Reference Check Form- Non-Exempt Level Positions

Applicant________________________________________________________________________________________


Person Contacted__________________________________________
Phone_________________________________

Company________________________________________________________________________________________


Relationship to Applicant (i.e. supervisor, VP, co-worker)__________________________________________________

The above named applicant has applied with Saint Paul Public Schools for employment.  He/she has listed you as a current/former employer and has authorized us to conduct a reference check.  We need your assistance in verifying and providing certain information regarding his/her work performance.

1. Please verify the following information:

Dates of employment:  From:____________________ To:__________________

Job Title:__________________________________________________________

Salary:____________________________________________________________

Primary Responsibilities:  _______________________________________________________________________

____________________________________________________________________________________________

2. Reasons for leaving your company?

3. How would you evaluate his/her overall performance?

4. What characteristics does this person possess that makes them an effective employee?

5. What areas required improvement or additional training?

6. How closely did you need to supervise his/her work?

7. Describe his/her ability to perform multiple tasks successfully.

8. This position requires the ability to work with a population of students, staff and parents that is very diverse in terms of cultural background, income levels, and language differences.  Does this individual have experience working with diverse populations and if so, how effective were they in working with these individuals.

9. How effectively did he/she interact with co-workers and management?

10. The nature of our positions requires good attendance.  Did you have any concerns about the individual’s attendance record?
11. Would you rehire?  If no, why not?

12. Is there anything else we should know about that would assist us in our hiring process?

Reference checked by:______________________________________________
Date:___________________________


