INTRODUCTION FOR CONDUCTING A TELEPHONE REFERENCE CHECK 
Suggested Introductory Dialogue:

“My name is _______________________________. I am a [principal, director, supervisor, coordinator, etc.] for the Blaine School District.

(Applicant’s name)



 has applied for a position with our district as (position title)



. Part of our screening process involves contacting the candidate’s prior supervisors for input.

(Applicant’s name)



 has given us his/her signed permission to contact you. If you like, I can fax this release of information to you. Let me emphasize that the information you give me will be strictly confidential.

(NOTE: Be prepared at this point to end your conversation so that you can fax the signed applicant “hold harmless” affidavit from the application packet. Once faxed and received, resume the phone interview).
Do you have any questions before we begin?

Concluding Statement:

“On behalf of the Blaine School District, I would like to thank you for taking the time to share your insights with me. As I discussed with you earlier, your responses will be kept confidential.”
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