Telephone Reference for Prospective Employees
Before contacting references, make sure the candidate has authorized you to do so on the  application form.

Applicant: _____________________________  Position Sought: ______________________________

Reference: _______________________________  Title: _____________________________________

Work relationship of reference to applicant: _______________________________________________

Person requesting reference: _____________________________  Date: _________________________

(District name) is considering hiring (name) for employment and requests your assistance by responding to a few questions regarding his/her employment attributes. (Name) has authorized the district to contact you, and has provided your name as an employment reference. 

Are the following dates of employment with you correct? ________________

What specifically is (was) his/her job with you? 

How is (was) the quality of his/her work?

What are his/her job-related strengths?

What are his/her job-related areas for improvement?

Please comment on the individual’s:

Working relationship with others

Attitude

Dependability

Ability to handle sensitive situations (confidential issues, stress, etc.)

Willingness to assume responsibility

Supervision required

Handling of details and paperwork 

On a scale of 1-10, with 10 being high, how would you rate his/her overall job performance?

If reference is former employer:

Why did s/he leave your employment?

If given the opportunity, would you re-employ this individual? If not, why?

Are you aware of anything else regarding his/her job performance you feel might influence our decision? 

Additional comments: 

