Reference Checking Procedures


Contact the former supervisor or individual who is knowledgeable regarding the applicant's qualifications.  Identify yourself and explain that the applicant indicated that he/she would serve as a reference.  Assure the person that any information he/she provides will be treated confidentially.  Describe the job that the applicant is being considered for and the skills, knowledge, and abilities necessary.  You are not limited to the following questions, but any question asked must be job related.


The following questions should be asked of the reference:

1. How long did the applicant work for you? (or how long have you known the applicant)



2. What was his/her position and responsibilities?



3. What period of time did he/she work for the organization, and what was his/her final salary?



4. How do you feel the applicant would perform in the position I described to you?



5. How effective was he/she in working with others?  How was his/her punctuality and attendance?



6. Has he/she ever exhibited any signs of violence toward any co-workers or customers?



7. What do you consider his/her major strengths in relation to our position?



8. What problems do you believe he/she might encounter in this position?



9. What other information can you provide me regarding the applicant's qualifications for our position?  Would you rehire this person?



Express your appreciation to the reference for his/her assistance.
