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INTRODUCTION 
 
The following document is a User Guide to assist you through the process of applying for the online 
renewal of a Permit to Train. 
 
If you have any queries, please contact the Licensing Team on 0207 152 0146 who will be happy to 
assist. 
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The Renewal Process 
 
To access your current Permit to apply for renewal, follow the link below and use the personal login 
details set up to access the new Racing Admin site: 
 
https://www2.racingadmin.co.uk/JSCS001/enter.htm  
 

 
 
If you have not accessed this site before, not logged in for 13 months, or have forgotten your log-in 
details, you will need to set up your site access details. 
 
 Should you need to request a new email, please contact the Web Support Team at Weatherbys on 
01933 304828. 
 
The initial login process will take you through the following steps: 
 

 Confirm your email address 

 Confirm your Licence ID number (this is contained within the letter accompanying this 
 user guide) 

 Set up 3 security questions 

 Create a password for the site 

 Accept the site’s Terms and Conditions 
 
 
Viewing Your Current Permit 
 
On logging you will be taken to the inbox of your Communications Hub through which you can 
receive messages and announcements from BHA and Weatherbys. 
 
The menu running along the top of the page will display an option for Trainer, click on Trainer then 
Click on My Licences/Permits this will take you to a page that will give you access to the Permits 
and active permits or applications that you currently have with BHA. 
You can view and change your Permit details, plus make new applications.  
 

 
 

  

https://www2.racingadmin.co.uk/JSCS001/enter.htm
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Renewing a Permit 
 
To renew a Permit, click ‘Renew’ under the ‘My Licences/Permits’ tab.   
 

 

  
 
 
 
Reviewing and Updating your details 
 

 
 
You are required, before submitting your application for renewal, to review all sections of the 
accordion to ensure that these are up to date, in the event that there have been any changes since 
your last application. 
 
To amend the details on any section, open the accordion using the ‘+’ signs to the left of the title of 
the section you wish to review.  To make changes to any section, click on ‘I would like to make some 
changes.’  Otherwise, tick ‘I confirm that the above information is correct’. 

 
 
 

Once you have made the required change, do not click “I confirm that the 
above information is correct” as this will remove any changes you have made. 

 
 
PLEASE NOTE!! 
 
The particulars of your insurance must be updated to show the details of the policy which is 
currently valid.  If your current policy is due to expire, please ensure the details of your new 
policy are forwarded to the Licensing Team as soon as they are available.   
 
 
 
 



 

 
 

4                     
 

 

 
 
 
 
 
 
When you have reviewed and amended all sections, click ‘Submit’. 

 
 
Once your application has been submitted, the following confirmation screen will be visible. 
 

 
 
 
 
 
View My Application 
When you have submitted your application you can monitor the progress on the ‘My Applications’ 
tab.  Click on ‘Select’ to view the status. 
 
 

 

 
 
Application Status – this section will display at 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 textual 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. 
 
All Accordion Sections – from your submitted application are available to view. 
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The Licensing Dashboard – further use 
 
Change Requests 
 
A Permit Holder can apply to make a change to the details of an active Permit at any time during its 
validity. 
 
Select the active Permit you wish to change from your Licensing Dashboard.  To amend the details 
on any section, open the accordion using the ‘+’ signs to the left of the title of the section you wish to 
review.  To make changes to any section, click on ‘Request Change’ in the relevant section. 
 
In the following example, the applicant is amending the details of their training facilities.  In their 
previous application, the applicant advised that they used only facilities that they own themselves. 
 

 
 
 
Once you have clicked ‘Request Change’, the screen becomes active and you will be able to 
change the information in all boxes in that section. 
 
The applicant has declared in the below example that they no longer have schooling fences of their 
own, but use those belonging to another person which are two miles from their premises by hack.  
The relevant written permission is also attached. 
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Once you have completed the amendment in the section you are reviewing, click ‘Save’.  Your 
change request will be sent to Licensing for consideration. 
 
A yellow warning symbol will appear at the top of the accordion to indicate that this section is 
awaiting change approval. 
 

 
Finally the Permit Holder should submit changes by clicking the Submit Changes button at the 
bottom of the Permit details. This will then be sent to BHA for approval.  

 
 
The Permit Holder 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. 
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Correspondences 
 
By selecting a Permit in My Licences/Permits you can use the Correspondences function to 
communicate directly to the licensing team on any subject relating to that Permit. Any messages 
sent to you by the licensing team will also be notified to you by email so you can view  
 

 
 
Conditions and Restrictions 
 
By selecting a Permit in My Licences you can open the Conditions and Restrictions section to view 
the 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. 
 
 

tel:%2B44%20%280%291933%20304828
mailto:websupport@racingadmin.co.uk

