
TELEPHONE REFERENCE CHECK FORM
CANDIDATE NAME POSITION SOUGHT CHECK PERFORMED BY DATE OF REFERENCE CHECK

REFERENCE NAME REFERENCE ORGANIZATION RELATIONSHIP TO APPLICANT REFERENCE PHONE

EMPLOYMENT START DATE EMPLOYMENT END DATE POSITION HELD SALARY

SEPARATION VOLUNTARY? ELIGIBLE FOR REHIRE?

Responds to Supervision Ability to Follow Instructions

Attendance and Punctuality Quality of Work

Dependability Quantity of Work

Ability to Assume Responsibility Adaptability

COMMENTS REGARDING 
RATINGS

WERE ANY DISCIPLINARY 
ACTIONS TAKEN? 
PLEASE CLARIFY.

WERE THERE ANY 
PERFORMANCE ISSUES? 
PLEASE CLARIFY.

DEFINE THE STRONG POINTS 
OF THE CANDIDATE.

DEFINE ANY WEAKNESSES 
OF THE CANDIDATE.

ADDITIONAL COMMENTS

REASON FOR SEPARATION

NATURE OF APPLICANT'S JOB

RATE CANDIDATE BASED UPON THE FOLLOWING AREAS  poor, fair, good, very good, excellent, N/A

https://goo.gl/vUJKZ7
https://goo.gl/4BfNX9


DISCLAIMER 

Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we 
make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. 
Any reliance you place on such information is therefore strictly at your own risk. 
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