

SAMPLE 
(revise based on school policy/procedures)

Supervisor Reference Check Form

Supervisory reference checks must be obtained in accordance with 25 CFR 63.17(e)(2). If a reference cannot or will not provide all requested information, document the reason provided, and any information they are able to confirm (e.g. dates of employment, position title, etc.). If a reference is unresponsive, document all attempts made. 

	Applicants Full Name: 
(Last, First, Middle) 

	Employer/Company Name: 

	Supervisor Name: 

	Date(s) of Contact: 

	1st Attempt Date:
Click or tap to enter a date.
	2nd Attempt Date:
Click or tap to enter a date.

	3rd Attempt Date:
Click or tap to enter a date.


	Date of Employment:
	From: Click or tap to enter a date.                                   
To:     Click or tap to enter a date.

	Positions(s) Held: 

	Reason for Leaving:
☐ Fired/Quit after being told they would be fired
☐ Quit after mutual agreement due to specific     problems
☐ Termination (Expiration of Appointment and/or Contract
☐ Resignation
☐ Transferred to another agency
☐ Still employed 
☐ Other – Provide additional details
	Provide a brief explanation: 

	1. How would you describe the applicant’s relationships with coworkers, subordinates (if applicable), and with superiors?
	



	2. How would you describe the applicant’s ethic and/or attitude? Please elaborate
	


	3. How would you describe the applicant’s attendance and reliability?
	


	4. What is your overall assessment of the applicant?
	


	5. Would you recommend the applicant for this position? Why or why not?
	


	6. Would you rehire this individual? Why or why not?
	


	7. Do you have any reason to question this person’s honesty or trustworthiness?
	


	8. Are you aware of any involvement in criminal activity by this individual? If so, please explain.
	



	9. Have there been any difficulties with the employee which resulted in disciplinary action? If no, move to question 10
	



	a. If yes, what type of disciplinary action was taken?
	


	b. Did the employee contest the disciplinary action and was it sustained?
	



	c. Did the difficulties or problems continue or were they corrected 
	


	10. Are there any problems or conditions that would interfere with his/her ability to care for children or endanger the children in his/her care (i.e., suspected child abuse).
	




	11. Provide a brief description of the duties the candidate performed. 
	




CERTIFICATION: I certify that the information provided in this reference check is accurate based on my communication with the previous supervisor and/or professional reference. 

	Print Name:

	Signature Date:
Click or tap to enter a date.

	Signature: 
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