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Reference Enquiry
	Candidate Name
	


	Position Applied for
	


	Date of Employment
	


	
	Position
	
	Dates

	Positions held whilst employed
	
	
	

	
	
	
	

	
	
	
	

	Main duties & responsibilities - last position
	

	Days & periods of sickness - last 12 months
	

	Reason for leaving
	

	Salary on leaving
	


	How would you rate the applicant's:
	Highly Satisfactory
	Satisfactory
	Not Satisfactory

	a)
	Conduct
	
	
	

	b)
	Timekeeping
	
	
	

	c)
	Attitude
	
	
	

	d)
	Work Ability
	
	
	

	e)
	Dependability
	
	
	

	f)
	Honesty
	
	
	

	g)
	Colleague Relationships
	
	
	

	h)
	Capability of achieving agreed targets and deadlines
	
	
	


	In your opinion is the applicant suitable for the position applied for?
	

	Would you re-employ?
	

	
	

	Please set out below any other information that you feel could be of interest:

	

	


In signing this document you agree that the information provided is accurate.  You agree, unless you indicate to the contrary, to this information being disclosed to a third party such as the employee to whom this reference applies.

	Signed:
	
	Dated:
	


	Name (Print):
	


*CONFIDENTIAL*
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