MCADSV Reference Check Documentation Form

Applicant Name:  _____________________________________
Position: _______________________________________________

Date: ____________________________  Name of Person Conducting Reference Check: _________________________________________

Personal references checked:


Suggested Questions:

1. Please tell me how you know this person?

2. What can you tell me about this person’s work ethic?

3. What can you tell me about the person’s response to constructive criticism?

4. What can you tell me about the person’s reliability?

5. Would you recommend this person for a position that requires (whatever it is that MCADSV is hiring for)?

6. What do you consider to be this person’s three strongest qualities?

7. Would you hire this person for a job?
8. If I were to hire this person, what advice would you give me on how best to work with him or her?
9. Is there anything you believe would be helpful in making a hiring decision?

Name:

______________________________
Relationship:  _______________________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Notes:__________________________________________________________________________________________________________________________________________
Is there another person you think I should also speak to in order to learn more about this person?

Name:

______________________________
Contact Information:  _______________________________

Personal references checked:


Suggested Questions:

1. Please tell me how you know this person?

2. What can you tell me about this person’s work ethic?

3. What can you tell me about the person’s response to constructive criticism?

4. What can you tell me about the person’s reliability?

5. Would you recommend this person for a position that requires (whatever it is that MCADSV is hiring for)?

6. What do you consider to be this person’s three strongest qualities?

7. Would you hire this person for a job?
8. If I were to hire this person, what advice would you give me on how best to work with him or her?
9. Is there anything you believe would be helpful in making a hiring decision?

Name:

______________________________
Relationship:  _______________________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Notes:__________________________________________________________________________________________________________________________________________

Is there another person you think I should also speak to in order to learn more about this person?

Name:

______________________________
Contact Information:  _______________________________

Candidate for Employment Name: __________________________

Employment references checked:

Suggested Questions:

1. Can you give me a brief description of the duties that were assigned to this person?

2. What can you tell me about this person’s work ethic?

3. What can you tell me about the person’s response to constructive criticism? How about pressure? Stress?

4. What can you tell me about the person’s reliability?

5. Does this individual typically adhere strictly to job duties, or do they assume responsibility beyond the basic written job description?

6. How does the individual handle interruptions, breaks in routine, or change?

7. How does the person react to pressure?

8. Was their work performed satisfactorily?

9 How did/do they get along with their co-workers?

9. How did/do they get along with their supervisor(s)?

10. Would you recommend this person for a position that requires (whatever it is that MCADSV is hiring for)?

11. What do you consider to be this person’s three strongest qualities?

12. How would you compare this person’s work habits with those of their co-workers?

13. What do you think would be the ideal job for this person?

14. If I were to hire this person, what advice would you give me on how best to work with him or her?
15. Do you enthusiastically recommend this person?

16. What can we expect from this person if he/she works for us?

17. Would you rehire this person for a job?
18. If you would not rehire, is it because your company policy prevents rehiring, or is there another reason?
19. Is there anything you believe would be helpful in making a hiring decision?

20. Is there anything I have not asked you that you would like to tell me?

Name:

______________________________  Employer: ______________________________________

Relationship:  ________________________  Dates of employment:  _______________Pay: __________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Would you rehire?   ___________
  Reason for termination:  ___________________________________________

Notes:__________________________________________________________________________________________________________________________________________

Is there another person you think I should also speak to in order to learn more about this person?

Name:

______________________________
Contact Information:  _______________________________

Candidate for Employment Name: __________________________

Suggested Questions:

1. Can you give me a brief description of the duties that were assigned to this person?

2. What can you tell me about this person’s work ethic?

3. What can you tell me about the person’s response to constructive criticism? How about pressure? Stress?

4. What can you tell me about the person’s reliability?

5. Does this individual typically adhere strictly to job duties, or do they assume responsibility beyond the basic written job description?

6. How does the individual handle interruptions, breaks in routine, or change?

7. How does the person react to pressure?

8. Was their work performed satisfactorily?

10 How did/do they get along with their co-workers?

9. How did/do they get along with their supervisor(s)?

10. Would you recommend this person for a position that requires (whatever it is that MCADSV is hiring for)?

11. What do you consider to be this person’s three strongest qualities?

12. How would you compare this person’s work habits with those of their co-workers?

13. What do you think would be the ideal job for this person?

14. If I were to hire this person, what advice would you give me on how best to work with him or her?
15. Do you enthusiastically recommend this person?

16. What can we expect from this person if he/she works for us?

17. Would you rehire this person for a job?
18. If you would not rehire, is it because your company policy prevents rehiring, or is there another reason?
19. Is there anything you believe would be helpful in making a hiring decision?

20. Is there anything I have not asked you that you would like to tell me?

Name:

______________________________  Employer: ______________________________________

Relationship:  ________________________  Dates of employment:  _______________Pay: __________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Would you rehire?   ___________
  Reason for termination:  ___________________________________________

Notes:__________________________________________________________________________________________________________________________________________

Is there another person you think I should also speak to in order to learn more about this person?

Name:

______________________________
Contact Information:  _______________________________

Candidate for Employment Name: __________________________

Suggested Questions:

1. Can you give me a brief description of the duties that were assigned to this person?

2. What can you tell me about this person’s work ethic?

3. What can you tell me about the person’s response to constructive criticism? How about pressure? Stress?

4. What can you tell me about the person’s reliability?

5. Does this individual typically adhere strictly to job duties, or do they assume responsibility beyond the basic written job description?

6. How does the individual handle interruptions, breaks in routine, or change?

7. How does the person react to pressure?

8. Was their work performed satisfactorily?

11 How did/do they get along with their co-workers?

9. How did/do they get along with their supervisor(s)?

10. Would you recommend this person for a position that requires (whatever it is that MCADSV is hiring for)?

11. What do you consider to be this person’s three strongest qualities?

12. How would you compare this person’s work habits with those of their co-workers?

13. What do you think would be the ideal job for this person?

14. If I were to hire this person, what advice would you give me on how best to work with him or her?
15. Do you enthusiastically recommend this person?

16. What can we expect from this person if he/she works for us?

17. Would you rehire this person for a job?
18. If you would not rehire, is it because your company policy prevents rehiring, or is there another reason?
19. Is there anything you believe would be helpful in making a hiring decision?

20. Is there anything I have not asked you that you would like to tell me?

Name:

______________________________  Employer: ______________________________________

Relationship:  ________________________  Dates of employment:  _______________Pay: __________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Would you rehire?   ___________
  Reason for termination:  ___________________________________________

Notes:__________________________________________________________________________________________________________________________________________

Is there another person you think I should also speak to in order to learn more about this person?

Name:

______________________________
Contact Information:  _______________________________

_______________________________________________________________________________________________________________________________________
Records checked:

· School records  (date requested:  ____________)  Date Received: _______ Notes: ______________________ Staff Completing Check: _______
· Criminal records (date requested: ____________) Date Received: _______ Notes: ______________________ Staff Completing Check: _______

· Driving records (date requested: _____________) Date Received: _______ Notes: ______________________ Staff Completing Check: _______
