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TOOL: REFERENCE CHECK PROMPTS

After reviewing the Principal Recommendation Form, it is important to call and ask follow up questions if:
	SCENARIO
	SUGGESTED QUESTIONS

	If the recommender has checked the box of “other” for their relationship with the candidate.
	How do you know the applicant?
In what capacity have you worked with the applicant?
Could you tell me more about your experience working with the applicant?

	If the recommender has checked the box of “former supervisor” for their relationship with the candidate.
	How long ago did you work with the applicant? Why did the working relationship end?
If you could work with the candidate again, would you?

	Review the ratings in the Principal Recommendation Form and note if there are any issues you should follow up on.  
	Tell me about a time when _______.
Can you provide an example of when ________.
I noticed you rated [competency] a [score]; can you describe what led you to that decision?

	Reference does not complete the short-answer box with examples of how the candidate has demonstrated instructional leadership.
	Tell me about a time when the candidate has demonstrated instructional leadership.

	Reference does not provide any explanation for their decision to recommend, recommend with reservations, or not recommend the applicant.
	Could you tell more about your decision to recommend/recommend with reservations/not recommend the applicant?

	Concluding Question
	Is there anything else I should know about this applicant?
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