[image: image1.png]\\\- NG m,,
S >
4 @




St. Lawrence - Ottawa Valley Region Testing Guidelines
[image: image2.jpg]



Based on 2006 C/D Test Procedures

and 2006 A/B Test Procedures


3GENERAL INFORMATION


3AIMS & OBJECTIVES OF THE CANADIAN PONY CLUB


4Multiple Test Levels


4Age Requirements


4Candidate Qualifications


5Discontinuation of a Test


5Appeal Process


6RESPONSIBILITIES


6Regional Testing Chair


6Regional Chair


7District Commissioner (Branch Test Representative)


7Branch Test Representative


8EXAMINERS


8Duties of Examiners


9CLASSIFICATION OF EXAMINERS


9Examiner Emeritus


9Senior Examiner


9Junior Examiner


9For Sustaining


9For Downgrading


10Criteria for Examiners


10Other Requirements


10Negative Feedback


11WHAT MAKES A GOOD EXAMINER?


11Characteristics of a good Examiner


11Responsibilities of a good Examiner


11Code of conduct.


11Dress code.


12APPENDIX 1 – SLOV Regional Pony Club Examiners Application Form





GENERAL INFORMATION

AIMS & OBJECTIVES OF THE CANADIAN PONY CLUB

To encourage young people to ride, and to learn to enjoy all kinds of sports connected with horses and riding.

To provide instruction in riding and horsemanship, and to instil in members the proper care of their animals.

To promote the highest ideals of sportsmanship, citizenship and loyalty, thereby cultivating strength of character and self-discipline.
1. The St. Lawrence – Ottawa Valley (SLOV) Regional Committee has compiled the information contained in this booklet for the purpose of establishing uniformity in testing. 

· The regulations contained herein shall, upon approval by the SLOV Regional Committee (Board), supersede all previous regional testing documents and shall continue to be in force until further amendment 

· All suggestions for amendments shall be submitted to the SLOV Regional Testing Chair, who will present them for consideration to the Regional Committee.
2. Canadian Pony Club testing is (are) to be regarded as a series of steps toward achieving the aims and objects of the Canadian Pony Club.
· Testing is (are) offered as encouragement for members to advance; and to provide an efficient method of determining that members have a good, all-round, sound and practical knowledge of horsemanship and horsemastership.

· Testing must be kept in proper perspective relative to the more important aims of enjoyment, developing skills, sportsmanship and citizenship. Officials should resist the temptation to push members ahead too quickly.

From 'D' Level, up to and including 'C2' Level, tests will follow the rules and regulations set down in the Canadian Pony Club "C/D Testing Procedures". Please refer to the C/D test manual for complete requirements for tests and for all the forms required for testing.
Candidates, Instructors, Examiners, Test Organizers and all others responsible for recommending or preparing candidates for testing, must be familiar with the requirements for the Level; and must be familiar with the publications currently approved as required reading, and should also have access to all other recommended reading material.

Multiple Test Levels

At the discretion of the District Commissioner and Branch Instructor, in co-operation with the

Regional Testing Committee, a new member with previous experience may be recommended for

testing (up to and including 'C2' Level Test), at what is considered to be their present level of achievement. If they are successful in passing the test, they may be awarded certificates and/or endorsements up to and including this level. If the standard is not met, the Examiners shall determine to what level the candidate may be certified. After successful completion of the first test, a candidate must then progress through each successive level. 
Age Requirements

The final year of the active member's eligibility for testing in the Canadian Pony Club is that in which they are 20 years old as of January 1st. The final year of the affiliate member's eligibility for testing in the Canadian Pony Club is that in which they are 24 years old as of January 1st.

The minimum ages for test levels are as follows:

· D 7 years old as of January 1

· D1 8 years old as of January 1

· D2 9 years old as of January 1

· C 10 yrs old as of January 1

· B 14 yrs old as of January 1

· A 16 yrs old as of January 1

Candidate Qualifications

To qualify for any testing, a member must:

· In the opinion of the Branch Instructor and the District Commissioner, be capable of all the

requirements listed in the Testing Procedures for the Level they wish to attempt;

· Have successfully completed the level immediately preceding the level they wish to attempt.

· Candidates wishing to take two levels in one year may sit both written tests at the same time;

· However, the practical portion of the tests must be completed on separate days in the proper sequence; (for exceptions see Multiple Test levels)
· Must have been a member of the Canadian Pony Club for at least six months. (At the discretion of the District Commissioner, exceptions may be made for those who join at an older age.)

