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LSV CLUB AWARD PROCESSING GUIDE

Aim of Resource

To provide a clear and precise method of processing an award for Chief Instructors, District
Officers, Trainers, Assessors and Club members in an efficient and timely manner.
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Award Processing Process

1. Assessment Request (Chief Instructor)
The Lifesaving Clubs’ Chief Instructor requests an Assessment with their District Officer at least 14
days prior to the proposed Assessment date. Raise in Surfguard

The Assessment Request includes assessment type, number of candidates, training details,
location of assessment and the date of assessment.

2. Assessment Approval (District Officer)
The District Officer approves the Assessment and appoints a Head Assessor, confirms the date of
Assessment and the location.

The District Officer makes the arrangements for the Assessment Materials and Form 14 to be at
the assessment as well as contacting and confirming the required assessors.

3. Conduct Assessment (Assessor(s))
Assessment is conducted by assessor(s)
At completion of the assessment, the Head Assessor checks and confirms candidates’ paperwork
against the Form 14.

Within 5 days, the Head Assessor is to send the following paperwork:

e Asigned Form 14 sent to LSV

e A copy of the signed Form 14 & candidate paperwork is sent to the DO

e A copy of signed Form 14 is sent to the Club

4. Process and Issue Awards (Life Saving Victoria)
Form 14’s are processed and awards are issued and forwarded to candidates within 7 — 21 working
days from the date the Form 14 arrives at LSV.
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Step 1 — Assessment Request (Chief Instructor)

I. Contact District Officer

The Lifesaving Clubs’ Chief Instructor (Cl) requests an assessment with their District Officer
(DO) at least 14 days prior to the proposed Assessment date.

The Cl needs to be able to advise the DO of the following information:

e The award(s) they want assessed (e.g. Bronze Medallion)

e Who the candidates are, or at least expected number of candidates

e Who the Trainers are

e When and where the training is being conducted

e When the Club wants the assessment

e  Where the Club wants the assessment

e Do they have suitable Assessors to do the Assessment, and who they will be

The request must be made to the DO at least 14 days prior to the Assessment. This gives the
DO the opportunity to confirm Assessors and ensure appropriate assessment tools are
available.

At this stage, a Form 14 should be raised in SurfGuard by the Cl for the DO to approve.

For an example see Figure 1 (p. 5).

Post assessment the Cl will be sent a copy of the completed Form 14. This should be kept on
file until the awards have been allocated before discarding.
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Figure 1.1 -‘New Assessment Request’ Example (Bronze assessment)
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Figure 1.2 -‘New Assessment Request’ Example continued (Bronze assessment)
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‘Save’
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Award Reference Report

Note: Once assessment has been saved you can view in the ‘Assessment Request’ screen. The Club or the
Cl will then ‘Submit’ the assessment which the D.O. is requested to approve.

Figure 1.3 -‘New Assessment Request’ Example continued (Bronze assessment)
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54457 View Form 14 Bronze Medalion Proficiency Kennett River 04/12/2008 12:00 Archived
(Complete)
66350 View Form14 Bronze Medalion Award Kennett River 18/03/2008 12.00  Archived
Certificate I in Public Safety (Aquatic Rescus) (PUAZ1004) (Complete)
Apply Surf Awareness and Self Rescue Skils (PUASARD1ZE)
Communicate in the Workplace (PUACOMO01C)
Follow Defined Occupational Health and Safety Policies and Procedures (PFUADHS001C)
Operate Communication Systems and Equipment (PUAPEOU2E) Frint ASTF Corificate
Participate in an Aquatic Rescue Operation (PUASARD0SB)

Provide Emergency Care (PUAEMED01B)
Work Effectively in a Public Safety Organisation (PUATEADDAC)
Work in a Team (PUATEA001B)

67901 View Form14 Bronze Medalion Award Kennett River 22/04/2009 12:00  Awaiting
Certificate Il in Public Safety (Aquatic Rescue) (PUAZ1004) Approval
Apply Surf Awareness and Seff Rescue Skils (PUASARD128)
Communicate in the Workplace (PUACOMDO1C)
Follow Defined Oceupational Health and Safety Policies and Procedures (PUAOHS001C)
Operate Communication Systems and Equipment (PUAOPEDD28)
Participate in an Aquatic Rescue Operation (PUASARO09B)
Provide Emergency Care (PUAEMEO01S)
Work Effectively in a Public Safety Organisation (PUATEADDAC)
Work in a Team (PUATEA01B)

Assessment
awaits ‘action’
i.e. submit,
delete or
update.

