
Reference Check Process



Reference Checks need to be conducted for all full-time faculty positions. It is 
required that documentation be kept and recorded. It can be done at any 
stage prior to the verbal offer being made. 

Recommended to not request reference letters at time of application but 
rather request directly from the referral. 

Candidate will provide a list of references. 

Reference checks can be conducted by: 

- Requesting reference letters through the Page Up system. This will send out 
an automatic link to individuals provided by the candidate on their application.

- Conduct personal phone calls or outreach to references provided by the 
candidate. If this process is selected, the individual conducting the reference 
checks should submit this documentation to academic.resources@unt.edu
before the offer is made. 

Reference Check Process

Collecting Reference Letters in Page Up: 

• Search Chair or Department Chair will update 
the candidate’s workflow to either “Reference 
Checks: Online” or “Reference Checks: Phone 
Calls”.

• This will automatically send an email to the 
references the candidate provided to upload a 
letter within 7 days. 

• Once completed, or within 7 days the Hiring 
Manger/ Chair will reference an email of which 
references have been completed or expired. 

mailto:academic.resources@unt.edu


Reference Check Form which is 
sent to the provided references



You can view the references letters within the application form at the bottom of the page.

Viewing the References
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