FASTTRACK REFERENCE INSTRUCTIONS

Upon receiving a similar email as pictured below from humanresources@longview.k12.wa.us, access the link
included in the email using a laptop or desktop computer. Do not type the link pictured below.

Applicant Reference - Message (Plain Text)
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humanresources@longview.k12.wa.us
Applicant Reference
To Schumann, Danielle
Retention Policy InBox Retention Policy tag (1 year) Expires  2/14/2019 ~
Test Test has applied for the open Substitute Secretary position with Longview School District No. 122 and has named you as a reference. Please complete the
electronic Professional Reference Form included in this email. Once you have submitted the reference, it cannot be changed and will be applied to all positions for
which they apply in the same classification. Please ensure you are finished with the reference before submitting. The information you provide in this reference is
confidential and will not be seen by the applicant. We appreciate your assistance.
Longview School District
Human Resources
2715 Lilac St
Longview, WA 98632
360.575.7000
www.longviewschools.com
Confidentiality Notice: This e-mail may contain confidential and privileged information. If you have received this message by mistake, please notify me immediately
by replying to this message and do not review, disclose, copy or distribute it. Thank you.
Click Here: https://www2.swrdc.wa-k12.net/scripts/cgiip.exe/WService=wlongvis7 1/rappljoblst491.w?ref=11233
District: LONGVIEW SCHOOL DISTRICT
District Web Site: http://www.longview.k12.wa.us
State: WA
District Code: 08122
Longview School District -

To verify your identity, enter your email address when prompted and click Log In.

C {} | & Secure | https;//www2.swrdc.wa-k12.net/scripts/cgiip.exe/WService=wlongvis71/rappljoblst491.w?ref=11233 |
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LONGVIEW PUBLIC SCHOOLS

Reference Login
Please confirm your identity by entering your email address below.

Email Address: |test@gmail.com

Log In

Next, a list of applicants that have listed you as a reference will appear. If the status is Incomplete, please click
Update in order to complete the questionnaire.
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Reference Questionnaires for Danielle Schumann (edit your contact information) LogQut

Below are the applicants that have listed you as 2 reference. Please complete any questionnaires that are

marked Incomplete. Once you have completed a questionnaire, you may not return to modify your answers.

Applicants can not see the answers you give, but can see if you have completed the questionnaire.
Classified Professional References

Applicant Last Updated Status

Update: Test, Test Hever Incomplete
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STOP. Before proceeding, please note, clicking Save will close your questionnaire. Once your questionnaire is
closed, you and Human Resources can not update or reenter the questionnaire.

Once you have completed the questionnaire in its entirety, review your answers and make any changes or
updates if necessary. Then, scroll to the top and check the | Have Completed This Reference Questionnaire
To The Best Of My Abilities box.

w Reference Questionnaire - 05.17.10.00.11 - Goegle Chrome — O X

@ Secure | https://wwwe.swrdcwa-k12.net/scripts/cgiip.exe/WService=wlongvis71/rappljoblst493.w?id=20256&isPopup=true

Reference Questionnaire -
Applicant Information Save
Applicant: Test, Test Email: test@test.com Back

= Your Relationship To Applicant: [Former Supervisor |

I Have Completed This Reference Questionnaire To The Best Of My Abilities: =]

Classified Professional References

1: How long have you known this applicant and in what capacity?
I supervised Test for 5 years.

2: Please describe the applicant's work performance?

Test is a dedicated worker that is aware of what is required of them, but is also ready to mest a
challenge if they are assigned something bevond their daily responsibilities.

3: What do you consider the applicants strengths and weaknesses?

Strength: Test is very proactive and determinad employee.
Weakness: None observed

e

4: Is the applicant a team player or does he/she excel working independently?

Test is outstanding at both. They will take direction well and ask questions if necessary. When given a
project, they will prioritize and complets it asap.

e

5: On a scale of 1 (low) - 10 (high), how dependable is this applicant?
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STOP. Before proceeding, please note, once you have clicked Save, you and Human Resources will not be
able to make any changes to your answers.

Next, click Save at the top right of the screen.
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Reference Questionnaire -
Applicant Information |  Save |
Applicant: Test, Test Email: test@test.com Back

= your Relationship To Applicant: [Former Supervisor |

I Have Completed This Reference Questionnaire To The Best Of My Abilities: |+
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