Pre-Employment Telephone Reference Check

Applicant Information:

Applicant Name:










Address:











Applicant For:








  

Reference Checked By:








 

Previous Employer Information:   

Company Name:










Address:











Telephone Number:
 









Contact Person:










Position:










Reference Check Information:

(Note:   the interviewer should speak to someone who worked with the applicant or who has records of the applicant to refer to, if possible.)

My name is 




.  I’m with the University of Illinois and an applicant for employment with us has listed your company as a previous employer.  I would like to verify some of the information the applicant has furnished us.  Can you verify the following information? 







Check (, if 

If not verified, can you







verified

tell us the actual facts?

1. The applicant says he/she was





  




employed from 


 









to


 as a(n)










2. The applicant says he/she started








as a 













and had worked at the following other








jobs while working for you:





3. He/She says that he/she was 










earning 


 at the









time of termination.  











4. He/She gave the following reason








for termination: 

















Check (, if 

If not verified, can you







verified

tell us the actual facts?

5. Is the applicant eligible for rehire?









             Yes   
No












If no, state reason:












How would you rate the applicant on the following characteristics?





Poor      Average     Good

Comments, if any

Quality of work












Quantity of work












Attendance













Dependability


























Overall, as an employee










Interviewer’s notes:












Interviewer’s initials:




Date:
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