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Oregon Military Department			☐Favorable     ☐Not Favorable
Reference Check

Reference checking is a required part of the hiring process. You will need to obtain at least 2 reference checks from past supervisors for each candidate you want to hire.




Completed by:___________________________________                     Date:_____________________ 		         	
Applicant Name:	

Position applied for:	

Referee’s Name:	Title:

Company Name:	Phone:
	
Introduction
	

	My name is <your name> and I’m calling to conduct a reference check for <name of applicant> who is being considered for a position with the Oregon Military Department in the <Division Name>. Your details have been provided to me by <applicant’s name> and I would first like to check if you are prepared to provide a reference?
	Yes
No

	The reference check will take approximately 10 minutes to complete. Is this a good time for you? If not, when is a convenient time for us to continue this conversation?
	Call back
Proceed

	Please note that this reference will be used in the overall evaluation of the applicant and will affect whether they are selected for the job.  
	

	Briefly explain the responsibilities of the position.




	General Questions

	What is the nature of your relationship with the applicant?
	☐Supervisory         
☐Professional        

	What position did the applicant hold?

	

	What were the dates of employment?
	From:
To:



	Reference Responses 
	

	
What duties and responsibilities does/did the applicant perform?
	

	
What would you say are the applicant’s strengths?
	

	What would you say are the applicant’s development areas (ie. weaknesses)?
	

	Applicants Performance

	Have you had any concerns with performance? 

	     ☐  YES            
     ☐  NO - **If no – skip to reliability, punctuality on next page

	If yes, when? 
	

	Were they discussed with the individual? 

	

	What work is being done to improve the issues and what progress has been made?

	

	Are there performance issues that have not been addressed?

	

	**Can you please comment on the applicant’s:
· reliability
· punctuality
· attendance


	



	In closing
	

	Would you re-employ the applicant? 
	☐Yes        
☐No       

	What is/was the applicant’s reason for leaving?

	

	Do you have any final comments?
	



Thank you for taking the time to provide feedback.  
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