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UCCS Reference Check Guidelines


Reference checks must be completed for all final applicants under consideration.  All finalists must complete the electronic SkillSurvey reference tool and the staff positions of Director and above, faculty positions of Assistant Professor and above, also require telephonic reference checks.   The following are guidelines and suggestions when checking references.  For any questions not answered here, please contact your HR Consultant. 

1) General Guidelines: 

· Each department/college/school has an administrator for the SkillSurvey reference tool.  Please contact your administrative support or campus HR to identify this person.

· The number of finalists required to complete a reference check is determined by the Hiring Authority.  There is not a minimum nor maximum number; however, best practices recommends 3 to 5 finalists.

· The best time to request references is prior to the candidate’s final interview.  This allows the committee to fully evaluate the reference reports and search committee notes at the same time.

· In all searches, the electronic reference check must be completed prior to extending an offer.  In searches for Directors and above, and Assistant Professors and above, an additional telephonic reference check must be completed prior to offering a position to the finalist. 

· Reference checks are only one data point in the search process designed to assist the committee and hiring authority in the decision making process.

2) The SkillSurvey Process:

· After identifying the finalists (3-5 is ideal), electronic reference checks can be conducted. 

· When finalists are contacted and invited to attend the final interview, the search chair should also inform the candidate that he or she will receive an electronic request to being the reference check process via email.  

· The administrator will activate the process using the candidate’s full name and email address.

· The candidate will receive an email explaining that the process requires five references be provided, two of which must be supervisors.

· The administrator will monitor the process.  This includes,

· Insuring that the candidate has started the process,
· Monitor the progress of the references,
· Provide an individual report for each candidate to the committee and, when requested,
· Provide a head-to-head report of all the candidates to the committee.

· The entire electronic reference check process is completed in approximately 3 business days.

3) Searches Requiring Telephonic References:

a. General Guidance:
· On searches requiring telephonic reference checks, the search committee chair is only required to conduct a check on the final candidate.

· Use the SkillSurvey Report to identify potential references to contact.   As a general rule, try to speak, or email, directly to references identified as supervisors.  

· Maintain the highest level of confidentiality throughout the process.  Do not delegate the reference gathering process to anyone outside the hiring process (i.e. those not on the search committee, or the supervisor/appointing authority) and share information gathered on a need to know basis only.

· Do not ask about the candidates’ personal circumstances or respond to such comments.
  
· Do not share your own or the committee’s observations about the candidates.  

· Be sure there is a business-related reason for asking specific questions and use of the information obtained.

· Permission does not need to be granted by the applicant to contact unlisted references.

· Do not raise any questions about, or invite comments regarding (See Lawful/Unlawful Inquires Resource): 
· Race, sex, religion, national origin, disabilities, or age
· Military service, bankruptcy, garnishments
· Discrimination complaints or lawsuits
· Union activities or sympathies
· Medical information or workers compensation claims. 

b. First Steps: 
· Begin by reviewing information obtained from the SkillSurvey electronic reference check report.  

· If the applicant did not provide his or her current employer, prior to checking an applicant's current employer, ask the applicant's permission as this may place the applicant's current employment at risk. If the applicant objects, inform the applicant that you will respect their decision; however, it may affect your ability to fully evaluate the applicant for employment.   

c. The Call: 
· Introduce yourself and explain that the candidate has been designated as a finalist, listed them as a professional reference and is aware that you are making these calls.  

· Briefly describe the position, including the title, scope of responsibility and major challenges we are facing.  

· Ask for a brief assessment of the candidate’s strengths and weaknesses in their role.  

· Ask for a specific example of how the candidate achieved success, responded to setbacks and learned to adapt to subsequent challenges. 

· Ask for a specific observation about the candidate’s ability to respond to conflict including how they developed key relationships and achieved resolution.  

· Inquire as to re-employment eligibility and reasons for leaving previous jobs.  

· Finally, ask them if they would consider this candidate competitive for a comparable position at their own institution and why. 

· Follow-up questions are fine throughout the discussion. 

· Thank the reference for his or her time.  






Sample Script for Phone References


Applicant’s Name:  
Company Contacted:  
Names and title of person contacted 
Is this person the candidate’s immediate supervisor?       Yes     No 
If not the immediate supervisor, what is the employment association?
Date:  

Thank you for taking my call. My name is (name) from the University of Colorado Colorado Springs.  (Applicant’s name) is a finalist for the position of (job title) and has indicated that he/she was employed by your organization from (beginning/end dates).  

1. Was he/she employed by your organization during this period of time? 

2. What was the nature of the job? 

3. What did you think of his/her work? 

4. What are his/her strongest job skills? 

5. What job skills are his/her areas for improvement? 

6. How did he/she interact with other people on the job? 

7. Why did he/she leave your organization? 

8. Please comment on candidate’s: 
a. dependability 
b. ability to assume responsibility 
c. ability to follow instruction 
d. degree of supervision needed 
e. quantity and quality of work 
f. ability to work independently 
g. ability to work as a team member 
h. ability to meet deadlines

9. Would you re-employ this person?  Yes or No     If no, why? 

10. Do you have any final comment on his/her work performance?

Thank you very much for talking with me about this candidate. I appreciate your time.
http://www.uccs.edu/hr/employment-services/recruitment-search-and-hire/university-staff.html
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