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Professional Reference Check Form
	Your Name/Title: 
	

	Name of Company you work for: 
	

	Address of Company: 
	

	Phone # where you can be reached:
	

	Name of candidate you’re  providing a reference on:
	

	How do you know the candidate?
	


1.
The above named candidate is/was employed by your institution or company? {    }  Yes  {    } No 
2.
Dates of Employment:                                                to                                         } 
3.
Position(s) held and/or current position:                                                                                                                 }

4.
Applicant’s Responsibilities:
                                                                                                                                                     }

                                                                                                                                                     }
                                                                                                                                                       }

5.
Rate the applicant’s performance by using the following scale: 1 lowest - 5 highest rating:
	Performance/Behavior
	Rating
	Comments

	Attendance
	
	

	Cooperation
	
	

	Job Skills
	
	

	Initiative
	
	

	Productivity
	
	

	Reliability
	
	

	Quality of work
	
	

	Attitude
	
	


6.
Strengths: 
                                                                                                                                                                }

                                                                                                                                                                 }

                                                                                                                                                                 }

                                                                                                                                                                 }

7.
Weaknesses: 

                                                                                                                                                                 }

                                                                                                                                                                 }

                                                                                                                                                                 }

                                                                                                                                                                 }

8.
Would you rehire the applicant? {    } Yes {    } No

9.
Why did this person leave? 
                                                                                                                                                                 }

Additional comments: 
                                                                                                                                                                 }

                                                                                                                                                                 }

                                                                                                                                                                 }

                                                                                                                                                                 }

Thank you.  We appreciate that you took the time to provide reference information for this candidate.  If you have any questions, please contact SUNY Upstate Medical University’s Human Resources Department at 315-464-4830, email us at emailhr@upstate.edu 
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