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Reference interview template for qualification of new or transferring employees. This form is to be completed by the Hiring Manager and uploaded to the Candidate’s Workday Profile.
Hiring Manager - In alignment with our hiring standards and legal responsibilities, reference checks are an essential component of our employment process. This practice ensures that all prospective educators meet the professional qualifications required for their roles and demonstrates our due diligence in maintaining a safe environment for students.
By verifying prior experience, professional conduct, and overall suitability for work with children, reference checks uphold the integrity of our hiring decisions. This process supports our ongoing commitment to student safety and educational excellence.
Thank you for your commitment and understanding. 
Resources: Hiring Information for Managers
**Please note that personal references such as friends & relatives DO NOT meet district hiring requirements. If you are unable to identify any professional references for the applicant, please contact the HR Compensation team before continuing.

Section One – Required - General Information
APPLICANT NAME:				Click or tap here to enter text.                                       
POSITION APPLIED FOR:			Click or tap here to enter text.
REFERENCE NAME:				Click or tap here to enter text.
REFERENCE PHONE NUMBER:		Click or tap here to enter text.
REFERENCE EMPLOYER & TITLE:		Click or tap here to enter text.
DATE OF INTERVIEW:			Click or tap here to enter text.
INTERVIEW COMPLETED BY: 		Click or tap here to enter text.
Section Two – Reference Interview Instructions
Please call the reference. Introduce yourself and explain the reason for your call; such as,
"Hi Mr/Ms. ______________. I am Principal/Manager Name calling from Douglas County School District. Candidate Name has applied for employment with us in the position of Title and has listed you as a professional reference. I would like to ask you some questions to determine their suitability for employment with us in this role. Do you have time to talk now, or can we schedule a call at a more convenient time?"
ALTERNATE MEETING DATE & TIME:	 Click or tap here to enter text.	


Section Three – Reference Affiliation Questions	
1. In what professional capacity do you know the applicant? (If Other, please explain below)
☐Supervisor/Manager               ☐Colleague/Coworker               ☐Other
1a. If Other, please explain your association. 
        Click or tap here to enter text.
1b. In what organization did you work together and during what time period? 
	Click or tap here to enter text.	
2. If given the opportunity to work together again and you were in a position to hire/rehire the applicant, would you? (If No, please explain below)               ☐Yes               ☐No
2a. If No, please explain why not. 
Click or tap here to enter text.
3. If you were to rate the applicant’s overall performance, which would be most accurate?
☐Below Expectations               ☐Meets Expectations              ☐ Exceeds Expectations
3a. Please explain your response. 
        Click or tap here to enter text.
Section Four – Performance Rating
Ask Reference, “On a scale of 1-5, with 5 being the best, how would you rate the applicant on the following?” 
A. Attitude & General Demeanor; Professionalism
    	☐1          ☐2          ☐3          ☐4          ☐5
B. Working Relationships with Peers/Subordinates
☐1          ☐2          ☐3          ☐4          ☐5
C. Working Relationships with Supervisors/Leadership/Administration
☐1          ☐2          ☐3          ☐4          ☐5
D. Verbal & Written Communication
☐1          ☐2          ☐3          ☐4          ☐5
E. Willingness to accept and embrace change; Flexibility
☐1          ☐2          ☐3          ☐4          ☐5


F. Overall Quality of Work
☐1          ☐2          ☐3          ☐4          ☐5
G. Initiative & Follow Through
☐1          ☐2          ☐3          ☐4          ☐5
H. Attendance, Punctuality & Reliability
☐1          ☐2          ☐3          ☐4          ☐5
I. Ability to manage a wide variety of tasks, changing priorities, and pressing deadlines
☐1          ☐2          ☐3          ☐4          ☐5
J. Please provide comments or clarification regarding any performance concerns indicated above, as applicable. 

Click or tap here to enter text.

K. Are there any other skills, characteristics, or behaviors that would be helpful for us to know about?

Click or tap here to enter text.

L. We all have areas in which we can improve. Are there one or two areas that are opportunities for this applicant?

Click or tap here to enter text.	

Section Five – State Required Questions
Please read the following to the Reference. “State legislation requires that we contact previous employers to obtain the following information before we employ any person to work in a school district in Colorado. This same law requires us to keep confidential any information that we obtain from previous employers as a result of this process. 
Please note that under this same law, any previous employer who makes a recommendation concerning an applicant  is immune from civil liability unless the information is false and the previous employer knows it to be false or acts with reckless disregard concerning the veracity of the information, and the school district acts upon the information to its own detriment or to that of the applicant.”
4. To your knowledge, has the applicant been convicted of, pled nolo contendere to, or received a deferred sentence for a crime involving sexual or unlawful behavior involving children? (If yes, please explain below).               ☐Yes              ☐ No

5. To your knowledge, has the applicant been dismissed by, or resigned from a school district as a result of an allegation of unlawful behavior involving a child, including sexual behavior, which was supported by credible evidence? (If yes, please explain below).               ☐Yes               ☐No  

6. Do you have any other information that would reflect upon the applicant’s fitness for employment with Douglas County Schools? (If yes, please explain below).                          ☐Yes              ☐ No

7. Please provide comments or clarification regarding any YES answers indicated in the compliance section above. 
Click or tap here to enter text.

Thank the Reference for their time and feedback.
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