
WHITE PAPER

SETTING CANDIDATE 
EXPECTATIONS AROUND THE 
BACKGROUND CHECK PROCESS



Setting Candidate Expectations Around the Background Check Process  |  2

Setting expectations with your candidate upfront, not only relieves 
undue stress on the candidate, it helps to create 
a positive experience for the candidate and reduces the resource 
burden on your recruiters. In this white paper, we will address the 
challenges of providing a positive candidate experience during 
the background screening process and provide best practices 
being used by many of Cisive’s large enterprise clients who have 
a proven track record in providing exceptional candidate 
experience.

P.R.E.P. FOR A POSITIVE EXPERIENCE

We want to ensure that the candidate has all the tools to 
succeed from the very start of the employment experience. 
Here is what the candidate should expect during their 
background check process.

1. TRANSPARENCY, FAIRNESS & SCREENING
FOR PURPOSE

During the hiring process, it should be clear that the 
candidate experience is fair and transparent. Ultimately, the 
candidate wants to be hired for the job. Although the outcome 
is important, recruiters must consider how the process, and 
who they initally interact with, will influence attitudes and 
behaviors regarding the company and its culture.

Provide

• Use the resume to 
assist with 
completing the 
application process.

• Be prepared to 
provide supporting 
documentation.

Respond

• Provide as many 
details as possible.

• Respond promptly  
when asked for 
additional 
information to avoid 
delays.

Expect

• Background checks 
typically take one 
week to complete, 
although personal 
information can 
impact this time 
frame.

• After the 
background check 
report is completed, 
it will have to
be reviewed by 
security. Candidates 
should call the 
recruiter directly with 
questions.

Purpose

• Any and all 
information on the 
application may be 
verified.

• We want to ensure 
that all information 
is verified and 
accurate. If any 
information is 
inaccurate or 
incomplete, we can 
assist with getting it 
corrected.
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Recruiter Tips

• Explain the background check process. A standard
background check is typically the act of verifying
information that the information reported on an
application is accurate. Based on the position the
candidate applies for, various items can be verified. This
process is not meant to be intrusive.

• Background checks are done to ensure hiring decisions
are based on accurate information.

• Ensure the candidate understands the role players.

2. EXPLAIN THE PROCESS & FOLLOW DIRECTIONS

Inform the candidate that they will be receiving an email 
to initiate and authorize their background check (and drug 
screen or fingerprint, if applicable). Layout the steps that the
process will entail so the candidate is comfortable with the 
experience.

Candidate Tips

• Have a copy of the resume on hand.

• Research and document employment history -
including employment date and job titles.

• Locate and have transcripts or W2s ready in case an 
institution or employer is unable to verify the record.

• Be prepared to provide current and past addresses as 
well as a driver’s license (if applicable).

3. IMPORTANCE OF COMPLETE DISCLOSURE

Applicant should be completely forthright and should 
be as detailed and accurate as possible. Failing to disclose 
information could be viewed as an intentional omission 
and could result in adverse action. Disclosing information 
such as time frame, location and disposition also assist with 
time service.

4. BE PATIENT

A great majority of questions from your candidate will be 
around wanting to know the status of their background check. 
Explain to the candidate there are numerous steps involved 
in the background screening process. They will be notified by 
your CRA as to what documentation is needed, what forms 
need to be signed and any additional information that might 
be required.

Even after the candidate has completed all required tasks, the 
background screening process will take time depending upon 
the types of searches you are having conducted. Explain to 
the applicant that they will be notified by your CRA should 
they require additional information. Otherwise, they will be 
contacted by the recruiter or hiring manager as far as next 
steps are concerned.

5. DISPUTE PROCESS

Your applicants should understand their rights to dispute 
the accuracy of any information contained in their 
background check report in accordance with the Fair Credit 
Reporting Act (FCRA).

You should encourage them to familiarize themselves with 
those rights. Explain the basic right is to have a report 
provided that is accurate. Let them know that they will have 
the ability to see the content of the report and indicate if any 
information needs to be corrected.
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ABOUT CISIVE

At Cisive, we are experts in the specific risks and regulations 
that apply to the financial services and other highly regulated 
industries. For many years, we have provided tailored 
solutions to meet the unique requirements of our 
enterprise clients.

Cisive’s service model provides a single, integrated system 
throughout the globe using complete applicant information 
and country-specific forms. Cisive returns information to 
our clients through a centralized system for analysis, quality 
control, presentation, and billing.

With over four decades of experience and expertise in 
working with many of the world’s largest financial services 
institutions, Cisive’s deep insight into employment screening 
practices and industry knowhow, is unlike any other 
background screening provider in the industry.

Your business will not only get a background screening 
provider, but a lifelong partner – a company that stands by 
their work; protects their clients and provides the consultation 
and guidance world class act organizations are looking for.
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