User Guide:
Making an online application for an
Amateur Rider’s Permit
using the
New Racing Administration System

INTRODUCTION
The following document is a User Guide to assist you through the process of completing the new
online application form for an Amateur Rider’s Permit.
The Guide takes you through the process of completing an application for the first time and
provides screen mock-ups and tips to assist you.
Further sections demonstrate how to use the system in the future, including how to request
changes to your Permit, for example a change to your personal details, in this case your mobile
phone number.
If you have any queries, please contact the Licensing Team on 0207 152 0146 who will be happy
to assist.
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INITIAL QUESTIONS
All applications for an Amateur Rider’s Permit (new or renewal) can be started from the British
Horseracing Authority website (www.britishhorsercing.com) at the following link:
http://secure.britishhorseracing.com/licensing/applications/amateur_rider.htm
Once on this page, click on the link ‘Online Application for an Amateur Riders Permit’ which will
take you to the initial questions screen, as detailed below.
The initial screen asks the basic questions relating to eligibility. Please complete these questions
and then click ‘Start Application’.

When you click ‘Start Application’ you will be asked if you wish to take the next step to start the
main application form. Click ‘Next Step’.
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APPLICATION FORM
General comments about the Application Form
The entire application form will open in an “accordion” format. You will now need to complete the
relevant sections of the form and most importantly, the mandatory data fields (marked with a red
*). To expand or shrink each section, click on the
header.

or

on the left side of the section

A post code look up is available for all address boxes. To use this, key in the post code, click on
the magnifying glass icon

and select the correct address.

Some documents have a link to a pro-forma version of the form; this can be completed on paper
and attached to the form. Alternatively these could be printed, filled in and emailed to
licensing@britishhorseracing.com.
To add another file to any of the fields press ‘Attach File’ as many times as necessary.

The green cross allows you to delete attachments:

SAVE!
Please ensure that you click ‘Save’ regularly whilst completing the application to prevent
any information you have already keyed in being lost! Please also ensure you ‘Save’
before submitting the completed application for consideration.

Your application for a Permit can be saved at any time as you complete it. The ‘Save’ button at
the bottom of the accordion page will save the application for a period of up to 60 days from the
first time you save it.
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When you click ‘Save’ for the first time the following message will appear. It gives you details of
how to retrieve and check your application plus the ID and password you will need.

You will also receive an email similar to the following to confirm your application has been saved.
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Retrieve My Application
In order to retrieve your application go to the link you will have received on your Save
Confirmation message, the link on the Save Confirmation email or the following web address
https://www2.racingadmin.co.uk/licence-app/JLSS001/retrieveApplication.html You can simply
enter your unique application ID and surname and click ‘Submit’ to retrieve your application.

Completing the Form
Permit Category
The first accordion asks which type of Permit you are applying for. Please select and then
continue onto the ‘Personal Details’ section.

Personal Details
This is an example of a typical personal details application section. Please complete all of the
questions and in particular, those marked with a red asterix
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Profession
Please find below an example of the Profession Section. Please complete all of the questions in
this section.

Previous Experience
This is an example of a Previous Experience Section. Please complete all of the questions in
this section.

Record of rides in Point-to-Point Steeple Chases (for first time applicants only)
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Work Riding and Schooling Experience and Other Experience (for first time applicants only)

Race Record (for applicants who have held a Permit before)
Please find below an example of a Race Record section.

First ride for which your Permit is required
Please find below an example of the first ride details section which should be completed if these
details are known. First time applicants, please note that these details are required prior to the
issue of a Permit, however, the application may be submitted and the first ride details forwarded
to the Licensing Team once known.
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References (for first time applicants only)
In this section you are able to attach a letter from a Licensed or Permitted Trainer confirming the
details of your first intended ride, letters in support of your application and a ‘Declaration to
Support Identity of Applicant’ document. Please refer to the Guidance Notes for further
information.

Suspensions and Disqualifications
Please complete the following questions.
detail as possible in the box provided.

If you answer ‘yes’ to either please include as much

Training and Assessment (for first time applicants only)
Please select the Category ‘A’ Seminar and Assessment on which you have reserved a place or
successfully completed.

Course History
Please provide details of any other courses you have attended in connection with horseracing?
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General Questions
This is an example of a typical General Questions section of an application section. Please note
that all of these questions are mandatory and if requested additional details must be provided.

Declaration of Health
This is an example of a typical Declaration of Health application section. Please ensure that you
read Section D of the Guidance Notes (Medical Standards of Fitness to Ride) prior to completing
this section.

10

Medical Attachments
This section will allow you to attach a ‘Permission to Contact GP’ form and ‘Medical Report Form’
should you need to do this. Please click on the ‘link to pro-forma form’ to download or print off
these forms.

Declaration
You will need to read the entire declaration text and then confirm that you have done so. The
‘Name of the Person Completing Form’ must be the actual person who physically filled in and
submitted the form.
If someone completes this form on your behalf, it is on the basis that the person does so with
your express knowledge and consent. You as the applicant are responsible for ensuring this
person has all relevant details to complete the application on your behalf accurately and
truthfully.

Submit Application
Prior to submitting your application, please make sure you click ‘Save’.

Then, click on ‘Submit’ to submit your application. You will be alerted to any incomplete fields
within the application by a red warning triangle on the accordion header, as illustrated below:
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Complete the required field and click on submit. When your application is successfully submitted
you will receive a system screen message and an email confirming your application retrieval
details.

Example of Email

View My Application
When you have submitted your application you can monitor the progress by logging into the
‘View My Application’ page advised to you on screen and by email when you first saved or
submitted.
Alternatively visit the following link https://www2.racingadmin.co.uk/licenceapp/JLSS001/retrieveApplication.html
Your application accordion (see below) will allow you to view the following:

Application Status – this section will display what stage your application is currently at.
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View and Confirm Outcome – this will display the outcome of your application when it becomes
available.

Correspondences – this section will allow you to send messages to the Licensing Team and for
the Licensing Team to send you a message. It also allows you to attach any more relevant
documentation relating to this application.

All Accordion Sections – from your submitted application are available to view.
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Licensing Dashboard
Permit holders will be emailed a new Racing Administration login shortly after their new Permit or
first renewal is issued.
On logging in, you will be taken to the inbox of your communications hub through which you will
receive messages and announcements from BHA and Weatherbys.
The menu on the left hand side of the page will display an option for Licensing Dashboard; this
will give you access to the licences and permits active, or applications that you currently have
with BHA. You can view and change your Permit details plus make new applications from here.

My Licences/Permits Tab
You will be able to see any current active licences/permits, their status, start and end dates on
this page. You can then select a licence/permit to view, change, or renew.

My Applications Tab
You will be able to see any submitted applications, their status and details from here. You can
then select a licence application to view, change or cancel.
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Change Request
A Permit holder can apply to make a change to the details of an active permit.
Select the active permit you wish to change from your licensing dashboard. This allows you to
maintain any part of the permit details during the period for which the permit is valid.
The following example shows a request for a change to mobile phone details
Open the ‘Personal Details’ accordion. Click on ‘Request Change’ to enable current details to be
edited.

Complete the change/changes you wish to be considered, then click ‘Save’.
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Finally you should submit changes by clicking the ‘Submit Changes’ button at the bottom of the
licence details accordion.

A yellow warning symbol will appear at the top of the accordion to indicate that this section is
awaiting change approval.

You can review the changes made using the ‘View Change History’ option at the bottom of each
section. This displays the date and status of the change.

Correspondences
By selecting a licence in ‘My Licences/Permits’ you can use the Correspondences function to
communicate directly to the Licensing Team on any subject relating to that licence. Any
messages sent to you by the Licensing Team will also be notified to you by email so you can
view it.
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Conditions and Restrictions
By selecting a Licence/Permit in ‘My Licences’ you can open the ‘Conditions and Restrictions’
section to view any conditions and restrictions relating to this permit.

If you have difficulty accessing the site or have any questions about using the service,
please contact web support on +44 (0)1933 304828 or by email to
websupport@racingadmin.co.uk.
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