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	Reference Check Form

	
	Candidate Name
	

	
	Position Applied for
	

	“My name is _____________ with the City of Round Rock __(dept)_________. 

_____________ has applied for a    (position title)     with the City of Round Rock.

I would like to verify some information that he/she has given us and                                                                      also ask some specific questions about his/her performance.”



	Current Employer

	Name of Company
	

	Person Contacted
	

	Title
	

	Phone Number
	

	Date of Contact
	

	Verification of Employment 
	Information Given by Candidate
	Verified Information

	Title
	
	

	Dates of Employment
	
	

	Salary
	
	

	Primary Responsibilities
	
	

	Is Candidate performing the duties of the position at a satisfactory level?      Yes   FORMCHECKBOX 
   No FORMCHECKBOX 
        

If no, ask for explanation:  

Is Candidate currently or was he/she previously subject to disciplinary action or performance improvement plan?  Yes   FORMCHECKBOX 
   No FORMCHECKBOX 
        

If yes, ask for explanation:



	Is the candidate eligible for rehire?   Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



07/30/21012
	[image: image2.jpg]



	Reference Check Form

	
	Candidate Name
	

	
	Position Applied for
	

	“My name is _____________ with the City of Round Rock _____(dept)_______.                                                                       
_____________ has applied for a    (position title)     with the City of Round Rock.

I would like to verify some information that he/she has given us and                                                                      also ask some specific questions about his/her performance.”



	Previous Employer

	Name of Company
	

	Person Contacted
	

	Title
	

	Phone Number
	

	Date of Contact
	

	Verification of Employment 
	Information Given by Candidate
	Verified Information

	Title
	
	

	Dates of Employment
	
	

	Salary
	
	

	Primary Responsibilities
	
	

	Did Candidate perform the duties of the position at a satisfactory level?      Yes   FORMCHECKBOX 
   No  FORMCHECKBOX 
        

If no, ask for explanation:  



	Was Candidate subject to disciplinary action or performance improvement plan?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 
  

If yes, ask for explanation:



	Is the candidate eligible for rehire?   Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



07/30/2012
