
REFERENCE CHECK LIST

Applicant’s name: 


Position: 


Check List

Reference #1:


(a)
Referee’s Name: 



(b)
Referee’s Position: 



(c)
Referee’s contact details: 


(d)
Date contacted: 



(e)
Comments: 


Reference #2:


(a)
Referee’s Name: 



(b)
Referee’s Position: 



(c)
Referee’s contact details: 


(d)
Date contacted: 



(e)
Comments: 


Reference #3:


(a)
Referee’s Name: 



(b)
Referee’s Position: 



(c)
Referee’s contact details: 


(d)
Date contacted: 



(e)
Comments: 


Example questions to ask referee

1.
What duties did the applicant perform whilst employed with your organisation?

2.
Was the applicant honest and reliable?

3.
What in your opinion are the applicant’s best qualities/skills?

4.
Why did the applicant leave your employment?

5.
If you were in a position to, would you re-employ the applicant?

6.
If you were able to, would you be prepared to provide the applicant with a written reference? 
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