
How do I renew my coach/instructor licence?

 This guide will show you how to renew your 
coach/instructor licence
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How do I renew my coach/instructor licence?

Coach/Instructor licences are valid for 3 
seasons. Any coach/instructor qualifications 
that you hold with BWSW will be associated 
with a ‘coach licence fee’ which you can 
view, along with your qualifications, in 
credentials. You will see the valid from and 
to dates, along with the status
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How do I renew my coach/instructor licence?

Prior to your renewal, with sufficient time, you will 
receive an automatic renewal reminder email. The 
email will provide information on what is required 
to renew the licence. You will need to ensure that 
your First Aid, DBS and Safeguarding certificates are 
in date. There are separate guides to assist with 
uploading/updating these
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A link has been provided in the email which will 
navigate you to pay the coach licence fee. If not, 
you can access the licence fee payment from 
‘Events & Courses’
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If you are manually navigating to 
the coach licence fee payment and 
have clicked on ‘Events & Courses’, 
you will land on this page, and 
need to select ‘Qualifications Fees’
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You will see a number of licence
fee options here. Please click on 
the ‘Coach Licence Fee’ box
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Click on ‘Add’ to proceed with the 
coach licence renewal fee 
payment process
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How do I renew my coach/instructor licence?
You will need to select who you are 
obtaining the licence for by using the ‘+’ 
button. Only your name will be shown if you 
do not have any family members linked to 
your account. You can select more than one 
person at a time if required
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Once you have added the individual(s) that the 
licence fee is being paid for, you will see a form 
appear on the right-hand side. Complete the form 
in full. Note: you will need to agree that you have 
read and agree to various policies. You can then 
‘Proceed to Checkout’ or ‘Add & Continue’
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If you do not ‘Proceed to Checkout’, you will be able to complete 
the payment later. The renewal fee will remain in your cart until 
you remove it or make payment. You can access your cart anytime 
from the shopping basket icon on the top right-hand corner by 
your name. If you have selected ‘Add & Continue’, you will revert 
back to the event booking page to ‘Proceed to Checkout’ or add 
further bookings
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If you do select ‘Proceed to Checkout’, 
you will be taken to the checkout screen 
where you can make payment. You can 
also remove this item from your basket 
if you have made an error
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If payment has been successful, 
you will receive a payment success 
message along with an email 
confirmation. You can also 
download a receipt if required
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Your coach licence fee has now been paid and the credential will be 
shown with the dates amended within your profile. As a reminder, the 
coach licence fee will only show as active providing all pre-requisites 
have been met and continue to remain active. Any active qualifications 
can be shown on your coach licence pass. A guide on how to access this 
is provided separately
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