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JOINING INSTRUCTIONS
















GENERAL
Thank you for choosing Horizon Security Solutions Ltd as your training provider.
These joining instructions apply to learners attending either of the following qualifications:

• Full Course: Pearson BTEC Level 3 Certificate for Close Protection Operatives in the Private Security Industry.
• Refresher Course: Pearson BTEC Level 2 Award for Close Protection Operatives in the Private Security Industry (Refresher).

Your booking confirmation identifies the course and qualification you are attending.

Where a requirement is marked “Full Course Only” or “Refresher Course Only”, it applies only to learners attending that course. Unless otherwise stated, the requirements in these joining instructions apply to both courses.

The Full Course is the complete Close Protection licence-linked qualification. It is intended for new entrants and for anyone required by the Security Industry Authority (SIA) to obtain a current full Close Protection qualification.

The Refresher Course updates safety-critical knowledge and practical skills for eligible Close Protection licence holders who are renewing their licence. It does not replace the full Close Protection qualification.

Horizon’s Close Protection courses are delivered by instructors with substantial operational and training experience within the Close Protection and wider protective-security sectors.

Please read these joining instructions carefully. They contain important information and actions that must be completed before attending.

COURSE CONTENT
Both courses combine theoretical learning, instructor-led discussion, practical demonstrations, coached practice and formal assessment. The precise activities will depend on the course you are attending.

APPLIES TO BOTH COURSES
Relevant activities may include:

• Classroom-based learning.
• Instructor-led discussions.
• Searching skills.
• Vulnerability awareness, including recognising and responding to spiking.
• Terror-threat awareness.
• Physical intervention knowledge and practical skills.
• Practical demonstrations and coached practice.
• Scenario-based learning.
• Pearson onscreen examinations.
• Formal practical assessments.
• Assessor questions and answers.

FULL 18-DAY COURSE ONLY
The Full Course also includes:

• Operational planning exercises.
• Route planning and reconnaissance activities.
• Foot and vehicle drills.
• Medical and emergency-response exercises.
• Operational briefings and presentations.
• Realistic Close Protection scenarios.
• A final practical exercise.
• Completion of the learner workbook.
• Operational planning documents.
• A portfolio of assessment evidence.

REFRESHER COURSE ONLY
The Refresher Course concentrates on safety-critical knowledge and skills that may be affected by skills fade, including:

• Conducting searches.
• Protecting people in vulnerable situations.
• Recognising and responding to spiking.
• Terror-threat awareness.
• Physical intervention skills for Door Supervisors.
• Physical intervention skills for Close Protection Operatives.

Where online learning modules form part of the Refresher Course, including relevant terrorism-awareness modules, these will normally be completed during the scheduled course under Horizon’s direction.

Refresher Course learners are not required to complete these online modules before attendance unless Horizon expressly advises otherwise in writing.

Some practical activities are designed to reflect realistic operational situations. Appropriate operational language, simulated confrontation and role-play may therefore be used.

All activities remain subject to instructor control, safety briefings and the relevant course risk assessment.

PURPOSE OF THESE INSTRUCTIONS
These instructions explain:

• What you must do before attending.
• Which course-specific entry requirements apply to you.
• What identification and qualifications you must provide.
• The physical nature of the training and its associated risks.
• The behaviour expected from learners.
• What clothing and equipment you must bring.
• How to notify Horizon about health, fitness or support requirements.
• The assessment and attendance requirements.
• The fitness-to-participate declaration that must be completed separately.
• Important information about applying for or renewing an SIA licence.

If you have any questions or believe that you may have difficulty meeting any requirement, contact Horizon as early as possible.

Email: training@horizon.uk.com
Telephone: +44 (0) 1389 755551

VENUE AND ACCOMMODATION
Training is normally delivered at:

The Normandy Hotel
Inchinnan Road
Renfrew
PA4 9EJ

The hotel is approximately one mile from Glasgow International Airport.

The Normandy Hotel has en-suite accommodation, a restaurant, bar and conference facilities. 

Horizon learners may be eligible for preferential accommodation rates.

To enquire about availability and rates, contact the hotel directly and state that you are attending a Horizon course.

Email: reservations@thenormandyhotel.co.uk
Website: https://thenormandyhotel.co.uk/

Accommodation arrangements are made directly between the learner and the hotel unless Horizon confirms otherwise.

