Reference Check Guideline


REFERENCE CHECK GUIDELINES
An applicant’s rights to privacy and freedom from discrimination must be balanced by the needs of the employer to hire qualified applicants.  An applicant’s ability to perform the duties of the job and his/her character traits, such as honesty and reliability, are puzzle pieces that must first be discovered and then assembled to make an effective hiring decision.  Reference checks conducted by departments must include questioning on the applicant’s skills, past performance, and on character traits important to the position.  It is the responsibility of Human Resources to initiate inquiries into such areas as medical condition and criminal history conducted in accordance with code and policy.  Peace officer reference checks are the sole responsibility of the Sheriff’s Department, in accordance with Gov. Code 1031.
Purpose of Reference Checks
The purpose of a reference check is to verify information provided by the applicant and to discover other information valuable in the selection of the most qualified applicant.  Applicants may intentionally or inadvertently omit information, or mistakenly provide inaccurate information that would disqualify them from the job they seek.  Reference checks serve to verify and validate information given by the applicant, as well as to discover new information. 
Applicant background information becomes questionable when they:
· Exaggerate experience, education, and involvement in projects

· Cover up important gaps or omit problem experience

· Manipulate employment dates

· Provide only the names of positive references and accentuate the positive in reference letters

· Conceal violence risks

Effective reference checks will:

· Verify that information provided is accurate and truthful 

· Confirm skills and qualifications

· Identify deficiencies

· Protect the County from future claims of negligent hiring

Initiating the Reference Check

1. The job bulletin must contain a note that a reference/background check will be accomplished for employment purposes or the applicant can be told in the oral interview.
2. Complete the Reference Check Questionnaire on HR’s Intranet eforms site.

3. Decide if check will be done internally or externally.
4. Check references only for the applicants that are being considered for conditional job offers (top candidates) and before any medical exams.
5. If the applicant’s public records are to be screened, obtain a signed authorization from the applicant to receive an investigative consumer report or any other public record.   Make copies of all reports obtained during the check available to the applicant.
6. To record work history and outcome of the personal reference check, utilize the County’s Summary Work History Check and Summary Reference Check form found on HR’s Intranet eforms.
7. Attempt to contact direct supervisors, department heads, and human resource directors for a complete picture of past performance.
8. Verify education: www.studentclearinghouse.org; www.abika.com (fee-based)

9. Validate licenses and certifications: 

· California licenses – http://www.ca.gov/state/portal/myca_homepage.jsp
· Psychology - http://www.assessmentpsychology.com/states.htm
· Nursing - http://www.bvnpt.ca.gov/licverif.htm
 (A list of possible reference questions is included at the end of this document)
Providing Information to Third Parties

Other hiring authorities request information on current or former employees. County policy, Employee Records – Access to and Release Of Information Guidelines covers what can be released and circumstances that would allow for in depth information release.
The County deems all personnel records confidential, generally, with exception of employee names and work addresses, job titles, dates of employment and promotions, and gross compensation information. Therefore, Yolo County officials and employees have the duty and obligation to maintain the confidentiality of personnel files and to resist attempts at unauthorized access.
When answering a question from a third party about the probability of the County to rehire the candidate, answer with caution and answer only if your response can be supported by evidence.  This is not a benign question and is covered under Civil Code 47, subdivision (c).  (Excerpted – “This subdivision applies to and includes a communication concerning the job performance or qualifications of an applicant for employment, based upon credible evidence…” and “authorizes a current or former employer, or the employer's agent, to answer whether or not the employer would rehire a current or former employee.”)
Possible Reference Questions

Candidate name:




Position hiring for:

Reference’s name: 




Reference’s position: 

1. What were the dates of employment?

2. What was the title of the last position held?

3. What was the salary of the last position held?

4. Did candidate work directly for you or with you?

5. What were the general duties of the last position held?
6. How well did the candidate perform these duties, in general?

7. Did the last position require any special skills?

8. How proficient was the candidate at using these skills?

9. How well did the candidate handle stress related to doing the job?

10. How was the candidate’s attendance?

11. How well did the candidate adapt to new, different, or unusual assignments?
12. How well did the candidate meet deadlines?

13. How well did the candidate interact with other employees, managers, and supervisors?

14. Is there any unusual achievement the candidate attained?

15. Is there any unusual defeat the candidate faced?  How did they handle this?

16. How well did the candidate interact with representatives from other agencies?

17. Was the candidate creative in any way in finding ways to perform job duties or in solving problem?
18. Did the candidate exhibit any unusual work habits?

19. What would you consider as the candidate’s greatest strength?

20. What would you consider as their greatest weaknesses?

21. Would you re-hire or promote the candidate?

22. Do you have any other remarks about the candidate?
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