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Pre-Employment  Check  by  Phone

Name of Applicant: _________________________________________________________________________

Name of Company Contacted: ________________________________________________________________

Name of Title of Reference: ___________________________________
Telephone: _____________________

Instructions

Contact the reference, preferably the applicant’s immediate supervisor. Identify yourself and state that you are “calling to verify some of the information given to _______________________ by _______________________ who we are considering for a position.”

* * *

What were the dates of his/her employment with you?  From___________________ To __________________

What was the nature of his/her job? ___________________________________________________________

What did you think of his/her work?  ___________________________________________________________

How would you describe his/her performance in comparison with other people?  ________________________

________________________________________________________________________________________

What job progress did he/she make? __________________________________________________________

What were his/her earnings?  _________________  Bonus? _______________________________________

Why did he/she leave your Company?  ________________________________________________________

Would you re-employ?  _____________________________________________________________________

What are his/her strong points? ______________________________________________________________

What are his/her limitations? _________________________________________________________________

How did he/she get along with other people? ____________________________________________________

Could you comment on his/her:

(a)
attendance


_________________________________________________

(b)
dependability


_________________________________________________

(c)
ability to take on responsibility
_________________________________________________

(d)
potential for advancement
_________________________________________________

(e)
degree of supervision needed
_________________________________________________

(f)
overall attitude


_________________________________________________

Did he/she have any difficulties that interfered with his/her work? ____________________________________

________________________________________________________________________________________

Is there anything else of significance that we should know? _________________________________________

________________________________________________________________________________________

Signature: __________________________________________   Date: _________________________

Adam Safeguard & Inquiry Systems, Inc.

