Employment Reference Questionnaire & Checklist

Name of reference _:

Title/Occupation of reference

Applicant's Name:

DATE:

Phone:

Company Name:

SSN:

Scorre

1 Could you verify that he or she was employed by your
company between the dates of:

full time basis?

your company?

of his/her departure?

departure?

or her job?

7  How was his or her attendance record? Did he or s
many work days (if yes, explain)?

8  Was he or she punctual for work?
(If no, please explain)

9 How did he or she get along with co-wo
supervisors?

10  What was the reason
employment with you

11 If he/she left on own ach
notice?

If these dates are incorrect, what are the correct dates?

2 Was this person working for your company on a part time or

3 For what job position was he or she originally hired with Position/Title/R

4 What was his or her position with your company at the time Position/Title/Respons

5  What was his or her rate of pay at the time of his or her

6  How would you evaluate how well he or she performed his

If not, how much?

If not, why not?

TOTAL SCORE

Perfect = 60 Points
Good = 30 Points
Minimal= 24 Points * See Below

*Because you may so
difficult to assess. You

Rating this Report:

(A) Total number of questions answered:
(B) Total GREEN FLAG (positive) answers:
(C) Less RED FLAG (negative) answers:

(D) TOTAL OF (B) - (C)

et answers to all questions, using the conventional measurements as desribed above and in other forms may be
the results of your interview on GREEN and RED flags as follows.

Scoring this report:
If (D) is a POSITIVE Number, report rates /
If (D) is a NEGATIVE Number, report rates —

If the TOTAL SCORE above is 30+, report is +
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Employment Reference Report Worksheet

Date:

Candidate's Name:

Reference Employer Reference Person
Company Name Reporting on Employment Hist

Report
Score

the bottom right hand corner of eac
forms (HR 04-95) completed on eac

Good Candid
Minimal Cand

= 9 Points
e =6 Points

COM
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USE:

Following Phone Interview Screen, the Application Screen and the Interview Screen, the Employment
Reference and Personal Reference Checks are the fourth step in the FIVE STEP SELECTION
PROCESS. Like all the other screens, this step is rated using a quantifiable rating system to highlight

the best possible candidates for the job.




