
PROVIDING VERBAL REFERENCES  
Tips for Faculty and Staff  

 

First, ask yourself: 
 Do I know this student well enough to be a reference? 
 Am I able to do this by xxx date? 
 What will I say about this person? Am I able to provide a positive reference? 
 Do I have this student’s resume? 
 Do I have a written release from this student? 
 Do I know the position for which position the student is applying?  

 
Do not disclose information regarding a student’s education record without the written consent 
of the student.  

Decline serving as a reference if it is not possible to provide any positive feedback.  

Informal “lunch” discussions or “off the record” telephone conversations with prospective 
employers regarding a student’s performance should be avoided unless the student is aware of 
the discussions and has given approval for such conversation.  

Information given should be factual, based upon personal knowledge/observation of and 
contact with the student. 

Do not include information that might indicate the individual’s race, color, religion, national 
origin, age, disability, citizenship status, sex, or marital status.  

Avoid giving personal opinions or feelings. However, if you make subjective statements or give 
opinions because they are requested, clearly identify them as opinions and not as fact.  

If you give an opinion, explain the incident or circumstances upon which you base the opinion. 

For your records, consider documenting any information you release. 

Relate comments to the specific position for which the person applied and the work that the 
applicant will perform. 

Encourage the employer to ask specific questions related to performance as opposed to ‘what 
can you tell me’ type questions. 

As a best practice, have the individual complete a release of information form available on our 
website: https://www.hs.iastate.edu/career-services/faculty-and-staff/ 
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