

SAMPLE 
(revise based on school policy/procedures)

Employment Verification 

Your contact information was provided by the person identified below to assist in completing a background investigation to help us determine this person’s eligibility for employment. The person we are inquiring about has given written consent for this inquiry. We ask that you complete all items on this form and return. 

	Applicants Full Name: 
(Last, First, Middle)

	Other Names Used: 

	Date of Birth:  Click or tap to enter a date.
	Place of Birth: 

	Social Security Number: 
	Position Requiring Investigation: 

	Claimed Employment

	From:
	To:
	Position Held
	Name of Supervisor

	Click or tap to enter a date.	Click or tap to enter a date.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	
	

	Click or tap to enter a date.	Click or tap to enter a date.	
	



Please Complete the Items Shown Below
	1. Is the information shown above the same as your records?
	☐ No (please explain in item 6)                 
☐ Yes
☐ We Have No Record of This Person

	


2. Mark One of the Following Pertaining to This Person’s Employment:
	☐ Subject Currently Employed Here
☐ Left Employment Voluntarily/Employment Entirely Favorable
☐ Separated Because of Company Cutback in Workforce or Change in Skill Needs
☐ Left Employment Voluntarily /Employment Not Entirely Favorable (Please explain in item 6)
☐ Fired (Please explain in item 6)
☐ Quit After Being Told They Would Be Fired (Please explain in item 6)
☐ Left by Mutual Agreement Following Charges or Allegations of Misconduct (Please explain in item 6)
☐ Left by Mutual Agreement Following Notice of Unsatisfactory Performance (Please explain in item 6)


	3. Is This Person Eligible For Rehire?
	☐Yes   
☐No – Due to Company Policy and/or Not Related to Unfavorable Employment
☐No – For Reasons Relating to Unfavorable Employment (Please Explain in item 6)

	4. Do You Have Any Reasons To Question This Person’s Honesty Or Trustworthiness?
	☐ No                                  
☐ Yes (Please Explain in item 6)
☐ I Do Not Know This Person Well Enough to Respond
☐ I Wish to Discuss the Adverse Information I Have



	5. Do You Have Any Adverse Information About This Person’s Employment, Residence or Activities Concerning
	Yes      No
☐          ☐ Violations Of the Law   
☐          ☐ Finances
☐          ☐ Abuse of Alcohol
☐          ☐ Abuse/Illegal Use of Drugs
☐          ☐ Mental or Emotional Stability
☐          ☐ General Behavior or Conduct  
☐          ☐ Other Matters

	6. Additional information which you feel may have a bearing on this person’s eligibility for employment. This space may be used to provide derogatory as well as positive information, to request confidentiality, and/or to request a copy of the consent.






	7. Do You Recommend This Person for Employment?
	☐ Yes
☐ No (Please Explain in item 6)
☐ I Do Not Know This Person Well Enough to Make a Recommendation


	Print Name: 

	Signature: 
	Date: Click or tap to enter a date.

	Your Title/Organization: 

	Email address: 

	Daytime Telephone Number: 
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Applicants Full Name:     (Last, First, Middle)  

Other Names Used:    

Date of Birth:     Click or tap to enter a date.  Place of Birth:   

Social Security Number:   Position Requiring Investigation:   

Claimed Employment  

From:  To:  Position Held  Name of Supervisor  

Click or tap to  enter a date.  Click or tap to  enter a date.    

Click or tap to  enter a date.  Click or tap to  enter a date.    

Click or tap to  enter a date.  Click or tap to  enter a date.    

Click or tap to  enter a date.  Click or tap to  enter a date.    

  Please Complete the Items Shown Below  

1.  Is the information  shown above the same  as your records?  ☐   No  (please explain in item 6)                     ☐   Yes   ☐   We Have No Record of This Person  

      2.  Mark One  of   the  Following Pertaining  to This Person’s  Employment:  ☐   Subject Currently Employed Here   ☐   Left Employment Voluntarily/Employment Entirely Favorable   ☐   Separated Because of Company Cutback in Workforce or Change in Skill Needs   ☐   Left Employment Voluntarily /Employment Not Entirely Favorable ( Please explain in  item 6)   ☐   Fired ( Please explain in item 6 )   ☐   Quit After Being Told They Would Be Fired ( Please explain in item 6 )   ☐   Left by Mutual Agreement Following Charges or Allegations of Misconduct  ( Please explain in item 6 )   ☐   Left by Mutual Agreement Following Notice of Unsatisfactory Performance ( Please  explain in item 6 )    

3.  Is This Person  Eligible For Rehire?  ☐ Yes      ☐ No  –   Due  t o Company  Policy a nd/ o r Not Related  t o Unfavorable Employment   ☐ No   –   For Reasons Relating  t o Unfavorable Employment   ( Please Explain in item 6 )  

4.  Do You Have Any  Reasons To Question ☐   No                                     ☐   Yes   (Please Explain in item 6)   ☐   I Do Not Know This Person Well Enough to Respond   ☐   I Wish to Discuss the Adverse Information I Have  

