QUESTIONS FOR EACH REFERENCE OF APPLICANTS FOR THE POSITION OF:
______ _________________
NAME OF SEARCH COMMITTEE MEMBER: _____ _________

NAME OF APPLICANT UNDER CONSIDERATION: _ _____________

NAME + POSITION OF REFERENCE (Note whether the reference is listed or unlisted): 
____ ___________________

DATE + TIME OF CALL: ______________
AREA CODE + PHONE NUMBER CALLED: _____________

(Note: Please keep detailed notes. Give your name and identify yourself as a member of the search committee. Inform the reference that this is an off the record confidential call and the reference may speak frankly with you. In case it's needed, have a copy of the job description with you when you call.

1) Ask in what capacity(ies) the reference knows or has known the applicant. 
2) Ask if the reference knows why the applicant applied for the position. 

3) Ask what the applicant's strengths are and ask for examples. 
4) Ask what the applicant's weaknesses are and ask for examples. 
5) Ask how the applicant deals with conflict (e.g., personnel issues) and ask for examples. 

6) Ask the reference to characterize the applicant's teaching style. 
7) Ask if the reference thinks the applicant would be a good fit for Appalachian (i.e. a medium-master’s institution, with increasing research expectations, in a rural setting).
8) Ask if the reference, if in a position to do so, would hire the applicant. 
(Note: You should submit these notes to the committee chair at the end of the search. This information will become part of the official file. Be careful to avoid notes that could be interpreted as being unlawfully discriminatory, e.g., “too old,” “has an arrest record,” “has a bad credit record,” “is a friend or relative of someone at Appalachian,” “is divorced or separated,” “is disabled,” etc. 

