Guidelines for Reference Checks

Obtaining references may be one of the most difficult tasks in screening and selection.  Taking the following steps will help you gain the best possible information from this important source:

1. Review the list of references with the applicant.  Make sure the applicant knows that s/he must inform each reference that you will be calling.  Find out how the applicant knows each reference.

2. Inform the applicant that s/he is responsible for making sure that the references are willing to talk with you and provide a reference.

3. Give the applicant a deadline for contacting the reference.

4. Make sure the list contains accurate phone numbers.

5. Use a standard reference form for each call, but be sure to modify questions so that you can learn about the specific experiences the reference has had with the applicant.

6. Be friendly and always treat the references with respect.  They will feel more comfortable in the hands of a professional.  Call James Smith “Mr. Smith” instead of “Jim.”

7. Take notes during the call.  Write short quotes from the reference to prompt your memory.

8. Review and elaborate upon your notes immediately after the call.

9. Note areas of concern or questions to be clarified with other references or the applicant.

10. References should be considered in the final decision-making for selection. 

· References were reluctant or refused to answer certain questions.

· References provided evasive responses.

· References did not know the applicant well.

· The reference has only known the applicant for a short time, such as less than six months.

· The reference knew the applicant some time ago but has not seen the applicant in more than a year.

· The reference knew the applicant briefly years ago.

· The reference knew the applicant in a capacity different than has been claimed by the applicant.

· Reference information differed from the applicant’s account.

· References described applicant as having high-risk characteristics.

· The applicant has difficulty interacting with or relating to adults.

· The applicant has difficulty working as a team player.

· The applicant has problems with authority figures.

· The applicant has problems with persons of the opposite gender.

· The applicant seems immature or impulsive.

· The applicant is excessively interested and involved with youth.

· The reference identifies hobbies, activities or volunteer work that was not identified by the applicant.

· The applicant’s hobbies and recreational activities solely involve youth.

· The applicant lets kids get away with too much. 

· The applicant acts more like a child than an adult.

· The applicant does not closely supervise children in his or her care

· The applicant relates to children on their level, just like another child.

· The applicant does not like to be an authority figure and would rather be viewed as “one of the kids.”

· References described applicant as mistreating or being high-risk to mistreat children or youth.

· The applicant is degrading to youth.

· The applicant humiliates youth.

· The applicant uses inappropriate physical punishment with youth.

· The applicant is quick-tempered.

· The applicant is unable to handle stress.

· The applicant uses harsh forms of discipline.

· The applicant is impatient or easily upset.

· The applicant becomes abrupt with children.

· References reported other specific concerns about the applicant.

	Name of Applicant:
	
	Date:
	

	Name of Reference:
	

	Address:
	

	Phone Numbers:
	


Hello, my name is (your first and last name) with [The Institute].  (The applicant’s first and last name) has applied for a position with us and said you would be a good person for us to talk with about him/her.  Do you have a few minutes to talk with me now?  I would like to start by letting you know that (the applicant’s name) has applied for a position working with children, and so it is extremely important for us to determine that every applicant is suitable for this type of position.  I appreciate your help with this.

1. How long have you known (the applicant’s name)?  _______________________________

2. What is your relationship to the applicant?  ______________________________________

3. How would you rate the applicant’s ability to work with and relate to children or youth?



Above satisfactory

Satisfactory

Below satisfactory

Can you give me an example of how the applicant relates to children or youth?

4. We are looking for someone who can stay calm and control frustration even under very frustrating conditions with children.  How would you rate the applicant’s ability to be patient and stay calm?             



Above satisfactory

Satisfactory

Below satisfactory

5. Have you ever known the applicant to use harsh or abusive discipline with a child or youth? 

6. If you have children, would you be comfortable placing one of your own children in the care of the applicant?  Why or why not?

7. What are the applicant’s hobbies and recreational activities?

8. How would you rate the applicant’s ability to relate to adults?



Above satisfactory

Satisfactory

Below satisfactory

Can you give me an example of how the applicant relates to adults?

9. We need a person who can be supportive and understanding to children.  How would you rate the applicant’s ability to be genuinely supportive and understanding to a child in need?             



Above satisfactory

Satisfactory

Below satisfactory

10. Think of a time when the applicant was able to show genuine concern for child or young person who needed comfort.  Tell me about that time.

11. How would you rate the applicant’s ability to maintain appropriate boundaries with children or youth? 



Above satisfactory

Satisfactory

Below satisfactory

12. Do you have any additional comments or questions?

Thank you very much for your time.

	__________________________________
	__________________________________

	Interviewer’s Signature
	Date


	Name of Applicant:
	
	Date:
	

	Name of Reference:
	

	Address:
	

	Phone Numbers:
	


Hello, my name is (your first and last name) with [The Institute],  (The applicant’s first and last name) is interested in becoming part of [The Institute] and said you might be able to tell us about his/her previous work with children.  Is this a good time for you to talk with me?  I would like to start by letting you know that (the applicant’s name) part of our mission is to serve children and youth, and so it is extremely important for us to make sure that every applicant is suitable for this type of position.  I appreciate your help.

1. How long have you known (the applicant’s name)?  _____________________________

2. How do you know (the applicant’s name)?  ____________________________________

3. How would you rate applicant’s ability to learn new information and skills?             



Above satisfactory

Satisfactory

Below satisfactory

Can you give me an example of when the applicant was able to learn something new and use it in his work? 

4. We are looking for someone who will adhere to the standard policies of our organization.  How would you rate the applicant’s ability to follow policies and procedures?             



Above satisfactory

Satisfactory

Below satisfactory

5. How would you rate the applicant’s ability to work with and relate to other adults?                          



Above satisfactory

Satisfactory

Below satisfactory

6. Have you have observed the applicant working with children?
____Yes
____No

If yes, how would you rate the applicant’s ability to relate to children or youth?               



Above satisfactory

Satisfactory

Below satisfactory

Can you give me an example of how the applicant relates to children and youth? 

With what types of children have you observed the applicant working well (enjoying the work, being effective with the children)?

With what types of children or youth have you observed the applicant not working well (becoming frustrated, angry, resentful or non-productive)?

7. Are you aware of any reason why we should not allow this applicant to work with children or youth?

8. How would you rate the applicant’s ability to use good judgment in normal conditions?             



Above satisfactory

Satisfactory

Below satisfactory

9. How would you rate the applicant’s ability to use good judgment in stressful conditions?             



Above satisfactory

Satisfactory

Below satisfactory

Can you give me an example of when the applicant used good judgment? 

10. Do you have any additional comments or questions?

Thank you very much for your time.

	__________________________________
	__________________________________

	Interviewer’s Signature
	Date


SAMPLE ONLY – NOT REQUIRED FOR AUDIT
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