· Have attended at least 60% of Branch meetings since previous upgrading (or in the case of the 'D' Level Test, since becoming a member). (Exceptions may be made for older members attending school etc)
· Be in good Branch standing (i.e. fees paid and OEF/FEQ membership confirmed).

· Fill in the CPC Application to Test (located in the Testing Procedures, found on the downloads page of www.canadianponyclub.org )
· Have passed the Written/Oral qualifying test.

· Candidates wishing to test with another Branch, must receive written permission from both their home Branch and the hosting Branch. A copy of the CPC Application to Test must be sent to the hosting Branch from the home Branch, and a copy of the Individual Test Results form must be sent to the home Branch by the hosting Branch.

Discontinuation of a Test

Candidates will be tested in all practical phases. However, in the interest of safety, the Senior Examiner may ask a candidate to withdraw at any time during the Riding phases.

The Examiner has the prerogative to stop or postpone all or part of the test for a variety of reasons, including but not limited to weather, bad footing, unsoundness or unsuitable facilities. It will be the Branch Test Representative's responsibility to set up testing for phases not completed, as soon as possible or within 12 months. (It is not necessary to use the same Examiners)

A mark of zero anywhere on a practical test, up to and including C2 level, will result in an incomplete test. The complete test must be retaken. The candidate must reapply.

Parents, coaches, instructors and other spectators are not allowed in the barn area during the test. They may watch the riding sections provided that they stay a minimum of 20 meters from the rings, including the warm-up area. Video taping is allowed but must be done 20 meters away and the candidate’s permission must be obtained prior to any taping. Tapes may not be used for protests.

Any candidate may be asked to withdraw from a test by the branch, regional or national testing representative for the following reasons.

a) abuse of horse.

b) rudeness.

c) unsportsmanlike conduct.

Appeal Process

The purpose of the Board of Appeal is to make decisions regarding problems arising from the conducting of, or the results of, D through C2 testing. No member of the appeal panel may have been a participant in the test.

a) The appeal is to be made in writing and sent to the District Commissioner and Branch Test Rep of the candidate's branch, accompanied by (along with) a cheque for $50.00 (made out to the branch). The appeal shall be made no less than 48 hours and no more that 7 days following receipt of the test results. A copy of the letter of appeal must also be sent to the Regional Testing Chair and the Regional Chair.

b) The members of the Board of Appeal at the Branch level will be a Visiting Commissioner, a District Commissioner from another Branch and an Examiner who is qualified at or above the level being appealed.

c) If the matter cannot be resolved at the Branch level, the matter will be referred to the Regional Testing Chair. Another cheque for $50.00 (made out to SLOV) must accompany the appeal. The members of the Board of Appeal at the Regional level shall be the Regional Testing Chair, the Regional Chair (or their designates) and a National Examiner.

d) If the matter cannot be resolved at the Regional level, the matter will be referred to the National Testing Chair. Another cheque for $50.00 (made out to Canadian Pony Club) must accompany the appeal. The members of the Board of Appeal at the National level shall be a National Examiner, a Regional Testing Chair and the National Testing Chair or their designated representatives.

e) The appeal fee will only be returned at the level the appeal is upheld.

f) The level that receives the appeal shall contact the Examiners and Branch Test Rep immediately, in writing, when the appeal is launched, to ask for their written input for the test in question. The Examiners and Branch Testing Representative shall respond within 14 days.

g) Decision of the Board of Appeal will be final and will be forwarded to the Regional Chair within a period of 21 days. 
h) Only a candidate shall be able to launch an appeal (on their own behalf.) Where a candidate is under 18, the parent or guardian may launch an appeal on behalf of the child. The candidate, and the parent or guardian where the candidate is under 18, must sign the appeal.

i) The opinion of the Examiners is not subject to appeal.

RESPONSIBILITIES

Regional Testing Chair

· Maintain a master copy of all testing materials. i.e. testing applications, testing worksheets, Examiner's applications, etc.

· Prepare a Regional Examiner’s List and keep up to date records on the testing done by each Examiner. Send new testing information to each Examiner in the Region.

· Keep accurate Branch testing records - dates of test, names of candidates, results, names of Examiners.
· Provide and organise Regional Examiners clinics. Attend National Testing clinics when possible.

· Distribute the new written tests when they become available each spring.

· Keep the Branches informed as to changes in the CPC Testing Procedures and the rules for holding Branch tests. A Branch Testing Fact Sheet is a good idea.

