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HUMAN RESOURCES
	REFERENCE CHECKING FORM



	Position Title: ________________________________________________
Is this position responsible for regularly working with confidential and/or otherwise protected/sensitive information?  Yes ____     No ____   If yes, a reference check must be completed pertaining to the candidate’s ability and aptitude in handling “covered data and information” in accordance with the law and University policy (see Executive Memorandum #26) http://www.nebraska.edu/about/exec memo26.pdf   Please see question 1(b).

Explain the reason for your call and verify the following information with the supervisor, including the reason for leaving.
Candidate Name:  _______________________ Reference’s Name & Title: ____________________
Company Name:  _______________________ Dates of Employment: ________________________
Position(s) Held:  _______________________ Reason for Leaving:       _____________________
[bookmark: _GoBack]In what capacity did you know the person:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1(a).  Please describe the type of work for which the candidate was responsible.
__________________________________________________________________________________
__________________________________________________________________________________
  (b).  Did these responsibilities include regularly working with confidential and sensitive information?  If so, explain how the candidate demonstrated the ability and aptitude to handle confidential and sensitive information.
 __________________________________________________________________________________
__________________________________________________________________________________
2.  How was his/her attendance?
__________________________________________________________________________________
3.  How did the applicant demonstrate team focus when working with coworkers, subordinates (if applicable, and superiors to achieve common goals?
__________________________________________________________________________________
__________________________________________________________________________________
4.  Did the candidate have a positive or negative work attitude?  Please elaborate.
__________________________________________________________________________________
__________________________________________________________________________________
5.  How would you describe the quantity and quality of output generated by the former employee?
__________________________________________________________________________________
__________________________________________________________________________________
6.  What were his/her strengths on the job?
__________________________________________________________________________________
__________________________________________________________________________________
7.  What were his/her weaknesses on the job?
__________________________________________________________________________________
__________________________________________________________________________________
8.  Would you recommend him/her for this position?  Why or why not?
__________________________________________________________________________________
__________________________________________________________________________________
9. Would this individual be eligible for rehire?  Why or why not?
__________________________________________________________________________________
__________________________________________________________________________________
Other Comments:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Conducted by:  
Name: ____________________________ Title: ______________________  Date:____________________
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