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Reference Check Questionnaire Form:

Position Applied for: Candidate Name:

Requisition #: Telephone Number:

@ Checklist before calling:

(O Candidate signed a written consent form

O Candidate signed a release of liabilities form

O |am aware of illegal follow up questions (if not see p6)
O Did you add job specific attributes to question 13?

@ Details of reference:

Date:

Reference Name:

Reference Telephone Number:
Current Employer:

Current Position:

Position when working with candidate:

IF REFERENCE ANSWERS, START BELOW:
[Candidate Name] gave me your name as a reference.

/Overwhelmed by legal issues'.-\

Automate your reference Checking

Checkster automates all legal
forms and obtains faster, better,
and more truthful feedback from
certified colleagues with you only
spending 2 min of your time.

Start Using Checkster Now!
www.checkster.com

\ (details on page 6) /

S/he is being considered for employment at our organization and | wanted to ask you a couple

of questions.

[Candidate] has signed a consent and a release form that authorizes the release of information

related to his work performance.

Is it ok to ask you a couple of questions now? It shouldn’t take more than 10 minutes.

IF OK, PROCEED TO Q1

IF NOT A GOOD TIME, ASK: when would be a suitable time?

IF COMPANY POLICY PROHIBITS THE REFERENCE TO GIVE ANY INFORMATION, SAY:

This form is provided for free by Checkster — Checkster Automates the Reference Checking Process
Start using us in minutes at: www.checkster.com
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Can you at least respond to the purely factual data about the /Not T feedback?\
employee?

IFYES, GOTO Q1

IF NO, CLOSE. truthful feedback with on average 5
reference responses with you only
spending 2 min of your time.

1. What is/was your main connection to [Candidate

Name]? You are/were a:

Use the Online Confidential Approach

Checkster provides better and more

Start Using Checkster Now!
www.checkster.com

O Peer (details on page 6)
O Supervisor
O Subordinate
O Friend = IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
O Professor
O Client
O Other = IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
2. How current is your relationship with [Candidate Name]?
O Currently work or interact together
(0 Worked or interacted in the last 2 years
(0 Worked or interacted 2-5 years ago > IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
O Worked or interacted 5+ years ago > 4 IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
3. How long did you work/interact together?
O Less than 6 months > 4 IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
O Between 6 and 18 months=»  IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
(J Between 18 months and 3 years
0 More than 3 years
4, Did you work:
O in direct contact
0 sometimes on same projects
O rarely on same projects > 4 IF SELECTED, ASSESS IF YOU SHOULD CONTINUE
O Other = IF SELECTED, ASSESS IF YOU SHOULD CONTINUE

This form is provided for free by Checkster — Checkster Automates the Reference Checking Process

Start using us in minutes at: www.checkster.com
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5. What would you say are/were [Candidate Name]'s top 3 key strengths?

4 N

- /

6. What would you say is/was [Candidate Name]'s most significant accomplishment with your
organization?

4 N

N /

7. What would you say are/were [Candidate Name]'s top 3 areas that need improvement to
increase professional performance?

4 N

This form is provided for free by Checkster — Checkster Automates the Reference Checking Process
Start using us in minutes at: www.checkster.com
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8. If you had the opportunity, would you hire or recommend hiring [Candidate Name] again?
From 1 to 7 with 1=Not at all likely, 7=Very likely

CIRCLE: 1 2 3 4 5 6 7

IF 4 or BELOW ASK: Why such a rating?

9. How would you rate the overall quality of [Candidate Name]'s job performance?
From 1 to 7 with 1=Not good quality, 7=Very good quality

CIRCLE: 1 2 3 4 5 6 7

IF 4 or BELOW ASK: Why such a rating?

/ Feeling you are wasting your time?\

Automate your reference Checking

Obtain faster, better, and more truthful
feedback from certified colleagues by
only spending 2 min of your time.

Start Using Checkster Now!
www.checkster.com

\ (details on page 6) /

This form is provided for free by Checkster — Checkster Automates the Reference Checking Process
Start using us in minutes at: www.checkster.com
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13. Do you respect [Candidate Name] for the following:

From 1 to 7 withl = 'no respect’, 4 = 'average', 7 = 'total respect'

IF 4 or BELOW ASK: Why such a rating? CIRCLE THE RESPONSE:
No Respect Total Respect

O Mastery of industry and product knowledge 1 2 3 4 5 6 7
O Exhibiting relevant behaviors for job success 1 2 3 4 5 6 7
O Work related skills 1 2 3 4 5 6 7
O Ability to display energy in all tasks 1 2 3 4 5 6 7
O Ability to make decisions in a timely manner 1 2 3 4 5 6 7
O Ability to execute and create results 1 2 3 4 5 6 7
O Delivers work on time 1 2 3 4 5 6 7
O Consistently provides quality results 1 2 3 4 5 6 7
O Effectively deals with complex situations 1 2 3 4 5 6 7
O Is widely trusted and seen as truthful 1 2 3 4 5 6 7
O Effectively handles pressure and stress 1 2 3 4 5 6 7
O Isseen as ateam player 1 2 3 4 5 6 7
O Understands company’s strategic vision 1 2 3 4 5 6 7
O Keeps promises, is dependable 1 2 3 4 5 6 7
g 1 2 3 4 5 6 7
] 1 2 3 4 5 6 7
) 1 2 3 4 5 6 7
] 1 2 3 4 5 6 7
a 1 2 3 4 5 6 7
]} 1 2 3 4 5 6 7

IF 4 or BELOW ASK: Why such a rating?

This form is provided for free by Checkster — Checkster Automates the Reference Checking Process
Start using us in minutes at: www.checkster.com
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14. Do you want to add any specifics that would help us manage [Candidate Name]?

END.

Checkster's Pre-Hire Checkup is an online automated system that brings the reference checking
process to new levels of speed and accuracy.

It can be used for:

1. Conducting consistent candidate reference checks providing a comprehensive report with
our Reference Checkup.

2. Performing peer-rating assessment to determine top candidates early in the hiring cycle with
our Finalist 360 Checkup.

Traditional Process Checkster Process

Invite .

Start using Checkster in minutes by creating an account at www.checkster.com

lllegal questions:

How old is this person?

Does the individual have any disabilities or health problems?
Is the individual married or does s/he have children?

Is this person gay?

Has the individual made childcare arrangements?

Would you describe the individual’s home life as stable?
Does the individual care for elderly parents?

X X X X X X X %

Does the individual require time off from work to practice his/her religion?

This form is provided for free by Checkster — Checkster Automates the Reference Checking Process
Start using us in minutes at: www.checkster.com