Frint Atiendance Sheet

89265 View Form14 Bronze Medalion Award Kennett River 17/06/2009 12:00 Incomplete
Certificate Il in Public Safety (Aquatic Rescue) (PUA21004)
Apply Surf Awareness and Seff Rescue Skils (PUASARD128)
Communicate in the Workplace (PUACOMO01C)
Follow Defined Oceupational Health and Safety Policies and Procedures (PUAOHS001C)
Operate Communication Systems and Equipment (PUAOPE002B}
Participate in an Aquatic Rescue Operation (PUASARO09B)
Provide Emergency Care (PUAEMEO1S)
Work Effectively in a Public Safety Organisation (PUATEADDAC)
Work in a Team (PUATEAQ01B)

Total: 4 assessment(s).

Total: 1 organisation(s).

~
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Step 2 — Assessment Approval (District Officer)

I. Contact Assessor(s)
Il. Confirm Assessment Details

lll. Provide Assessment Resources

The DO approves the assessment and appoints a Head Assessor, confirms the date of
assessment and the location.

The DO then needs to receive the following information from the Club to approve the
Assessment:

The award(s) they want assessed (e.g. Bronze Medallion)

Who the candidates are, or at least expected number of candidates

Who the Trainers are

When the Club wants the Assessment

Where the Club wants the Assessment

Do they have suitable Assessors to do the Assessment, and who they will be

The DO needs to be confident that the training will been conducted correctly for each of the
award(s) being undertaken
This includes:

The learning outcomes of the Award

The training time allocated

The correct resources and information has been made available

Being satisfied with the allocated training personnel, ratios and techniques

If the DO is confident that the training will be conducted appropriately and has met the needs
of the candidates, then (s)he needs to confirm that there is capacity to run that assessment on
the day proposed by the club. In order to do this they must ensure:

That there is an experienced Assessor to lead the assessment (Head Assessor)
There are sufficient Assessors to support the Head Assessor

A suitable location has been arranged

The required resources are available to conduct the assessment (e.g. equipment,
personnel and water safety)
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Once satisfied, the DO will approve the assessment at least 7 days prior to the assessment
date by the following mechanisms:

Approve the assessment in SurfGuard

Advise the Club’s Chief Instructor

Confirm the assessment with the Assessors

Make arrangements for the assessment materials and Form 14s to be available for the
assessment

The DO has the right not to approve the assessment if (s)he is not satisfied that all requirements
have been met or if sufficient Assessors, venue or equipment are not available.

The DO will receive a copy of the completed and signed Form 14 and the assessment evidence
following the assessment. This evidence should be filed until the end of the season. Post season

this evidence is to be returned to LSV who will archive it.

For an example see Figure 2 (p. 9).
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Figure 2.1 -‘New Assessment Request’ Example (Bronze assessment)
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Figure 2.2 -‘New Assessment Request’ example continued (Bronze assessment)
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‘Save’
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Award Reference Report

Note: Once assessment has been saved you can view it in the ‘Assessment Request’ screen. The Club or Cl
will ‘Submit’ the assessment for the DO to review and approve.

Figure 1.3 -‘New Assessment Request’ example continued (Bronze assessment)
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Action buttons
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Kennett River
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54457 View Form 14 Bronze Medalion Proficiency Kennett River 04/12/2008 12:00 Archived
(Complete)
66350 View Form14 Bronze Medalion Award Kennett River 18/03/2009 12:00  Archived
Certificate Ilin Public Safety (Aquatic Rescue) (PUA21004) (Complete)
Apply Surf Awareness and Self Rescue Skils (PFUASAR0128)
Communicate in the Workplace (PUACOMO01C)
Follow Defined Occupational Health and Safety Poiicies and Procedures (FUAOHS001C)
Operate Communication Systems and Equipment (PUAOPEDUZE) = —
Participate in an Aquatic Rescue Operation (PUASARQ09E)

Provide Emergency Care (PUAEME0D1B)
Work Effectively in a Public Safety Organisation (PUATEADD4C)
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§7901  View Form14 Bronze Medalion Award Kennett River 2200472008 1200 Awating
Certificate Il in Public Safefy (Aquatic Rescue) (PUAZ1004) Approval
Apply Surf Awareness and Seff Rescue Skils (PUASARD128) Step 3 —
Communicate in the Workplace (PUACOHO01C)
Follow Defined Occupational Health and Safety Policies and Procedures (PUAQHSO001C)
Operate Communication Systems and Equipment (PUAOPEOUZE) Frint Atiendance Sheet

