
Checking References
Best Practices:  http://hr.osu.edu/ohrc/ld_podcasts_referencechecking.aspx
· Check references for all final candidates.
· Check references before making a final job offer.
· Obtain several references for each candidate for maximum objectivity.
	Plan and ask the same questions of each reference source.
· Document the reference calls made.  Maintain these documents with selection process materials.
· Describe the job and the organization to the reference source before asking questions.
· Ask only questions that are job-related.
Ask for specific examples.  Steps to Follow When Making the Reference Call:
1. Identify yourself, your position, and then give the reason for your call and the name of the candidate.
2. Ask the contact if this is a convenient time for the call, or suggest a new date/time.
3. Make sure the contact knows how long the reference check will take.
4. Briefly describe the job, your organization, and the competencies you are seeking.
5. Start with general basic questions and transition into more specific questions.
6. Ask the contact if there are additional people you might call for more information.
7. Ask if you can call back if you have additional questions.
8. Thank the reference for his/her time and assistance.

Examples of General Questions:
· In what capacity do you work with this candidate?
· What is the candidate’s job title?
· What are the duties of this job?

Examples of Specific Questions:
· The ability to handle multiple assignments and interact with multiple constituents simultaneously is critical to this role.  Please share with me an example of a time when <candidate’s name> was responsible for managing multiple tasks/assignments for your organization?  
· What was the outcome of his/her work?
· From what you know of the situation, how would others who worked with <candidate’s name> on these assignments evaluate the progress and his/her ability to juggle?  Were there any challenges?
· The person in this role will be required to dedicate significant amounts of time to customer service.  Please give me a specific example of a time when <candidate’s name> independently managed a difficult customer situation.  Describe the situation and what you saw as <candidate’s name> approach to resolution?  Were there any challenges or things you might have suggested he/she do differently?   What was the result?
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	Circle the quality of this candidate based on this reference check:
	Excellent
	Good
	Average
	Poor







