
RESPONSIBILITIES OF A USER UNIT 



u Encourage young people 
between 14 -24 to join the 
Scheme

u Provide introduction and 
talks

u Provide Record books and 
other Award literature

u Provide guidelines for 
participants to start and 
complete the Scheme

u Organize Award activities, 
training and assessment

u Obtain parental consent for 
participants

u Recruit volunteers, appoint 
instructors and assessors

u Keep and update records
u Liaise with the Award Office and 

other OAs/UUs in the running of 
courses

u Arrange insurance coverage if 
necessary

u Approve the activity plan for 
Bronze and Silver levels

u Authorize the Bronze and 
Silver Awards

u Submit the statistical return 
half-yearly to the Award 
Office 

Publicize the Scheme



USER UNIT LEADERS WORK TIPS



1. Getting to 
know AYP

2.Registratio
n

3.Choose 
activities

4.Prepare 
activity plan and 
invite assessors

5.Activities 
approval

6.Conduct 
activities

7.Record 
activity 
hours

8. Sign and 
endorsemen

t

9.Receive 
certificate

Participants’
Award Journey 



Familiarisation with the Award Scheme 

uFamiliarise yourself with the essence, purpose and 

general principles of the Award Scheme. 

uRead AYP handbook and guide book

uParticipate in the training courses of UU leaders

uIf you have any questions, please enquire with your 

respective OAs/Award Offices.



Promotion and Recruit participants 

1. Request for Award publicity materials/literatures

uLeaflets and posters

uAward literatures such as AYP handbook and guide book

2. Arrange regular promotion and borrow 

promotional materials 

uBorrow publicity materials：Roll-up banners and other 

promotional materials

uAward souvenirs and products 



Promotional Materials 

Leaflet Roll-up Banner



Promotion and Recruit participants 

3. Open recruitment of participants

uEncourage and assist young people between 14-24 to join the Scheme.

uOrganize orientation talks

uProvide AYP Record Books

u“Green Bird in Action”



Administration Procedure



Purchase Record Book
1. Assisting participants in purchasing and filling out record 

books 

uMember Registration / Enrolment / Archives

uRecord books must be purchased through the respective OAs, $35 per 

book (insurance included).

uRecord book should be completed under the guidance of UU leaders

uNeed to ensure that all the details are absolutely correct

2. Obtain parental consent for those participants who are 

under the age of 18

u Parental Consent Form 



To be Completed by 
UU Leader

UU 

info
rm

atio
n



Participant Information and Activity 

Progress

uRecord the basic information of participant 

uRecord the activity progress of 5 sections



Arrange Activities

1. Understand participants' interests and suggest suitable 

activities

uActivities in leisure time

uGive guidance to the participants and assist them to fulfill the Award’s 

requirements.

uSuch as activities conducted by Award Office and the existing 

activities that participants themselves are involved

2. Incorporating the programme into other activities 

uCo-operate with the objectives of the OA to which the UU belongs

uExpansion of Existing Activities



Arrange Activities

3. Organising activities

uAdventurous Journey Course

- Contact AYP staff



Funds and Subsidies



• To encourage and promote Award activities carried out both locally and elsewhere (5 

sections)

• Applications must be submitted to the Award Office two months before the programme

commence

• Subsidy half of the activity expenditure

• The maximum fund grant for each participant in the same activity is HK$3,000 and the 

maximum grant is HK$50,000.

• Applications are open in May and November each year. 

(Applications are accepted throughout the year, but the amount approved will depend on 

the prevailing balance)

AYP PROGRAMME FUND 



• Applicants must be AYP participants/volunteers undertaking AYP’s 

international exchange programmes or training

• Refer to those programmes held outside Hong Kong and with most 

of the time for the participants to get along and communicate with 

the participants/residents of the territory or other parts of the world

• The maximum grant is HK$3,000 for each participant in the same 

activity

• First priority will be given to applicants who are in need of financial 

assistance

• Applications are accepted all year round and must be submitted at 

least 6 weeks before the programme commenced

DR. IRENE TANG AYP INTERNATIONAL
EXCHANGE PROGRAMME FUND 



• For OAs/UUs participating in AYP Flag Days

• For purchasing necessary equipment for organizing 

events and activities.

