Reference Check Form- Exempt Level Positions

Applicant________________________________________________________________________________________


Person Contacted_______________________________________
Phone_________________________________

Company________________________________________________________________________________________

Relationship to Applicant (i.e. supervisor, VP, co-worker)__________________________________________________

The above named applicant has applied with Saint Paul Public Schools for employment.  He/she has listed you as a current/former employer and has authorized us to conduct a reference check.  We need your assistance in verifying and providing certain information regarding his/her work performance.

1. Please verify the following information:

Dates of employment:  From:____________________ To:__________________

Job Title:__________________________________________________________

Salary:____________________________________________________________

Primary Responsibilities:________________________________________________________________________

____________________________________________________________________________________________

2. Reasons for leaving your company?

3. How would you evaluate his/her overall performance?

4. What characteristic does this person possess that makes them an effective employee?

5. What areas required improvement or additional training?

6. How would you describe this individual’s teaching style (or management style if no prior teaching exp)?

7. For licensed candidates only:

Based upon your observations and interactions with this individual, do you believe this person will be effective in the following areas:  If you answer no to any,  please provide details on why you feel the individual was not effective.

Creating an environment of respect & rapport
___Yes
___No

(builds positive relationships w/ students that are appropriate to developmental, cultural & socioeconomic differences)

Creating a culture & physical environment for learning
___Yes
___No

(communicates importance of work & displays work to standard, classroom is safe & instructional resources are accessible, standards for student work are set & understood)

Managing classroom procedures
___Yes
___No

(students are engaged in their work, systems are in place for smooth transitions & effective handling of non-instructional tasks)

Managing student behavior
___Yes
___No

(standards of conduct are clear & followed, teacher is aware of class & individual behavior & works to minimize disruption, teacher response to behavior is timely, appropriate & effective)

Utilizing effective instructional practices
___Yes
___No

(teacher implements effective instructional design, varies instructional agenda, uses student work to inform instruction, assesses effectiveness of lessons, utilizes technology in learning)

Knowledge of content

___Yes
___No

(displays solid content knowledge, instruction builds connections within & among subject areas)

Engaging & Maintaining Students in Learning
___Yes
___No

(students are involved in activities, assignments, materials which capitalize on student’s interests, abilities & experiences, student’s diverse backgrounds are, language & learning styles are respectfully acknowledged & accommodated, effectively links new information with student’s knowledge & experience)

8. How would you describe this individual’s ability to effectively work and communicate with others, such as parents, staff and administration?
9.     How would you describe this individual’s ability to be flexible and adapt to changing situations?
10.     Did you have any concerns about the individual’s attendance record?

11.   Would you rehire?   If no, why not?   

12.  Is there anything else we should know about this individual that would assist us in our hiring process?

References checked by:______________________________________________
Date:____________________

