EMPL ID#:  
HRM-5-B

UNIVERSITY OF NORTH TEXAS
EMPLOYMENT HISTORY VERIFICATION
Applicant Name:_______________________________________________________________________SSN #_____________

Position Applied For:_____________________________________________________________________Req. # ___________

Employer:______________________________________________________________________________________________

Name of Person Contacted:_____________________________________________________________________________

Relationship to Applicant:    ( Supervisor    ( Co-Worker    ( Other (explain:)

Contact Date:______________________________________________________Time:_____________________________

Verify the following from the Employment Application.  Use the Comments/Explanations section to explain "No" answers.
	ITEM TO BE

VERIFIED
	VERIFIED
	COMMENTS/EXPLANATIONS

	
	YES
	NO
	

	Title


	
	
	

	Dates of 

Employment
	
	
	

	Full-Time or

P/T (# of hours)
	
	
	

	Start and

Final Salary
	
	
	

	Supervisory

Responsibility
	
	
	

	Job Duties


	
	
	

	Reason for

Leaving
	
	
	


OPTIONAL QUESTIONS:

Was overall performance satisfactory?  (Yes    ( No   (If No, explain:)

Would you rehire?   ( Yes    ( No (If No, explain:)

Do you have any additional comments or recommendations regarding this individual?

Employment History

Verification completed by: ___________________________________________________________________________________________







Printed Name



Signature



Date

UNIVERSITY OF NORTH TEXAS

APPLICANT VERIFICATION
University employment policy for regular staff positions requires that when a department identifies the applicant it wishes to hire, but before it extends an offer, the department must take the following actions:

1.
The department must verify at least two employment history references from the Employment Application.  The department will complete one Employment History Verification form for each reference.

2.
If completion of college work or a conferred degree is either a required qualification or a selection factor for the vacancy, the department must require the applicant to provide to them copies of official transcript(s) of the highest level of education required only, for verification purposes.

3.
If a professional certification and/or affiliation is either a required qualification or a selection factor for the vacancy, the department must require the applicant to provide to them copies of documents to verify such certification and/or affiliation.

Completed Employment History Verification forms and copies of transcripts and professional certifications and/or affiliations must be returned with the completed HRM-5.

INSTRUCTIONS FOR EMPLOYMENT HISTORY FORM:
1.
Complete applicant and employer sections, entering date and time contact is made with the employer.

2.
The verification section must be completed.  For each of the required items, read to the employer contact the information provided by the applicant on the Employment Application form.  Ask the contact to verify.  If the contact does not verify any item(s), use the Comments/Explanations section to explain.

3.
If the contact requests a release of information authorization from the applicant, quote the authorization for release of information signed by the applicant at the bottom of Page 2 of the Employment Application.

4.
If the contact requires a written authorization from the applicant, you may copy the certification and authorization section of the applicants Employment Application and mail or FAX it to the contact.

5.
You may ask the optional questions if you desire.

6.
When complete, print your name, sign and date the form, and return it with completed HRM-5 to Human Resources.
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