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Reference Check Form
Recruitment template

Built for HR teams that need clean, editable documents with country-aware guidance and review prompts.
	VARIANT  Global
FORMAT  DOCX
VERSION  1.0
	COMPANY  [COMPANY_NAME]
OWNER  [HR_CONTACT]
EFFECTIVE DATE  [EFFECTIVE_DATE]



	Before you issue
	Status

	Replace every placeholder in square brackets or braces.
	Required

	Check local employment law and internal approval rules.
	Required

	Remove guidance notes that should not go to employees.
	Required

	Save the final signed copy in the employee record.
	Recommended



	⚠  Legal review note
This template is a practical starting point, not legal advice. Review sensitive clauses with qualified local counsel before use.




Reference details

	Field
	Response

	Candidate
	[EMPLOYEE_NAME]

	Role
	[EMPLOYEE_TITLE]

	Reference name
	

	Relationship
	

	Dates worked together
	



Questions

1. What was the candidate responsible for?
1. What were their strongest contributions?
1. Where did they need support?
1. Would you rehire them? Why or why not?
1. Is there anything role-relevant we should know?

Legal-safe note

Do not ask about protected characteristics, medical history, family status, religion, age, union activity, or other legally protected areas.
Signature blocks

	Party
	Name
	Signature
	Date

	For [COMPANY_NAME]
	[MANAGER_NAME]
	
	2026-06-08

	Employee / recipient
	[EMPLOYEE_NAME]
	
	2026-06-08



Notes for use

This template is provided for general guidance and must be reviewed by qualified legal counsel before use in your jurisdiction. Atlas HR makes no warranty as to legal sufficiency.
Specific clauses, especially governing law, dispute resolution, restrictive covenants, statutory notice, employee data, tax, immigration, and termination provisions, require local legal review.
Remove guidance notes before issuing the final document. Keep a signed copy in the employee or contractor file.
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