• Maximum amount of grant: HK$50 x number of 

volunteers for AYP Flag Day

Equipment Fund



RECRUITMENT OF ADULT VOLUNTEERS 

uRecruit volunteers

uAppointment of instructors/assessors

uAdventurous Journey Instructors Central 

Registration Scheme (CRS)

uBuy insurance for adult volunteers

uHandle allowances for instructors and volunteers 

after the completion of the programme

uVolunteers recognition and appreciation



Participant Programme
Guidance and Assessment

Instructors: participants should be instructed by experienced or qualified persons

Bronze and Silver – instructors must be approved by UUs

Gold - instructors must be approved by OAs

Assessor: assessment should be carried out by qualified persons

Bronze and Silver – assessors must be approved by OAs

Gold - assessors must be approved by respective section panels



Responsibilities of Assessors

Before the activity starts, assessor should…

u Review the plan and give advice

u Discuss method of assessment

During the activity, assessor should…

u Meet with participants regularly to understand the 

progress of their activities.

u Discuss the progress with the participants and give 

them advice or guidance

u Assist participants to deal with problems encountered

Before the activity ends, assessor should…

u View the activity log and evaluate it using the 

method of assessment 

u Give comments and sign the record book



Activity Approval and Record

uProactively understand the details of participants' 

planning/approve the plan

uFollow up the progress of participants during the 

programme.

uRecord and guide participants to complete the activity log

uRecord participants' progress on the “Record Sheet”.



Encourage Participants to 
Complete Planned Activities 

uPatiently answering enquiries 

uProvide encouragement and support to 

participants

uAssisting participants to transfer to other 

units and applying for upper age extension



Transfer to Other 
Operating Authorities

uComplete page 5 of the 

Record Book

uSubmit to the OA 

representative for checking 

and signing

Tick the completed 
sections

OA representative 
checked and signed



Transfer to Local 
Operating Authorities

u After complete page 5 of the Record Book, the 

participant shall then forward the Record Book to 

the OA which he/she intends to join for necessary 

registration procedure

u The new OA/UU checks page 5 of the Record Book 

and write new OA/UU information on page 3 for 

the participant



Transfer to Another 
Country
uComplete page 5 of the Record 

Book and forward it to the 

Award Office for further 

arrangements. Award Office 

will provide a transfer form to 

be completed by the 

participant

Tick the completed 
sections

OA representative 
checked and signed



Application for 
Upper Age 
Extension

uShould submit the 

application to the Award 

Office two months before 

the 25th birthday of the 

applicant



Activity Completed 

uHandle instructor's allowance and 

sum up programme finance

uSigning of record books by 

assessors

uAssist participants in applying for 

activity plan endorsement from the 

section panel (Gold Level).

Submit all necessary documents, e.g. activity reports, 
certificates of attendance (if any), course certificates (if 
any), etc., and have them endorsed by the UU leaders 
to the section panel member.



Award 
Authorisation/Presentation 
uThe award will be authorized by the OA after participant 

complete all the sections

uApply for certificates and badges from the Award office

uThe OA/Award Office will arrange for the presentation of 

certificates and badges on suitable occasions or at award 

presentation ceremonies

u Gold award presentation ceremony

u Silver award presentation ceremony

uCertificates and badges can be awarded by self arrangement.



Award 
Authorisation/Presentation 

Bronze Silver Gold
(1) OA representative fills in the page “Award

Authorisation” of the Record Book.
Activities endorsed by each
Section Panel.

(2) Complete the 
“Notification of 
Attainment of Bronze 
Award” and return to 
the Award Office.

Complete the 
“Notification of 
Attainment of 
Silver/Gold Award” 
and return to the 
Award Office.

Complete the “Notification 
of Attainment of Silver/Gold 
Award” and return 
together with the Record 
Book to the Award Office.



Notification of Attainment 
of Bronze Award

uTo be completed and submitted 
by the UU leaders



Notification of 
Attainment of 
Silver/Gold 
Award



Application for 
Certification of 
*Silver/Gold Award 
Attainment



Maintain Close Liaison with the 
OAs and Award Office

u Handle of complaints about the Award Scheme

uComplete and submit the Half-yearly Statistical form



Half-yearly 
Statistical Return

uNew Entrant

uDrop Out

uAward Leader



uOperational and administrative support

uParticipant, volunteer and Award leader 

training

uPromotion and Recognition

Support from Award Office



http://www.ayp.org.hk

award@ayp.org.hk

AYP.HK

AYP.HK

http://www.ayp.org.hk/
mailto:award@ayp.org.hk


Service Units

Kowloon Award Centre
2157 8600

HKAYP
Jockey Club Expeditions Centre
2791 4321

N.T. Award Centre
2638 4655

Jockey Club Duke of Edinburgh 
Training Camp
2657 1012



Q & A
Thank You!Thank You