· Help Branches with any testing problems and be available to answer their questions.

· Be aware of all deadlines associated with testing and ensure the SLOV Region abides by them.

· Be very familiar with the Testing Procedures.

· Present all requests and submissions of the Regional Testing Committee to the National Testing Chair for submission to the National Testing Committee.

· Relate all national decisions to members of the Regional Committee and the Regional Testing

Committee and to all Regional Examiners. Forward all new information to all Regional Examiners.

· Participate in the decision (s) making process as a member of the National Testing Committee.

· Send a report on SLOV Regional  'C2', 'B' and 'B2' Testing on the prescribed form to the National Testing Chair, with a copy to the National Office.

· Review written tests from the previous year. Send changes and suggestions to the National Testing Chair by Nov. 1st.

· The Regional Testing Chair has the responsibility to discuss any problems occurring in a test with the Senior Examiner during the test. The Senior Examiner is responsible for the compliance with all standards and requirements of the level being tested, with safety being a prime consideration.

· Return all individual test sheets, and appropriate certificates, to the District Commissioners or directly to the candidates. Ensure that candidates’ written test papers have been returned to them as soon as possible after marking.

· Bring to the attention of the National Testing Chair any testing situation in SLOV Region that is felt to require National consideration.

· Forward all new information to the Examiners in SLOV Region.

· Appoint a safety officer for regional testing

Regional Chair

· Acts as member of the Regional Testing Committee.

· The Regional Testing Chair is a member of the Regional Committee

· In co-operation with the Regional Testing Chair, ensures that all reports and forms are sent to the National Testing Chair by November 1.

· Signs Examiner application forms for all newly recommended Regionally approved National Examiners, (if) as required.

· In co-operation with the Regional Testing Committee, confirms just prior to test dates (to ensure) that Examiners are available, and all test facilities are adequate and ready.

· Arranges, in co-operation with the Regional Committee, uniform testing in the Region, from 'D' Level up to and including the'C2' Level Test.

· Is responsible for distributing to the District Commissioners, all Testing Materials and communications from the National Testing Chair.

District Commissioner (Branch Test Representative)

· Ensures that members of the Branch Executive Committee, Branch Instructors and Members are kept fully informed regarding all testing information, including test dates, locations, etc.

· Ensures that all Branch Members are issued requirement sheets for the appropriate levels.

· Requests adequate testing supplies for Branch operation, and distributes to those concerned.

· Returns written papers, test sheets and certificates to candidates.

· Accompanies Branch candidates to the tests, observes the tests, and accompanies candidates to the post test critique or appoints another Branch official to represent the Branch.

· Ensures that the facilities procured for the test have met the minimum requirements for the test level.

· C/D Testing

· Establish regular times each year for Branch 'C' and 'D' tests.

· Ensure that all candidates are recommended by their instructors (who are knowledgeable about CPC testing requirements) as fully prepared before they are tested into the next Level, and that candidates are aware they are to be tested well before the test date.

· Ensure that the application to test has been completed and is ready for the Senior Examiner’s signature.

· Arrange for the written test to be completed by candidates, and marked by Branch personnel well before the practical test, so results can be returned to the candidate for review.

· Arrange practical test dates and locations, and in co-operation with the Regional C/D Testing Chair, if any, contact the necessary number of Examiners to ensure efficient testing.

· Set up the schedule with input from the Senior Examiner.

· Ensure that required first aid certificates are attached to the applications (for Regions hosting C2 at the Branch level).

· Maintain testing records of all Branch Members, and forward copy of testing results to the C/D Testing Chair following the testing, prior to the close of the Canadian Pony Club year.  Keeping in mind that without proper documentation forwarded the National Office may not recognize the candidates having achieved their levels.

· Assign a Branch Test Representative to perform these duties, if applicable.

Branch Test Representative

Duties of the Branch Test Representative (or D.C. if there is no Branch Test Rep) on the day of the Test:

· Prepare all paperwork and have it ready for the examiners.

· Organize food and refreshments for the candidates and the examiners.

· Collect passports.

· Have the Senior Examiner check the applications at the beginning of the test and sign them.

· Keep the test moving, help to keep the examiners on schedule.

· Observe the entire test.

· Sit in on the final discussions and help with addition and final paperwork.

· Ensure that all paperwork is completed and signed.

· Attend critique for all candidates.

· Act as a buffer between parents and the examiners.

· Act as liaison between the candidates and the examiners.

