Telephone Reference Check Guidelines
Managerial 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
Managerial 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.  In what capacity do you know the candidate? __________________________________________  
2.  How long have you known the candidate?  ____________________________________________
3.  How would you characterize this person’s strengths? ____________________________________
_________________________________________________________________________________

4.  How would you characterize this person’s weaknesses? __________________________________
__________________________________________________________________________________
5.  Describe the candidate’s responsibilities. ______________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
6.  Would you describe those responsibilities as structured or unstructured? _____________________
__________________________________________________________________________________
7.  To what degree was the candidate required to exercise independent judgment and/or make difficult
     decisions? 
__________________________________________________________________________________
__________________________________________________________________________________
8.  Describe the candidate’s work ethic. __________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
9.  How many individuals did the candidate directly supervise? _______________________________
10. How many individuals did the candidate indirectly supervise? _____________________________
11. What kind of general impression did the candidate make on supervisors, peers, and subordinates?
__________________________________________________________________________________
__________________________________________________________________________________
12. How effective was the candidate in working with internal groups or constituencies?
 _________________________________________________________________________________
 _________________________________________________________________________________
 13. How effective was the candidate in working with external groups or constituencies?
 _________________________________________________________________________________
 _________________________________________________________________________________
 14. Describe the candidate’s major accomplishments. ______________________________________
 _________________________________________________________________________________
 _________________________________________________________________________________
_________________________________________________________________________________

15. Did the candidate experience any major setbacks or disappointments? _____________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
16. What kind of environment did the candidate work in? (high-pressure, low-key, self-paced, cyclical
      workload, steady workload)

 _________________________________________________________________________________
 _________________________________________________________________________________
 17. How did the candidate deal with pressure? ___________________________________________
  ________________________________________________________________________________
  ________________________________________________________________________________
18.  Comment on the candidate’s ability to work with a diverse workforce. _____________________

_________________________________________________________________________________

 19.  Is the candidate eligible for rehire at your organization? ________________________________
 20. Why did the candidate leave your organization? _______________________________________
  ________________________________________________________________________________
       Other position-related comments:
 ________________________________________________________________________________
 ________________________________________________________________________________
 ________________________________________________________________________________
       Thank you for your time and comments.
       Reference checked by: __________________________________________________________

