University of Colorado Denver

Reference Check Guidelines

First, make sure you have the candidate’s permission to contact both listed and off-list references. Listed references typically do not provide anything but positive comments. The questions below are fine for them but I just move quickly and focus on getting off-list leads. Off-list references may be identified in almost any way, including people you already know at the candidate’s institution, through professional organizations or from the internet. They are, however, most often generated by asking listed references for the names of people who are also familiar with the candidate’s work then following that stream of contacts. Ideally, the reference checkers would be assigned initial contacts and to make the contacts that result from those discussions. You should try to communicate among those calling to ensure that multiple people are not calling the same off-list references. I have also prepared some specific guidance for the calls:
 
-Introduce yourself and explain that the candidate has been designated as a finalist and is aware that we are making these calls.
 
-Briefly describe the position, including the title, scope of responsibility and major challenges we are facing.
 
-As a warm up, begin by asking for a brief assessment of the candidate’s strengths and weaknesses in his/her former or current roles.
 
-Ask for a specific example of an initiative lead by the candidate, how they 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 or institutional barriers, including how they developed key relationships and achieved resolution.
 
-Finally, ask them if they would consider this candidate competitive for a comparable position at their own institution and why.
 
-Follow-up questions are encouraged throughout the discussion.
 
-Explain that the candidate has also granted us permission to contact others who have not been specifically listed as references and ask them to suggest others who are familiar with the candidate.
 
-Do not ask about the candidate’s personal circumstances or respond in any way to such comments.
 
-Remember that we are trying to recruit candidates, not just evaluate them, and information exchanged may get back to them. Similarly, many candidates we call about will remain where they work now. We do not want to do anything to make that situation difficult or discourage them (or the person giving the reference) from applying for future positions here.
 
-Do not share your own or the committee's observations about the candidates.