ALTERNATIVE ACCOMMODATION – THE TAVERN
Limited alternative accommodation may also be available at:

The Tavern
Old Greenock Road
Inchinnan
Renfrew

The Tavern is under the same ownership as Horizon Security Solutions Ltd and is located approximately one mile from the Normandy Hotel, where the training normally takes place.

The Tavern has three en-suite rooms that may be offered to Horizon learners at a discounted rate, subject to availability.

Room rates may change and will be confirmed when you enquire.

For availability and further information, contact The Tavern directly.

Email: info@thetavern.pub
Telephone: 0141 459 1367
Website: https://thetavern.pub/

Accommodation at either location is subject to availability and should be arranged as early as possible.

On arrival at any accommodation or training venue, follow all instructions relating to parking, access, fire safety, emergency evacuation, smoking and use of the facilities.

Report any defect, hazard, accident or near miss to an instructor or venue representative immediately.

COURSE PAYMENT
Unless alternative arrangements have been agreed in writing, full payment of the course fee must be received no later than seven days before the course commences.

Failure to make payment by the required date may result in the loss of your course place and holding deposit in accordance with Horizon’s training terms and conditions.

If you are unsure how much you have already paid, whether a balance remains outstanding or when your next payment is due, contact Horizon before the course.

Payment may be made by contacting the Horizon office or by bank transfer using the following details:

Bank: Starling Bank
Account name: Horizon Security Solutions Ltd
Account number: 95829230
Sort code: 60-83-71
IBAN: GB43SRLG60837195829230
BIC: SRLGGB2L

Please use the following payment reference:

Course, first name and surname
Example: CPBRUCEWAYNE

If you wish to pay by credit or debit card, contact Horizon and a secure payment link can be sent to you.

Do not send card details by email or text message.

Payment enquiries should be directed to:

Email: training@horizon.uk.com
Telephone: +44 (0) 1389 755551

MEALS AND REFRESHMENTS
A restaurant is available within the Normandy Hotel. Other food outlets are located nearby.
Unless Horizon has confirmed otherwise, learners are responsible for arranging and paying for their own meals and refreshments.

You should bring sufficient water for practical and outdoor activities.

Inform Horizon in advance if you have a food allergy or dietary requirement relevant to any catering arranged as part of the course.

COURSE COMMENCEMENT, ATTENDANCE AND DISPERSAL
Unless your booking confirmation states otherwise, training commences at 09:00 on the first day.

You should arrive early enough to register and be ready to begin at the stated time.

FULL 18-DAY COURSE ONLY
The Full Course comprises a minimum of 194 hours delivered over 18 contact days.

All 18 days form part of the required course programme. Your booking confirmation will state the precise course dates and timetable.

REFRESHER COURSE ONLY
The Refresher Course is delivered over the contact days and hours required by the applicable SIA and Pearson rules.

Your booking confirmation will state the precise course dates, number of attendance days and timetable.

Any required online learning modules will normally be completed during the scheduled course under Horizon’s direction. These modules form part of the course and must be completed as instructed.

APPLIES TO BOTH COURSES
Full attendance, punctuality and participation are required.

Daily attendance will be recorded, including actual start and finish times and scheduled breaks.
Late arrival, absence or leaving early may mean that you do not complete the required training or assessment time. This may prevent you from achieving the qualification.

If illness, travel disruption or an emergency may affect your attendance, contact Horizon and the Lead Instructor immediately.

Do not make return-travel arrangements for earlier than the finish time stated in your booking confirmation.

Unless Horizon has advised otherwise, allow sufficient flexibility for training or assessments to continue until at least 17:00 on the final day.

AGE REQUIREMENT
Learners enrolling on either Close Protection licence-linked qualification must be at least 18 years old.

You must provide your correct date of birth during enrolment and identity checks.

REFRESHER COURSE ENTRY REQUIREMENTS
This section applies only to Refresher Course learners.

The Pearson Refresher qualification is intended for learners who have previously completed a licence-linked Close Protection qualification and who hold a Close Protection licence.

Before registration or attendance, you may be required to provide:

• Evidence of your previous licence-linked Close Protection qualification.
• Your SIA Close Protection licence number.
• A copy or other verifiable evidence of your SIA licence.
• Any additional information required by Pearson or the SIA.

If your Close Protection licence has expired, will expire before the course, or cannot be verified, contact Horizon before booking or attending.

Horizon must confirm that you meet the applicable entry requirements before registering you for the qualification.

