Dear Licensed Trainer & Conditional Jockey,

APPLICATION FOR A CONDITIONAL JOCKEY LICENCE
UNDER RULE (D)8 OF THE RULES OF RACING

Online Conditional Jockey Applications:
As you will be aware, the BHA has introduced a new online licensing system. This system has been
developed by Weatherbys on our behalf and aims to provide a modern, efficient and customer
friendly administration system for all Licensed and Permitted individuals.
Conditional Jockey Licenses should now be applied for using the new system and guidance as to
how to complete this is provided below.
Included with this letter you will find:
1.

A Conditional Jockey User Guide to assist with completing the online application

2.

A Trainer User Guide to assist with completing the online application

The
online
licensing
system
can
be
https://www2.racingadmin.co.uk/JSCS001/enter.htm

accessed

at

the

following

link

The Trainer applying for a Conditional Licence will also need their log in details to access the online
system. If you do not have these details please contact the iHelp Team at Weatherbys on 01933
304828.
Please read through all of the information contained within this pack prior to making an application.
If at any stage you need assistance with completing the online application please do not hesitate to
contact the Licensing Team on 0207 152 0145 or email licensing@britishhorseracing.com and we
will be happy to help with the renewal process

The Application Process:
Every application has to be considered individually upon its merits. In many cases correspondence
is involved and in some cases, a personal interview is necessary. Therefore, please complete and
submit the application in good time to allow the Team to deal with any queries.
In completing the online form, you are directed to the Guidance Notes which should be read in full.
These are available online.
Applications for a new Conditional Licence should be submitted at least 3 weeks prior to when they
are required, to allow sufficient time for each application to be processed.

Fees Laid Down by the British Horseracing Authority:
Please be aware that the licence fee for 12 months will be charged to the Trainer’s racing account
once the application has been approved.
2016 Licence Fee:
Licence Fee
VAT (20%)
Donation to Racing Charities

£88.50
£17.70
£4.50

TOTAL

£110.70

BHA Jockey Coaching Programme (JCP)
Once a Licence has been granted a Conditional Jockey is entitled to be allocated a UKCC Level 2
or 3 Qualified Coach. The Conditional will receive coaching in all aspects of their careers from
technical support to motivation, confidence, fitness and communication skills. If you are interested in
finding out further information with regard to the JCP please contact Polly Greco at the British Racing
School (Telephone: 01638 669039 Email: Polly.Greco@brs.org.uk).
Commercial Arrangements
Finally, Conditional Jockeys are reminded of Rule (D)79 regarding payment of non-racing services.
A Jockey entering into an arrangement with a Betting Organisation in connection with the advertising
or promotion of goods and/or services, or the provision of views or information for general publication,
must notify the BHA as soon as reasonable practicable.
We hope you find the system useful and easy to use, and welcome any feedback you have. We look
forward to working with you to ensure that the system look, feel and functionality will continue to be
enhanced in future months and years.
Should you require any further information or advice regarding renewal of your Licence, please do
not hesitate to contact one of the Licensing Team.
Yours sincerely,

Licensing Team
Tel: 020 7152 0145
Fax: 020 7152 0141
Email:licensing@britishhorseracing.com
Enc

Conditional Jockey User Guide:
Making an online application for a
Conditional Jockey’s Licence 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 licence application form for a Conditional Jockey’s Licence. There is a separate
User Guide designed to assist the Trainer with completing their section of the application.
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, 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 0145 who
will be happy to assist.
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APPLICATION FORM

Accessing the Application Form
The application form is made jointly between the Trainer, you as the Conditional and your parent/guardian if
you are under the age of 18.
The Trainer will start the application process off and once they have completed their section you will receive
an email notifying you of this and providing instruction on how you can access your section of the application.
You will receive an email similar to the below:

General comments about the Application Form
The entire application form will open in an “accordion” format. You will 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 ‘+’ or ‘-‘ on the left side of the section header.

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.
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The green cross

allows you to delete attachments.

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.
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.
Completing the Form
Personal Details
Below is an example of a typical personal details section. You will need to input all your personal details in
support of your application.

Race Record
Below is an example of a typical Race Record section. Please note that you must include any winners that
you may have ridden abroad under Rules in this figure.
It is vital that you provide the correct number of any winners ridden as this may affect your weight
allowance (claim).
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General Questions
This is an example of a typical General Questions section of an application. Please note that all of these
questions are mandatory and if requested additional details should be provided.

