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University of Massachusetts Dartmouth 
Office of Human Resources 

 

Appointing Authority Reference Check Form 
 

Directions: The Appointing Authority or designee must conduct reference checks prior to recommending a candidate 
for hire.   The candidate must be informed that you are about to commence the reference checking process.  The 
Appointing Authority/designee, and not the Search and Screen Committee,1 shall conduct reference checks only at the 
finalist phase of the recruitment and selection process.  The Appointing Authority/designee should ask Questions one 
through six of each reference.  The Appointing Authority/designee should develop other questions based on the 
position description/job vacancy announcement, information obtained about the candidate during the finalist 
interview, and the candidate’s application materials (i.e., résumé, CV, etc.).  References contacted by the Appointing 
Authority/designee should include the current or most recent supervisor.  The Appointing Authority/designee must 
also verify degrees and required licenses as stated in the position description. 

 
 
                        
Name of Applicant               Position Applied For 
 
                        
Company Contacted               Contact Name and Title 
 
                        
Telephone Number               Working/Reporting Relationship to Candidate 

 
 
1. What position did applicant hold with your company/institution?      
 
2.  What were the dates of employment?  From       To       
 
3. What was the final salary?             
 
4. Describe the duties the applicant performed in this position. (If applicable; e.g., not needed for faculty). 

              

              

              

5. What was the reason for leaving? (If applicable; e.g., not needed if calling current supervisor).   

              

6. Would you rehire him/her?  If not, please explain why. (If applicable)      

              

              

              

 

 

 

 

                                                 
1 An Appointing Authority can use a Search Firm to conduct finalist reference checks.  In these instances, the Search Firm must 
provide the Appointing Authority with a report summarizing the information obtained from the references. 
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Reference Check Form, Page 2 

              

              

              

              

              

              

              

              

              

              

             

             

          ____________________ 

              

              

             

             

          ____________________ 

              

              

             

             

          ____________________ 

 

 
Reference Check conducted by: 
 
 
Name:        Title:        
 Appointing Authority/Designee 
 
 
       Date:         
 Signature 
 

Attach additional pages if necessary. 
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  Appendices 

 
 
 

University Policies 
 
The Policies below can be found on the University HR Web Page, Polices & Procedures Section 
(http://www.umassd.edu/hr/policiesandprocedures.cfm) 

 
 Statement of Equal Opportunity and Affirmative Action 

 
 Resolution in Support of Pluralism 

  
 Policy Against Intolerance 

  
 Statement on Cultural Diversity and Inclusion 

  
 Statement of Sexual Harassment 

  
 Statement on Gender Discrimination 

 
 

Other Useful Information 
     
   Guidelines for Asking Questions during Search Process  …47 
  

   Guidelines for Checking References     …48 
 
   EEO Liaison Checklist       …50 
  
   Checklist for Working with External Search Consultant  …51 
   
   “It’s All in What You Ask”       …52 
      
   Compliance Issues and the Search Process    …53 
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Guidelines for Asking Questions during Search Processes 
 
Questions that are not job related are inappropriate and illegal during all phases of the search process, including 
formal interviews, informal interactions between candidates and search representatives, and reference checks. 
 

Category May Ask May Not Ask 

Sex and Family 
Arrangements 

- If applicant has relatives already 
employed by the organization 

 

- Sex of applicant 
- Number of children 
- Marital status 
- Spouse’s occupation 
- Child care arrangements 
- Health care coverage through 

spouse 

Race  - Applicant’s race or color of skin 
- Photo to be affixed to application 

form 

National origin or 
ancestry 

- Whether applicant has a legal right to 
be employed in the U.S. 

- Ability to speak/write English fluently 
(if job related) 

- Other languages spoken (if job related) 

- Ethnic association of surname 
- Birthplace of applicant or 

applicant’s parents 
- Nationality, lineage, national 

origin 
- Whether applicant is citizen of 

another country 
- Applicant’s native tongue/English 

proficiency 
- Maiden name (of married 

woman) 

Religion  - Religious affiliation/availability 
for weekend work 

- Religious holidays observed 

Age - If applicant is over age 18 
- If applicant is over age 21 if job 

related (e.g., bartender) 

- Date of birth 
- Date of high school graduation 
- Age 

Disability - Whether applicant can perform the 
essential job-related functions either 
with or without reasonable 
accommodations 

 

- If applicant has a disability 
- Nature or severity of a disability 
- Whether applicant has ever filed a 

workers’ compensation claim 
- Recent or past surgeries and dates 
- Past medical problems 

Other - Convictions, if job related 
- Academic, vocational, or professional 

schooling 
- Training received in the military 
- Membership in any trade or 

professional association 
- Job references 

- Number and kinds of arrests 
- Height or weight except if a bona 

fide occupational qualification 
- Veteran status, discharge status, 

branch of service 
- Contact in case of an emergency 

(at application or interview stage) 
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Guidelines for Checking References 
 

General Considerations 
1. The purpose of reference checks is to: verify prior work history, education and training; gather additional 

information about the candidates from the perspectives of those who have been associated professionally with the 
candidates; and to corroborate or refute information learned from the interview process.  The Appointing 
Authority or designee should conduct the reference check. 