Participale in an Aquatic Rescue Operation (PUASARQ09B) Co n du C t
Provide Emergency Care (PUAEME001B)

Work Effectively in a Public Safety Organisation (PUATEADDAC)
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69286 View Form14 Bronze Medalion Award Kennett River 17/06/2009 12:00 Incomplete
Certificate Iin Public Safety (Aquatic Rescue) (PUA21004)
Apply Surf Awareness and Self Rescue Skils (PUASAR0128)
Communicate in the Workplace (PUACOMD01C)
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Work in a Team (PUATEAO01B)

Total. 4 assessment(s).

Total: 1 organisation(s).

<

-10 -
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Assessment (Assessors(s))

I. Complete Assessment

1. Validate Assessment

The assessment is now conducted by the Assessor(s) in line with the procedures applicable to the
award.

At completion of the assessment, the Head Assessor checks and confirms the candidate’s
paperwork against the Form 14.

Following this, the Head Assessor needs to undertake the following:

e Check all assessment papers and portfolios are completed in line with the Assessor
Checklist (Appendix 1)

e Mark all candidates on three (3) copies of the Form 14’s as Competent (C) or Not Yet
Competent (NYC), in accordance with their assessment cards and sign the Form 14’s (for
example see Figure 4, p. 12)

e Send the original Form 14 to Life Saving Victoria (LSV) within 5 days of the assessment

e Send one Form 14 together with Assessment Evidence to the DO within 5 days of
assessment

e Leave one Form 14 with the Lifesaving Club within 5 days of assessment

For the Assessor Award Processing Checklist See Appendix 2

For the Assessor Course Information Sheet See Appendix 5

-11 -
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Figure 4 -How to fill out a Form 14 (Bronze assessment)

SURF LIFE SAVING AUSTRALIA FORM 14

ORIGINAL - STATE

Assessment Request and REport DUPLICATE - CLUB

TRIPLICATE - BRANCH
Original Award | Update

Assessment ID 659586 Date: 28/07/2009
Award Bronze Medallion Type Award .
Organisation: Life Saving Victoria Academy Assessor(s): Ensure Candldates are
ENDORSEDTOPROCEED: . BRANCH/STATE OFFICER marked
(NAME & ADDRESS) MALE/FEMALE PHYSICAL PRER\ ‘COMPETENT, or
DATE OF BIRTH | PRE-REQS ‘NYC’.

Candidate Name MEMBERSHIP NO. | COMPETENT/NYC / —

1. Bloggs, Joe (Life Saving Victoria Academy) Male /

ADDRESS: 200 The Boulevard DOB: 01/01/1970 /

Port Melbourne, VIC 3207 4533796 COMPETENT/NYC

Quialified Assessor
must print their

name, sign and date
F14 here!

ASSESSMENT COMMENTS

BOARD OF ASSESSORS ENDORSEMENT ..o oo oot 8 88
PRINT NAME AND BOARD OFFICER SIGNATURE AWARD NUMBER DATE

COMMENTS

CONFIRMED AT BRANCH/STATE MEETING DATE
BRANCH/STATE OFFICER SIGNATURE

RECEIVED BY STATE CENTRE ..o renssres P B s
STATE CENTRE OFFICER SIGNATURE

Page 1

-12 -
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Step 4 — Process and Issue Awards (LSV)

i.  Confirm accuracy and completion of Assessment records
ii.  Allocate Awards
iiii. Dispatch Awards
iv.  Archive Assessment Evidence

On receipt of the signed Form 14 from the assessment, LSV will check the following:

e The Form 14 is completed correctly and the Assessor is qualified/endorsed to assess the
award(s)

e The assessment is Approved in SurfGuard

e The results are entered in Surfguard

If this is ALL correct, then the Award(s) will be issued and sent to the candidates as listed in
SurfGuard.

This can be expected to take 7 - 21 working days, depending on the award(s).

If the above details on the Form 14 are not complete or the assessment has not been approved,
the DO will be notified by LSV.

