Reference Check Form
Two references are required from past employers for each new employees hire at 
(your company)

Questions:
1. Verify if person is related to employee.

2. Verify that the position worked, dates of employment, and reason for leaving stated on resume or application is correct.

3. How was his/her attitude and teamwork?

4. They are being considered for a service position, how are their guest service skills?

5. Refer to questions from Performance Appraisal and Development Plan – short plan (if applicable).
6. Would you hire this person again?

7. Thank you very much for taking the time to help us!

Employee Name: 
____________________________________________________
Date:


____________________________________________________

Reference 1
Name:


____________________________________________________

Business:

____________________________________________________

Position:

____________________________________________________

Overall Rating:

5□     4□     3□     2□     1□

Reference 2:

Name:


____________________________________________________

Business:

____________________________________________________

Position:

____________________________________________________

Overall Rating:

5□     4□     3□     2□     1□
