
Reference Checking Tips

1. Check a minimum of 3 references on each candidate

2. When possible, try to get a “360 degree” combination (supervisor(s), peer(s), and people who reported directly to the candidate).  Having at least two supervisors will allow you the opportunity to see how they work with different leadership styles.

3. Let the person know how much time you will need (typically 20 – 30 minutes) at the beginning of the conversation, and make sure this timeframe will work for them.  If they are too rushed, you won’t get good information.  If necessary, reschedule for a better time.

4. Take a few (brief!) minutes to describe the Company, environment, and position you’re considering for the candidate.  This information will help to provide a context for the reference and may also help them in assisting you with predicting the candidate’s success.

5. If the person is difficult to reach due to time zones or schedules, offer to email the questions to them and let them respond that way.

6. People don’t like to discuss “areas for improvement”.  Try to dig if you receive resistance.  Couch it as “everyone has areas where they are particularly strong, and areas which are not as strong.  When thinking about (candidate), what would you say both of these might be?”  The information you get here can be invaluable for the person who will be managing the new employee once they are on board.

7. If you are having difficulty getting the information you need from the references provided, let the candidate know.  If you can’t get the information you need, you won’t be able to move forward.  The candidate will need to get in touch with the references and ask them to give more information, or provide additional references who will be able and/or willing to do so.

If the candidate has completed and signed an application form with the disclaimer “I authorize my references to disclose information about me to the Company, without giving me prior notice of such disclosure.  I hereby release the Company, my former employers and all other sources from any and all claims, demands or liabilities arising out of or in any way related to securing such information or disclosures.”  You can offer to fax this to the reference source.  It may make them feel more comfortable in giving you the information you are requesting.
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