[image: Logo]Reference form 
Name of applicant: 	Reference:
[bookmark: _GoBack]Position: 	Department:
Date: 	Phone no.:


This template is designed to assist you in taking references. Remember that a reference is only one person’s perception of the applicant. Therefore, we recommend taking at least two references, preferably from the applicant's former supervisor.
Good advice:
· The applicant must contact the reference person prior to your call
· Be sure to sit in a quiet area
· Present yourself and explain that you are calling for a reference for the applicant

	
Introductory questions
	
Notes


	
Tell the reference person about the job the applicant is applying for.

Then ask: Can you see the applicant in this job?


	








	Can you briefly tell me what position the applicant held at your company, and what were his/her assignments?

	

	
When was the applicant employed at your company?

(verify that the period matches the cv)
	





	
Competences and Responsibilities
	
Notes


	

How well did the applicant perform in the job (competencies)?

• Best at/not so good at?

• Quantity/quality of the tasks?

• Compared to other people with similar tasks?



If you were to hold a Performance Development Interview (MUS/LUS) with the applicant (NN), in which areas would you like to set development goals?

What would you like the applicant to improve on?
	

	
Can you tell me what immediately comes to mind when you think of the applicant?
	

	
If the position is a management position, ask about the applicant’s leadership/management qualifications and qualities.
At what level of management? How many employees referred to the applicant?

	

	
What responsibility did the applicant hold?

	



	
In which areas - personal / work - related - do you think there is potential for development in the applicant?

	

	
Did the applicant have a stable attendance record?
	



	
Social relations

	
Notes

	
How well did the applicant cooperate/handle social relations with colleagues and/or collaborators?
	

	
How well did the applicant cooperate with the manager or management team?
	

	
What are the applicant’s 3 most significant personal skills?
	



	
Final questions

	
Notes

	
What is your explanation of why the applicant left / will leave a position at your organization/company?
	

	
If you were to hire a new employee, would you like to rehire the applicant?

If not, what are your reasons?
	

	
Is there anything that I have not asked about that you think is important to know in order to get a better picture of the applicant?
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