All Personnel


  OP 4112.61.01/4212.61.01/4312.61.01
PROVIDING  REFERENCES



The County Superintendent has authorized assistant superintendents, the Assistant Superintendent, Human Resources, or designee and the Deputy Superintendent to process all requests for references and letters of recommendation sent out on County Office stationery, including information about the cause or reason for separation for all former and current employees of the County Office.
Purpose:  To provide employment references upon request and within the guidelines established by the County Superintendent.

Timeline:  Inquiries will be answered within three work days when possible.

Procedures:

1. 
Administrator informs employees that if they use the County Office as a reference, inquiries will be answered truthfully and accurately.

2. 
Administrator verifies that any person making a reference inquiry is indeed who s/he claims to be and may call the employer to verify the person’s position.
3. 
Administrator asks any inquirer if s/he has the former employee’s permission to contact the County Office or if the call is at the employee’s suggestion. Administrator asks if the caller was given permission to inquire about all aspects of the employee’s employment, or if the employee has placed any limits on what could be discussed.

4. 
Administrator expresses the evaluation of the former employee, if asked, as an opinion, being careful to give a full and accurate account of the factual basis of the opinion.

5. 
Administrator marks any written statements as “Confidential,” “Personal,” or “To be opened by addressee only.” In telephone conversations, administrator asks if the other party is alone or if the conversation is being heard by another party or is being recorded. Administrator shall be aware that anything said must be backed by facts obtained through a thorough investigation.

6. 
Administrator shall be wary of giving information to inquirers who are only considering the employee for possible employment or who want the information only for background or future reference. Administrator shall be careful of volunteering information that has not been asked for.

7. 
Administrator receives approval prior to sending out employment references written on County Office letterhead.
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