YALE UNIVERSITY LIBRARY
PRE-EMPLOYMENT REFERENCE CHECK

APPLICANT: ____________________________________________________DATE: _______________

CANDIDATE FOR: ____________________________________________________________________

Provide a brief description of position. (Ascertain whether applicant would have 

problem (s) with a position of this type.  If this is a promotion, please be sure to ascertain whether 

the appicant could handle the level of responsibility.): __________________________________________

______________________________________________________________________________________

PREVIOUS OR CURRENT POSITION:


Company’s Name:  ______________________________________________________________________

Supervisor:  ____________________________________________________________________________

Job Title:   _____________________________________________________________________________

Dates of Employment: From: _______________________To: ____________________________________

Reason for leaving:   _____________________________________________________________________

APPLICANT'S RESPONSIBILITIES (IN ORDER OF IMPORTANCE)

____________________________________________________________________________________________________________________________________________________________________________

Review the requirements for the position.  Have individual speak to applicant's abilities, strenghts, and weaknesses.

STRENGTHS:________________________________________________________________________________________________________________________________________________________________

WEAKNESSES:______________________________________________________________________________________________________________________________________________________________

Were weaknesses ever discussed with the employee?  Yes______ No _____ If so, were improvements demonstrated? ____________________________________________________________________________________________________________________________________________________________________________

COMMENT ON:

Quality of Work: ________________________________________________________________________

Quantity of Work:   ______________________________________________________________________

Attendance and Punctuality:   ______________________________________________________________

Initiative:   _____________________________________________________________________________

Judgement:  ____________________________________________________________________________

Co-operativeness/Attitude:   _______________________________________________________________

Compatibility (Ability to work in a team):   ___________________________________________________

Ability to Accept Criticism: _________ ______________________________________________________

Accuracy and Attention to Detail:  __________________________________________________________

Overall Performance:  ____________________________________________________________________

