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INSTRUCTIONS
The Reference Check Worksheet is a tool to document a reference check. A separate worksheet must be completed for each reference contacted.
1. Complete the candidate, person conducting reference, and reference information boxes.
2. List the questions being asked of the reference in the Reference Questions section.
3. Record information provided by the reference in the Reference Notes section.
4. File the worksheet with your selection notes and upload a copy to the candidate’s hiring record in NEOGOV if hired.
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Human Resources
3501 Civic Center Drive
Suite 415
San Rafael, CA 94903
	
415 473 6104 T
415 473 5960 F
CRS Dial 711
jobs@marincounty.org
	
marincounty.org/hr
facebook.com/countyofmarin
twitter.com/maringovjobs
linkedin.com/company/county-of-marin
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