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You may request references at any time during the process, however for professional services staff 

recruitment, the advice is to contact references for the successful candidate once the offer has been 

made.  This will allow you to verify the information that was provided to you during the selection 

process.   

The offer can be made subject to the receipt of satisfactory references, however if you do choose to 

include this clause, you should ensure that you receive the references and you are happy with them 

before the person starts employment.  If you have queries or concerns about the references that 

you receive, please contact your HR Partner or HR Adviser.  

 

Using Engage ATS to request references 

 
1. Log-in to the system and find the vacancy that you are recruiting to.  Click on the ‘+’ symbol 

and click on the status that contains the candidates you would like to request references for.  

In this example, the candidates are at the ‘Invite to Interview’ status. 
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2. Select the candidate(s) that you would like to request references for by ticking the box(es) 

next to their name(s).   

 

 

 

3. If you are requesting references for one candidate, select the ‘Reference’ icon. 
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4. If you are requesting reference for more than one candidate, select the ‘Bulk References’ 

link at the top of the screen. 

 

 

5. The Candidate References window showing the names of the referees that the candidate 

has provided in their application form will appear. 
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6. Select the referees that you would like to contact.  For professional services recruitment, 

applicants are asked to provide the details of two references, as per the example. 
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7. The system allows referees to complete and submit an online reference form, which will 

make providing a reference more convenient for them.  Select the correct form from the 

drop-down list, according to the role that you are advertising.  If you are recruiting to a LSE 

Fellow or Research Officer role, you may wish to use the Academic and Research Reference 

Form because it will allow referees to attach a pre-written letter of recommendation.   
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8. The referee will be sent automatic email from the system to request the reference.  Use the 

check boxes to select which email address you would like this an email to appear it has been 

sent from.  Please use an email address that is monitored regularly so that if the referee 

sends a query there, it can be responded to. 
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9. The system will send the email notifications to referees automatically.  You can choose 

whether you would like to set up a reminder email to go to the referee if they have not 

replied.  You can also set up a notification to yourself to tell you when the reference has 

been received.  Tick all the boxes if you would like to set this up. 
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10. The emails templates in the system have been created using a pre-existing standard 

template.  You should view the email beforehand to make sure you are happy with the 

content by clicking the red ‘View and edit the email’ link. 

 

11. The Preview Email window will appear.  Select the template you wish to use for the 

reference request from the ‘template’ drop-down. 
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12. The template will appear in the box below which you can edit if you wish.  When you are 

happy with the email, click on the purple ‘confirm’ button at the bottom. 

 

You can view and edit the other templates in the same way. 
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13. When you are ready to send the reference requests, click the purple ‘Request References’ 

button at the bottom of the screen. 

 

 

 

14. The status will change from ‘Not yet requested’ to ‘Requested’ to confirm that the 

references have been sent. 
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Using Engage ATS to View References 

 

 
1. Log-in to the system and find the vacancy that you are recruiting to.  In this example, we will 

look at the HR Business Analyst post.  Click on the link to the vacancy. 

 

 

 

2. You will see a list of candidates who have applied for the vacancy and the ‘References’ icon 

will be bold if there is a reference to view in the system. 
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3. Click on the ‘references’ icon.  The ‘Candidate References’ window will appear.  At the top 

of the screen you will see a summary of the candidate’s referees and the status of the 

reference request. 

 

 

4. Click on the ‘View Reference’ icon to download the reference.  

 

 

 

 

5. Open the pdf file to view the reference.  You can either print it or save it.  Please remember 

to keep the reference confidential. 
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Important Note: If there is anything in the reference that causes concern, please contact your HR 

Partner for advice. 

 


