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Reference Checks 
 

The Department Chair (or ASC) will move the applicant to the “Reference Checks Initiated” step.  The references that the candidate provided in 
their application will be automatically contacted by email so that they can complete the webform. 
 
Find the applicant* you want to conduct reference checks for by clicking the word “Jobs” in the blue bar at the top of your screen: 
 
*Note: The bulk move process can be used to conduct reference checks if you are doing this for multiple applicants at the same time. 
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On this page, you can click on the blue number appearing below “Applications,” or the little blue person icon at the far right: 
 

 
 
 
Now you’ll see all applicants for this position, regardless of what status they are in: 
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Click the name of the person you want to conduct reference checks for, and the applicant card will open.   
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Click the blue link (shown here as “New Application”) to change the status for this applicant: 
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Once the status window opens, select “Reference Checks Initiated.” 
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A new window opens to confirm the change in status.  Here, you can confirm the email to the applicant looks the way you want it to.  The system 
will auto-populate their information from their application materials.   
 
If no changes, click the blue “Move Now” button. 
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View of notification email that applicant receives: 
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Email received by reference: 
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After clicking the link contained in the email, the reference is taken to this page: 
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1. How long have you known the applicant? (drop down menu offers range of answers) 

2. Relationship to applicant: (drop down menu offers relationship types e.g. supervisor, professional, personal, etc.) 

3. Applicant’s Position (Job Title) at Your Organization: 

4. How does this person interact with students? With peers? 

5. Can you please describe the applicant’s most outstanding quality as a teacher? 

6. Please describe how the applicant has incorporated concepts of diversity, multiculturalism, inclusion, and/or equity into their course content and 
pedagogy. 

7. As an instructor, how does the applicant create a classroom culture that intentionally welcomes and supports students from different racial/ethnic and 
socio-economic backgrounds? 

8. Would you re-employ the applicant? (fill in yes, no, or n/a) 

9. Would you recommend the applicant for this role? (fill in yes, no, or n/a) 
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Once the references have been completed, the Department Chair can access them via the applicant card. 
 

 
 
A new window opens, where you can view each reference's responses. 

 
 
Now that I’m satisfied with the reference checks, I can make a verbal offer.  The verbal offer happens outside the system between the department 
chair and the candidate, after confirming salary placement with the college office. 


