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questions concerning an applicant’s age other than minimum age requirements;
h. Where an applicant was born;
i.  Whether an applicant is a U.S. citizen;
j-  Questions regarding an applicant’s race or ethnicity;

k. Questions regarding an applicant’s financial assets or debts, or whether an
applicant owns or rents their residence;

I.  Questions concerning an applicant’'s height or weight;

m. Questions concerning an applicant's family responsibilities such as the
existence of dependents, childcare or child support, or about childbearing or
fertility;

n. Questions concerning an applicant’'s sexual orientation; and

o. Questions concerning an applicant’s religion or religious practices.

The Human Resources Department can assist you with questions to ask during a
reference check.

2. Providing References

Express written authorization must be provided by current or former City employees
before requests for earnings-related data or detailed employment history will be
released. The City of Riverside will only release basic factual information to other
employers regarding current or former City employees without written authorization
from the employee.

In accordance with California Civil Code, the City of Riverside reference policy
permits providing references to other employers including written verification of
employment, dates of employment, job classification and salary range of an
employee’s classification. The Human Resources Director may authorize individual
supervisors or managers to respond to requests for detailed employment
information when a signed release is on file with the Human Resources
Department.

Whenever there is any doubt concerning the legitimacy of a request for information,
the inquiry will not be honored by the City.

PROCEDURE:
Responsibility Action
Prospective Employee 1. Provides written consent to

Human Resources to provide
information pertaining to employ-
ment and/or payroll and/or
Commercial Driver's License (if
applicable) information.



Hiring Department
(Human Resources, if requested)

Outside Agency

Human Resources
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Verifies information provided on
application after final interviews
and leading candidates are iden-
tified.

Coordinates with the Police
Department on background
checks for Department Heads.

Responds to requests from City
staff regarding reference and/or
payroll information on employee.

Provides DOT required forms to
Commercial Driver applicants.

Receives “Request for Release of
Information of Drug and Alcohol
Test Results”, and provides
information to hiring department.

Provides reference information to
outside agency.

Commercial Driver's Application For Employment
Consent for Information From Previous Employer(s) for Alcohol and Drug

Testing Records

Request For release of Information of drug and Alcohol Test Results
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CITY OF RIVERSIDE
HUMAN RESOURCES DEPARTMENT

TELEPHONE REFERENCE CHECK

The purpose of reference checking is to gather additional facts and information about your leading
candidate(s). The reference check helps verify information on the application form (education,
experience, training) and information gathered in the interview (experience, skills, and capabilities),
and is a valuable tool in gauging the candidate’s interpersonal communication skills (teamwork, ability
to get along with others, communication style, etc.). A thorough reference check may also provide
you with new facts and information (strengths, weaknesses, and constructive criticism) to consider in
making your final hiring decision.

Initiate your reference call with a brief introduction and the purpose of your contact, indicating that
your candidate has listed them as a reference and you are following up to gather facts and
information. Be sensitive to their time and make sure they are able to give you approximately 10 to
15 minutes to conduct a thorough reference check. A “rushed” reference check will be ineffective in
eliciting quality information.

To assist you in the reference check process we have developed a list of suggested questions.
These will be helpful to you in collecting necessary information to make an “informed” hiring decision.
You may ask additional specific or substitute questions related to the particulars of the position you
are filling. These questions serve as a guideline for you and have been very effective in gathering
pertinent information about candidates.

Name of Candidate:

Reference Contact: Telephone: ( )

Organization:

1. Employed from to
2. Salary: Beginning - Ending -
3. Were you involved in the selection process when was hired in your

organization? If so, what influenced you to hire him/her?

4, How would you rate their customer service skills?

5. How did he/she get along with:

e Co-workers?

e Supervisors/Managers?






