What is a Reference Check?
A reference check gathers information about a person’s past performance relating to the qualifications you are looking for.

The best indicator of how someone will perform in the future is his/her past performance.

Reference checks may be used to assess any qualifications, e.g. experience, skills, or professional suitability and to verify reliability. 

Is Consent Required?

Yes, each applicant must give consent before a reference check is performed.   As part of the Florida Atlantic University application and background check process all applicants consent to professional reference checks. In some cases, the applicant may ask that their current employer not be contacted until they give formal notice. Hiring managers should inform potential candidates that their current employer will be contacted prior to a firm offer of employment. 
How to Conduct a Reference Check -- 3 Basic Steps
1. Preparing Information

· Review candidate’s resume and your notes from interview. Prepare list of qualifications and facts to be verified. Confirm how long the reference and the applicant worked together, applicant’s duties and reporting relationship.
· Prepare questions that are relevant to the qualifications and duties of the job being filled.
· Aim for facts, specific relevant incidents--- not opinions.

2. Gathering Information 

· Explain to reference your purpose and the time the check will take.
· Follow your prepared questions to stay on track.
· Use follow-up questions to clarify events and get details.
· Keep to the facts and ask for specific examples of incidents. 
· Take notes and evaluate later. 
· Be alert to unusual hesitations, evasive responses and overly enthusiastic responses. Ask follow-up questions for further explanation as necessary.
3. Using Information

· Do not accept all information gathered at face value.  Be cautious of personality conflicts and different work environments. 
· Try to use information derived from several methods to make an overall assessment of a qualification, e.g. interviews, written tests, reference checks.

· When in doubt about a person’s qualifications, check other references if necessary.

COMPONENTS OF A REFERENCE CHECK

  
Opening Statement
· My Name is…………
· We are in the process of staffing a …(name, group & level of position) 
· I am calling to conduct a reference check on…..(name of candidate)

· It will take….(approximate length of time)

· Is this a good time for you?

· If not, arrange another time.

Confirm the Suitability of the Reference
· Clarify the relationship. The best reference is an individual who can speak to the applicant’s performance. Co-workers or friends are not the best available references.  If the reference is unsuitable contact the candidate, explain the situation and ask for a more appropriate contact.
· Did/does the candidate report directly to you? For what length of time?

· Did you complete or contribute to appraisals of this candidate?

· Did/do you work directly with the candidate as part of a team?
 
   General Job Information
· Confirm dates of employment and job title.
· Confirm the applicant’s duties were as described on their resume and as described during the interview.
SAMPLE BEHAVIOR QUESTIONS


Questions - Team Player 

· Does the person work well with others on the team?
· How does the person interact with others on the team or in a work unit?

· How is he/she accepted by co-workers?
· How does the candidate influence others
· How does the candidate deal with conflict? Describe a specific situation where the candidate had to deal with conflict.

· Describe the feedback you have received concerning this candidate. 


Questions – Meeting Deadlines
· Describe a situation where the candidate had to meet an important deadline.

· How are deadlines managed or honored?

· Can you describe a time when the candidate did not meet a deadline?

· How does the candidate handle changes in his/her deadlines?



Questions – Self-Reliance

· Is this person a self-starter?

· Describe a situation to demonstrate that the candidate is a self-starter. 
· Does he/she rely on others for direction?

· When a task is given, are you confident of the end result? Why/why not?


Questions – Meeting Objectives
· Does he/she tend to work in isolation? 

· Does he/she communicate problems/concerns/status with others?

· Does the person ask for clarification of team objectives?
· What contribution has this person made to the team?


Questions-Dealing with Priorities  

· How does the person deal with shifting priorities?
· Describe a situation where the candidate had to deal with changing priorities?
· Is she/he willing to redraft work and put in extra time on projects?
· Does the person demonstrate an understanding of the broader picture?

Need More Information 

· If you need more information or clarification, ask follow-up questions.

     -  Can you give a specific example? 

           -  What happened next?
           -  Did this cause a problem in the work unit?
           -  Did the candidate try to correct this problem? Was she/he successful?
           -  Why did she/he do that? How often does it happen?
           -  How did the employee react?

Closing Statement 

· How would you classify this individual’s overall performance? 
· Can you describe his/her greatest strength?
· What area(s) need improvement?
· Would you consider this individual for re-hire?
· Have you any comments you wish add?
· REMEMBER TO THANK THE REFERENCE FOR THE TIME THEY SPENT TALKING TO YOU.