 
2. There may be some cases where a candidate is in a particularly sensitive situation and could request, for valid 

reasons, that the University not contact references until there is a serious commitment.  The Appointing Authority 
should consult with the Office of Human Resources to identify other options. 

 
3. The Appointing Authority or designee should ensure that the candidate has completed the Employment 

Application Form, which authorizes reference checking.  However, regardless of this authorization, the person 
designated to conduct the reference checking should notify the candidate before beginning the reference checking 
process.  This will provide an opportunity to explain to the candidate the status of the search, and for the 
candidate to raise questions he/she may have about UMass Dartmouth or the search process. 

 
4. Reference checks should start with those references provided by the candidate, but can continue with other 

individuals who may have professional experience about the work experience of the candidate. 
 
5. Notes should be made on the substance of the calls for the purpose of accurately recording the information 

received. Be careful to only gather job-related information. 
 
6. The Appointing Authority or designee should review the candidate’s file carefully before making these calls, 

since it is important that you be able to convey to the reference overall familiarity with the candidate’s on-paper 
credentials in the course of the conversation. 

 
Introduction of Caller 
1. Identify yourself as the Appointing Authority or designee for (title of position), UMass Dartmouth.  If possible, 

do not reveal the candidate’s name if you must talk with the secretary to gain access to the reference.  State that 
you are calling to schedule a reference check for (candidate).  Also, make it clear that you have been granted 
permission to call for a reference for the position. 
 

2. At the time of the scheduled teleconference, assure the reference that the response will be treated confidentially in 
accordance with applicable laws and University policy. 
 

3. Explain that the purpose of the call is to seek the reference’s assistance in learning more about the candidate’s 
qualifications in relation to the position at the University of Massachusetts Dartmouth rather than to arrive at a 
global judgment of the candidate’s strengths and weaknesses. 

 
Suggested Questions 
Background – Would it be helpful for you to know more about the University of Massachusetts Dartmouth and the 
qualifications we are seeking in a (title of position).  (Have close at hand summary information about the campus.) 
 
Relationship to the Candidate – What has been the nature and length of your relationship to (candidate’s name)? 
 
Mission – It is important that (candidate’s name) have a genuine commitment to and an understanding of UMass 
Dartmouth’s mission as a predominantly undergraduate, public institution with selected graduate programs and one 
Ph.D. program – as well as an enthusiastic commitment to address the economic development and other needs of 
UMass Dartmouth.  Would he/she likely to be an advocate for this mission?  Does (candidate’s name) possess a good 
understanding of academic values and the special nature of a university like the University of Massachusetts 
Dartmouth? 
 
Articulate a Sense of Direction – Do you believe that (candidate’s name) is capable of providing leadership for (the 
department)?  Is there evidence that he/she respects the value of planning? 
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Community Building – The campus desires an increased sense of community for all constituencies, including the 
sizable population of students who are commuters.  Based on your knowledge of the candidate, does he/she have the 
skills to help us develop a strong sense of community on the campus? 
 
Diversity – In the development of a stronger sense of community, we are particularly concerned that women and all 
ethnic groups on campus feel that their interests are valued and strongly supported.  What is your understanding about 
(candidate’s name) attitude and supportive behavior with respect to the advancement of an inclusive diversity? 
 
Staffing – Is there evidence that he/she is skilled in selecting, directing, motivating and evaluating an administrative 
team? 
 
Flexibility/Resiliency – How would you describe the candidate’s ability to relate to a variety of individuals and 
groups?  How does he/she react to criticism? 
 
Student Needs – How understanding would the candidate be in recognizing and responding to the needs of students, 
both traditional and non-traditional, and to supporting a rich residential experience for them? 
 
Communications – Can you tell me more about specific instances of strength in each of the three areas of 
communication: speaking, writing, and listening? 
 
Recapitulation –  
 
a) Recognizing that we all have some limitations, are there any problems or shortcomings of (candidate’s name) that 

might get in the way of his/her effectiveness as (position title) or with the Dartmouth campus? 
 
b) In your view, what are the two or three most significant accomplishments in (candidate’s name) career to date?  

What are the two or three most significant disappointments he/she has experienced? 
 
Conclusion – Is there anything more you would like to say?  (Linger over the question if there is time and you sense 
the person on the telephone may have more he/she wants to relate to you.) 
 
