Telephone Reference Check Guidelines
Staff Candidates

· It is generally recommended that hiring managers or search committee chairs complete a minimum of 2-3 telephone reference checks prior to a job offer being made (a third check is highly recommended if either of the first two are less than satisfactory).

· Even if the candidate(s) that you are considering have already been employed at Tarleton in some capacity, at least one reference is required prior to the job offer.

· Prior to placing any calls, be sure to contact the candidate(s) being considered for the position to let them know that you intend to contact their references (if you have not already forewarned them of this in the interview).
· Candidates will have provided contact information for their references on the employment application; ideally, you should contact the most recent employer first and speak with the candidate’s supervisor (or other person who has evaluated their work).  If the candidate has only provided names/phone numbers of co-workers or friends, let them know that you will need to speak with someone who has supervised their work.  If you are having trouble reaching one or more of the references listed, contact the candidate for alternate reference information.

· When contacting references, begin by identifying who you are and why you are calling (candidates signed a waiver that authorizes you to contact their references on their application).  You will find that you are most likely to get detailed responses if you first give a brief overview of the position that the candidate is being considered for at Tarleton.

· After you have filled in the information as requested on the top portion of the attached Telephone Reference Worksheet, contact the reference, first verifying the information in the top portion, and then asking the questions that follow.
· Completed reference sheets should be kept along with the application materials for two years within the hiring department.  After references are completed, the hiring department may proceed with scheduling interviews, gaining approval to hire through the appropriate chains and extending an offer.  If the candidate accepts the offer, the hiring department prepares hiring documents, including the hiring proposal in Tarleton Connection.
If you have any questions regarding this process, please contact Human Resources at x9128
Telephone Reference Worksheet
Staff Candidates

NAME OF CANDIDATE: ___________________________________________________________
POSITION BEING CONSIDERED FOR: _______________________________________________
DEPARTMENT: ___________________________________________________________________
NAME OF REFERENCE: ____________________________________________________________
TITLE: ___________________________________________________________________________
NAME OF REFERENCE COMPANY: _________________________________________________
PHONE NUMBER: _________________________________________________________________
REFERENCE’S RELATIONSHIP TO CANDIDATE (i.e. supervisor, co-worker, etc.): 

_________________________________________________________________________________
DATES OF EMPLOYMENT:  From ______________ To _________________
                                                                (month/year)                        (month/year)
1.  What position did applicant hold with your company? ___________________________________  
2.  What were the dates of employment?  _______________________ To ______________________
3.  What was the final salary?  _________________________________________________________
4.  Describe the duties the applicant performed in this position.

__________________________________________________________________________________
__________________________________________________________________________________
5.  How would you describe the applicant’s overall performance?

__________________________________________________________________________________
__________________________________________________________________________________
6.  Approximately how many times in a 23 month period was the applicant late or absent from work,
     excluding FMLA time and any approved time such as vacation and paid sick time?

__________________________________________________________________________________
__________________________________________________________________________________
7.  How well did the applicant get along with coworkers (i.e., teamwork)?
__________________________________________________________________________________
__________________________________________________________________________________
8.  How well did the applicant respond to criticism/interpersonal conflict?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
9.  How well did the applicant follow direction?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
10.  How well did the applicant perform assignments?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
11. How well did applicant set priorities and organize work?  Did the applicant follow-through on assignments in a timely manner?  Please describe.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
12. How was the applicant’s decision making ability and ability to work independently?

 _________________________________________________________________________________
 _________________________________________________________________________________
 _________________________________________________________________________________
13. Describe applicant’s written and verbal communications skills (i.e., the ability to verbally

communicate with others, type vs. Draft memos or correspondence). (Ask only if relevant to job.)

 _________________________________________________________________________________
 _________________________________________________________________________________
 _________________________________________________________________________________
14. What duties did applicant perform the best?

 _________________________________________________________________________________
 _________________________________________________________________________________
15. What areas could have been improved?

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
16. Did the applicant have a disciplinary record?  If so, please briefly describe the nature of that record      
      and dates of discipline.

 _________________________________________________________________________________
 _________________________________________________________________________________
 17. Were there any incidents of dishonesty, insubordination or threatening behavior? Please describe.
  ________________________________________________________________________________
  ________________________________________________________________________________
 18.  What was the reason for leaving?

 _________________________________________________________________________________
 _________________________________________________________________________________
 19. Would you re-employ, and if not, why?

  ________________________________________________________________________________
  ________________________________________________________________________________
       Describe the most important duties of the position you have open and then ask the

       person giving the reference how they think the applicant would perform in such a job.
 ________________________________________________________________________________
 ________________________________________________________________________________
 ________________________________________________________________________________
 ________________________________________________________________________________
*Specific Skills/Experience

       In addition to the above questions that address general performance areas common to most jobs,
       questions addressing specific duties of this particular position should be included.  For example, 
       such questions might cover one or more of the following areas:

· Technical knowledge or skills applicable to this type of work

· Experience in the applicable professional field

· Clerical skills/experience

· Lead/supervisory experience

· Budget/bookkeeping experience

· Fiscal management experience

· Computer applications experience (software, hardware, operating systems,

etc.)

· Program/project development experience

· Writing skills/experience

· Interpreting and applying rules and regulations
       Reference Check conducted by:

Name: _________________________Title: ____________________________Date:______________ 

