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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

[bookmark: _GoBack]Employment References and Verification

All requests for verification of current or past employment, whether verbal or written, are to be forwarded to Human Resources for a response. No other manager, supervisor, or employee is allowed to provide any form of verbal or written references for a current or past employee of the Company.

The Company will provide the following information in response to requests for employment verification:

Name
· Dates of employment
· Position held

The Company will only respond to written requests for verification if the request is accompanied by signed authorization releasing the information. If you are terminating employment and want the Company to provide additional information to what is listed above, you may contact Human Resources for a Reference Release form.
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