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About the Document 

name CR-ALL-2820-M.  Reference Check Form 

owner HR   

access & use  All Staff 

what it is A form template and script for conducting reference check interviews. 

who uses it HR, Hiring Manager, or any staff involved in checking references for 
prospective candidates 

used with 
 PC-ALL-2810-M.  Reference Check Questions  
 CR-ALL-2805-R.  Reference Checking Guide  

Why This Process is Important 

Being well-prepared for a reference check interview is important.  You only have a few minutes with the 
reference provider and his or her input will likely influence your hiring decision.   

On top of that, this conversation with you may be the first contact the reference provider has had with 
our Company.  Being well-prepared and professional will ensure you leave a good impression. 

Take time to prepare a strong list of questions that cut to the heart of what you want to know.  Using 
the same list of questions for every reference check interview makes it easier to compare responses 
from reference providers and note consistencies or inconsistencies.  

Working with the Document 
 Gray shaded form fields are input placeholders. To replace the text in these form fields, click 

ONCE on the field and type your new content. 

 To insert a check inside a check box, double-click on the check box to display the Check Box 
Form Field Options dialog box.  Under the Default value heading, select Checked and click OK.  
The dialog box will close and an “x” will appear in the checkbox.   

 Table cells will expand to accommodate any length of text.  PR
EV
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Remember!  

Privacy legislation requires 
that you have permission in 
writing from a candidate to 
contact the references he or 
she has provided. 

 

 If needed, you can copy and paste to add additional sections to the form.   

 If needed, you can copy and paste to add additional rows to the tables. Place the cursor in a 
row, right-click, and select Insert > Insert Rows Below.   

Instructions  
 Use this form to prepare your script and list the questions you’ll ask.  Refer to the PC-ALL-2810-M.  

Reference Check Questions document for a list of general questions organized by skills, traits and 
competencies.  You’ll likely need to write a few of your own questions to cover off position-specific 
technical skills. 

1. Save a copy of the form to your working folder.  

2. Customize the form for the open position. 

3. Add interview questions to the form.   

• Ask no more than 10-12 questions.  A reference 
check shouldn’t take longer than 30 minutes; ideal 
length is closer to 15 or 20 minutes.  Ask too many 
questions and your reference provider may lose 
patience before you’ve asked the most important ones. 

• Select questions that somewhat mirror the questions used during the interview process.  
This way you can compare answers between the reference provider and the candidate. 

4. Save the final form as a Master copy, and then save an individual copy for each reference 
provider. 

5. Use the form as a script during the interview and to record your notes.   Be careful about the 
notes you record.  They may be requested as discovery material if a candidate ever challenges 
your hiring decision in court.  Keep your notes professional and relevant to the criteria for the 
position. Record what was said, not your interpretations or commentary. 
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 
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