· Designate a safety officer for  branch testing

· If the Branch Test Rep has a child in the test, an alternate Test Rep must be found.

EXAMINERS
· It is the responsibility of the SLOV Regional Committee (s), in co-operation with the SLOV Regional Testing Committee (s), to annually recommend reclassification of its Examiners, according to testing records of the past year.

· Examiners shall be appointed for a two-year term, and active Examiners are eligible for reappointment.

· Anyone accepting a position as an Examiner, either National or Regional, must be prepared to give sufficient time to Pony Club to warrant the (Jr) appointment.

Regional Examiners
· 'C' & 'D' Examiners - These Examiners are selected and trained within the SLOV Regional organization.

· Regions shall maintain records on active Examiners. Whenever possible, it is suggested that Canadian Pony Club graduates be encouraged to become examiners and Junior 'B' National Examiners be used to complete their qualifying assists. A Regional Chair or Vice Chair, who is also a qualified Examiner, may test in the Region if necessary.

· It is the responsibility of the Branches and SLOV Region (s) to annually revise the Regional 'C' and 'D'

Examiner lists. Preference should be given to 'A', 'HA',' RA' and 'B2' senior members or graduates.

· Senior Canadian Pony Club Members may be listed on the Regional Examiner’s List and used to examine provided that:

· they are 1 full level above the level to be tested.

· i.e. C's may test D's B's may test to C

· C1's may test D - D1 B2's may test to C1

· C2's may test D - D2 A's may test to C2

· they do not instruct the candidates they will be testing.

· they are on a panel with experienced adult Examiners (this does not apply to A level members who could serve as the Senior Examiner up to C1.)

· They have attended an Examiner’s clinic, completed an Examiner Application, and met the Regional Examiner requirements to be placed on the Regional Examiners List.

· A's should be encouraged to assist at C2 tests and to observe at B tests so that when they turn 21 they can apply to be on the National Examiner's List. See AB TP Part 5 Examiners’ Info.

Duties of Examiners

· Be familiar with Testing Procedures and the requirements for whichever Level is being tested.

· Inform the Branch Test Representative if there are any conflicts of interest such as the Examiner being a regular instructor or immediate family member of one of the candidates.

· Arrive at test site at established time, and spend as much time as may be necessary to conduct a satisfactory testing.

· Make every possible effort to put the candidates at ease. Leave both candidates and branch/regional officials with a clear understanding of the reasons for their decisions.

· Sign all work sheets, test sheets and passports and return them to the Branch Test Representative.

· Senior Examiner must sign Applications to Test prior to commencing the test.

· Notify the test organizers AT ONCE if circumstances will prevent them from attending a testing as arranged.

· The Examiner has the prerogative to stop or postpone all or part of the test for a variety of reasons, including but not limited to weather, bad footing, unsoundness or unsuitable facilities. It will be the Branch Test Representative's responsibility to set up testing for phases not completed, as soon as possible or within 12 months. (It is not necessary to use the same Examiners) 

CLASSIFICATION OF EXAMINERS

Examiner Emeritus 

· Honorary title awarded to those examiners who have served long and faithfully as an Examiner and who:

·  while retiring as an examiner will continue to lend their experience and expertise to testing and to the Canadian Pony Club in general.

Senior Examiner 

· One who has worked on at least of two panels at the (Jr) recommended level. 
· Must receive the recommendation of their Region and at least one Senior Examiner.

Junior Examiner 

· The Junior Tester will:

·  show stable management questions to the Senior Examiner before the test.
· The Junior Tester will sit in on the critique and give input. 
· Must fill out all worksheets and test at least one area of stable management.  
· A new examiner must test at least twice as a junior examiner prior to being approved as a senior.  
· Must have attended a tester’s clinic prior to their first test and must complete the application to become a tester.

· Must have successfully passed the SLOV Examiner’s written test for that current year.

For Upgrading
· Upgrading may be considered with a recommendation from the Regional Testing Committee if  supported by documentation an examiner has:

· demonstrated active involvement in riding and Pony Club activities

· has participated in testing above their current rated level (as a junior)

· and has attended a Regional Examiner's Clinic at least once every 3 years.
For Sustaining

· Examiners may sustain their level if they have been actively involved in activities such as:

· clinics, marking panels, organizing tests, actively participating as a Junior Examiner at a National Test, C2 and above (i.e. actually filling in a worksheet) 
· and have attended a Regional Examiner's Clinic at least once every 3 years.  

