Internal Reference Check Form

[bookmark: _Hlk179540865]Candidate’s Name: _______________________________________________________
Person Called: ___________________________________________________________
Department: _____________________________ Position: ________________________
Proposed Transfer Date: ___________________________



1. What is your relationship with the applicant? If you worked together, what were the dates? 

2. What was the employee's last performance evaluation rating? How would you describe their job performance if there was no performance evaluation? 

3. What strengths and weaknesses do you see?

4. Would you rehire or work with this employee if given the opportunity? 

5. [image: A black and white logo

Description automatically generated]Is there any additional information you feel we should know when considering this employee for employment? 





External Reference Check FormCandidate’s Name: _______________________________________________________
Person Called: ___________________________________________________________
Department: _____________________________ Position: ________________________







1. What is your relationship with the applicant? If you worked together, what were the dates? 
2. How would you rate the applicant’s attendance at work?
· Below expectations
· Meets expectations
· Exceeds expectations 
3. How would you rate the applicant's performance? 
· [bookmark: _Hlk179540274]Below expectations
· Meets expectations
· Exceeds expectations 
4. Would you rehire this applicant?
5. Is there any additional information you feel we should know when considering this employee for employment?
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