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	[bookmark: _GoBack]AUTHORIZATION FOR PERSONNEL FOLDER REVIEW AND REFERENCE CHECK FORM

	SECTION I – Authorization for Personnel Folder Review/References 
(To be completed by applicant)

	Applicant Name

     	
	Telephone Number

     
	Last Four Digits of SSN

    

	Current Position
     
	Position Applied For
     

	Current Department
     

	
I authorize a representative from the Air Resources Board to review my personnel records for employment purposes, including:
· Official personnel file
· Attendance records for the past three years
· State Controller’s PIMS/Employment History
· Performance evaluations, probationary reports, notice of adverse actions,
 commendations, etc.
· Other personnel/payroll related information

I also authorize a representative of the Air Resources Board to contact my current and former supervisors and other appropriate references to obtain information regarding my past job performance.
This authorization is valid for thirty (30) calendar days from the signature date.


	Applicant’s Signature

	Date




	SECTION II – Personnel Folder Review (To be completed by the hiring supervisor or their representative)

	A. Probationary Reports (date and comments)

Last Position Held:  ____________________________

Date of 1st Report:  ____________________________
____________________________________________
Date of 2nd Report:  ____________________________
____________________________________________
Date of 3rd Report:  ____________________________
____________________________________________
	C. Miscellaneous Reports/Evaluations
(Check all that apply)

|_|  Individual Development Plan and/or Performance
        Evaluation
|_|  Letters of warning, rebuttal letters, attendance   
      restrictions, disciplinary, etc.

|_|  Letters of Recommendation

|_|  Formal Adverse Actions

|_|  Merit Salary Adjustment denials
Comments:  _________________________________
___________________________________________

	B. Personnel Action Request (PAR) Employment History
(Available from PAR document and/or screen print from SCO system)

Transaction Code                                  Effective Date
A14 – Adverse Demotion                        _____________
PUN – Adverse Salary Decrease            _____________
S20 – Voluntary Resignation -Under       _____________
           Unfavorable Circumstances
S21 – AWOL                                            _____________
S41 – Dismissal                                       _____________
S85 – Adverse Suspension                     _____________
S90 – Rejection During Probation            _____________
OTHER                                                    _____________                                          
Comments:  ______________________________________________

_______________________________________________
	Leave Balances

Type of Leave                                               Hours
Vacation / Annual Leave                          __________
Sick Leave                                               __________
Personal Holiday                                      __________
Holiday Credit                                           __________
Personal Leave Program                          __________
Other:  _______________                        __________
Other:  _______________                       ___________


State Service Months                                __________

	Reviewer’s Signature
	Date:




	
SECTION III – Employment Reference Checks (To be completed by the hiring supervisor or their representative)

	First Reference Name
	Title
	Telephone Number

	The applicant has applied for a position with our department and has provided your name as a reference.  Please tell me a little about your work association with the applicant.  (How long, and in what capacity, etc.)



	In your opinion, what is the applicant’s strongest quality?
	In your opinion, what is the applicant’s weakest quality?

	Second Reference Name
	Title
	Telephone Number

	The applicant has applied for a position with our department and has provided your name as a reference.  Please tell me a little about your work association with the applicant.  (How long, and in what capacity, etc.)



	In your opinion, what is the applicant’s strongest quality?
	In your opinion, what is the applicant’s weakest quality?

	Third Reference Name
	Title
	Telephone Number

	The applicant has applied for a position with our department and has provided your name as a reference.  Please tell me a little about your work association with the applicant.  (How long, and in what capacity, etc.)



	In your opinion, what is the applicant’s strongest quality?
	In your opinion, what is the applicant’s weakest quality?

	
SUGGESTED QUESTIONS
On a scale of 1-10, how would you rate the applicant in the following areas:



	
	
	1st Reference
	2nd Reference
	3rd Reference

	1.
	Willingness to conform to job requirements
	
	
	

	2.
	Ability to grasp new information and apply it to the appropriate situation
	
	
	

	3.
	Ability to meet deadlines
	
	
	

	4.
	Ability to work under pressure
	
	
	

	5.
	Ability to prioritize work assignments
	
	
	

	6.
	Accuracy of work
	
	
	

	7.
	Technical knowledge
	
	
	

	8.
	Ability to research information
	
	
	

	9.
	Thoroughness of work
	
	
	

	10.
	Relationship with co-workers
	
	
	

	11.
	Time and attendance
	
	
	

	12.
	Relationship with those to whom applicant provides service
	
	
	

	13.
	Ability to take constructive criticism
	
	
	

	14.
	Willingness to do whatever it takes to do the job well
	
	
	

	15.
	Flexibility
	
	
	

	16.
	Professionalism
	
	
	

	17.
	Ability to be the “lead” staff person on a project
	
	
	

	18.
	Ability to effectively organize work
	
	
	

	19.
	Creativity and innovativeness in work
	
	
	

	20.
	Writing skills
	
	
	

	21.
	Oral communication skills
	
	
	

	22.
	Analytical skills
	
	
	