A learner who cannot demonstrate that the applicable entry requirements have been met may be unable to commence or complete the Refresher Course.

SIA LICENCE ELIGIBILITY AND GET LICENSED GUIDANCE
Successfully completing either qualification does not automatically grant or renew an SIA licence.
Horizon delivers the training and assessment leading to the qualification. Pearson awards the qualification, and the SIA is responsible for making licensing decisions.

FULL 18-DAY COURSE
The Full Course supports an application for a Close Protection licence, subject to the learner meeting the SIA’s other licensing requirements.

For a first-time licence application, the relevant full qualification must normally have been achieved within the three years before the licence application.

REFRESHER COURSE
The Refresher Course is a renewal qualification.

A person renewing a Close Protection licence must hold the relevant full licence-linked qualification and the required Close Protection Refresher qualification.

If it has been more than three years since your previous Close Protection licence was active, the SIA may require you to complete a current full licence-linked qualification instead of the Refresher Course.

Contact Horizon or the SIA before booking if this may apply to you.
Completing the Refresher Course does not automatically renew your licence. You must make a separate renewal application through your SIA online account.

GENERAL SIA LICENSING REQUIREMENTS
To qualify for a front-line SIA licence, an applicant must normally:

• Be aged 18 or over.
• Pass the SIA’s identity checks.
• Pass the required criminal-record checks.
• Hold the appropriate SIA-recognised licence-linked qualification.
• Have the appropriate right to work in the United Kingdom.
• Meet the SIA’s requirements concerning suitability to hold a licence.
• Provide complete, accurate and honest information during the application process.

The SIA may consider criminal records and other relevant information when deciding whether an applicant is suitable to hold a licence.

A criminal record does not necessarily mean that an application will be refused. However, learners with concerns should check the SIA’s current guidance before committing to training.

If you live outside the UK, or have spent six continuous months or more outside the UK during the previous ten years, the SIA may require evidence of an overseas criminal-record check.
The SIA also has specific requirements concerning applicants who have been subject to compulsory detention or other compulsory measures under mental-health legislation during the five years before an application.

Where applicable, the SIA may request a medical report. Having a health or mental-health condition does not, by itself, automatically prevent someone from obtaining a licence.

The SIA licence application or renewal fee is separate from the Horizon course fee.

The SIA sets and collects its own fee. Horizon does not control the application fee or the licensing decision.

Before booking or applying for a licence, read the current SIA Get Licensed guidance:

https://www.gov.uk/government/publications/sia-get-licensed

SIA licence application guidance is available at:
https://www.gov.uk/guidance/apply-for-an-sia-licence

SIA licence renewal guidance is available at:
https://www.gov.uk/guidance/renew-your-sia-licence

The SIA updates its licensing criteria periodically. Always consult the current guidance when making an application or renewal.

QUALIFICATION AND ASSESSMENT
To achieve the qualification for which you have been registered, you must successfully complete every required unit and assessment component.

FULL 18-DAY COURSE ONLY
Assessment may include:

• Pearson onscreen multiple-choice examinations.
• A completed learner workbook.
• Operational planning and other course documentation.
• A portfolio of evidence.
• Scenario-based practical assessments.
• A final practical exercise.
• Externally set and internally assessed practical observations.
• Assessor questions and answers.
• Visual or video evidence of prescribed practical assessments.

REFRESHER COURSE ONLY
Assessment includes:

• Pearson onscreen multiple-choice examinations for the mandatory Refresher units.
• Practical searching assessments.
• Physical intervention assessments for Door Supervisor skills.
• Physical intervention assessments for Close Protection skills.
• Assessor questions and answers.
• Visual or video evidence of prescribed practical assessments.
• Completion of any online modules delivered as part of the scheduled course.

APPLIES TO BOTH COURSES
The required assessment standard cannot be reduced.

Learners must demonstrate every mandatory knowledge and practical assessment outcome.
Previous experience or possession of an existing SIA licence does not automatically exempt a learner from required training or assessment.

Any recognised exemption or prior achievement must be permitted under current SIA and Pearson rules and approved before the course.

Reasonable adjustments may be considered where permitted. However, they cannot remove a mandatory assessment outcome, reduce the required competence standard or make a safety-critical activity unsafe.

A learner who does not pass an assessment will be advised about the applicable reassessment arrangements. Reassessment opportunities are subject to Pearson requirements and Horizon’s relevant policies and charges.

