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TELEPHONE REFERENCE CHECK

	Applicant’s Name:      

	Contact’s Name:      

	Phone:      

	Firm:      

	Title:      

	What was your relationship to the employee?      

	Employee’s Title:
     

	Salary:  Beg        
	End      

	Duties:      

	Reason for leaving:      

	Did the applicant effectively perform his/her job related duties?  If no, explain      

	How would you describe the applicant’s interpersonal skills?      

	Would you describe your relationship with the applicant as positive or negative?  Why?      

	How would you describe the applicant’s attitude towards his/her:

a)work      
b)supervisor      
c)management       



	Was the applicant’s attendance and punctuality a)poor, b)satisfactory or c)excellent?  If b or c, please explain.      

	What were the applicant’s job related strengths?      

	What were the applicant’s job related weaknesses?      

	What training did the applicant complete during his/her employment with your company?      


	Would you rehire the applicant? 
	 Yes      
	No        If no, explain      


COMMONLY ASKED QUESTIONS

Previous and present employers can often provide information about an applicant’s employment background that will aid you in making a decision about your current job opening. The following question and answer sheet will help you when conducting these checks. Should you have any questions or need assistance in the reference check process, call Jennifer Campfield, Recruiting Team Leader at ext. 3982.

Who should I call?

References with a current supervisor and at least one former supervisor should be made on the final candidate(s) being considered for the position. However, you can only contact the current supervisor if the candidate has given you permission. This can be indicated in the applicant’s JMUJobLink application or by written permission from the applicant (an example follows). Be sure to ask each reference the same questions.

What can the reference tell me?

It is illegal for a former employer to purposefully give false information for the sake of harming one's reputation or preventing one from obtaining employment. In addition, personal information that is not job related should neither be asked about or provided by either a prospective or former employer. 

What can I ask?

In general, it is inappropriate for a prospective employer to ask questions of a former employer to provide information about an individual's race, color, religion, sex, national or ethnic origin, age, disability status, marital status, sexual orientation, or parenting responsibilities.  Do not discuss anything with references that you could not discuss with the applicants themselves.

The reference check should attempt to obtain the following information:

· Name

· Employment date

· Position title

· Position duties

· Beginning and ending salaries

· Training completed

· Performance 

· Whether the employer would rehire the applicant

· Verification of any required license, certification or degree

Am I required to allow the applicants to examine the data?

Under the Virginia Privacy Protection Act, agencies are not required to allow applicants to examine reference data.  Documentation from reference checks needs to be kept in a confidential file.  
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ATTACHMENT A

RELEASE OF INFORMATION

Date: _____________________

   (Name, printed)

I, ________________________, hereby authorize James Madison University to verify any job-related information I have supplied during my application process.  I understand that these references will be checked before a formal offer of employment is made.

_________________________________________________________________



Signature








___________________________



Social Security Number




