DOCUMENTATION OF PRE-EMPLOYMENT REFERENCE CHECK
Candidate’s Name                                                                                            Position: 

Instructions to supervisors/managers:
A minimum of three (3) reference checks must be completed before a candidate may be hired.  A minimum of two (2) employer references are to be checked.  Where an applicant has not been previously employed or has worked for only one employer, reference checks with schools may be substituted.  Recommendations from only one (1) personal reference will be counted toward the required three references.  Those checking references are to check, if at all possible, with at least one reference not listed on the application.  A former employee not listed as a reference is a good choice.  This form will become a permanent part of the employee’s personnel file.
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Name of Reference:                                                                                   Phone:                                                               Professional
Name of Organization:                                                                                          Date Contacted:                                                         
Comments: 
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Note:  If additional references were contacted, check here              and write summaries on back of this sheet.
                                                                                                                                  

SIGNATURE OF  PERSON COMPLETING REFERENCE CHECKS                                                                   DATE