PRACTICAL-ASSESSMENT RECORDING AND EVIDENCE
Certain practical assessments must be visually or video-recorded to satisfy Pearson assessment and quality-assurance requirements.

Other practical activities may also be photographed, visually recorded or otherwise documented where this is reasonably required for assessment, internal quality assurance or external quality assurance.

Required assessment recordings form part of the qualification evidence.
A learner who is unwilling to participate in required assessment recording may be unable to complete the qualification.

Relevant evidence may be reviewed by:

• Your instructor or assessor.
• Horizon’s Internal Quality Assurer.
• Pearson.
• The SIA or qualification regulators.
• Other authorised quality-assurance personnel.

Recordings and assessment evidence will be stored and processed in accordance with Horizon’s data-protection arrangements and the applicable awarding-organisation requirements.
Horizon’s Privacy Policy is available at:

https://horizon.uk.com/privacy-policy

Learners must not make, copy, share or publish recordings of other learners, instructors, course scenarios, course materials or assessment activities without express permission.

CERTIFICATES AND COURSE REPORTS
Following successful completion, Horizon will claim your qualification through Pearson.

Pearson will issue the certificate to Horizon for onward delivery to your nominated address.

Certification may take several weeks after all assessments and quality-assurance processes have been completed.

Please ensure that Horizon holds your correct legal name and postal address.

The name provided to Horizon must match your identity documents.

All certification enquiries must be sent to:
training@horizon.uk.com

Please do not contact individual instructors about certificates after the course.

Where applicable, your instructor may also provide a course report summarising your performance, strengths and areas for development.

A potential employer will only be provided with this information with your agreement or where another lawful basis applies.

TERMS AND CONDITIONS
Horizon’s training terms and conditions contain important information about bookings, payments, cancellations, transfers, learner responsibilities and course eligibility.

The Training Terms and Conditions can be accessed through the Horizon website:
https://horizon.uk.com/training-t%26cs-1

You must read and understand the applicable terms and conditions before attending the course.
By booking and attending the course, you confirm that you have had the opportunity to review the terms and conditions.

POLICIES AND PROCEDURES
On the first day, you will receive a course induction and housekeeping briefing.

This will normally include:

• Health and safety arrangements.
• Fire and evacuation procedures.
• First-aid arrangements.
• Accident, incident and near-miss reporting.
• Safeguarding and learner welfare.
• Equality, diversity and inclusion.
• Data protection and confidentiality.
• Assessment requirements.
• Academic integrity and malpractice.
• Complaints and appeals.
• Reasonable adjustments and learner support.
• Expected standards of behaviour.

Copies of relevant Horizon policies can be made available on request.

BEHAVIOUR AND PROFESSIONAL STANDARDS
You are expected to behave professionally throughout the course.

You must:

• Treat instructors, hotel staff, fellow learners and members of the public with respect.
• Follow safety instructions and instructor directions promptly.
• Participate responsibly and within your level of competence.
• Respect the venue, accommodation, vehicles and training equipment.
• Maintain appropriate personal hygiene.
• Avoid behaviour that could intimidate, endanger or humiliate another person.
• Keep course and learner information confidential.
• Report hazards, unsafe conduct, injuries, accidents and near misses immediately.
• Use equipment only when authorised and instructed.
• Stop an activity immediately when instructed.

Bullying, harassment, discriminatory behaviour, violence outside authorised training, deliberate misuse of techniques, or attendance under the influence of alcohol or non-prescribed drugs will not be accepted.

Horizon is committed to equality of opportunity.

Discrimination or harassment relating to race, nationality, religion or belief, sex, sexual orientation, gender reassignment, disability, age or any other protected characteristic will not be tolerated.

Serious or repeated misconduct may result in removal from the course in accordance with Horizon’s policies and terms and conditions.

LEARNER SUPPORT AND REASONABLE ADJUSTMENTS
Horizon wants learners to have a fair opportunity to access the course and demonstrate their knowledge and competence.

Please contact Horizon before attending if you have a disability, learning difficulty, neurodivergent condition or other support requirement.

This may include, for example:

• Dyslexia or dyscalculia.
• ADHD or autism.
• A visual or hearing impairment.
• A physical disability or mobility restriction.
• A mental-health condition.
• A medical condition affecting learning or assessment.
• Difficulty reading, writing or using digital systems.
• A religious or cultural requirement.
• A requirement relating to pregnancy, medication or personal care.

