Institute of Applied Equine Podiatry, Inc.
3-Day Host Application and Checklist (Europe)
The Institute of Applied Equine Podiatry, Inc. would like to thank you in advance for your hospitality in the upcoming workshop.   In order to have a successful workshop in Europe, the following checklist must be filled out and returned to Robyn La Pierre at her office address at least 6 months before the workshop dates!

Your Name: _____________________________________________________

Your Address:____________________________________________________
City, Postal Code:________________________________________________

Phone Number:_____________________Email:__________________________
Name of Host (if other than yourself):____________________________________
Location of Workshop(i.e. Facility Name):_________________________________



Physical address of workshop:________________________________


            City State, Zip:___________________________________________


Phone Number__________________ Email____________________
Will classroom time be at this location?  If not, please list the location of lecture days here:


Address:__________________________________________

City State, Zip: _____________________________________



Date of Workshop:___/___/____-___/___/____ 
 Instructor Name:  ___________________________

The Institute offers 3 day Courses taught by our Licensed Instructors:

Course cost:  €300 (Euros)  
Course Cost includes basic tools:  Approved Knife, Rasp and Handle
· 3 Day Course:


  Day 1: Lecture on Theory, Anatomy, and Function of the horse’s foot


  Day 2: Instructor Demo of HPT Method/Dissection/Spectrum Evaluation

  Day 3: Tool use, Student trimming on Cadavers

The following items are essential for a smooth workshop:

· climate controlled lecture space with ample electricity for power point presentation
· cadaver dissection area out of the weather

· parking for up to 15-20 cars

· hotels/campgrounds in the area
Please answer each question and provide as much detail as possible!
Host Facility:

· Exclusive use of the host facility for the duration of the workshop?  Facility can be any barn that is clean, level and with good lighting.










YES or NO (Please Circle)

· Ample parking for 15+ people?  Assume they’ll all be arriving separately!











YES or NO (Please Circle)

· Climate controlled, dry lecture area available for theory days of the workshop?  Lecture space is required, and any cost incurred by renting a lecture space is at host’s expense.  (Host facilities can be declined for use if they do not have proper lecture space available.)










YES or NO (Please Circle)
· Outdoor space for working on Cadavers.  A garage or barn isle or overhang area is fine.  Area must be dry and out of the weather pending inclement conditions.
YES or NO (Please Circle)
Instructor’s Travel Accommodations:

· Bed and Breakfast/Hotel near by for your Instructor to accommodate









 
YES or NO (Please Circle)
Workshop Accommodations:

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​Please describe the location available for Cadaver area? ________________________________________________________________________________________________________________________
A shipping address is necessary to deliver your tools to the course per attendee.  No attendees will be permitted to sign up at the door.  All registrations must be pre-arranged.  Please provide a shipping address that our DHL carrier can deliver to during the day.  A signature is required.  
___________________________________________________________________________________________________________________________________________________________________________
· Is additional water and electrical hookup available for students who wish to bring in their motor home/camper?  If so, what is the fee?

​​​      _________________________________________________________
· Cadavers are necessary for the course.  We will require a minimum of 25 cadavers per course.  An optimal amount is 3 per student attending or 60 cadavers.  As we know cadavers are expensive and hard to come across, we can settle for two each per student.  It is the host responsibility to retain these cadavers for the third day of the course.  We will also need duct tape and plastic trash bags at our disposal to wrap the cadavers as well.  (IIEP will cover the cost for the Cadavers, bags and tape.)  Please list cost of cadaver and how many you can gain access to:
__________________________________________________________________________________________________________________

Hosting a free evening lecture while the Licensed Instructor is in the area is a great way to generate clients for Students/DAEPs, and to develop local awareness for Applied Equine Podiatry.  We highly recommend that these lectures are held at VFW/Fire/Church Halls, University lecture rooms, or similar places.  
Is the host interested in a “free” lecture? 


YES or NO (Please Circle)
Please list local locations where the free lecture could/would be held, give as much detail as possible.  Cost of Hall is at Host’s expense: ____________________________________________________________________________________________________________________________________________________________________________________

Host’s Responsibilities:

· Promote and advertise workshop and lecture using materials provided to you by our office on a local level.  Flyers and Word of Mouth (internet) are the best ways to advertise.

