CAL POLYy

Academic Personnel

On-List References and Employment Check Form
For detailed instructions on completing this form, please reference the attachment. | CLICK HERE

Candidate Name: Recruitment Number: | Department:

Person(s) performing check: Role in Search Committee: [1Chair [JEEF [Member(s): #
LIDH/DC [Associate Dean [Dean

Name of Reference: Date Called:

Check all that apply: Reference satisfactory: [1Yes [INo

[1On-List Reference [IEmployer If no, please explain:

For current/previous employer, please Employer/Institution:

verify the following information in
addition to asking the suggested

Position(s) Held by Candidate:

reference check questions: Dates of Employment (can be approximate):

QUESTIONS

The suggested reference check questions are below. Feel free to include your own questions by writing/typing them under
the section below designated for responses. Please mark the checkbox next to the questions you ask the reference.

1.

2.
3.
4

v

[ Are you familiar with the ____ position and job responsibilities at Cal Poly?

[ Please describe your relationship to (the candidate), and include how long you’ve known them.

[ Please describe their strengths and provide examples if possible.

[ Please describe areas that may be challenges or weaknesses for (the candidate). Please provide examples if
possible.

[ Do you believe that (the candidate) would make strong contributions tothe ___ department at Cal Poly?
[ Can you provide an example that highlights (the candidate’s) ability and skills to make contributions to and/or
lead programs, and to demonstrate their commitment to the academic success of students?

[ Please describe (the candidate’s) work ethic and ability to collaborate with various campus and community
constituents.

[ Are there any other things that we have not discussed that you feel we should know about (the candidate)?
[0 Would you recommend hiring (this candidate) again, if given the opportunity?

RESPONSES
Document the responses to the above questions here.
Use the second page, if necessary. You may handwrite or type the answers.
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CAL POLY

Academic Personnel
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CAL POLY

Academic Personnel

On-list References and Employment Check Form
Performing Checks and Completing the Form

1) Inform the candidates that their references and current/previous supervisors will be
contacted. You may have done this step during the interview. If so, please disregard this
step. Note: The candidates signed a waiver on the application that authorizes you to
contact their references.

2) Determine who you need to call off the candidate’s application and begin filling out the
upper portion of the On-List Reference and Employment Check Form for the references
that must be verified. One form should be completed for each reference that is called.

a. At least two Search Committee Members must conduct reference checks for a
minimum of three on-list references.

b. The Dean/designee must conduct checks for the supervisor of the current

position and the supervisors of all relevant and/or academic positions. For
academic positions the “supervisor” that is contacted should be the Department
Chair or Dean at the University being contacted.

3) Determine the questions you intend to ask the references/supervisors. The suggested
reference check questions are listed on the form.
a. Under the QUESTIONS section, mark the checkbox next to the questions you
decide to ask.
b. If you want to ask different question(s), please write or type them along with your
responses in the RESPONSES section of the form.
4) Contact the references.
Helpful Tips: Begin by identifying who you are and why you are calling. You will find that
you are most likely to get detailed responses if you first give a brief overview of the
position that the candidate is being considered for at Cal Poly. If you are having trouble
reaching one or more of the references listed, contact the candidate for alternate
reference information.
5) While speaking to the reference, write or type your notes about the answers received
under the RESPONSES section of the form.
6) Submit completed forms to Academic Personnel with the hiring proposal/appointment
package. Please note, all reference and employment check information must be
submitted to Academic Personnel where it will be retained by the Records Custodian.
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CAL POLY

Academic Personnel
On-list References and Employment Check Form
Frequently Asked Questions

Who are the on-list references? And how many on-list references need to be called?

The on-list references are listed on the candidate’s faculty application under the references
section. If the candidate lists more than three references here, a minimum of three on-list
references must receive telephone reference checks.

l References I

Mame: Title: Address: Organization: Phone: Fax/Email:
Johm Smith Dean Test Test , CA 93407 California 399-899-
Polytechnic 9999 testi@email.com

State University

Mark Jones Supervisor Test Test , CA 93407 Costco 999-999-
9999 testi@email.com

Sandra Garrett Manager test test , CA 93407 Fresno State 999-999-
University 9999 testi@email.com

Does the Dean/designee need to conduct employment checks for all supervisors listed under
the experience information section on the candidate’s faculty application?

The current supervisor must contacted as well as all supervisors of relevant and/or academic
positions listed under the experience information section of the candidate’s faculty

application.
Experience Information
Employer/Instituticn: Present or Most Recent Position Dates Employed: Payment Basis: Salary:
California Polytechnic | 11E/ Rank: From: 05-2015 No Response
State University Admin Support Coordinator To: 12-2016
San Luis Obispo, CA
Reason for Leaving:
Supenvisor's Mame [/ Title: Supervisors Email: Supernvisor's Phone: | Do vou wish to be notified before we contact this
Carolyn Johnson B05-T56-0000 employer?:
No

How many On-List Reference and Employment Check Forms need to be submitted to
Academic Personnel with the appointment package?

One form for each person contacted. The minimum amount of forms accepted is three and
this assumes the only supervisor listed is also named as an on-list reference.
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CAL POLY

Academic Personnel
On-list References and Employment Check Form
Frequently Asked Questions

What if | cannot reach one or more of the references listed?
Contact the candidate for alternate reference information.

What if | want to ask questions other than those that are suggested?
Add your own questions by writing/typing them under the response section of the form along
with your notes on the references answers.