You may also speak privately to the Lead Instructor during the course.
However, advance notification gives Horizon more time to consider and arrange appropriate support.

Depending on your individual needs and the applicable assessment rules, reasonable adjustments might include:

• Changes to seating or room arrangements.
• Adjustments to the presentation format.
• Accessible learning materials.
• Permitted rest breaks.
• Permitted assessment support.
• Additional guidance on using course systems.
• Other appropriate arrangements permitted by Pearson.

Some assessment adjustments require supporting evidence or prior approval from Pearson.

A reasonable adjustment cannot remove a mandatory assessment outcome, lower the required competence standard or make a safety-critical activity unsafe.

Information will be handled sensitively and shared only with people who reasonably need it to arrange safe and appropriate support.

Declaring a support need will not automatically prevent you from attending or achieving the qualification.

HEALTH, MEDICAL CONDITIONS AND WELLBEING
Both courses contain demanding practical and physical activities.

Contact Horizon before attending if you have any health, medical or fitness concern that might affect your ability to participate safely.

This includes a current or recent:

• Injury or operation.
• Back, neck, joint or muscular problem.
• Heart or circulatory condition.
• Breathing difficulty or asthma.
• Neurological condition, seizure or history of loss of consciousness.
• Diabetes or another condition requiring active management.
• Pregnancy or postnatal restriction.
• Mental-health or wellbeing concern.
• Prescription medication that could cause drowsiness, dizziness or impaired coordination.
• Illness or infection.
• Any other condition that could be aggravated by physical activity, close-contact training, stress, outdoor work or disrupted routines.

This list is not exhaustive.

The purpose of notifying Horizon is to allow safe arrangements to be considered. It does not automatically exclude you from the course.

You do not need to discuss private medical information in front of the class.

Contact Horizon in advance or speak privately with the Lead Instructor.

If you are uncertain whether you are medically fit to participate, obtain advice from an appropriate healthcare professional before attending.

You must tell the instructor if your health, medication, injury or fitness changes before or during the course.

PHYSICAL INTERVENTION PRACTICAL-SKILLS TRAINING
IMPORTANT: PLEASE READ THIS SECTION CAREFULLY
Both courses include physical intervention training and other physical activities.

These activities may involve:

• Close physical contact.
• Changes of direction and controlled movement.
• Controlled holding and escorting skills.
• Standing, kneeling or working from different positions.
• Practising with another learner.
• Realistic practical scenarios.

Physical activity carries an inherent risk of:

• Fatigue.
• Discomfort.
• Slips, trips or falls.
• Collision with another person or object.
• Muscular or joint injury.
• Aggravation of an existing medical condition or injury.

Horizon will manage the training through competent instruction, progressive practice, appropriate supervision, safety briefings and risk assessment.

However, the risks associated with physical activity cannot be removed completely.

EXPECTED BEHAVIOUR DURING PRACTICAL TRAINING
During practical training, you must:
• Follow the instructor’s directions immediately.
• Use only the techniques being taught.
• Work at the pace and level directed by the instructor.
• Treat training partners with respect.
• Apply techniques in a controlled and non-aggressive manner.
• Stop immediately when instructed.
• Stop immediately if a training partner indicates pain or discomfort.
• Never deliberately cause pain, intimidate or attempt to “win” against a training partner.
• Report pain, injury, dizziness, breathing difficulty, distress or any other concern immediately.
• Inform an instructor if you do not understand an instruction.
• Avoid unsupervised practice.

Any learner who acts recklessly, uses excessive force or deliberately places another person at risk may be removed from the practical session or course.

WHAT TO WEAR FOR PRACTICAL TRAINING
For physical intervention and other practical-skills training, wear:

• Clean clothing that allows unrestricted movement.
• Long trousers or suitable training bottoms.
• A suitable top that remains secure during movement.
• Flat, closed-toe footwear with good grip and support.
• Any appropriate support garment required for safe movement.

You may be instructed to remove or secure:

• Jewellery.
• Watches.
• Piercings.
• Loose clothing.
• Belts or accessories.
• Any item that could injure you or another learner.

Long hair must be secured where necessary.

Fingernails should be kept at a safe length.

HEALTH OR FITNESS CONCERNS DURING PRACTICAL TRAINING
Before attending, contact Horizon if you are concerned about your health, fitness, injury, medical condition or ability to participate safely.

Before each practical session:

• Tell the instructor about any new injury, illness or relevant change.
• Do not participate if you feel unwell or believe participation may place you or another person at risk.
• Ask for clarification if you are uncertain about an activity.
• Stop and report symptoms immediately.

