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SENIOR OFFICER UPDATE FORM

SENIOR OFFICERS
The Senior Officer is a School Principal or the most senior person in a Youth/Community organisation.

n	 	I agree that our organisation will comply with the requirements of The Duke of Ed as set out in the Handbook for The Duke of 
Edinburgh’s International Award - Australia (see dukeofed.com.au) and will follow NSW Divison policies and procedures

n	 I acknowledge the Award Leader Roles and Responsibilities as listed on the back of this form.

Senior Officer Signature

Date

Privacy statement
Sport and Recreation will collect and store the information you 
voluntarily provide. Any information provided by you will be stored on 
a database that will only be accessed by authorised personnel and is 
subject to privacy restrictions. The information will only be used for the 
purpose for which it was collected. Any information provided by you 
to Sport and Recreation can be accessed by you during standard office 
hours and updated by writing to us or by contacting us on 13 13 02.
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	Added to Management Notes

For more information call 13 13 02
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Award Leader Roles and Responsibilities 

(adapted from part 2.2.1 of The Duke of Edinburgh’s International Award - Australia Handbook (2014 v2), (“The Handbook”))

Each Award Unit must appoint an Award Leader. An Award Leader is a Volunteer# who is the main contact for the Award Unit,  
and is responsible for running The Duke of Ed in that organisation. In large organisations, there may be other Volunteers who  
assist in the running of The Duke of Ed – these people are usually called Assistant Award Leaders.

Award Leaders play a crucial role in the success of The Duke of Ed program – without them there would be no Award. The Award Leaders role is to engage young 
people (Participants) in the program, and to encourage and inspire Participants throughout their Award journey.

Award Leader Roles and Responsibilities:

1. Awareness of and compliance with NSW Child Protection Legislation requirements.

2. Agreeing to The Duke of Ed Volunteer Code of Conduct (please refer to the NSW Assessor Commencement Guide, The Handbook or www.dukeofed.com.au for 
the latest version).

3. Developing and implementing strategies for attracting a broad spectrum of young people to participate in The Duke of Ed.

4. Advising, guiding and assisting young people to participate in The Duke of Ed.

5. Ensuring members of all groups within their organisation are considered and catered for wherever possible.

6. Considering the engagement of adolescents experiencing a lack of motivation and direction.

7. Providing young people access to registration (via the International Online Record Book or printed Participant Application Form) and the distribution of other 
literature/resources as required.

8. Encouraging Participants to choose a diverse and challenging range of activities, and approving their program (activity selection).

9. Assisting Participants to find suitable Assessors and Supervisors.

10. Checking Assessor and Supervisor suitability (ie experience and/or qualifications), approving them and keeping a record of all Volunteers, including Assessors 
and Supervisors.

11. Arranging or undertaking training and/or briefing of Volunteers including other Award Leaders, Assessors and Supervisors.

12. Ensuring all Volunteers (ie all Award Leaders, Assessors and Supervisors) meet NSW Child Protection Legislation requirements

13. Ensuring all Volunteers have agreed to the Volunteer Code of Conduct.

14. Keeping records of Participants and Volunteers approved by their organisation.

15. Assisting Participants with using the International Online Record Book and logging their activities as required.

16. Pre-approval and final sign-off of all activities, including all components of the Adventurous Journey.

17. Assessment and approval sign-off on behalf of the Award Unit (note - Awards are also subject to a further review process by NSW Division).

18. Encouraging Participants to complete their Award, and progress to the next level where possible.

19. Liaising and, where appropriate, coordinating activities with other Award Units of The Duke of Ed in their area.

20. Ensuring that Awards achieved are authorised and presented in accordance with NSW Division policies.

21. Arranging Award presentations as required (note: Gold Award presentations are coordinated by NSW Division).

22. Publicising and promoting The Duke of Ed.

23. Exercising appropriate duty of care regarding the safety and wellbeing of their Participants.

24. Managing the operation of The Duke of Ed within their Award Unit.

25. Maintaining and upholding the principles and national policies of The Duke of Ed (as provided for in The Handbook).

26. Ensuring the operation of The Duke of Ed meets the requirements of the International Declaration and Principles (please refer to section 10.3 of The
Handbook).

27. Ensuring that any documents, collateral, website pages or other items that utilise The Duke of Ed logo meet all requirements of the Brand Identity Guidelines 
(available from the National Award Authority).

28. Ensuring that all new materials that utilise The Duke of Ed logo and which contain interpretive content* regarding The Duke of Ed is approved by the National 
Award Authority prior to being circulated. A copy of all such materials will be retained by the National Award Authority for reference purposes.

29. Undertaking their role as an Award Leader in a safe work environment. This includes: taking reasonable care for their own health and safety; that their conduct 
does not adversely affect the health and safety of others; that they comply with any reasonable instructions relating to health and safety; and that they 
cooperate with any reasonable policy or procedure relating to health and safety that applies to them, their colleagues, people they are supervising or who are 
considered to be in their care.

* Interpretive content refers to any information published by The Duke of Edinburgh’s International Award - Australia which has been re-worded

# For the purposes of The Duke of Ed, a “Volunteer” means anyone over the age of 18 who assists with The Duke of Ed, either in a paid or unpaid capacity. This includes all Award Leaders, 
Assessors and Supervisors.

If you have any questions regarding these Award Leader Responsibilities please contact 13 13 02.

For more information call 13 13 02
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