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Reference Check Overview

ApplicantPool provides users with ability to complete reference checks via email or phone and storing
the completed reference check form on the candidate’s application. Similar to job screening questions,
you create a survey or reference check questionnaire. Questions can be created in various forms
(yes/no, drop-down, large text box, etc.).

Once the survey/questionnaire has been created (by user, account rep, or support), you are ready to
begin your reference checks via ApplicantPool.

*All screenshots below reflect the New Applicant Viewer
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REFERENCE CHECK BY EMAIL

To use the “Request by Email” reference check, you need to ensure your reference section, on the
application, requires the email address. If an email address is not provided, this option will not be
available for use.

If an email address is provided, you can request the reference check by email. Simply select the
“Request by Email” button next to the reference. A new window will appear allowing you to select the
proper questionnaire and then allowing you to review the questions asked on the form.

Email Reference Questions

Reference Question Group: Reference Check Form |w

You were listed as a reference for an cadidate applying with our company. 5/he is being considerad
for employment at our organization and | wanted to ask you a couple of questions. Please complete
the form below at your convenience and then submit. It will be emailed directly back to our HR team.
Thank you in advance for your time.

A link to the following questions will be sent to George Smith:

1. What is/was your main connection to this candidate? You are/were a:

2. How current is your relationship with this candidate?

3. Ho long did you work/interact together?

4. What would you say are the candidates top 3 strengths?

5. If you had the opportunity, would you hire or recommend this candidate?

Send Email Close

Once the email has been sent, a notation will be made on the reference.
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The reference will receive an email as follows.

- o [ ] - - More » 10f 266
Sally Turtle provided you as a reference on an application Inbox  x = H
no-reply@applicantemail.com 12:35 PM (3 minutes ago) 77 & @~

to georgesmith [~

Dear George Smith,

Thank you for taking the time to read and respond to this email. Sally Turtle provided you as a reference on
a recent application for the Customer Service Manager position, that was applied for at Debbie's Monster

Toy Shop. We would appreciate it if you could take a few minutes to answer some questions about Sally
Turtle.

Simply click on the link below, and enter in the unique password to begin.

hitp-//debbie applicantpool comireference/?sc_id=1033
Password: M3DHckHQy

- Click here to Reply. Reply to all, or Forward

Note that the reference questionnaire is password protected, refers to the candidate by name and takes
them directly in to the ApplicantPool software. Once the link is selected they are taken to the login page:

DEBBIE'S MONSTER TOY SHOP .,

)
>

Home' N

‘ Debbie's Monster Toy Shop Reference Checks Search Jobs | Login

Welcome to the Reference Check Page for Debbie's Monster Toy Shop

You should have received an email with a password to log-in. Please enter this password in the field
below to begin.

Password: ooooooooo|

9
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Once logged in, they can complete the questionnaire form.

QEBBIE'S MONSTER TOY SHOP

[ Debbie's Monster Toy Shop Reference Checks Search Jobs | Login }

You were listed as a reference for an cadidate applying with our company. Sihe is being considered

for employment at our organization and | wanted to ask you a couple of questions. Please complete

the form below at your convenience and then submit. It will be emailed directly back to our HR team
Thank you in advance for your time.

What islwas your main Supervisor v
connection to this
candidate? You are/were a:*

How current is your Worked or interacted 2-5 years ago v
relationship with this
candidate?”

How long did you Belween 18 months and 3 years v
workiinteract together2*
What would you say are the Dependable v
candidates top 3 strengths? Detail-oriented
- High Integrity

1f you had the opportunity, - Not Likely At All
would you hire or
recommend this candidate?
)
- Very Likely

v

Submit Answers

Maintained By ApplicantPool - © 2015 - Local Time is 14-Jan-2015 12:43 PM Refresh

Once submitted, in the ApplicantPool admin, you can view the date completed, type of verification
completed (email or phone), if any answers were flagged, and view all the answers provided.

Turtle, Sally Fdic #

B4 sally@yahooemail.com *.

Customer Service Manager
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Viewing the results will provide you with the question, the corresponding answer and what question
was flagged (what answer will be “flagged” is determined when creating the questionnaire, much like
marking a disqualifier on a job screening question.

r
Reference Verification Results for George Smith o

Reference email verification requested by: Debbie Gisle (Client
Services)

IP address of reference: 50.21.205.110

Question Answer Flagged?
What is/was your main connection to Supervisor

this candidate? You are/were a: P

How current is your relationship with ] e e e o ¥

this candidate?

How long did you work/{interact 3
together? Between 18 months and 3 vears
What would you say are the candidates Dependable Detail-ariented High
top 3 strengths? Integrity

If you had the opportunity, would you 6
hire or recommend this candidate?

Close
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REFERENCE CHECK BY PHONE

By selecting the “Phone Verification”, the reference questionnaire will appear on the screen allowing the
manager or admin completing the reference check to fill in the answers as given by the reference over
the phone.

Reference Questions and Answers

Reference Question Group: Reference Check Form v

You were listed as a reference for an candhdate applying with our company. 5/he 15 being
considered for employment at our organization and | wanted to ask you a couple of questions.
Please complete the form below at your convenience and then submit. It will be emailed
directly back to our HR team. Thank you in advance for your time.
What is/was your main connection to this candidate? You are/were a:*

T

How current is your relationship with this candidate?™
r

How long did you work/interact together?™

v
What would you say are the candidates top 3 strengths™

A

If you had the opportunity, would you hire or recommend this candidate?™
1 - Mot Likely At All
2

3
4
b
6
7

- Very Likely
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