dates of Employment (Ending)

	Technical appraisal of work (relate this directly to the available position responsibilities).

·
Knowledge, skills & abilities

·
Supervisory Skills

·
Experience

·
Accomplishments



	Strengths:



	Weaknesses:



	How would you rate the applicant on:

	Relationships with co-workers? (Examples)

	Adaptability? (Examples)

	Dependability? (Examples)

	Attendance? (Examples)

	Is supervision required?  If yes, how much?

	Reason for leaving:

	Eligible for rehire?

	Other:



	Reference completed by:
Date:                                       
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