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REFERENCES

I.
PURPOSE:

To provide procedures regarding the checking of employment references.

II.
SCOPE:

Department wide.

III.
POLICY:

A.
Requesting Employment Information on Applicant:

As a part of the employment selection procedure, verification of education or past employment or checking of references is required only on those eligible(s) or applicant(s) considered as top candidate(s) for the position.  

Internal references (i.e. current or most recent supervisor) should always be checked when considering a Department employee or former Department employee as a finalist. The Appointing Authority must approve former Department employees before a conditional offer of employment is made. It is the responsibility of the hiring manager/supervisor to ensure this is completed prior to submitting the desired applicant’s information to the Office of Human Resources (OHR).
Questions as part of reference checks must be work related and may include verification of dates of employment, verification of educational degrees, work habits such as absenteeism, or tardiness, specific skills such as writing skills, computer skills, customer service and supervisory skills as they relate to the vacant position.  Requesting the applicant to provide the interview panel with his/her past two or three performance evaluations is a highly suggested method of gathering additional work related information regarding the applicant. 

Use Administrative Policy 5.4A as a guide for conducting reference checks.  At least one completed reference check form must be submitted with the Hiring Recommendation Sheet to the OHR Personnel Clerk.
B.
Verification of Employment and Providing Employment References:

Employees may directly respond to requests for employment references under the following guidelines. Information provided must be work related, accurate, and proceeded by a signed authorized release form, which may be in the form of an employment application or separate authorization form. 
The supervisor may share any information that has been shared with the employee (i.e. performance or behavior counseling, corrective actions, and or disciplinary actions). Supervisors may not share leave balances or any medical information related to Family and Medical Leave Act and leave used in accordance with this federally protected benefit, worker’s compensations, or Americans with Disabilities Act related accommodations.
Employees who are requested to provide reference for other staff or former employees are encouraged to contact the OHR for guidance, if in doubt.  

C.
Verification of Employment and Wage References:

The State of Missouri uses The Work Number to provide automated employment and income verifications for its employees.  Refer requests for employment/wage verification to The Work Number at 800-367-5690.  The State of Missouri company code is “10106”.

D.
Applicants for Nursing Positions:

The Missouri State Board of Nursing provides information regarding licensure and disciplinary action of Registered Nurses.  The attached form 5.4B should be used to obtain information on the top candidate for a position classified as a nurse in DHSS.
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