Cooperative Extension Reference Checking Form 
	Candidate Name:
	Date:

	Position:
	County:

	Reference Name:
	Reference Phone:

	Name of Person Completing Form:


Notes:  You may need to customize the questions found in this template to better match the responsibilities of the position.  This is acceptable as long as the questions: 
1) are relevant to the position duties; 
2) are asked of the references of all candidates.  
This is to ensure fair and equitable treatment in our reference checking process.   
Begin the reference check by:  getting permission to proceed (If the individual says no, ask to schedule a call-back at another time); giving an overview of how you intend to proceed:
Explain to the reference that:

· You will be asking questions related to the candidate’s ability to perform the primary duties of the (name of the position/county) position.
· You’d like the reference to answer the questions keeping in mind examples of when the candidate has demonstrated the competencies, since previous performance is a strong predictor of future success.

· You really appreciate candid and objective comments.

· Answers will be held in confidence to the extent permitted by the law. 
IMPORTANT REMINDERS: 
1) If the reference asks about confidentiality guarantees, you may need to explain that reference checking forms are documents subject to Wisconsin’s Open Records law. This means that a member of the public can request to see the form (and other application materials), however, the request can be denied if it is determined that no public interest will be served by disclosing the information. This is usually the case with personnel records. The Vice-Chancellor (sometimes in consultation with UWS legal counsel) decides whether or not to approve the records request. Also, be aware that you may need to conclude the reference check if the reference is requesting complete anonymity since confidentiality can only be guaranteed to the extent that the law permits. 

2) Given open records legalities, you are encouraged to write only those position-related notes on the reference checking form that you could defend if called upon to do so.  
1. How long have you known (insert candidate’s name) and in what capacity?

2. What are (insert candidate’s name) three greatest strengths? In other words, what can/did you count on him/her for the most?
3. In what areas did you find that (insert candidate’s name) needed to develop further? What did you coach him/her on?
Note:  Modify questions 4 and 5 to match position duties.  (The following questions were written primarily for county-based educator positions.)
Note:  If you wish to ask competency-based reference check questions, please see “Optional Competency-Based Reference Check Questions”
4. What experience does (insert candidate’s name) have in providing education through teaching or training of groups?  (Probe by asking clarifying questions to find out information on the audiences reached, the candidate’s ability to develop and evaluate audience-appropriate educational programs, if the setting was non-formal/community based vs. classroom, and other areas needing clarification based on what was learned during interviews)

5. Which of (insert candidate’s name) abilities would help (him/her) effectively develop program partnerships with local agencies and organizations?  Follow-up:  Please share an example.
6.
What experiences has (insert candidate’s name) had working with culturally diverse audiences and promoting inclusiveness?
Note:  Be prepared to expand the focus of the reference’s answer if he or she only speaks to experience with racially or ethnically different groups.  We are interested in learning about the candidate’s experience with diversity broadly defined, i.e., gender, socio-economic, age, etc.  
7. Please share your knowledge of (insert candidate’s name) interpersonal and problem-solving skills in team settings.  One example of a team setting is working with other professionals within the same office.  
8. How would you describe (insert candidate’s name) ability to maintain composure in difficult interpersonal situations?  Follow-up: Please describe a time when (insert candidate’s name) wasn’t able to manage such a situation.  
9. What other information would be helpful for our organization to know as we consider (insert candidate’s name) for this position?

10.  Is there any reason you would not recommend (insert candidate’s name) as a potential employee? 
Note:  You may find it helpful to speak with references other than those provided by the candidate.  One way to do this is to gather names, known as “secondary” references, from the references provided by the candidate.  Before contacting a secondary reference, you would let the candidate know that you plan to call other references and would give them the option of naming individuals whom they do not want contacted. 
If you wish to have the option of contacting secondary references, ask the reference the following question:

11.  Are there others who could give additional insight on (insert candidate’s name)?  (Note below the name/title/contact information/relationship to the candidate of any secondary references that are named.)
End the reference check by expressing your appreciation for the individual’s time and insights.  
Reference Check forms are considered “records” and are required to become part of the candidate’s application file.

