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Introduction 

sportscotland partners with UK Coaching (formerly Sports Coach UK) to provide practical, bite-sized sessions for today’s coaches. 
Many Scottish Governing Bodies require registered coaches to have completed one or more of these courses, particularly the 
Safeguarding and Protecting Children workshops. 

Workshop organisers are generally sport Governing Bodies or Local Authorities. If you are looking to arrange a workshop for a smaller 
entity or club, your should contact your relevant SGB or LA in the first instance, to see if they can arrange an appropriate workshop for 
you, before organising your own. 

The table on the pages below provides an overview of the duties of each the Workshop Organiser, sportscotland and the Workshop 
Tutor. Answers to frequently asked questions are a available at the bottom of the document.  
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Overview - Organising a Workshop 

Timeframe Workshop organiser sportscotland Tutor 

Pre-workshop: 

As soon as 
possible 

 Arrange venue and date for workshop to 
take place 

 Contact a tutor from the Approved Tutor list, 
available on the registration page linked 
below.  

 Register workshop online: 

https://sportscotland.org.uk/training/uk-
coaching-workshop-registration/ 

 Advertise workshop as appropriate 

 Receive registration of 
workshop and check that tutor 
is active on the Approved 
Tutor list. 

 Advertise workshop on 

sportscotland website, if 
requested. 

 Respond to workshop 
organiser within 2 days, to 
confirm availability to deliver 
the workshop 

Ongoing from 
registration to 
workshop date 

 Receive registrations to attend from 
individual participants. 

  

Minimum 2 
weeks prior to 

workshop 

 Confirm workshop details with tutor, 
including: availability of projector, flipchart 
stand and paper, appropriate venue, any 
extra support needs or questions 

 Discuss recommended resource 
requirements with the tutor 

  Connect with workshop 
organiser 

https://sportscotland.org.uk/training/uk-coaching-workshop-registration/
https://sportscotland.org.uk/training/uk-coaching-workshop-registration/
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Timeframe Workshop organiser sportscotland Tutor 

1 week prior to 
workshop 

 Confirm for tutor what resources have been 
ordered  

 Confirm for tutor, expected participant 
numbers 

 Advise tutor of any changes and additional 
support requirements 

  Connect with workshop 
organiser 

On the day of 
the workshop 

 Workshop organiser or a nominated person 
greets tutors  

  Check set up of room (space, 
equipment, handouts, IT) 

 Deliver the workshop 

 Ensure attendee register is 
completed at the end of 
workshop and return to 
workshop organiser 

Post workshop: 
As soon as 

possible 

 Email a typed list of attendees’ full names to 

sportscotland at 
UKCoaching.workshops@sportscotland.org.
uk 

  Send invoice to workshop 
organiser for tutor fee 
(£35/hour plus travel 
expenses at 28p/mile) 

Up to 2 weeks 
post workshop 

 Receive certificates from sportscotland and 
distribute to participants 

 Prepare .pdf certificates for 
participants and email to the 
organiser 

 

 

  

mailto:UKCoaching.workshops@sportscotland.org.uk
mailto:UKCoaching.workshops@sportscotland.org.uk
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Frequently Asked Questions 

How much does it cost to run a workshop? 

Tutor fees are £35 per hour plus travel expenses of 28p per mile, this will be invoiced direct from the tutor. Resources are available 
from Coachwise and costs may vary by course, but you should budget around £12 per participant for the Safeguarding and Protecting 
Children workshop. Other potential costs to consider are venue hire, stationery, and use of a projector. 

How long does a workshop run for? 

Three hours. 

Is there a minimum or maximum number of participants for a workshop? 

Workshops should have between eight and twenty participants. The sessions involve group discussion designed to draw on the variety 
of opinions and experiences of participants in the room. Slightly smaller or larger workshops may be held when necessary in remote 
locations or due last minute cancellations, but this is always at the tutor’s discretion only. The tutor must be confident that they will be 
able to facilitate worthwhile discussion within the group. 