You may stop participating in an activity if you feel unsafe or unwell.

However, you must safely demonstrate all mandatory practical assessment outcomes to achieve the qualification.

Horizon will consider reasonable adjustments where permitted, but safety-critical competence requirements cannot be removed.

FITNESS TO PARTICIPATE AND PAR-Q
Before taking part in physical intervention or other relevant practical-skills training, you must complete Horizon’s Physical Activity Readiness Questionnaire (PAR-Q) and fitness-to-participate declaration.

These will be completed separately as part of the course administration process.

You are not required to sign or return these joining instructions.

You must:

• Provide accurate and relevant information.
• Confirm that, to the best of your knowledge, you are fit to participate.
• Notify Horizon of any health, medical, injury or fitness concern that could affect safe participation.
• Tell the instructor if your health, medication, injury or fitness changes.
• Follow any restriction or safety arrangement agreed with the instructor.
• Stop and report any pain, illness, breathing difficulty, dizziness, distress or safety concern immediately.

If you have concerns about your ability to participate safely, contact Horizon before attending.
Learners who have not completed the required PAR-Q and fitness-to-participate declaration will not be permitted to take part in physical intervention or other relevant practical training.

FIRST-AID QUALIFICATION REQUIREMENT
This requirement applies to both the Full Course and the Refresher Course.

Horizon must confirm that every learner holds an acceptable and valid first-aid qualification before the learner begins any Close Protection training.

For Close Protection training, an Emergency First Aid at Work qualification on its own is not sufficient.

Acceptable qualifications may include:

• Level 3 RQF/QCF or Level 6 SCQF First Aid at Work.
• Level 3 RQF/QCF or Level 6 SCQF First Person on Scene.
• Level 3 RQF/QCF or Level 6 SCQF First Response Emergency Care.
• Level 3 RQF or Level 6 SCQF First Aid Response.
• Another qualification expressly accepted under current SIA and Pearson requirements.

The first-aid qualification must be valid for at least 12 months from the start date of the Close Protection course.

If first-aid training forms part of your Horizon course package, it must be successfully completed before any Close Protection training begins.

If you are relying on an existing qualification, provide a clear copy before attending and bring the original or other verifiable evidence if requested.

Contact Horizon before the course if you are unsure whether your qualification is acceptable.

ENGLISH-LANGUAGE REQUIREMENT
Both courses are delivered and assessed in English.
Learners must have sufficient English reading, writing, speaking and listening ability to:

• Understand safety instructions.
• Participate effectively in training.
• Communicate during practical activities.
• Complete the required assessments.

The required standard is normally equivalent to Level 1 English or B2 on the Common European Framework of Reference for Languages.

You may be asked to complete an initial assessment to confirm your level and identify any support requirements.

If you are concerned about meeting the language requirement, contact Horizon before attending.

Failure to demonstrate the required standard may mean that you cannot continue with the qualification.

IDENTIFICATION REQUIREMENTS
IMPORTANT: ORIGINAL DOCUMENTS MUST BE BROUGHT TO THE COURSE

Horizon must verify your identity before you can be registered or assessed.

These course identity checks are separate from any identity checks that the SIA may conduct when you apply for or renew a licence.

You must bring:

• One original document from Group A; and
• Two original documents from Group B.

At least one of your Group B documents must show your current address.
Unless specifically permitted below, your two Group B documents must be different types of document.

The same document cannot be used as both a Group A and Group B document.

GROUP A DOCUMENTS
You may provide one of the following:
• A passport that is signed, current and valid.
• A current and valid UK driving-licence photocard issued by the Driver and Vehicle Licensing Agency.
• A current Northern Ireland driving-licence photocard together with its paper counterpart, issued by the Driver and Vehicle Agency.
• An original UK birth certificate issued within 12 months of birth.
• A UK adoption certificate.
• A UK biometric residence permit card where its “valid until” date was less than 15 months ago and it states “Indefinite leave to remain”, “Indefinite leave to enter” or “No time limit”.
• An HM Armed Forces Veteran Card.

GROUP B DOCUMENTS
You must provide two documents from the following list.

At least one of the documents must show your current address.

