             Reference Checks

These can be accomplished via phone conversations or written requests. The best contact is often the candidate's former supervisor, if available.  Information to be checked should include: dates of employment, reason for leaving, description of job duties, types of vehicles driven, evaluation of job performance and the former employer's opinion on whether or not they would re-hire the candidate if they had the chance.

A written release authorizing the reference checks should be obtained from the candidate prior to contacting past employers.  Written records of the results of these checks should also be kept on file.

Work References

Work references are difficult to come by.  You may get fairly accurate references from other employers when you take the lead and explain exactly what you want.  Some DOT (Department of Transportation) businesses will actually give a great deal of information, but generally most companies reveal very little.  That doesn’t mean you shouldn’t try.

Generally, they are reluctant to say anything disparaging against that employee for fear of legal reprisal.  So the best way to ease their mind is not to ask for any specific damaging information.  Consider the following:  Indicate that you have to perform a work reference for your drivers and that you need only limited information.  Indicate that you need only two things:  the start and end dates in which they were employed and whether or not you would re-hire that person.  Tell them you don't want to know the reason why, just whether they would re-hire or not.

If you put them at ease about what type of information you want, and they see that information as non-threatening, they will generally give you good information.

What do you do with the information.  If the start and end dates do not even come close to matching what the employee put on their application, consider your company policy and option to pass on that employee.  The most common way for an employee to hide something on an application form is to overlap jobs.  They know that continuity of employment is important to employers.  Therefore, if they were fired from one job after working there only a month, then it is easily covered up by saying they left the prior company two weeks later and started the next job two weeks earlier.  That way they don't have to explain why they got fired.

If the referencing company states they will not re-hire, then you should consider your company policy and your option to pass on that employee.  

Personal References

Some people state they don't do personal references because the employee has already primed the references to give a good reference.  The way around this, is to go to the next level of reference.  If on the application, the perspective employee has asked you to call Joe Lunchpail, then ask Joe Lunchpail who else knows the applicant.  Then call that person for the reference.  This will give you a much more accurate reference information.  Some of the things you may want to ask; again be as none threatening as possible.


What other companies did they work for?


Where they every fired from a job?


Are they a dependable person, show up regularly, or call in sick a lot.

Sample Driver Selection Reference Checklist


  has applied for employment with our firm.  Please assist in verifying information given to us.

1.
When did this individual work for your company?


From  
To  


2.
What type of work was done?

3.
How would you rate the quality of work?

4.
What type of vehicle(s) was (were) operated ?

5.
Was this individual involved in any traffic accidents?    Yes 
 No


6.
How many? 
 Were they considered preventable?   Yes 
No 


7.
Did this individual have any attendance problems?   Yes 
No 



If yes, please explain:

8.
Why did this worker leave your company?

9.
Is this person eligible for re-hire?   Yes 
 No 


10.
Comments?

