Tacoma Public Schools
Telephone Reference Check Form
Certificated (TEA) Staff

Position: Applicant:

Reference Checker: Date:

Begin by identifying yourself, the position under consideration, the name of the person for whom a
reference check is being conducted, and an introduction to the reference check:

“This is I am
(your name) (your position)
with the Tacoma Public Schools. has applied for the
(name of applicant)
position of . I have been asked to

(title/location of position)
contact you for a reference check. The applicant has signed an authorization that releases you and your
organization from any liability resulting from your furnishing of the reference information requested.
Would you be willing to spend a few minutes responding to my questions about this applicant?” (If no:
“Could I return the call at a more convenient time?”) If yes: “Thank you. Would you please begin by
stating and spelling your name and giving your job title?”

Reference # 1
Name of Respondent: Title:

Organization: Phone:
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Reference # 2
Name of Respondent: Title:

Organization: Phone:

“Thanks, I’ll have several questions about the applicant’s job performance. | anticipate it will take 5-10
minutes to complete the reference check.”

la. How long and in what capacity have you known the applicant?
Respondent #1:

Respondent #2:

1b. Why did the candidate leave your organization?
Respondent #1:

Respondent #2:

"For the next several questions, | would like you to rate the applicant on a scale of 1-5 with 5 being the
highest. Please rank the candidate in comparison to all the people you have known who held a position
similar to the one under consideration here."
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2.a. How would you rate the ability to plan and present Respondent #1
developmentally appropriate, motivating lessons? OR
2.b. FOR ESA ONLY: How would you rate ability to assess Respondent #2
students and make timely and appropriate placements?
3. How would you rate knowledge of instructional theory and Respondent #1
effective practices? Respondent #2
4. How would you rate the ability to successfully manage Respondent #1
a classroom? Respondent #2
5. How would you rate effectiveness in dealing with parents? Respondent #1
Respondent #2
6. How would you rate ability to accurately assess students’ Respondent #1
progress toward established learning objectives? Respondent #2
7. How would you rate oral and written Respondent #1
communications skills? Respondent #2
8. How would you rate organizational skills? Respondent #1
Respondent #2
9. How would you rate ability to work well Respondent #1
with other team members? Respondent #2
10. How would you rate commitment to professional development?  Respondent #1
Respondent #2
11. How would you rate effectiveness in working with a variety Respondent #1
of students (at-risk, ELL, special needs)? Respondent #2
12. How would you rate overall effectiveness? Respondent #1
Respondent #2

To your knowledge has this person ever been referred to OSPI or another agency for a potential violation of a
professional code of conduct? Are you aware of any issues related to the applicant’s moral character or other

attributes that could make the applicant legally unfit to serve in the position under consideration? ( If “yes” to
either, make note of details on a separate piece of paper and attach to this form.)

Respondent#1
Respondent#2

Yes/No (circle one)
Yes/No (circle one)

Yes/No (circle one)
Yes/No (circle one)

If you had the opportunity would you rehire this applicant? If no, why not?
Respondent#1 Yes/No (circle one)
Respondent#2 Yes/No (circle one)

Are you aware of any other job-related information about this applicant that you feel we should consider in
evaluating this applicant’s candidacy? Please explain:

Respondent#1
Respondent#2

Yes/No (circle one)
Yes/No (circle one)

“That was the final question. Thank you for taking the time to respond to my questions.”




