
   
 
 

Updated 11 November 2025           1 

 

Add referee details 

This guide explains how to add and update your referee details on GO.  

Before using this guide, please check out the Recruitment and vetting procedure for more information 
about the referencing process and who can be a referee. 

1. Select the icon with your name at the top right of the screen to bring up the menu: 
 

 
 
2. Select My Safe Practice Summary. This will take you to the my safe practice summary page: 

 
  

https://www.girlguiding.org.uk/information-for-volunteers/policies/recruitment-and-vetting-policy/recruitment-procedure/
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3. Go to the References section. This will show details of your current reference progress. If you need 
references, your current reference status will show as Required. 

 

4. To start the referencing process, select Add New Referee. This will open a pop up where you can add 
your referee details:  

 

Enter your referee’s name and email address. If you need a reference to be sent via post instead of 
email, select Post under Contact Type and enter the referee’s postal address. 

Then select Send reference request to start the process. Email requests are sent immediately, and 
postal requests go the next working day. 
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5. Once you’ve added referees, you’ll see them listed in the table in the references section of the my 
safe practice summary page:  

 

You can use the actions dropdown listed against each referee to edit their contact details, or resend a 
reference request. 

   

Please only resend a reference request after checking the referee’s details are correct on the Edit 
Referees screen, and making sure the original request was not sent to their junk/spam folder. 

If you want to change your referee, please send their name, reference number and reason for the 
change to disclosures@girlguiding.org.uk.  

6. Once a referee responds, they will no longer appear on the list.  

Your reference status will stay as in progress until 2 satisfactory references have been received. If one of 
your references is unsuitable you can add a new referee using the same process as before.  

  

7. Once your references are complete, the table of referees and add new referee button will disappear.  

mailto:disclosures@girlguiding.org.uk

