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Dear Assessor,

If you find yourself reading this, it is because one of the men will have handed it to you as part of the process of asking you to become his Assessor for one section of the Duke of Edinburgh’s Award. The Award can only function by relying on the kindness of adults in being prepared to take an interest in Young People in this way, and I will be enormously grateful for any help you are able to give to this particular student. In order to avoid you having to read reams and reams of Award Philosophy, here are one or two bullet points to note.

· A Participant is allowed to backdate one section of the Award by three months. This will mean him asking you to assess the first part of his programme retrospectively. He will have indicated on his Aims Document if he wants you to do this.
· He will show you a list of aims or goals. Feel free to modify or add to his list before taking him on.

· The aims should be realistic and achievable, but they do not in fact have to be achieved. It is the travelling hopefully that is important.

· Notwithstanding the above, the Participant should make some personal progress. Obviously, what constitutes progress will differ from person to person.
· It is really important to notice that there is no Pass/Fail concept. Anyone who makes an honest attempt, showing the appropriate commitment, should be deemed to have succeeded.

· You do not need to worry about the overall timing rules, which can be a bit complicated: he and I will sort out that side of things.

· He will have a ‘time spent’ log in which he records what he does week by week. Either he can initial this each time (especially during holidays) or you can. The important thing is that you should agree with him what the initialling regime is to be and record that agreement on his Aims Document (just above the signature line) before signing it.

· When he has served his time he will ask you to write a short report in his Record Book. You are too experienced at writing reports to need any guidance on this, but remember that he has written his aims/goals down at the beginning of the section, and they might help you to think of appropriate things to say (always remembering that they don’t need to have been achieved); and he may already have written his own reflections. It will be a great help, when the time comes, if you are able do this reasonably quickly, as he may well be trying to obtain a number of signatures from different people so as to round off the whole Award. It is helpful to bear the following in mind:
Volunteering: please emphasise what he has done to serve/teach others/the community.

Skill: please mention the fact that the activity is undertaken in his own time.

Residential: please concentrate on communal things – learning/living/socialising

In all cases please dwell on what personal progress he has made, dealing in the particular if possible: HQ has been known to reject reports that are too general and/or minimalist. 
Please do not hesitate to ask me for any advice you need, either by phone, note or email.

Best wishes and – I hope – thanks.
Filling in the log sheet

This sheet is for the benefit of the participant, and does not form part of the Letter to Assessors. It is still in course of construction.

If there are several times during the week when you engage in a different aspect of your activity you may find it worthwhile declaring a weekly programme at the beginning of the leaflet, and then writing ‘Standard week’ down as a single entry in each subsequent week.
e.g.

Standard week  -
Tue: 
Lesson



1 hr




Thur:
Band



1 hr




Fri:
Orchestra


1.5 hr





Practice through the week
1 hr

2/5/09

Standard week




4.5 hr

9/5/09

Standard week
 (no Orchestra)

3 hr

16/5/09
Standard week




4.5 hr

23/5/09
Leave Out



(use 16/5/09)

30/5/09
Standard week




4.5 hr

Note the use of “(use 16/5/09)” to allow a week in which you do nothing to be covered by an adjacent week in which you did over the statutory hour. Weeks linked like this can be no more than two weeks apart; so the entry above could be “(use 9/5/09)” but not “(use 2/5/09)”.

You may want to define a ‘Holiday week’ in a similar way for use in the middle of the summer holiday and in ends of holidays where you are unable to provide cover from your term-time activity.

You may think it worth photocopying the leaflets from time to time as an insurance against losing them. But keep the photocopies somewhere different if you do: there’s no point in losing them at the same time as losing the originals!

Whatever happens, do NOT attempt to fill in the Keeping Track Record Book by yourself.
It is a highly technical business, and the rules are subtle. Experience shows that people who try to use their initiative get it wrong more than 50% of the time, and we end up with myriad crossings out, which looks really bad. When you think you have completed a section, bring your log sheets and the book to me, and we will fill in the relevant pages together. Then you can present the book to your assessor for him/her to fill in the assessor’s report.
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