-13 -
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Frequently Asked Questions

CLUB/CANDIDATE - Frequently asked Q & A:

Q: Where is my award (medal/certificate) when other candidates have received theirs?

A: Medals and Certificates are sent directly to candidates using address’s recorded in
SurfGuard. These are entered by your club’s SurfGuard Registrar or Secretary. Please
contact you Chief Instructor for missing Awards.

Q: Why can’t | raise a member in an assessment?

A: There may be several reasons:

e The member has not been entered into SurfGuard

e The member does not hold the pre-requisites required to obtain the award/proficiency
being raised. Examples include- a current Bronze is required before an IRB Crew certificate
can be raised;

e Silver Medallion IRB Driver, the member would need to have entered their Marine License
details into SurfGuard

e The member is already in an assessment for the award or proficiency

e An age pre-requisite has not been met (check date of birth)

Q: How do we check if a member is in an assessment already?

A: Log onto SurfGuard and go to the following:
1. Reports, General Reports, Assessments, License Reports
2. Select report type: Assessment Report
3. Enter: either member ID# or name
4. Display Report
This report will detail any assessments the candidate/member has been raised in and
whether it is completed or incomplete.

Report of assessments

/2 Surfguard - General Reports - Windows Internet Explorer [AEE
@\;- [P b P = ategary=1 o] &[4 [x] | 2B

File Edt View Favorites Tools  Help

e & [ggHgHm | surfgurd - Gonerat e x[ \ - B - @ - [page - £Took -

Current - Organisation: JRIEECTHMATEEE] ~ WRIEL B Production |v Application: FEZEIEING  User Name: GinnieB
Summary @ | members @ | Assessments( | Transfers | organisational Management @ | Patrols @ | Mailing Groups @ | Messages @ | Maintenance @
[ Award & License Reports||| "> General Reports &)
S — Custom Reports a
Assessment, Award & License Reports @ Life
ports @ Organizational Management Reports Sz & i S s A
o e License Processing
— [

Output Format: Single HTUL Page v

Enter the folowing fiekis to narrow your search
It is highly recommended that you spiit up your selection by
membership type, status and gender.
Otherwise, you may experience fime-out issues.

Branch: Al v
Organisation: [ v
Exclude State: O

First Name:

Last Name - From: [soan | 7o

Gender: @ an Cuale O Female

Age - From: [ el ]

Do Hot Send SMS/Email Communications:

Award Type: Al -

10 Year Assessing Service Cerificate
10 ear Coaching Service Certificate
10 ear National Age Manager Service Certificate
10 ear |

Patrol Service Award

Awards: 10 Year Officiting Service Certificate
15 Year Assessing Service Certificate
15 Year Coaching Service Certifieate @
itn: M @ wfeniard cles sen afS S8 Memherelmnd des iranarteirannrbe phn?esbennre=1 [ Rl A v

T
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How long after assessment should | expect to receive my award/certificate?
The processing time from the date the completed paperwork at LSV has been received
should be no longer than 21 days due to the time required to undertake any engraving.

How do we know if we have enough resources to run the assessment on the day?
Refer to your DO to allocate Assessor/s and for any other resource requirements (work
books etc.).

-15 -
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ASSESSOR - Frequently asked Q & A:

Q: Why weren’t there enough resources supplied for candidates?

A: It is possible that members may turn up to assessments without prior notification.

Q: Why wasn’t a F14/Assessment request available on the day?

A: The Club is required to raise F14 at least 14 days prior to assessment taking place and must

print 3 copies on or before the day of assessment. All copies are signed by the Assessor
including marking results as either ‘C’ or ‘NYC'.

Example of F14:
SURF LIFE SAVING AUSTRALIA FoRM
ORIGINAL - STATE
Assessment Request and Report |27 oAT-cls
TRIPLICATE - BRANCH
Original Award I Update
Assessment |D 659586 Date 28/07/2009
Award Bronze Medallion Type: Award
Organisation Life Saving Victaria Academy Assessor(s)
ENDORSED TO PROCEED: ... eeeeo.. BRANCH/STATE OFFICER
(NAME & ADDRESS) MALE/FEMALE PHYSICAL PREREQ AWARD NUMBER
DATE OF BIRTH PRE-REQS COMMENTS
Candidate Name MEMBERSHIP NO. | COMPETENT/NYC
1. Bloggs, Joe (Life Saving Victoria Academy) Male
ADDRESS: 200 The Boulevard DOB: 01/01/1970
Port Melbourne, VIC 3207 4533796 COMPETENT/NYC
ASSESSMENT COMMENTS
BOARD OF ASSESSORS ENDORSEMENT ..o oo eeeece e e eeetemee e et et ettt e et
PRINT NAME AND BOARD OFFICER SIGNATURE AWARD NUMBER DATE
COMMENTS
CONFIRMED AT BRANCH/STATE MEETING DATE