I want to hold a workshop for internal participants only, does it have to be advertised with sportscotland?  

No, but you must still register it with us. You are welcome to hold closed workshops for your own members/staff/volunteers. Just make 
sure that you do still register the course with us, and select ‘No’ when asked if you want it advertised on our website. 

Why do I need to register my workshop with sportscotland? 

sportscotland administers UK Coaching workshops in Scotland. Part of our responsibilities includes having an accurate, auditable 
record of all workshops and their attendees. This provides us with valuable data for reporting and allows us to assist when a 
participant has lost their certificate or take action when an organiser doesn’t request certificates after a workshop, but most 
importantly, ensures the integrity of the programme. Having clear records at every step of the process allows us to provide assuraces 
that every holder of a certificate from one of these workshops has attended a valuable, meaningful session. 

Can I just send through the workshop registration details when I request certificates? 

No, workshops must be registered in advance. As well as allowing us to meet reporting requirements for the promramme, tutors on our 
‘Approved Tutor List’ are required to meet minimum standards around ongoing CPD and Tutor Updates to remain on this list. It’s 

http://www.1st4sport.com/p-1702-safeguarding-and-protecting-children.aspx


 

Organising a workshop – UK Coaching CPD workshops        Page 5 of 6 

important that your workshop is registered ahead of time so that we can notify you if your chosen tutor is not currently on this list. If a 
workshop goes ahead without an apporved tutor, we will not be able to issue certificates for your participants. 

What resources do I need and where do I find these? 

Resource books can be ordered from Coachwise. Talk to your tutor about what resources are required for your workshop. 

How will participants receive their certificates? 

After the workshop, you will need to send a typed list of participant names (full first and last) to 
UKCoaching.workshops@sportscotland.org.uk. We will then prepare .pdf certificates and email them to yourself, for distribution to the 
participants. 

Can you email the certificates direct to the course participants for me? 

No, sorry. We issue thousands of UK Coaching workshop certificates each year and are unable to take on the task of distributing these 
to participants. This is part of the role of the Workshop Organiser. 

How long is a certificate valid for? 

Individual governing bodies and local authorities set their own requirements around how recently staff/volunteers must have completed 

a specific workshop. Though sportscotland recommends that a workshop is re-attended every two to three years. Or in the case of 
Safeguarding and Protecting Children (SPC1), that the follow-on course, Safeguarding & Protecting Children 2 (SPC2), is attended 
two to three years after participating in the the orginal workshop 

A past participant has lost their certificate and asked for a copy. Can this be re-issued? 

In most cases, if the workshop was attended less than two years ago, yes. If you send us the participant’s name, along with the date of 
the workshop they attended then we will re-issue a certificate. If you are unable to confirm the date, then other information that can 
help to identify the workshop may be accepted, such as the tutor name, venue location, or names of other course participants. 

In certain circumstances we may be able to re-issue an older certificate or create one for a participant who was left off the original 
attendee list. Please contact us to discuss this if it applies to you. 

  

http://www.1st4sport.com/p-1702-safeguarding-and-protecting-children.aspx
mailto:UKCoaching.workshops@sportscotland.org.uk
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Links 

 sportscotland UK Coaching Workshop information page 

 List of Approved Tutors 

 Workshop Registration page 

 UK Coaching website 

 sportscotland email address: UKCoaching.workshops@sportscotland.org.uk  

 Coachwise (for ordering resources) 

https://sportscotland.org.uk/training/uk-coaching-scuk-workshops/
https://sportscotland.org.uk/media/2504/sportscotland-approved-tutor-list.xlsx
https://sportscotland.org.uk/media/2504/sportscotland-approved-tutor-list.xlsx
https://sportscotland.org.uk/training/uk-coaching-workshop-registration/
https://www.ukcoaching.org/workshops/about-our-workshops
mailto:UKCoaching.workshops@sportscotland.org.uk
http://www.1st4sport.com/

