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Start

OV to issue a TCoC for 
the operative along with 

a Learning Contract 
signed by a Manager at 

the same time

Decision taken by the 
BO to train an 

operative in operations

Liaison with OV to 
issue TCoC and 

Learning Contract

Forward TCoC and 
Learning Contract to FSS 

Watok Mailbox

Receipt of TCoC and 
Learning Contract

1

1 If FSS is the chosen assessment centre this should be indicated on the TCoC before forwarding to the mailbox

Candidate is registered 
with Qualification 

Authority and invoice is 
raised with FSS Charging 

Dept 

Business will receive 
invoice in relation to 

the registration 

Arrangements made 
for assessment

2

2 TCoC are valid for 3 months and is expected that assessments will take place within that period, where a candidate is assessed on the last 
day of the TCoC and found not competent a TCoC cannot be re-issued and a further assessment cannot take place.

Notify Watok 
mailbox of 

assessment date

Assessments are 
carried out and 

emailed to Watok 
mailbox

Assessment paperwork 
received with, Disclaimer, 

CoC Application and 
Picture if required. 

Assessments sent to 
Internal Verifier for 

approval

Once verification 
complete, updated on the 

Qualification site and await 
certification of units 

completed

    FSS Animal Welfare Licenses Mailbox <WATOK@fss.scot>   

On receipt of Certificate – 
admin produce CoC card 

and is sent recorded to BO

BO will receive the CoC 
card on behalf of the 

operative.
BO to inform Plant OV 
that CoC card has been 

received

End

Request made to OV or 
WATOK for assessments 

to take place

BO requests 
assessment 

BO requests 
assessment 

Following 
successful 

assessment a 
renewed TCoC 

can be 
completed and 
sent to Watok

Assessment will take 
place within BA times 

where possible. 
Businesses will only be 
invoiced if assessments 
are completed out-with 

the BA
3

3
If assessments carried out are out-with the Business Agreement hours the business will be charged for assessment time including 
associated paperwork, travel and mileage costs incurred. Overnight accommodation if required.  The rates for these costs are found on 
Food Standards Scotland website Hold Ctrl 

and click 
here

Where candidates are 
found not-competent. 
Assessment should be 
notified to Watok. Re-
assessments can only 
take place within the 

original TCoC timescale

IMPORTANT NOTE - 
Sufficient time must be 
allowed to candidate to train 
in the original TCoC 
timescale.

RE-ISSUE of TCoCs can take 
place in exceptional 
circumstances (see full 
guidance), but FBO should 
not assume each request will 
be granted.
TCoC can be renewed by the 
OV following satisfactory 
assessment until the full CoC 
is received.

http://www.foodstandards.gov.scot/downloads/Guidance_Charges_for_Offiical_Controls_Version_4_0_April_2018.pdf
http://www.foodstandards.gov.scot/downloads/Guidance_Charges_for_Offiical_Controls_Version_4_0_April_2018.pdf
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