• A bank or building-society statement issued within the last three months.
• A utility bill issued within the last three months. This may be a gas, electricity, landline telephone, water, satellite television or cable television bill. Mobile-phone bills are not accepted.
• A credit-card statement issued within the last three months.
• A council-tax statement issued within the last 12 months.
• A mortgage statement issued within the last 12 months.
• A letter issued within the last three months from HM Revenue and Customs.
• A letter issued within the last three months from the Department for Work and Pensions.
• A letter issued within the last three months from Jobcentre Plus or another employment service.
• A letter issued within the last three months from a local authority.
• A P45 or P60 tax statement issued within the last 12 months.
• A current and valid UK driving-licence photocard issued by the DVLA, provided it was not used as your Group A document.
• A current paper UK driving licence, excluding the paper counterpart to a photocard.
• A current Northern Ireland driving-licence photocard issued by the DVA, provided it was not used as your Group A document.
• A pension, endowment or ISA statement issued within the last 12 months.
• A valid UK firearms licence containing a photograph.
• An HM Armed Forces Veteran Card, provided it was not used as your Group A document.

RESTRICTIONS ON GROUP B DOCUMENTS
The following requirements apply:
• Two documents of the same type will not normally be accepted.
• Two bank or building-society statements may be accepted only if they are from different banks or building societies.
• Two credit-card statements may be accepted only if they are from different credit-card providers.
• Photocopies are not accepted.
• Documents printed from the internet are not accepted.
• Online statements printed at home are not accepted.
• Bank or building-society statements printed in a local branch are not accepted, even if they have been dated or stamped by branch staff.
• Documents or images downloaded from the internet and supplied as digital files are not accepted as original identity documents.
• Expired documents are not accepted unless the current SIA requirements expressly allow them.
• Your name and other personal details must be consistent across your documents and course-enrolment information.

If a document is not in English, you may also need to provide the original document and an English translation from an appropriately accredited translator.

Tell Horizon before attending if:

• Your name differs between documents.
• You have recently changed your name.
• You cannot obtain one of the required documents.
• Your documents have expired.
• You do not have the required combination of evidence.
• A document is not in English.
• You are uncertain whether a document will be accepted.

A learner who cannot satisfy the identity requirements cannot take the assessments and may be unable to complete the qualification.

You may also be asked to provide:

• A passport-style photograph.
• An image or electronic copy of your signature.
• Any additional enrolment information required by Pearson.
Horizon will explain the submission process.

SMOKING AND VAPING
Smoking and vaping are not permitted inside the training venue.

Designated external areas will be identified during the induction.

Dispose of cigarettes and related waste in the bins provided.

CLOTHING AND EQUIPMENT
Training may include indoor and outdoor activities, depending on the course being attended.

The weather in the West of Scotland can change quickly. Bring clothing appropriate to the forecast, season and activities stated in your booking confirmation.

PRACTICAL CLOTHING – BOTH COURSES
All learners must bring:

• Clean clothing suitable for physical intervention training.
• Long trousers or suitable training bottoms.
• A suitable top that remains secure during movement.
• Suitable training footwear with good grip and support.
• Physical-training or running kit.
• Any support garments required for practical activity.
• Sufficient changes of clothing for the course being attended.

ADDITIONAL FULL COURSE CLOTHING AND EQUIPMENT
Full Course learners must also bring:

• Sturdy outdoor footwear with suitable grip and ankle support.
• Durable trousers, such as walking trousers or jeans.
• T-shirts, fleeces and shirts suitable for the weather.
• A warm and waterproof jacket.
• Warm layers during colder months.
• A warm hat and gloves during colder months.
• Waterproof or water-resistant footwear.
• Spare dry clothing where appropriate.
• Sun protection during warmer months.
• Sunblock and insect repellent where appropriate.
• A head torch.
• Spare batteries or a suitable charging facility.
• A large scrubbing brush for cleaning outdoor footwear.

Military or disruptive-pattern clothing must not be worn unless specifically authorised by Horizon for an exercise.

PROFESSIONAL CLOTHING – FULL COURSE ONLY
Full Course learners require smart-casual and professional clothing suitable for executive Close Protection scenarios.

This should include:

• Smart trousers, jeans or chinos.
• Shirts or other professional tops.
• A suit jacket, blazer or equivalent.
• Smart, stable formal footwear.
• Other professional attire appropriate to the role and scenario.

Clothing must allow you to participate safely in the planned activity.

Tracksuits and shorts are not permitted in the classroom unless authorised for a specific physical-training session.