BRANCH/STATE OFFICER SIGNATURE
RECEIVED BY STATE CENTRE ..o rensnres P B s e
STATE CENTRE OFFICER SIGNATURE

Page 1

-16 -
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DISTRICT OFFICER - Frequently asked Q & A:

Q: Why was | unaware that an assessment was taking place?
A: The Club is required to notify the DO at least 14 days prior to an assessment taking place —
this may not have occurred.

What resources do | need to supply to the Assessor?
Please refer to the LSV website (www.lifesavingvictoria.com.au) for current resources, or
contact the LSV Development Officer’s Training Assessment and Compliance team.

=0

LSV website page:

{2 Life Saving Victoria - Overview - Windows Internet Explorer [BEE

OO - (e i o - ¥ |4 (x| |26

File Edt ‘Wiew Favorites Took Help

E— — = . 5
% & (38 [ @reme | PRt - nssessment Rea.. | @Le saving itoris - Ove. x| ] Bi- B) v age - 0 Tods -

Life Employment | Contacts | Sponsors | Links | FAQ | Sitemap

Saving
X ; ‘ & Skipto main content | Incremsetextsize | | |
Victoria “)’,_

About Us

Lifesaving Services

Risk Management and
Consultancy

0w i
Education & Courses o Ouerview
o Club Training and Assessment Resources

o District Officers Resources
Lifesaving Club Training

Life Saving Victoria offers lifesaving training in Surf Life Saving Australia (SLSA) beach patrolling qualifications through its club system. Volunteer
club trainers conduct various courses in a variety of nationally recognised awards, these courses can range from week long intensive Bronze
Camps through to training sessions offered weekly over an extended period prior to commencement of the patrol season (late November through
to Easter each year).

How do I become a Club Trainer? b |

Potential trainers must undergo training in competencies delivered in a Training Officer Course or show equivalent knowledge and skills. Trainers undergo further
asessment in their training knowledge and skills for specific lifesaving qualifications while training under supervision.

Lifesaving Clubs Interested members should speak with their Chief Instructor.
Member Recognition Training Officer Courses are advertised in the Events section of this website.
Culturally & Linguistically

&
Diverse (CALD) Projects Training Officer Certificate Evidence Forms can be found on the Training and Assessment Resources section of this website.

Sport SLSA beach patrolling gualifications range from the Surf Rescue Certificate (13 years and above) through to the Gold Medallion (the peak
patrolling qualification for both volunteer lifesavers and paid beach lifeguards across Australia).

Youth & Leadership
Development

What is the SLSA Bronze Medallion?
Research
The SLSA Bronze Medallion is arguably the most well known Lifesaving Qualification. Candidates (15 years and above) learn about First Aid, Resuscitation, Radio

Memb.
embers and Rescue along with ather skills and knewledge which help ensure safety en beaches.

Q: What should | do if | do not have enough qualified Assessors in my district for an
assessment?

A: Each district and club needs to actively work to recruit Assessors, have them attend
Assessor Courses and then mentor them while they gain experience.
However in situations of acute shortages, contact other District Officers for assistance.
Refer to the Club Diary for District Officer contact details.
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LSV CLUB AWARD PROCESSING GUIDE

Appendix 1

Award Processing Checklist - CHIEF INSTRUCTOR

[ Set training & proposed assessment date

O Input membership information into SurfGuard
O Inform DO and Raise Form 14

[ Receive assessment confirmation from DO

L Provide human & equipment resources for the assessment (i.e. manikins (Annies), water
safety)

L Print three copies of Approved Form 14 and hand to Head Assessor prior to or on the day
of assessment

[ Provide admin support for the Head Assessor at the assessment and immediately post
assessment

Minimum 14 days notice to be given prior to the assessment
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LSV CLUB AWARD PROCESSING GUIDE

Appendix 2

Award Processing Checklist - ASSESSOR Checklist

Confirm availability with DO

Confirm that resources required for the assessment are available (i.e. human, equipment
etc)

