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Reference check guide & template 

	Name of Candidate: 
	



Candidate Details 
Ask the candidate to confirm the particulars of the job for which the referee is providing comments on.

	Job Title
	

	Employment Dates
	

	Reason for leaving
	




Referee Details 

	Name
	

	Job Title
	

	Company
	

	Description of Working relationship / how you worked together
	

	How long have you known the candidate
	



Questions for Referee

	1. Can you please talk me through the role and responsibilities the candidate have?

	

	2. How would you describe their job performance? Please comment on: 
a. ability to meet / exceed expectations of the role they were doing
b. the quality of their work 
c. their customer service approach / style

	

	3. Can you please provide examples of: 
a. Candidate’s strengths
b. Candidate’s weaknesses / areas of development that could have improved their performance in this role
c. a setback or stressful challenge that the candidate faced and tell me how they dealt with it

	

	4. Did you ever have any problems or concerns with their attendance / punctuality or work performance, including whether there was any formal disciplinary action taken against the candidate? 
If so, please describe.

	

	5. Were you aware of any issues or concerns with the candidate’s integrity and or any ethical issues (e.g., trustworthiness)?

	

	6. How did the candidate interact with their colleagues and contribute to their team and wider business?

	

	7. What communication and management approach worked best for the candidate?

	

	8. Competencies and behaviours: please comment on the candidate’s capabilities
[NOTE to hiring manager: You will need to vary this list based on the job you are recruiting for – refer to the job description]

	ALL ROLES

	a. Communication, listening & interpersonal skills
	

	b. Professionalism and work ethic
	

	c. Ability and willingness to learn new tasks / absorb information
	

	d. Ability to use their initiative or be proactive
	

	e. Resilience to stress and pressure (i.e., fast paced retail environment)
	

	f. Adaptability and openness to change 
	

	g. Responsiveness to feedback
	

	h. Competence with technology and systems
	

	LEVEL 3 and above

	i. Can train and teach others
	

	j. Solve problems
	

	k. Ability to give and receive feedback
	

	l. Willingness to go the extra mile, not just do the minimum
	

	

	9. How did the candidate leave the business?

	

	10. If the opportunity arose to re-employ the candidate, would you?

	

	11. Do you have anything else you’d like to add or tell me about the candidate? 

	





	Disclosure and Privacy
	Yes
	No

	Are you happy to be contacted for further clarification?
	☐
	☐

	If for any reason the candidate would like to know what we have discussed, can we verbally discuss that with them?
	☐
	☐
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