Thank you – This may be the most important item on the list.  Remember that you are calling people named by the 
candidate to talk about them – so you should assume that the reference will let the candidate know he/she has been 
called and will give some report about this contact.  The reference report will influence the way the candidate 
responds to you in its next stages – and this contact will also leave him/her with an impression of UMass Dartmouth.  
You’ve asked some tough questions and have probably received some useful and significant factual information.  The 
person should know that his/her assistance is greatly appreciated. 
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EEO LIAISON CHECKLIST 
 
Position Title  ____________________________ 
 
Position of Opportunity :      YES             NO                              DATE :  _________________ 
 

Receives authorization and tracking number of search from Associate  Chancellor’s Office…   _______          

Discusses search with Appointing Auth. (Pg. 54 if using ext. search  consultant)  ......….........    _______ 

Charges from the Appointing Authority and EEO Liaison to the Search and Screen  Committee _______ 

• How to conduct a lawful interview 

• Advising SSC about confidentiality of procedures and applicants 

• Advising SSC to review all application materials to determine whether minimum qualifications are met (faculty  
        positions only) 

• Advising SSC that selection for interview must be based upon the position description, the minimum and preferred 
qualifications, and the charge by the  appointing authority 

HR Receives letters of application and sends acknowledgement letter and Ethnic ID  

 Card to applicants………………………………………………...…                       ________ 

Assists SSC with interview questions……………………………………………                      ________ 

• Reviews/Assists in developing job-related questions and expected answers to 
     Questions                              ________ 

Approves interview questions………………………………………………………                      ________ 

Forwards names of candidates for interview to HR and EEO/AA….………………                    ________ 

Communicates approval from HR and EEO/AA of candidates for interview to SSC Chair……  ________ 

Assists SSC with Strengths and Weakness Assessments………………………..                      ________ 

• Development of job-related S&W for each candidate interviewed                       ________ 

Provides assistance with reference checking………………………………………                       ________ 

• For semi-finalists or finalist only 

Obtains signatures of SSC members on Assurance Form………………………..                       ________ 

EEO Liaison signs Assurance Form... ………………………………………                       ________ 

Forwards names of recommended finalists and all other required documentation 

    to Appointing Authority and ……………....…………………..........……                        ________ 

Upon acceptance of offer by final candidate, HR sends “thank you” letters to 

     candidates not selected……………………………………………………                        ________ 

Returns all the following application materials to HR (for processing)……………                        ________ 
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CHECKLIST FOR WORKING WITH EXTERNAL SEARCH CONSULTANT 
 

 

Position Title          Tracking Number    
 
Position of Opportunity?  YES   NO   
 

  Chancellor’s office authorizes position and assigns tracking number to search. 
 

  EEOL meets with Human Resources, Appointing Authority, Search & Screen Committee (SSC) Chairperson, and 
EEO/AA to agree upon an action plan for the search, including who will be responsible     for executing each 
step of the search process. 

 
  EEOL, Consultant and Appointing Authority charge the Search & Screen Committee: 

        
  Introduce consultant and explain role of consultant; 

 
  Advise SSC how to conduct a lawful search; 

 
  Advise SSC about confidentiality of procedures and applicants; 

 
  Inform SSC about Consultant’s role to review all application materials to determine whether  minimum  
qualifications are met (if agreed upon in consulting agreement); and 

 
  Advise SSC that selection for interview must be based upon the position description, the minimum 

         and preferred qualifications, and the charge by the Appointing Authority. 
 

  HR, Consultant, or SSC sends an acknowledgement letter and Ethnic ID form to each applicant. 
 

  EEOL approves phone interview questions (job-related questions and expected answers to questions). 
 

  EEOL forwards names of candidates for phone interview to EEO/AA. 
 

  EEOL communicates approval from EEO/AA of candidates for phone interview to SSC chair. 
 

  EEOL may assist SSC in developing strengths and weaknesses assessments for each candidate interviewed. 
 

  Appointing Authority or designee conducts reference checks for finalists only prior to hiring recommendation. 
 

  EEOL obtains signatures of SSC members on Assurance Form. 
 

  EEOL signs Assurance Form. 
 

  EEOL forwards names of recommended finalists and all required documentation to Appointing Authority. 
 

  Upon acceptance of offer by final candidate, HR, the Consultant, or SSC sends “thank you” letters to candidates  
not selected. 

 
  Consultant submits all application materials to Human Resources for record keeping. 