Receive and check assessment resources from DO

Collect Form 14 from Club on the day of assessment

Conduct assessment

Complete Form 14s and check that the results entered match the Competency Record /
Assessment Cards

L Complete and sign Assessors attendance sheet

L Send Form 14 to LSV within 5 days

[ Return to DO within 5 days

o Competency Records / Assessment Cards

o Copy of completed Form 14

o Completed exam papers and question sheets

o All other re-usable assessment resources

o0 0o

Maximum 1 week from assessment date to results posted to LSV
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LSV CLUB AWARD PROCESSING GUIDE

Appendix 3

Award Processing Checklist - DISTRICT OFFICER Checklist

L Check Form 14 has been raised in SurfGuard by the Cl
[ Confirm assessment type, date and candidate numbers
[ Organise adequate number of assessors and nominate Head Assessor
Q Approve assessment on SurfGuard
[ Organise assessment resources
[ Send / supply assessment resources to Head Assessor including Assessors checklist, reply
paid envelope to LSV
Q Receive, check and file assessment evidence received from Head Assessor including:
o Competency Records / Assessment Cards
o Copy of completed Form 14
o Completed exam papers and question sheets
o All other re-usable assessment resources
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LSV CLUB AWARD PROCESSING GUIDE

Appendix 4

COURSE INFORMATION SHEET - TRAINING OFFICER

The Training Officer Information Sheet should be used to confirm course details between the District
Officer and the Training Officer, when coordinating and approving courses and dispatching resources. It can
be stuck to the top of the resource box prior to being given/sent to the TO and used for their reference in
regards to the requirements of running the course.

ATT: (Insert TO Name Here)

Course: Date:
Venue: Trainer:
Assessor: Assessor Mobile Number:

RESOURCES ENCLOSED
0 Lesson Plan
0 Presentation Material Power point Pack on CD
[J Participant Work Books. Total.
[J  Handouts

What YOU need to do before The Training Course:
[J Arrange Venue
Obtain Computer & Data Projector
Arrange meals and Accommodation if required
Arrange additional training resources: (i.e. defibs, bandages etc)
Arrange for Form 14’s to be created in SurfGuard

0
0
0
0

What YOU need to do on the day of The Training Course:
0 Induct Trainees.
[J Conduct Training Session.
[J Ensure all trainees complete workbooks.
[J  Provide 3 Copies of F14’s to Assessor
[J Allow time in program for Assessments.
What YOU need to do at the end of The Training Course:
Ensure all trainees have been assessed
[J Ensure assessor has all copies of completed work books
[J Return unused training resources to District Officer
(1 Hand Club copy of signed F14 to Chief Training Officer

O

If you have any questions please don’t hesitate to call (Insert name and Phone here)
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Appendix 5

COURSE INFORMATION SHEET - ASSESSOR

The Assessor Information Sheet should be used to confirm assessment details between the DO and the
Assessor when coordinating and approving assessments and dispatching resources. It can be stuck to the
top of the resource box prior to being given/sent to the Assessor and used for their reference in regards to
the requirements of running the assessment. It is IMPORTANT to note that Assessments will not be given
final approval until DO has received all of the following information

ATT: (Insert Assessors Name Here)

Course: Date:
Venue: Trainer:
Assessor: Assessor Mobile Number:

RESOURCES ENCLOSED

O

0
0
0
0

Lesson Plan

Assessment Work CardsTotal
Examination Questions Total
Examination Answers Total

Blank Answer Sheets Total

What YOU need to do before The Training Course:

0

0
O
0
0

Discuss the training program with the trainer

Ensure F14’s have been raised in SurfGuard

Obtain DO approval

Source additional Assessors if required

Familiarise yourself with the Training & Assessment Resources

What YOU need to do on the day of The Assessment:

O

Iy I

Induct trainees into assessment process

Conduct assessments

Ensure all trainees complete workbooks

Sign off all aspects of assessment work cards

Sign off completed workbooks

Sign off three Copies of F14’s (don’t forget to mark as Competent/ Not Yet Competent

What YOU need to do at the end of The Assessment:

U
0
U

Hand Club copy of signed F14 to the Training Officer
Send LSV copy of signed F14 to LSV
Send to DO

o Completed work cards

o Completed answer sheets

o DO copy of signed F14

o All remaining assessment resources

If you have any questions please don’t hesitate to call (Insert name and Phone here)
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