For Downgrading  

· An examiner may be downgraded as a result of:

· examiner evaluation

· test chair evaluation 
· or candidate evaluation
· attitude 
· lack of knowledge
· And/or lack of participation in testing or Canadian Pony Club activities.

Criteria for Examiners

· Have adequate people skills: 

· empathy, 

· tact and diplomacy

· ability to work in a group setting

· punctual 

· organizational skills.

· Recommended that they have come through Pony Club or have competed and/or coached. Must be actively involved with the horse industry.

· Recommended that they have a current Standard First Aid Certificate.

· Newly recommended Examiners are required to complete an Examiner's Application Form (Appendix 1). 

· Preference should be given Pony Club 'A' graduates of 21 years of age or over.

· Examiners will be evaluated on a regular basis on all the above criteria.

· Must attend a Regional Examiners Clinic given within the Region or one approved in an adjoining Region every three years.

Other Requirements

· Every Examiner on the Examiners List must submit an up to date resume (see Appendix 1) to the SLOV Regional Testing Chair (the year in which they are added to the list) who will keep this on file. This resume will be updated every 3 years by reviewing proof of 20 hours of education through: 
· actively testing,
· attending regional examiners clinics every 3 years, 
· attending lectures, seminars, workshops appropriate to examining.

· This documentation is the responsibility of Examiners to provide to the Regional Testing Chair.
Negative Feedback

· Upon receipt of negative reports, the SLOV Regional Testing Committee will assess and contact the examiner involved in writing and take appropriate action where necessary.

WHAT MAKES A GOOD EXAMINER?

Characteristics of a good Examiner

· Fair

· Honest

· Positive

· Open minded

· Patient

· Friendly

· Sympathetic

· Have a sense of humour

Responsibilities of a good Examiner

· Be prepared - prepare your questions ahead of time.

· Be knowledgeable - be very familiar with the latest Testing Procedures.

· Be familiar with the latest reading material.

· Be confident - that you are well prepared and knowledgeable.

· Test to the level.

· Complete all paper work before leaving after a test.

Code of conduct.

· No laughing - don’t stand in the corner and joke with the other Examiners during the test. The candidate will assume you are laughing at them or will at least realize that you are not paying attention to them.

· No chewing gum.

· No smoking on the site.

· Don’t be a sour faced bully.

· Treat the candidates with respect.

· Don’t compare candidates to each other.

· Don’t criticize the candidate’s horse or instructor.

· No liquor till all of the candidates have left for the day.

Dress code.

· Examiners should dress neatly and appropriately when testing. NO short shorts or halter tops.

· Wear proper footwear - no sandals

An Examiner must earn the trust and respect of the candidates. This becomes more important as you test the

higher levels. By following this list of what makes a good Examiner, you will become the best Examiner that you can be.

Remember, you don’t have to know everything. Don’t be afraid to admit that a candidate may have read something that you haven’t. Give them the benefit of the doubt. Learn to accept answers based on experience, not just the answer listed on page 10 of some book.

APPENDIX 1 – SLOV Regional Pony Club Examiners Application Form
Your name has been submitted for consideration as a SLOV regional Examiner.

Before completing this form, please read the sections in the Testing Procedures regarding Examiner's duties, appointments and responsibilities.

Please return this completed form to your Regional Testing Chair. (Cat Hunter, R.R. #1 Cardinal Ont K0E 1E0)
Attach additional sheets, if necessary.

	Name
	

	Address
	

	
	

	Telephone Number
	

	Email Address
	


	1.Were you a pony club member? (Y/N)
	                             Y    FORMCHECKBOX 
                N   FORMCHECKBOX 
          

	1b. If yes what level did you attain?
	

	2 Please list any administrative positions you have held in pony club in the last 3 (three) years.
	

	3. Please list any Pony Club instruction you have given during the last three years. Include level and phases.
	

	4. Please list any tests that you have attended as an observer. Give the name of the Senior Examiner at each test. (Please submit two letters of recommendation from examiners you have observed with.)
	

	Please list any examiners or instructors clinics you have attended in the last three years and name the clinician.
	

	Please describe fully your present involvement in the equestrian world. Include coaching and/or judging certifications, active competitor status, etc. to help us in placing you more accurately within our testing program.


	


Please note that as a National Examiner, it is your responsibility to be familiar with the Requirements

and the Required Reading at the level at which you are testing. You should have a copy of the current
Testing Procedures. 
	Signature:
	
	Date:
	


�





�








