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	Reference carried out by:
	Consultant Name
	Date
	


	Candidate Name:

	

	Position applying for:
	


	Referee Name:

	

	Position
	When they worked with the candidate

	Contact Number
	


Please indicate their areas of responsibility during their period of employment with you.

	Candidate Position:

	Title in the role when they reported to the referee

	Length of Service:
	Ideally ask for specifics but cross reference with CV


	1. How would you describe their relationship with staff?


	Please expand – did they work on a team, in an open plan office, on the road on their own etc


	2. How would you describe their relationship with their manager?


	Did you have to micro manage them or were they self sufficient?


	Criteria
	Please Comment

	1. Punctuality
	Always on time for work?

	2. Attendance
	Did they take any major sick leave/long absences?

	3. Ability to perform under pressure
	Project work, tough demands from clients/customers?

	4. Ability to perform to targets
	Did they have KPIs/Targets? How did they do against them?

	5. Attention to detail
	Always getting things done on time for clients etc?

	6. Team skills
	What role would they take in a team environment, any project work?


	4. Reason for leaving


	What made them move on?


	5. To the best of your knowledge was the candidate honest and trustworthy?

	

	6. Would you re-employ the candidate?

	If the opportunity arose would you work with them again?


	7. Do you know of any reason why we should not introduce the candidate to one of our clients?

	


	8. Are there any additional comments you would like to make?
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Reference Check Form











