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APPENDIX C 

Reference Check Guidelines 

 
To begin, make sure that the person listed is in a position to make a reference.  For example if you are 

looking for a supervisor, speaking to a former colleague will not give you the answers you are looking 

for.  Therefore your questions must reflect the relationship the individual has with your candidate.  When 

doing reference checks for youth or someone who has little formal work experience, your questions 

should focus on the candidates personality traits that will make them a good potential employee.  

Questions around, punctuality, honesty, trustworthiness, organizational skills, resourcefulness, and their 

ability to work with a team may be more appropriate. 

 

Below is a list of questions you should consider for an applicant that has offered a work reference from a 

supervisor.  This is by no means an exhaustive list and is a suggested starting point.  Bear in mind that the 

reference check process should not take more than 15 minutes as you are imposing on another’s time. 

 

Reference Check Questions 

 

1.  What was your professional relationship with the applicant? 

2. Could you confirm the employment dates for this individual? 

3. What was his/her job title? 

4. Please comment on the quality of their work. 

5. How did this individual get along with his/her co-workers? Clients? 

6. Did he/she experience any conflicts while working for you?  How where they handled? 

7. How adaptable to change in work or service delivery was this individual?  

8. Was this person organized and able to complete assignments on time? 

9. How did this person respond to pressure? 

10. How knowledgeable was this applicant in the use of computer software? 

11. What degree of supervision did this employee require? 

12. What motivates this person? 

13. How well did this employee follow your organization’s policies and practices? 

14. What was their strongest quality?  Weakest? 

15. Would you re-hire this person if an appropriate opportunity presented itself? 

16. Do you wish to add any other comments? 

 


