Completing the Reference Checking Consent & Authorization Form
Instructions for Completing the Form Electronically

This form is designed to be completed in Microsoft Word using the form completion feature.  Use the tab key to move from field to field to enter the requested information.  If you need to revise text that you have entered you can use your mouse to position your cursor in the field that you need to change.

The individual preparing the form follows these steps: 

1. Save the downloaded form to a location where you can find it, if necessary.

2. If the cursor is not already in the first form field, place it there and enter the requested information.

3. Use the tab key to move to the next form field. 

4. Upon completion of each field, use the tab key to move to the next form field until all of the relevant electronic fields have been completed.
5. Save the form to a directory where you can access it.

6. Print and sign the form.
7. Obtain Supervisor and Administrator signatures as necessary.
8. Route or process the form as required.

University of Washington | Human Resources | Recruiting & Employment Services
Reference Checking Consent & Authorization Form
Read carefully and completely before signing.
	Section I – consent

	I have applied for employment with the University of Washington and have provided information about my previous employment. My signature below authorizes my former or current employers and references to release the contents of my employment record with their organizations and to provide any additional information that may be necessary for my application for employment to the University of Washington, whether the information is positive or negative.

I authorize the University of Washington to investigate all statements made in my application for employment and to obtain any and all information concerning my former/current employment. This includes my job performance appraisals/evaluations, wage history, disciplinary action(s) if any, and all other matters pertaining to my employment history. I knowingly and voluntarily release all former and current employers, references, and the University of Washington from any and all liability arising from their giving or receiving information about my employment history, my academic credentials or qualifications, and my suitability for employment with the University of Washington.

This form may be photocopied or reproduced as a facsimile, and these copies will be as effective as a release or consent as the original which I sign.


	

	section II – signature

	Applicant Name (please type or print):  _______________________________


	Applicant Signature:
	
	Date:       
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