
Reference Check
	Applicant’s Name:
	Date:

	Position Applied For:

	Contractor  □
	Casual Employee  □
	Permanent Placement  □

	Company:
	Telephone:

	Company Address:

	Referees Name:



	1. What was the applicant’s position in the company?

	2. How long did the applicant work for the company?

	3. On what basis was the applicant employed?

	Permanent Full Time  □
	Casual  □
	Recruitment Agency  □
	Part Time  □
	Contractor  □

	4. What duties did the applicant perform while working for the company?





	6. Were there any tasks which the applicant excelled in?

	7. Were there any tasks which the applicant had difficulty with?

	8. To your knowledge, did the applicant ever have a work related injury and claim workers compensation, including hearing loss? If so, please provide details


	9. To your knowledge, was there ever an incident where any of the following effected work performance:

	Drug Use Or Alcohol 
	YES   /   NO
	Cigarette Smoking
	YES   /   NO

	Mobile Phone Usage 
	YES   /   NO
	A Medical Condition       
	YES   /   NO

                                            

	If so, please provide comments

	10. Whilst in your employ, did the person serve you honestly and in good faith?

	11. Whilst in your employ (or subsequently), have any claims been made against the honesty or diligence of the person?       YES   /    NO

	12. To your understanding, what was the reason the applicant finished work with your company?

	13. Would you re-employ this person again?    YES   /    NO

	14. Any further general comments?


	Time:                                          Date:                                      checked By:


5. How would you rate the canidate in the following areas? 
	
	Excellent
	Good
	Fair
	Poor
	Other Comments

	General presentation
	
	
	
	
	

	Being reliable
	
	
	
	
	

	Being on time
	
	
	
	
	

	Personality/attitude to work
	
	
	
	
	

	Communication skills
	
	
	
	
	

	Absenteeism
	
	
	
	
	

	Ability to meet deadlines
	
	
	
	
	

	Performance Under Pressure
	
	
	
	
	

	Team Work Skills
	
	
	
	
	

	Commitment to OHS
	
	
	
	
	








