Whitman College
Reference Check Form

Applicant’s name:

Date:

Your name:

Reference name:

Reference title:

Organization:

Sample opening: Hello, my name is XXXX, with Whitman College. We are seriously considering hiring XXXX. He/she has listed you as a reference and has given me permission to contact you. I would like to ask you a few questions. Is this a convenient time for you?

Standard reference questions (select those that apply):
Could you tell me the dates he/she was with your organization?

What was your relationship to him/her?

How long have you known __________ and in what capacity?

What would you say are his/her strengths?

What were _________’s position and responsibilities?

We all have areas we need to improve. What would you say are his/her development needs?

What were his/her biggest accomplishments?  Biggest impact/influence on the organization?

How would you compare his/her work to the work of others that performed the same job?

What distinguishes ___________?  In what skills does he/she excel?

Did he/she work well with people?  

Have there been areas of concern regarding ________’s performance or personality style?

How does __________ handle conflict situations?  Example? 

Why did he/she leave your organization?  Would you rehire him/her? If not, why?

Are you aware of any reason why we should not consider this applicant for employment?

Was he/she a self-motivated person? How would you rate his/her initiative and follow-through?

How would you describe ______________’s judgment?  Examples?
To what extent is he/she capable of working independently? Capable of working in teams?

How would you describe ________’s decision making ability?

When there was a particularly urgent assignment, what steps did he/she take to get it done on time?

Was he/she absent from work or late to work frequently?

What type of management style would best help him/her to be a top performer?

What is the biggest change you have seen in him/her?

How would you describe ________’s honesty and integrity?

Where has he/she grown the most?

Is there anyone else you’s recommend we talk to regarding_______?

What should we have asked that we didn’t?

Is there anything else we should know about? 

Additional information:
