
 

Adding references to your 
Teacher Horizons profile 
 

 
Before applying to supported vacancies (marked with this symbol:     ) we require that you 
have added contact information for a senior leader at your current school and another from a 
middle or senior leader from your current or previous schools.  
Please note: you will need to be activated before you can add references.  
 
In this document we will take you through the processes for -  

Adding a reference request 

Deleting reference requests 

Resending a reference request 

Archiving a reference 

Making a reference live again after archiving 
 
Click on the links above to access the correct part of this document. 
 
 

Adding a reference request 
Please note: only activated candidates can add references.  

1.​ Follow the link here and enter your sign-in credentials.  

 
 

 

https://www.teacherhorizons.com/teachers/me/edit/8


 

2.​ After clicking ‘Sign in’ you will be redirected to the edit page ‘References’ section 
of your profile page. Click the ‘Request new reference’ button (circled below) to add contact 
information for a referee you are happy for us to contact to request a confidential reference.​
Please note: this button will only be visible to activated candidates.  

 
 
 

3.​ First select which type of position you are looking for via the dropdown menu in the ‘Position 
applying for’ field (circled below). This will inform us what type of reference questions to ask 
your referee. Then make sure to add information to each field.  

 
 
 
 
 
 
 
 
 
 

 



 

4.​ Once you have populated all of the fields the ‘Send reference request’ button will 
now be highlighted in the bottom right corner of the form (circled below). 

 
 
 
NB: If your school is not listed in the ‘Referee’s organisation’ field dropdown menu, just 
select not listed. This will automatically add the ‘Country of organisation’ and ‘Referee’s 
organisation (free text)’ fields to the reference form. Just select the country and write the 
school name as shown below. 

 
 
NB - Clicking the ‘Send reference request button’(         ) will automatically send a 
reference request email to the referee.  
NB - The email address used to contact the referee should be a professional email address 
(i.e. not Gmail / Hotmail). 
 
 
 
 
 
 
 
 
 
 
 

 



 

5.​ Click ‘yes’ to confirm you are happy for us to send the reference form to the 
referee you have just added. The reference form will be sent immediately by our automated 
system. 

 
 
 

6.​ You will now be able to see the reference request listed (example circled below). 

 
 
 

7.​ Repeat steps 2-5 to add contact information for as many referees as you would like us to 
contact to request a reference. 
 
NB - Each referee will receive an email with a link to complete the reference form online. 
NB - An automated reminder will be sent to the referee after 7 days if the reference has not 
been completed. 
 
 

8.​ Once the referee has completed the reference, you will receive a confirmation email from 
info@teacherhorizons.com. You can also check to see which references have been 

 

mailto:info@teacherhorizons.com


 

completed by signing in, and going to your reference page. Under any completed 
reference, you will see ‘Completed’ along with the time the reference was completed 
(example circled below). 
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Deleting reference requests 
 

1.​ You can delete a reference request at any point. Just follow the link here and enter your 
sign-in credentials. Once signed in you will be redirected to the edit page ‘References’ 
section of your profile page. Click on the reference request you would like to delete (example 
circled below). 

 
 
 

2.​ All you then have to do is click the ‘Delete’ button (circled below) and click ‘yes’ in the pop up 
that appears. 
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Resending a reference request 
1.​ After 72 hours, if we have not received a completed reference form you can resend the 

reference request. Just follow the link here and enter your sign-in credentials. Once signed 
in you will be redirected to the edit page ‘References’ section of your profile page. Click on 
the reference request you would like to resend (example circled below). 

 
 
 

2.​ All you then have to do is click the ‘re-send reference request’ button (circled below) and 
click ‘yes’ in the pop up that appears. 

 
 
If you are having trouble with any of the instructions above, please contact 
info@teacherhorizons.com for further assistance. 
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Archiving a reference 
References can now be  
 
 

1.​ Follow the link here and enter your sign-in credentials.  

 
 
 

2.​ After clicking ‘Sign in’ you will be redirected to the edit page ‘References’ section of your 
profile page. Click on the completed reference that you would like to archive (example 
circled in red below). 

 
 
 

3.​ Tick the box next to ‘Archived’ in the bottom left of the pop-up window showing the reference 
details (circled in red below). Once the box has been ticked and the green confirmation tick 
has appeared in the bottom right (to show the action has been saved), you can then close 
the reference details pop-up window (button circled in green below). 
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4.​ To view archived references go to the reference edit page and click the show archived 
(circled in red below). 
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Making a reference live again after archiving 
References can be archived if you do not want schools viewing your profile to see them.  
 
NOTE: Before archiving references, please remember we need at least 1 reference from a 
senior leader at your current school, and another from a senior leader or middle leader at 
your current or previous school. 
 

1.​ To move a reference from your archive back to your live reference list (that advisers and 
schools can access), click on the archived reference you would like to make live again 
(circled in red below). 

 
 

2.​ Untick the box next to ‘Archived’ in the bottom left of the pop-up window showing the 
reference details (circled in red below). Once the box has been unticked and the green 
confirmation tick has appeared in the bottom right (to show the action has been saved), you 
can then close the reference details pop-up window (button circled in green below). 

 

 



 

NOTE: References with a white background are live and can be seen by schools 
and advisers, and references with grey backgrounds are archived and cannot be seen -  
 
Live: 

 
 
Archived: 
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