 
 

NOTE: HR is responsible for the effective & efficient implementation of the selection   

 procedures; therefore, if you need assistance, please contact HR at 508-910-6474. 
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IT’S ALL IN WHAT YOU ASK: 
SOME QUESTIONS SEARCH COMMITTEES MIGHT WANT TO USE* 

 
Search committees often have difficulty determining if a candidate is aware of and responsive to minority 
and women’s issues and to issues involving the disabled and other groups requiring sensitive treatment. 
When prospective employees are asked, “Are you concerned about and supportive of these issues?” they 
will invariably give an affirmative reply. Unfortunately, that gives little indication of their level of concern 
or commitment. Asking some of the questions listed below may help you gain a better understanding of a 
candidate’s position on these issues. Many of the questions suggested below do not have a “right” or a 
“wrong” answer. These questions should be asked by both men and women on the search committee 
because having only women or minority persons ask questions about these issues may give a candidate the 
impression that equity issues are not important to the institution as a whole. Many candidates will not have 
prepared answers to these questions in advance. These questions will, therefore, be useful in drawing out 
the candidate’s opinions rather than the “correct answer”. 
 
Parentheses are used to indicate that one or more of the following words are missing: Minorities,  Blacks, Hispanics,  
Native-American; Women; economically disadvantaged persons; veteran or disabled veterans; homosexuals, gays, 
lesbians; protected groups; affirmative action groups, etc. 
 
 How have you demonstrated your commitment to ( ) issues in your current position? 
 
 Which of your achievements in the area of equity for ( ) gives you the most satisfaction? 
 
 How would you demonstrate your concern for equity for ( ) if you were hired? 
 
 In your opinion, what are the three major problems for ( ) on your campus? 
 
 How are general issues in higher education related to ( ) issues? What is the link? 
 

Describe activities-include articles, interviews, and speeches-in which you have taken part that demonstrate a 
public commitment to equity. 
 
In your current position, have you ever seen a ( ) treated unfairly? How would/did you handle it? 
 
In your current position, what is your relationship to the affirmative action officer? Have you ever sought his 
or her help in recruiting? 
 
How many of the top people at your current or previous institution are ( )? What did you do to encourage 
hiring more ( )? 
 
Which committee at your current institution would you consider the most powerful? How many  
( ) are on it? How many ( ) have you appointed to it? 
 
How did/would you deal with faculty members or employees who say disparaging things about  
( )? 
 
What scholarship about ( ) have you read lately? 
 
Have any students ever complained to you about sexual harassment or discrimination in any work with 
professors or staff? If so, how did you respond? 
 

* Adapted from It’s All in What You Ask, Association of America Colleges Project on the Status and Education of 
Women. Bernice R. Sandler, Project Director. 
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COMPLIANCE ISSUES AND THE SEARCH PROCESS 
 

Affirmative Action and Non-Discrimination 
 

1. Be informed about affirmative action requirements associated with minorities, women, Vietnam-era veterans, 
disabled veterans and persons with disabilities. 

 
2. Avoid gratuitous comments made to the candidates that might indicate bias or favoritism (“We’re looking for 

young blood”). 
 
3. Ensure that all portions of the application and interview process are accessible for candidates with disabilities, 

if any, and that the committee is prepared to address the issue of accommodations should that be necessary. 
 

Confidentiality and Record Keeping 
 

1. Committees should record job-related reasons to advance candidates through the search process and provide 
rationale in the event of a charge of discrimination. Comments should address the candidate being evaluated 
and not compare strengths and weaknesses relative to other candidates.   

2. As a public institution, documents generated by the Search & Screen Committees may be considered public 
records subject to disclosure. Likewise, if a discrimination action is filed, investigating agencies will have 
access to Search & Screen Committee records. 

 

Communication 
 

1. Only the appropriate administrative official or committee designee should make contacts with candidates or 
any other individuals concerning any aspect of the search. 

 
2. Telephone contacts with candidates should be limited to standard questions agreed upon in advance. Notes of 

responses should be made for subsequent committee use. 
 

Equity and Objectivity 
 

1. Job-related criteria for the advertised position should be developed at the outset of the search and approved by 
the appropriate administrative official.        

2. All persons on the Search & Screen Committees should exercise judgment to avoid having any one person 
eliminate a candidate.          

3. Only candidates meeting minimum advertised qualifications should be interviewed.    
4. Interview questions designed to provide fair and objective evaluation of each candidate should be developed 

in advance of committee interviews with candidates. An identical set of questions should be asked of all 
candidates.          

5. Relative weights of criteria should be developed and assigned prior to the review of any application. 
Fluctuation in the application of weighted criteria may lead to allegations of manipulation and may indeed 
indicate manipulation to select a particular candidate.    

6. Only job-related reasons can be used to advance candidates. Objective criteria are less susceptible to legal 
challenge. Any subjective criteria must be related to the position in question (e.g., leadership ability for 
program coordinators). 

 
These are guidelines only and are not meant to constitute legal advice that can only be rendered when related to 
specific fact situations. 
 
 