Who must conduct the on-list reference and employment checks?
On-list references are conducted by the search committee (a minimum of 2 members should
be present during phone calls). Employment checks are conducted by the Dean/designee.

When should | inform the candidate that | intend to contact their references and
current/previous supervisor(s)?

We suggest informing the candidates during the interview that their references will be
contacted. If you forget to notify them during the interview process, be sure to inform the
candidates about your intent to contact their references before conducting the reference
checks.
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CAL POLY

Academic Personnel

On-List References and Employment Check Form

For detailed instructions on completing this form, please reference the attachment. CLICK HERE

Candidate Name: Recruitment Number: | Department:

Cassie Sample 104191 Recreation, Parks and Tourism

Person(s) performing check: Role in Search Committee: [1Chair [JEEF [XIMember(s): # 3
Lindsay Howell, Carol Sammons & Jen Myers LIDH/DC [JAssociate Dean [IDean
Name of Reference: Carolyn Johnson Date Called: 2/17/2017

Check all that apply: Reference satisfactory: [xIYes [INo

[1On-List Reference [xIEmployer If no, please explain:

For current/previous employer, please | Employer/Institution: California Polytechnic State University

verify the following information in

addition to asking the suggested Position(s) Held by Candidate: Administrative Support Coordinator

reference check questions: Dates of Employment (can be approximate): 5/2015 - 12/2016

QUESTIONS
The suggested reference check questions are below. Feel free to include your own questions by writing/typing them under
the section below designated for responses. Please mark the checkbox next to the questions you ask the reference.

1. [x] Are you familiar with the __ position and job responsibilities at Cal Poly?

2. [ Please describe your relationship to (the candidate), and include how long you’ve known him/her.

3. [x] Please describe his/her strengths and provide examples if possible.

4. [ Please describe areas that may be challenges or weaknesses for (the candidate). Please provide examples if

possible.

5. [ Do you believe that (the candidate) would make strong contributions to the department at Cal Poly?

6. [ Can you provide an example that highlights (the candidate’s) ability and skills to make contributions to and/or
lead programs, and to demonstrate his/her commitment to the academic success of students?

7. [x] Please describe (the candidate’s) work ethic and ability to collaborate with various campus and community
constituents.

8. [ Are there any other things that we have not discussed that you feel we should know about (the candidate)?

9. [x] Would you recommend hiring (this candidate) again, if given the opportunity?

RESPONSES

Document the responses to the above questions here.
Use the second page, if necessary. You may handwrite or type the answers.

1) Yes

3) Good team player, organized, enthusiastic

7) Always meets deadlines, hard worker, quick to provide assistance, develops rapport with others
easily

9) Without hesitation

How would you describe Cassie's teaching style?
- strong, connects well with students, lively classroom, incorporates great projects and will fit in
perfectly with the "Learn By Doing" Cal Poly motto.

Add your own questions by
writing/typing them in the
Responses section.
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CAL POLY

Academic Personnel

On-List References and Employment Check Form

For detailed instructions on completing this form, please reference the attachment. CLICK HERE

Candidate Name: Recruitment Number: | Department:

Cassie Sample 104191 Recreation, Parks and Tourism

Person(s) performing check: Role in Search Committee: [1Chair [JEEF [XIMember(s): # 3
Lindsay Howell, Carol Sammons & Jen Myers LIDH/DC [JAssociate Dean [IDean
Name of Reference: Carolyn Johnson Date Called: 2/17/2017

Check all that apply: Reference satisfactory: [xIYes [INo

[1On-List Reference [xIEmployer If no, please explain:

For current/previous employer, please | Employer/Institution: California Polytechnic State University

verify the following information in

addition to asking the suggested Position(s) Held by Candidate: Administrative Support Coordinator

reference check questions: Dates of Employment (can be approximate): 5/2015 - 12/2016

QUESTIONS
The suggested reference check questions are below. Feel free to include your own questions by writing/typing them under
the section below designated for responses. Please mark the checkbox next to the questions you ask the reference.

1. [x] Are you familiar with the __ position and job responsibilities at Cal Poly?

2. [ Please describe your relationship to (the candidate), and include how long you’ve known him/her.

3. [x] Please describe his/her strengths and provide examples if possible.

4. [ Please describe areas that may be challenges or weaknesses for (the candidate). Please provide examples if

possible.

5. [ Do you believe that (the candidate) would make strong contributions to the department at Cal Poly?

6. [ Can you provide an example that highlights (the candidate’s) ability and skills to make contributions to and/or
lead programs, and to demonstrate his/her commitment to the academic success of students?

7. [x] Please describe (the candidate’s) work ethic and ability to collaborate with various campus and community
constituents.

8. [ Are there any other things that we have not discussed that you feel we should know about (the candidate)?

9. [x] Would you recommend hiring (this candidate) again, if given the opportunity?

RESPONSES

Document the responses to the above questions here.
Use the second page, if necessary. You may handwrite or type the answers.

1) Yes

3) Good team player, organized, enthusiastic

7) Always meets deadlines, hard worker, quick to provide assistance, develops rapport with others
easily

9) Without hesitation

How would you describe Cassie's teaching style?
- strong, connects well with students, lively classroom, incorporates great projects and will fit in
perfectly with the "Learn By Doing" Cal Poly motto.

Add your own questions by
writing/typing them in the
Responses section.
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