· Advertising should begin at least 2 months in advance of clinic date for the best response, but can also be successfully promoted on shorter notice.
· Hoof Cadavers for course (IAEP will pay the expense of the cadaver, but physical pick up and disposal is up to the host when we are traveling overseas.)
· A dry erase board or paper flip chart is necessary for the course, along with dry erase markers for the lecture.  A projector and screen is required and is great if the hall/location supports that function for day one.    Please note to have either or all of these available for lecture days.  Most Instructors have their own projector, but airline travel may prohibit the transportation of the projector, so plan accordingly.  
Areas to promote and advertise locally with flyers:

· Universities

· Local papers and horse publications

· Any and all calendar listings and coming events

· Surrounding barns

· Local tack and feed stores

· Area breed and horse clubs – use their newsletter

· Deli and other stores frequented by horse people

· Local vet and equine clinics

Help to fill participant space:

· Word of mouth

· Through advertising

· From within hosting facility

· Internet groups and websites

Robyn will provide you with flyers, handouts, and wording for ads regarding your workshop.  Any and all promotional materials or ads that do not come from the Institute of Applied Equine Podiatry, Inc. must be approved and proofed by the office before printing and distributing.

Please be sure to notify our office if there are any special requirements, rules or regulations that would apply to the participants, spectators or the Instructor and his associates!
Promptly supply to Office for participants:
· Directions and a map for people arriving from different areas/major roadways.  Directions need to include mileage between markers and specific landmarks.
· Local motel list for affordable accommodations including distance to facility, rates, telephone numbers, and list of recommended restaurants in the area for meals.

Forward all information on people interested in participating to Robyn La Pierre.

*Did you send local B&B/hotel/campground information and driving directions to Robyn’s office?  This information must be forwarded to the office within 5 days of this checklist!













YES or NO (Please Circle)
All course deposits must be made via the website on a registration form for your course location only.  The course deposit is in the amount of €100 Euros.  The balance due of €200 Euros  must be paid (will be processed) within 60 days of the course date in order to hold the participant’s spot.    If your course deposit is placed after the 60 day mark, all monies will be applied at that time.  All CC transactions will be processed by IAEP.  All Deposits and balances are non-refundable after 60 days and non-transferable after 30. www.equinepodiatry.net 
Note:  Members of the Perfect Hoof Club get a 10% discount on their first course, (limit one per year)   Refer students to www.theperfecthoof.com for sign up details.
Other Requirements and helpful hints for a successful educational series, workshop, or demonstration:

· Be friendly, positive, welcoming, enthusiastic, courteous and professional at all times

· Be prepared to make adjustments and adaptations when necessary
· Encourage everyone to come and learn

· While not required, providing coffee and doughnuts starting the first morning and/or sandwiches for lunch creates a comfortable atmosphere.  A monetary collection can be established for re-imbursement.  
· Concession stands can also be provided as well.  However, the Institute of Applied Equine Podiatry, Inc. cannot guarantee any values to be earned from this service.

· Food reservations at local restaurants with quick service will be gratefully appreciated.  Local restaurants will be more likely to advertise a workshop or lecture if they can be guaranteed reservations from the workshop for either lunch or dinner.

Our Licensed Instructor and the International Institute of Equine Podiatry, Inc.’s Responsibilities:

Robyn La Pierre. General Manager, will be working with you as your workshop coordinator to help you organize and have a successful course.  She can provide additional promotional material upon request, flyers, bio, press release, ads, and pictures.  
· Assist in filling participants space

· Handle all registrations for the participants and their horses. 
· Be prepared to make adjustments and adaptations when necessary and be flexible

· Be positive, enthusiastic and professional

· Make every effort to make your workshop a success
· Our office can also advertise on a regional level to assist in the promotion of the workshops.  These dates will be put out in recognized horse publications, possibly national magazines, on the internet, workshop listings, direct mailings, and occasionally on television, radio, and in local newspapers.  **Please note:  advertising will only begin after the confirmation of dates by a signed facility contract, completed facility checklist and directions/motel list received by Robyn.

Disclaimers:
Under the programs set up by the International Institute of Equine Podiatry, Inc., the host’s tuition is “free” pending the course has 15 paid-in-full participants at the time of the course.  Please indicate the person receiving the benefit of the host spot here:______________________      
IAEP and our Licensed Instructor reserve the right to cancel any workshop at any time at his own discretion.  We do not anticipate this happening, but in the event it does, rescheduling may be considered on a case by case basis.  All deposits will be returned or transferred to another workshop within 7 days of the scheduled clinic.

All cadavers are the host’s responsibility for disposal and may not be returned to the Instructor after the workshop has commenced.  Most disposals are done through land fill or on private property.  Check with your local refuse service for ideas or locations.
Please read and sign:  
“I have read and fully understand this agreement/contract and the responsibilities and requirements and agree to all terms within.”

Signature of Host Student:

Sign:  ___________________________________Date____________

Print:_____________________________________

Signature of Facility Owner, Manager or 
other Authorized Individual:
Sign:  ___________________________________Date____________
Print:_____________________________________

Please mail or fax this form to:
Fax # 352-498-0231
Institute of Applied Equine Podiatry, Inc.

Robyn La Pierre , GM, AEP

770 NE 146th Avenue, Old Town, FL 32680 USA
Tel:  (410) 937-4458               
Email: Baremysole@yahoo.com