Declaration of Health
This is an example of a typical Declaration of Health application section. Please ensure that you read
Section B of the Guidance Notes (Medical Standards of Fitness to Ride) prior to completing this section.
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Medical Attachments
This section will allow you to attach a ‘Permission to Contact GP’ form and ‘Medical Report Form’ should
you need to. These forms can be obtained by clicking Please click on the ‘link to pro-forma form’ to download
or print off these forms. Once completed, these forms can either be uploaded to your application or posted
to the BHA Office.

To add another file to any of the fields press ‘Attach File’ as many times as necessary.
The green cross allows you to delete off attachments.

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.
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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:

Expand the relevant tab, complete the required field and click on submit. When your application is
successfully submitted you will receive a system screen message and an email. Please retain this email as
it also details how to retrieve and access your application in the future.

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.
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.
View and Confirm Outcome – this will display the outcome of your application when it becomes available.
Correspondences – this section will allow you to send a message 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.
Accordion Sections – all sections from your submitted application are available to view.
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When the licence is granted you will receive an email notifying you of this.

Conditions and Restrictions
By selecting a licence in ‘My Licences’ you can open the ‘Conditions and Restrictions’ section to view any
conditions and restrictions relating to this licence.

Licensing Dashboard
Licence holders will be emailed a new Racing Administration login shortly after their new licence 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 licence details from here.
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My Licences/Permits Tab
You will be able to see any current active licences, their status, start and end dates on this page. You can
then select a licence to view, change, or renew when necessary.

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, when necessary.
Change Request
You can apply to make a change to the details of any active licence.
Select the active licence you wish to change from your licensing dashboard. This allows you to maintain
any part of the licence details during the period of the licence.
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.
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Complete the change/changes you wish to be considered, then click ‘Save’.

Finally you should submit changes by clicking the ‘Submit Changes’ button at the bottom of the licence
details accordion.
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A yellow warning symbol will appear at the top of the accordion to indicate that this section is awaiting
BHA 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’ 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.

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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Trainer User Guide:
Making an online application for a
Conditional Jockey’s Licence 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 licence application forms for a Conditional Jockey’s Licence. There is a separate User Guide
designed to assist the Conditional Jockey with completing their section of the application.
This Guide takes you through the process of completing an application for the first time and
provides screen mock-ups and tips to assist you.
If you have any queries, please contact the Licensing Team on 0207 152 0145 who will be
happy to assist.
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APPLICATION FORM

Accessing the Application Form
The application form can be accessed through the new racing administration system. Go to
https://www2.racingadmin.co.uk/JSCS001/enter.htm and log on to the system using the login and
password. If you do not have a login please contact web support at Weatherbys on 01933 304828.
Once you have logged on to Delphic go to the Main Menu, click on Licensing and then Licensing
Dashboard as per the screen shot below.

This will then bring up the Licensing Dashboard. Below is an example of the Dashboard.

Click on ‘Apply for a New Conditional Jockey’ which can be found near the top right hand corner
of the screen.
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General comments about the Application Form
The entire application form will open in an “accordion” format. You will 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 ‘+’ or ‘-‘ on the left side of the section header.

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
The green cross

and select the correct address.
allows you to delete attachments.

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

Completing the Form
Licence Category
The first accordion asks which type of licence you are applying for.
Jockey.
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Please select Conditional

Conditional Jockey Details
Below is an example of a typical section to be completed by the Trainer.

Training Agreement
The application must be accompanied by a Training Agreement completed and signed by the
Conditional, their Guardian (if the Conditional is under the age of 18) and the Trainer. A copy of the
Training Agreement can be downloaded from the application form itself by clicking on download in the
Training Agreement accordion.
Once the Agreement has been completed it can either be attached and submitted with the application,
or it can be posted to the Licensing Team.
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Trainer 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 the Application
Once you have completed the application please click on submit.

You will be alerted to any incomplete fields within the application by a red warning triangle on the
accordion header, as illustrated below:

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.
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Your Conditional will then receive an email similar to the below asking them to complete their section
of the application.

Once the Conditional has submitted their section of the application you will be notified via email
advising that the Licensing Team has received the application and instructions of how you can track
its progress. An example email is below.

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.
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Your application accordion (see below) will allow you to view the following:
Application Status – this section will display what stage the application is currently at.
View and Confirm Outcome – this will display the outcome of the application when it becomes
available.
Correspondences – this section will allow you to send a message 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.
Accordion Sections – All sections from your submitted application are available to view.

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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