Reference check notes
	Checked by
	

	Candidate
	

	Role
	

	Referee
	

	Date
	

	Relationship
• How do they know the candidate?
• When did they work together, and how long?
	

	Dates & job title
• When did the candidate start and leave?
• What was their job title? Did it change?
	

	Responsibilities
• What were they responsible for?
• Did they manage people? How many?
	

	Strengths
• What were they best at?
• Can the referee give an example?
	

	Areas to develop
• Where could they improve?
• What support did they need?
	

	Working with others
• How did they get on with the team?
• How did they handle pressure?
	

	Reliability
• Did they do what they said they would?
• Any concerns about their conduct?
	

	Reason for leaving
• Why did they leave?
	

	Would they rehire?
• Would they employ them again? Why?
	

	Fit for the role
• How would they suit the role?
• What would help them settle in?
	

	Anything else
• Is there anything else we should know?
	

	Differences & follow-ups
• What differs from the CV or the interview?
• What needs checking with the candidate?
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