Circular 064:06:07

To: Club Presidents Club Secretaries
Club Surfguard Registrars Membership Registrars
Chief Instructors Club Training Officers
Assessors District Officers

Cc: Regional Officers

From: Meg Sparshott — Manager, Club Administration & Development

Date: 15 June 2007
Subject: Upgrades to Surfguard and Assessment Processes (Form 14s)

Action:  ALL Assessment Requests (Form 14s) must be generated through
Surfguard from 1 July 2007

Following a major upgrade to the Surfguard Membership and Awards Database, we advise
clubs that all future assessments from 1 July 2007 must be conducted using a Form 14
generated through Surfguard. Any hand-written Form 14s will not be acceptable and
assessors have been instructed not to perform the assessment if hand-written Form 14s
are used.

We have experienced a number of problems with recent assessments whereby the
candidates were ineligible to receive the awards due to:

e Candidates being underage for the particular award

e Candidates not holding the pre-requisite awards/licences necessary for the award

e Candidates being assessed by assessors not qualified to assess the particular
award

The recent update to Surfguard now means that the above pre-requisites will be checked
and only those candidates eligible to sit the assessment can be selected for the Form 14.
The same check is done for the assessor’s eligibility to conduct the assessment.

Whilst this may bring to light a few ‘irregularities’ in the current award records held in
Surfguard, this check at the start of the assessment process will prevent candidate
disappointment and eliminate, what can be a prolonged and difficult process, backtracking
through the assessment documentation process at a later date.
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We understand this will highlight the incidence of missing awards, pre-requisites and
proficiencies in Surfguard and ask that clubs complete the attached Club Award Enquiry
Form either in hard copy or on-line (go to www.lifesavingvictoria.com.au > Members >
Club Information > Club Forms > General Forms) to assist LSV staff in handling this query.

We ask all clubs to adhere to this direction, which we believe will assist in streamlining the
processing of awards and reduce the time lag that can occur before the actual award is
allocated.

To assist clubs in becoming familiar with the updated Surfguard Assessment process we
have also attached a flow chart outlining the actions required and where the responsibility
lies for each. Ongoing hands-on training in the Surfguard system is scheduled later this
year in conjunction with regional club forums.

For additional detail on this Circular contact: Meg Sparshott, Manager —
Club Administration & Development
Email meg.sparshott@Ilifesavingvictoria.com.au or by phone (03) 9676 6931

Circulars are also available at www.lifesavingvictoria.com.au
Address: PO Box 353 South Melbourne DC 3205
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Assessment Process in Surfguard
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