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TTeelleepphhoonnee  RReeffeerreennccee  CChheecckk  
  

NOTE: Before conducting a telephone reference check, a signed and dated Employment Application (for an external 
candidate) or Employee Transfer Application (for an internal candidate) MUST be obtained from the candidate.  It is very 
important that the application is signed before a telephone reference check is conducted.  In addition, please make sure the 
candidate has indicated that their present employer may be contacted before contacting the present employer (this information 
is under the “Work Experience” section on the Employment Application and under the “Current GW Work Experience” 
section of the Employee Transfer Application).  If the candidate has indicated their present employer may NOT be contacted, 
please call the Staffing and Compensation Specialist assigned to the vacancy for advice on handling this type of situation. 
 

 

Name of Candidate:       ______________________________________________________________________ 
 

Requisition Number:      ____________________ 
 
Date Reference  
Release Signed:              ____________________ 
 

Employer Contacted:       _____________________________________________________________________ 

Name, Title & Telephone Number  
of Person Providing the Reference*:_____________________________________________________________ 
 
*If not the immediate supervisor, please explain why not: _____________________________________________________________ 
 

Candidate’s Title:             _____________________________________________________________________ 
Dates of Employment:     From  :_______________     To :_________________   
Final Salary:                     __________________________________________  

 
1. What was the basic function of the position held by the candidate? 
 
 
 

2. How would you rate the candidate’s: 
Excellent  Above Average  Average  Below Average  Unsatisfactory 

 
Job Knowledge/Skills     c     c     c     c      c 
 
Quality of Work       c     c     c     c      c 
 
Completion of Work in 
an Accurate/Timely Manner   c     c     c     c      c 

 
Customer Service Skills    c     c     c     c      c 
  
Working Relationships    c     c     c     c      c     
          
Attendance        c     c     c     c      c 

continued on next page 
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3. What are the candidate’s strengths?  Please give examples. 
 
 
 
 
 
 
4. What are the areas in which the candidate needed improvement?  Please give examples. 
 
 
 
 
 
 
5. What was the reason for leaving? 
 
 
 
 
 
 
6. Has the candidate ever been counseled or disciplined for inappropriate conduct or violation of Company/Institution 

Policy? 
 
 
 
 
 
 
7. Is he or she eligible for rehire?   Yes ___  No ___ 

If no, why? 
 
 
 
 
 
 
8. Is there anything else that I have not asked, but that you can tell me about the candidate’s work performance in your 

organization? 
 
 
 
 
 
 
 
 
 
 
Reference Check Conducted By:  _____________________________________      Date: _____________ 


	Req Number: 
	Name: 
	Data Reference: 
	Employer Contact: 
	Name, Title, Phone Num: 
	Explaination: 
	DateTo: 
	Candidate's Title: 
	Final Salary: 
	Function: 
	Job Knowledge: Off
	Quality of Work: Off
	Completion: Off
	CS Skill: Off
	Working Relationship: Off
	Attendance: Off
	Candidate's Strengths: 
	Reason of Leaving: 
	Candidate's Weakness: 
	Eligible: Off
	iinappropriate conduct: 
	Why not eligible: 
	Other: 
	DateFrom: 
	Date: 


