Reference Check Form

	[bookmark: Text7]Applicant:       
	[bookmark: Text10]Position Applied For:       

	[bookmark: Text8]Reference:       
	[bookmark: Text9]Title:       

	[bookmark: Text11]Reference’s Employer:       
	[bookmark: Text12]Reference’s Relationship to Applicant:       



[bookmark: Text2]Applicant's Name has applied for a job with the Department of Juvenile Justice.  I understand that Applicant's Name worked for you as a (an) Job Title Given By Applicant.  Please provide the information requested below.

1. What were this person’s dates of employment?
	[bookmark: Text13]     



2. What were this person’s responsibilities in order of importance?
	[bookmark: Text3]     



3. How would you rate this person’s quality and volume of work?
	[bookmark: Text4][bookmark: _GoBack]     



4. How would you rate this person’s interaction with customers and co‑workers?
	[bookmark: Text5]     



5. What were this person’s principal strengths and weaknesses with regard to his/her work?
	[bookmark: Text6]     



6. How would you compare this person’s performance to others with similar duties?
	[bookmark: Text18]     



7. How would you describe this person’s work habits?  (i.e., attendance and punctuality, observing office rules, completing assignments on time)
	[bookmark: Text17]     



8. If you are an institutional employer*, please provide any information regarding substantiated allegations of sexual abuse or any resignation during a pending investigation of alleged sexual abuse. 
	[bookmark: Text16]     



9. [bookmark: Check1][bookmark: Check2]Would you recommend this person for this position?		|_| Yes 	|_| No

10. Would you re-hire this person?        ____ Yes 	____ No                     If not, why?
	[bookmark: Text15]     



11. Are there any additional comments you would like to make?
	[bookmark: Text14]     



Individual requesting reference:

Name: _________________________ Title: ____________________________ Date: _____________

* As identified by the Prison Rape Elimination Act of 2003, 42 U.S.C. § 1561 et. seq.
