Module 3 – Handout 3

Information Sheet on Reference Checks
The following assessment is recommended:
· Hiring officials should conduct reference checks for each hiring decision. 

· Hiring officials should develop and follow a thoughtful reference checking strategy that is an integral part of the hiring process. 

· Hiring officials should use a consistent reference checking process that treats all applicants fairly, obtains valid and useful information, and follows legal guidelines. 

· Agencies should require applicants to provide appropriate professional references and make applicants responsible for ensuring that they can be contacted. 

· Supervisors and other employees should provide candid and appropriate reference information. 

Benefits of Reference Checking:

· Make Better Hiring Decisions

· Improve the Job-Person Match

· Improve Assessment of Training and Experience

· Assess Applicant Honesty

· Demonstrate Fairness and Equal Treatment

· Send a Message About Organizational Values

· Avoid Cost of a Bad Hire

Sample Questions:

1. What is your relationship to the applicant (co-worker, supervisor, etc?)

2. How long have you known this individual?

3. Briefly describe the work this individual performed on which you are basing your recommendation?

4. Describe this individual's work ethic and work habits?

5. Any reservations at all about recommending this person?  If yes, what are they?

6. If given the opportunity, would you hire/rehire this person? If no, why?

On a scale of 1-5 (5 being the upper end of the scale) how would you rate the individual in terms of:

7. Dependability

8. Initiative

9. Ability to Work Independently

10. Technical Competence 

11. Analytical Ability

12. Motivation

13. Attitude

14. Communication Skills

Three organizations are particularly important sources of information: 

· The International Public Management Association for Human Resources (IPMA-HR, www.ipma-hr.org) plays a key role for Federal employers. 

· The Society for Industrial and Organizational Psychology (SIOP, www.siop.org) SIOP is a good source of information about the most recent research on the validity of measurement techniques. 

· The Society for Human Resource Management (SHRM, www.shrm.org) is the membership organization for private sector human resources specialists. SHRM is a key source of information about trends in hiring practices outside the public sector. 

