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CONFIDENTIAL REFERENCE CHECK FORM – STUDENTS
Note: This form is ONLY to be used for summer student appointments or for students moving to an employment relationship (e.g. graduate student who has completed graduate studies who is now going to work with a faculty member as a Research Assistant).
	Applicant Information

	Applicant Name:
	                                

	Position Applied for at Western Engineering:
	          

	Department/Unit:
	          

	Reference Information

	Reference Contacted:
	

	Reference’s Phone Number:
	

	Reference’s Organization:
	

	Association to Applicant:
	          

	Position Applicant Held:
	      

	Contract Type (check all that apply):
	 FORMCHECKBOX 
 Full Time
 FORMCHECKBOX 
 Part Time 

	 FORMCHECKBOX 
 Continuing Position
 FORMCHECKBOX 
 Contract Position       

Dates of Contract:
	
	to
	

	Reason for Leaving:
	

	Questions

	1. Please rate the applicant in the following areas (if not applicable, leave check box blank):

	Area
	Poor
	Fair
	Good
	Very Good
	Excellent

	Quality of his/her work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attention to detail, accuracy and completeness of his/her work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Time management, ability to prioritize his/her work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Technical skills (use of equipment, laboratory experience)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Computer skills, ability to learn new software
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Relationships with his/her peers, supervisor, clients
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to work independently and make own decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Written communication skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Verbal communication skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisory and/or leadership ability and skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Problem solving skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attendance, punctuality and dependability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. If you would like to provide an explanation to any of the ratings provided in question 1 above, please do so in the space below:


	3. What were the primary responsibilities of the position the applicant held? 



	4. Please list his/her top 3 key strengths:

1. 
2. 
3. 

	5. Please identify an area for improvement: 

	6. Would you rehire this applicant?      FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No     
	If no, why not?
	

	7. Is there any other information that you feel is important to a prospective employer?



	Signature

	
	
	     

	Reference Signature
	
	Date


Thank you for taking the time to assist us with our recruitment process. It is greatly appreciated.
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