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Enhancements to reference request templates 

Summary 
Following feedback, we have made a number of enhancements to the way reference templates work 

and the options available. 

What is changing? 

For System Administrators 

Under the Admin tab, the References section now has two sub-menus: Templates and Questions. 

   

Questions are now created independently of templates and can be used in one or more templates. 

You can have up to 200 questions and 12 templates. 

The Templates sub menu now enables you to create up to 12 templates to be used by your 

organisation. These templates are built up using questions created in the Questions sub-menu which 

can then be used in one or more templates. 

Adding questions 

There are now six different types of question that can be created (see below): 

o Short free text (128 characters) 

o Long free text (1000 characters) 

o Single select 

o Multiple select 

o Short date (mm/yyyy) 

o Long date (dd/mm/yyyy) 

You are able to create up to 200 questions for your organisation. 

When creating a new question, you will have to add it to a question group. The advice is to use 

General if none of the others apply. 
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There are five question groups: 

o General 

o Academic 

o Employer 

o Professional 

o Personal referee 

Note: the question groups just help to organise your questions, you can use a question from any 

group in any of your templates and you can use the same question in multiple templates.  

Example questions might include: 

[Short text]  What was the candidate’s position in your organisation? 

[Long text]  Please give details of any concerns or areas for development in their area of work? 

[Single select]  What is your relationship to the candidate? Line manager / colleague / personal   

[Short date]  When did the candidate start work with you? 

[Single select]  Would you recommend the candidate? Yes / Yes with reservation/ No / No comment 

[Multiple select]  What were the candidate’s responsibilities? Financial management / project management / team 

management / incident management / problem management 

 

Creating new templates 

You can create up to 10 templates per organisation. These templates can use any of the questions 

available in the ‘Questions’ section. 

After you select ‘Create a new template’ you will get presented with a screen (see below) which will 

ask you for a template name and instructions for the referee. 

  

Below this you can then select the questions you wish to include in the template (see below). 
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Once you have entered a template name and selected the questions you wish to include; you will 

then need to click: 

 

This will give you the option to decide: 

1. Which questions are mandatory i.e. the referee will have to provide an answer or they will 

not be able to submit a reference, and 

2. The order of the questions chosen. 

See below: 



 
 

15 May 2017 4 © NHS Jobs 2017 

 

 

Once this is done clicking ‘Save’ will mean that the template is ready for use or you can ‘Edit/View’ 

to make further amendments if required. 

It is recommended that you use ‘Preview’ to check the reference to make sure that you have 

included all the questions required and that they make sense (see below). 
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The Preview will display the questions selected for that template so that you can check everything is 

satisfactory.  

 

A red asterisk (*) next to a question indicates that that question has been marked as mandatory. 

Once these steps are completed the reference template will be available to use. 
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New Data Protection Footer 

As well as the features above, there is now the ability to add a data protection footer to reference 

requests (see below). This is accessed in the Default section on the Admin tab. 

 

Note: default text is included, but this can be amended as required to suit your organisational 

requirements. You will need to check the box underneath (indicated by the red arrow above) to 

enable this feature. 
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For the Vacancy Team  

When requesting a reference you will get the option to select which of the current reference 

templates is appropriate for that vacancy and referee (see below).  

 

If you wish to check the questions that have been used before requesting the reference, then there 

is the ability to preview the questions on the template before they are sent (see below). 
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FAQs 

What differences will referees see? 

The new features will be transparent to referees and they will continue to fill in references as they 

do now. 

What will happen to my existing templates? 

Existing templates will be migrated: an organisation’s standard template and the medical template 

will both be created as templates in the new systems and can continue to be used. 

Note: both templates will be available in all types of vacancy, so it will be important to make sure 

that the correct template is selected.   

What will happen to requests that are currently pending? 

Requests that have been sent to referees will continue to work as they do now. 

How will this work if I have secondary accounts? 

The secondary agency can use the questions and templates that are available to the primary 

organisation and, in addition, it can create its own questions and templates. 

In the screenshot from a secondary agency, (see below), you can see that the secondary agency can 

amend/delete its own templates (and questions) but can only view those inherited from the 

primary. 

  

When will this happen? 

This change will be implemented on the 6th of June 2017.  
 

 


