REFERENCE CHECKING

The reference check is the only way you have to verify information given by the candidates.  This allows for the verification of information the candidate provided both on the resume and during the interview.  Additionally, this is an opportunity to gain insight into who the candidates are and how they behave in the workplace.  Never make an offer without first doing a check of the candidate’s background.  Caution should be used since references from past employers may in some cases be significantly distorted either positively or negatively based on factors not known to the supervisor or which may not be related to the requirements of the job for which they are being considered.  Some employers may be cautious in providing information about past employment.  An option is to have the candidate sign a release that allows the past employer to provide information.

In planning your reference checks, review the position description and develop a set of uniform questions, which should be asked of all contacted references.  Reference checks should be based only on job related factors.  You may not inquire into a job applicant's sex, disability, race, religion, national origin, marital status, arrest/conviction records or sexual preference or ask any other questions about the candidate's personal life.

Resume information that you cannot verify through reference checking should be pursued by alternative methods.  For example, when relevant, you may ask an applicant for a college transcript to verify educational qualifications.

Information provided by the applicant should never be relied upon as the sole source.  Check academic references, current and former supervisors, business or work associates, your network of professional associates, or your own independent sources who know the candidate.

Reference Check Tips:

· Check at least two professional references.

· Contact enough references to confirm your selection.

· Conduct a reference check on at least one or two finalists.

· Be consistent with each contact i.e., asking the same questions.

· Use telephone reference checks rather than mail inquiries since they are less time consuming.

· Confirm dates and times of employment/education the candidate provides.  Check out gaps in employment history.

· Be objective in assessing the value of the information.  If it is not job related it should not be considered in the decision process.

· Look for consistency among comments from the same and different contacts.

· Personal references are of limited use.

· Permission is not needed to contact references

· Maintain reference documentation/notes.  Notes will be filed in the human resources recruitment folder.

Sample Reference Check Questions:
· What were the dates of his/her employment with you?

· In what capacity were you associated with the candidate?  Were you his/her supervisor?

· This job requires knowledge of _________________; the ability to ______________________; skill in ____________________.  From your knowledge of previous performance, could this person perform the job duties I just described?

· What were his/her primary duties and responsibilities?

· What part of the job was performed the best?

· How did his/her work compare with others doing the same job?

· What were his/her strengths and weaknesses?

· Did the candidate complete simple and complex assignments accurately and on time?

· How did the person handle herself/himself with sensitive information?

· Does the person think creatively?  Can she/he approach an issue from different points of view or see things from a broad perspective?

· How did the candidate go about identifying and solving problems?

· Could the candidate write well and organize ideas appropriately for different audiences?

· Did the candidate make effective oral presentations or persuade people?

· How well does this person work in teams?  Please describe their leadership and management skills.

· Is the candidate motivated to do a good job?  Was the person a self-starter?  Could they recognize what needed to be done and organize to respond? (or did they need to be constantly directed?)

· When there was a particularly urgent assignment, what steps did he/she take to get it done on time?

· Could you briefly comment on his/her:

· Attendance

· Dependability

· Ability to take on responsibility

· Potential for advancement

· Quality and quantity of work

· Customer service orientation

· Communication skills

· Acceptance of directions

· Reaction to change

· Reaction to stress

· How would you rate his/her work effort and initiative?

· How did this person get along with others?  Supervisor?  Co-Workers? Customers?  Subordinates?

· Would you re-hire this individual?  Why or why not?

· Why did he/she leave your organization?

If you have questions as to the appropriateness of your reference questions or how to use the obtained information in making a sound hiring decision, please consult your assigned Human Resources Specialist.  

