horsescotland UKCC Procedures Guide for Candidates
	Step 
	Action

	1
	Find a suitable course to attend by contacting horsescotland office, Training Provider or via the website. Confirm costs with Training Provider for training.

	2
	MINIMUM 5 WEEKS BEFORE COURSE START DATE 

Complete Candidate Registration Pack clearly and as fully as possible.

Send completed Candidate Registration Pack to horsescotland at least 5 weeks in advance of course start date with course payment (by cheque made payable to ‘horsescotland’). Also note interest with the training provider. Payments as follows: UKCC Level 1 £152.50; UKCC Level 2 £195.00.

	3
	MINIMUM 4 WEEKS BEFORE COURSE START DATE 

UKCC Level 1 candidates – 

Check your eligibility to apply for Subsidy Support on the Sportscotland or horsescotland websites.  

If you are eligible, complete the online application at least 4 weeks in advance of the course start date using the following link:

https://sportscotland.org.uk/funding/ukcc-subsidy-for-coaches/
N.B. maximum subsidy available for Level 1 is £150

UKCC Level 2 or 3 candidates –
Check your eligibility to apply for Subsidy Support on the Sportscotland or horsescotland websites. If you are eligible your application will be processed via horsescotland. N.B. maximum subsidy available for Level 2 is £247.50

IMPORTANT: All subsidy monies received must be returned in full if candidates do not complete the course within two years 

	4
	MINIMUM 2 WEEKS BEFORE COURSE START DATE 

Receive confirmation of your place on the course from horsescotland and confirm course arrangements and payment with the Training Provider.

If candidates are eligible for subsidy, 50% will be paid to candidate.

Go to the horsescotland website at www.horsescotland.org to download your course materials.

	5
	MINIMUM 1 WEEK BEFORE COURSE START DATE

Receive a Pre-Course Preparation Pack from your Training Provider confirming: course venue; courses start times; catering facilities; what to bring to the course; and what to wear.

	6
	COURSE START DATE
Attend your course and start the Learning Programme. 
Agree on a suitable mentor with the Training Provider (help is available from horsescotland if required) 

Send your completed Mentor Information Form to horsescotland.

	7
	MINIMUM 4 WEEKS BEFORE ASSESSMENT DATE (WHERE POSSIBLE, SEE SECTION 13)

Submit to horsescotland:

- a copy of your Sports Coach UK Safeguarding and Protecting Children workshop certificate 

- a copy of your First Aid certificate - for Level 1 recognised Emergency First Aid or 2 day first aid certificate, for Level 2 or 3 BHS First Aid or Health & Safety Executive First Aid at Work certificate. 

- proof of having joined the Protection of Vulnerable Groups (PVG) Scheme (if appropriate).

	8
	AFTER COMPLETION OF LEARNING PROGRAMME

Agree on a suitable assessment date with your Training Provider. Inform horsescotland when you are ready for assessment.

	9
	MINIMUM 3 WEEKS BEFORE ASSESSMENT DATE

Post a copy of your logbook/portfolio to the agreed assessor a minimum of 15 days before the assessment date so that it reaches the assessor no less than 14 days before the assessment date. N.B. It is your responsibility to put the correct postage on your logbook/portfolio for posting to ensure that it reaches the assessor. (It might also be advisable to keep a photocopy of the logbook/portfolio)

	10
	MINIMUM 1 WEEK BEFORE ASSESSMENT

Receive confirmation from your Training Provider/horsescotland on: your lesson topic; the timetable for Assessment Day; and the assessment paperwork to take along on Assessment Day.

	11
	ASSESSMENT DAY
Carry out your final assessment with the independent assessor/receive assessment result from assessor.  

	12
	Complete the Course Evaluation Form and hand to Training Provider to submit to horsescotland.

	13
	WITHIN 4 WEEKS OF ASSESSMENT
Receive 1 certificate from Scottish Qualifications Authority (SQA) 
Receive 1 certificate from horsescotland  horsescotland (if all above documentation has been submitted).

Receive remaining 50% of your Subsidy Support from horsescotland (if all above documentation has been submitted).


Horsescotland’s Contact details are 

Telephone – 01563 549802

E-mail – jean@horsescotland.org
Website – www.horsescotland.org 