REFRESHER COURSE CLOTHING
Refresher Course learners normally require only:

• Suitable classroom clothing.
• Practical physical intervention clothing.
• Suitable closed-toe training footwear.
• Any additional item specifically identified in the booking confirmation.

Refresher Course learners are not normally required to bring a head torch, footwear-cleaning brush, executive professional clothing or other Full Course equipment unless Horizon specifically instructs them to do so.

PERSONAL ITEMS
All learners should bring:

• Personal medication.
• Any prescribed emergency medication, such as an inhaler or auto-injector.
• Personal hygiene items.
• A refillable water bottle.
• Weather-appropriate personal protective items.

You remain responsible for safely storing and managing your medication.

Where medication may be required during an emergency, privately inform the instructor of anything they reasonably need to know.

ELECTRONIC EQUIPMENT
FULL 18-DAY COURSE ONLY
Full Course learners must bring a suitable laptop computer for operational planning, research, workbook completion and preparation of course materials.

Your laptop should have:

• Reliable internet capability.
• Google Earth or equivalent mapping software.
• Microsoft Word, PowerPoint or compatible software.
• Adobe Acrobat Reader or another reliable PDF reader.
• Suitable software for opening, editing and saving the learner workbook.
• A charger and any necessary adapters.
• Sufficient available storage.

Before attending:
• Confirm that the learner workbook opens correctly.
• Confirm that you can edit and save the workbook.
• Install all necessary software and updates.
• Ensure that you know your device passwords.
• Back up important files.
• Bring any login details issued by Horizon.

REFRESHER COURSE ONLY
Refresher Course learners should follow the instructions in their booking confirmation regarding laptops, tablets or other digital equipment.

Any required online learning modules will be completed during the scheduled course.

Horizon will provide the necessary instructions and will advise whether you need to bring a personal device.

You are not expected to complete the Refresher Course’s online modules before attendance unless Horizon has expressly advised you otherwise in writing.

APPLIES TO BOTH COURSES
You are responsible for your laptop, telephone and other personal belongings.

Do not record, copy or distribute confidential course or learner information without permission.

STATIONERY AND COURSE MATERIALS
All learners should bring:
• An A4 writing pad or notebook.
• Black pens.
• Pencils.
• A ruler and highlighters if useful.
• Any course materials supplied before attendance.

PRE-COURSE CHECKLIST
BEFORE ATTENDING EITHER COURSE
Confirm that you have:

• Read these joining instructions.
• Read Horizon’s training terms and conditions.
• Paid the course fee or confirmed your outstanding balance with Horizon.
• Requested a secure card-payment link if required.
• Confirmed your accommodation and travel arrangements.
• Checked your course dates and attendance requirements.
• Prepared one original Group A identity document.
• Prepared two original Group B identity documents, including one showing your current address.
• Supplied evidence of your first-aid qualification.
• Confirmed that your first-aid qualification will remain valid for at least 12 months from the course start date.
• Contacted Horizon about any medical, fitness or support requirement.
• Requested any reasonable adjustment as early as possible.
• Completed, or are prepared to complete, the PAR-Q and separate fitness-to-participate declaration.
• Packed suitable practical clothing and footwear.
• Packed your personal medication and other essential items.
• Saved Horizon’s contact details.

FULL 18-DAY COURSE ONLY
Also confirm that you have:

• Checked that your laptop and learner workbook function correctly.
• Packed the required outdoor clothing and footwear.
• Packed appropriate smart-casual and professional clothing.
• Packed the additional Full Course equipment listed in these instructions.

REFRESHER COURSE ONLY
Also confirm that you have:

• Provided evidence of your previous licence-linked Close Protection qualification when requested.
• Provided your SIA Close Protection licence details when requested.
• Contacted Horizon if your licence has expired or cannot be verified.

You do not need to complete the Refresher Course’s online terrorism-awareness modules before attendance. These will normally be completed during the scheduled course under Horizon’s direction.

FINAL REMINDER
Please read these joining instructions carefully and retain them for reference.

Before attending, ensure that you have completed all applicable pre-course requirements for the course you are attending.

Contact Horizon promptly if you have:

• Questions about the course.
• Medical or fitness concerns.
• Additional support requirements.
• Payment queries.
• Difficulty obtaining the required identification.
• Questions about Full Course or Refresher Course eligibility.

Email: training@horizon.uk.com
Telephone: +44 (0) 1389 755551

WE LOOK FORWARD TO WELCOMING YOU TO HORIZON
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