	23.
	Ability to exercise good judgment
	
	
	

	24.
	Ability to report to a supervisor
	
	
	

	Closing Questions

	1.
	What were the employee’s reasons for leaving the position?
	
	
	

	2.
	Would you rehire this person?
	
	
	





INSTRUCTIONS/TIPS FOR COMPLETING THE AUTHORIZATION FOR
PERSONNEL FOLDER REVIEW AND REFERENCE CHECK FORM

Section I – Authorization for Personnel Folder Review

· A signed “Authorization for Personnel Folder Review” (APFR) is required to review an applicant’s Official Personnel Folder (OPF).
· The APFR should be completed by all applicants at the time of the hiring interview.
· If an applicant does not complete the APFR at the hiring interview, make arrangements to provide the form to the applicant.  Avoid having the applicant return the completed form by fax as original signatures may be required for the folder review.
· The State does not typically review the personnel folders of applicants not currently employed by the State; however, the APFR includes authorization for job reference for all potential hires.  Many outside employers will not provide job references without such authorization.
· The authorization is valid for 30 days from the applicant’s signature date.  If a personnel folder review is not conducted within the 30 days, and a review is still necessary, the applicant must sign a new authorization form.

Section II – Personnel Folder Review

To review an OPF, contact the applicant’s current State agency Personnel Transactions Office.  Callers will normally be directed to the respective Personnel Specialist, who will schedule the folder review.  Inform the Personnel Specialist that you have written authorization to review the OPF, PAR history, and current leave balances.  During the review:

A.  Probationary Reports
· Look for the most recent probationary reports.  Space is provided for the date of the reports and comments.
· Do not just review the ratings.  The narrative often provides insight into the employee’s performance, which may differ from the actual rating.

B.  Personnel Action Request (PAR)/Employee History
· Ask the Personnel Specialist for the employee’s PAR/employment history.  This document details the employee’s complete State work history.  Authorization for the employee history is included in the APFR.
· In reviewing the employment history, pay particular attention to the codes provided on the APFR.  These codes are often performance-related “red flags”.  Keep in mind, however, that just because one of these codes appears on the PAR does not mean the employee has a performance problem.  For example, a S90 is a rejection from probation.  Rejections from probation can be indicative of a bad job match and not necessarily a bad employee. 

C.  Miscellaneous Reports/Evaluations:  Make sure to review all performance reports and evaluations in the OPF.  To do this, go page by page through the folder.  Take note of both good and bad performance indicators.

D.  Leave Balances
· Ask the Personnel Specialist for the employee’s current leave balances and months of State service.  Authorization for this information is included in the APFR.

· Compare months of State service with available leave balances.  Employees who are fairly new to State service will not have high leave balances, while employees who have been in the State for a number of years should have higher balances.
· Keep in mind that low leave balances are not necessarily indicative of an attendance problem.  If an applicant has been with the State for a number of years and has noticeably low leave balances, it may be worthwhile to question the applicant about the low leave balances.  Be careful, however, not to be too intrusive with questions.  A good approach would be, “I noticed that you have fairly low leave balances, would you like to offer an explanation for the low leave balances?”

Section III – Employment Reference Checks

It is strongly recommended that reference checks be made on all potential hires for employment as part of the hiring process.  Reference checks are addressed in the Air Resources Board’s Hiring Guide ASL.  Also, additional information can be found on the Department of Personnel Administration’s website at the following link:

Reference Checks
· Section III of the APFR provides an easy to use approach to reference checks, which includes a list of performance factors the reference may be asked to rate the applicant.
· Hiring supervisors should determine which performance factors apply and ask only those related questions.
· All reference questions must be job-related.  Do not ask personal questions about the employee including health, personal life, marital status, etc.
· References should include the applicant’s current supervisor and/or former supervisors.  If the applicant does not provide a current/former supervisor as a reference, ask the applicant to provide the name and number.
· An applicant may be hesitant about listing a current supervisor, particularly if the supervisor does not know the employee has applied for another position.  Be sensitive to an applicant’s related concerns.  Keep in mind, however, that the person who is probably most familiar with the applicant’s performance and work habits is a current/former supervisor.
· Current and former supervisors may be hesitant to provide references.  When calling references, let the reference know that the applicant signed an authorization for the release of information regarding post job performance, and offer to fax a copy of the signed APFR.

Providing Reference Checks
· Verify the legitimacy of the caller.  One approach is to ask the caller to fax the questions that will be covered and call the requester back.  This approach should provide time to verify the legitimacy of the caller.
· If the caller is from outside State service, it is recommended that the caller submit a signed release from the employee authorizing the release of past job performance information.
· All negative information should be based on documented job performance.  A good rule to follow is that if the negative or deficient performance was not documented in an IDP, corrective memo, probation report, informal discipline, etc., it should not be discussed.
· Information about the applicant’s personal life (i.e., medical conditions, marital status, personal problems, etc.) should never be discussed.
· Avoid giving opinions about the employee’s character (i.e., he/she is lazy, unmotivated, etc.)
· Provide truthful, factual information.
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