	YMCA Camp Counselor Reference Checking Form

	Candidate:
 Position:
 Interviewer:
Date:

	Part 1: Qualifying the Person Giving the Reference
Reference name: _________________________________

Phone number: __________________________________

Type of relationship

(Supervisor? co-worker?) : __________________________

Length of relationship: _____________________________

Current position of reference: _______________________

Workplace environment: 

(Pace, standards of performance, quality/type of people?) 

_______________________________________________

How tough a judge might you be when interviewing a candidate? 

                ______________________________________

Part 2: Qualifying the Candidate

(Select from this list based on the relationship to candidate.)
· Please give me a summary of his/her strengths and weaknesses.  (Get examples of accomplishments to support major strengths.)

· Can you give me an example of initiative?
· How would you rank this person as a leader?

· What was his/her biggest accomplishment?
· Tell me about a time when he/she went the “extra mile.”

· How strong was this person in working with others or with kids?
· Can you give me examples of his/her ability to handle pressure or criticism? 

· How dependable is he/she?  Can you give me some examples?

· How would you rank overall performance on a scale of 
1–10?  What would it take for him/her to move up one point?

· How would you rank this person’s character and personal values system?  How did this affect performance?
Safety Questions (Ask at least one)

· Have you ever observed or heard anything about this candidate that would make you reluctant to recommend him/her for a job with children?

· Would you be willing to leave your children in the care of this person for a week or two?
Final Question
· Who else should I talk to for a clear picture of [______]’s readiness to be a camp counselor?

	Tips and Advice

· First verify the quality of the person giving the reference.

· Use fact-finding techniques to understand the candidate’s actual role. 

· Get specific examples to substantiate generalities.

· Ask for “areas of improvement” to uncover weaknesses.

· Ask supervisors about quality and results.

· Ask subordinates about leadership skills.

· Ask peers about team projects, cooperation, and support.

· Look for potential for child abuse and extremes in behaviors.  See Screening for Abuse Prevention (Appendix D) for more tips on child abuse prevention screening.


	
	Notes and Comments:





	Camp Counselor Reference Checking Form (cont’d.)

	(If you don’t yet have enough information to score a candidate’s ability to achieve the Performance Objectives, you can ask the reference to give his/her perception on the following…)

	Could you please help me rank [____]’s ability in some areas, so that I can have a clearer picture of where they might fit in to our camp’s needs?  

Would you say that [____]:
	Strong

Adequate

Weak

Can’t say
	Notes:

	1. Connects one-on-one with kids quickly.
	S
	A
	W
	?
	

	2. Participates 100% in activities.
	S
	A
	W
	?
	

	3. Organizes activities with small and large groups.
	S
	A
	W
	?
	

	4. Can act as a team member and cooperate 
	S
	A
	W
	?
	

	5. Recognizes problems and can solve them.
	S
	A
	W
	?
	

	6. Strong character:  caring, honest, respectful, responsible.
	S
	A
	W
	?
	

	7. Can follow routines and procedures.
	S
	A
	W
	?
	

	8. Manages own stress and stress of others.
	S
	A
	W
	?
	

	9. 
	S
	A
	W
	?
	

	10.


	S
	A
	W
	?
	

	Summary/Comments/Conclusions

Quality and importance of the reference:

Overall quality of the candidate based on this reference:
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