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CONDUCTING CANDIDATE REFERENCE CHECKS

In order to gain a more accurate understanding of a pastoral candidate, members of a Search Committee need to conduct reference checks.  Gathering information from people who know the candidate from different perspectives can provide realistic insights into the life of a candidate beyond what a resume can supply.  It is helpful to make notes of your conversation with references and be prepared to share them with other members of the Search Committee.  Here are some suggestions for making effective contacts with references provided by a candidate.
1. Introduce yourself and briefly explain the purpose of your phone call.

“Hello, I’m Susan Smith.  I serve on our church’s Search Committee and we have been given your name by Pastor Jones as a reference.  He is being considered as a candidate for the position of senior pastor of our congregation.  I would appreciate about 15 minutes of your time to ask you some questions.  Is this a good time or would it be better to set up a time when I could phone back?”
2. Prepare in advance the questions you want to ask.

3. Here are some SAMPLE QUESTIONS:

a) How do you know the candidate and for about how long?

b) What do you feel are the candidate’s greatest strengths related to both his personal life and ministry?
c) What are some areas in which the candidate could grow and improve?

d) In what kind of setting do you believe the candidate could make his/her greatest contribution?
e) If you were in a position to do so, would you hire this candidate?  Why or why not?
f) Is there any other information about the candidate that you feel would be important for our Search Committee to be aware of?

4. Thank the person for their time and input and assure them that the information shared will be handled with care.
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