Appendix 24 Suggested Referencing Questions



SUGGESTED REFERENCING QUESTIONS
FACULTY APPOINTMENT

	Instructions for conducting telephone interview

· Introduce yourself and the purpose of your call
· Give the name of the applicant and the state that the applicant named him/her as a reference for the position of ____________. 
· Give the reference person a realistic picture of the environment in which the applicant will be entering, but avoid non-relevant information (i.e., “lots of women,” “A/C doesn’t work in the summer.” etc.)
· Ask the questions below relevant to the position. Avoid questions not relevant to the position
· Thank the reference person for his/her time.




Applicant Name: __________________________ Completed by: ________________________________
Position Applied for: ____________________________ Today’s Date: ___________________________
Name of Previous or Present Employer: ____________________________________________________
Reference Name: ___________________________ Reference Title: _____________________________
Phone Number: __________________________
Applicant’s Title at Previous or Present Employer: ____________________________________________
Employment Dates (given by applicant): ___________________Confirmation:_____________________
Reference Questions:
1. Specifically, what were the job duties at current/previous position?
__________________________________________________________________________________________________________________________________________________________________

2. How would you rate the overall performance of _________ in that role? __________________________________________________________________________________________________________________________________________________________________

3. How long have you known ________, and in what capacity?
__________________________________________________________________________________________________________________________________________________________________

4. Given the opportunity, would you rehire or hire this person for a position in your department? If not, why? 
__________________________________________________________________________________________________________________________________________________________________

5. This position for which _________ is being considered involves the following job responsibilities ________________________________________. Based on your knowledge of __________’s education and experience, what is your opinion regarding their ability to successfully perform those duties?
__________________________________________________________________________________________________________________________________________________________________

6. Have you observed __________ in an instructor setting? What would you say are his/her strengths as an instructor are? What are his/her weaknesses, if any?
__________________________________________________________________________________________________________________________________________________________________

7. Did __________ engage in research while at your institution? What is your professional opinion regarding the quality of that research?
__________________________________________________________________________________________________________________________________________________________________

8. To the best of your knowledge has __________ effectively incorporated students in his/her research?
__________________________________________________________________________________________________________________________________________________________________

9. Have you experienced any negative working interactions with ___________? Explain. 
__________________________________________________________________________________________________________________________________________________________________

10. Working effectively as a team toward goals and objectives defined by the faculty as a whole is critical to the overall effectiveness of our departments. Based on your observations does _________ function effectively as a member of a team effort?
__________________________________________________________________________________________________________________________________________________________________
Additional comments: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

