RESPONSIBILITIES OF A USER UNIT



Publicize the Scheme

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

€4 Provide introduction and
talks

&4 Provide Record books and

other Award literature

4 Provide guidelines for
participants to start and
complete the Scheme

€ Organize Award activities,
training and assessment

4 Obtain parental consent for
participants

€ Recruit volunteers, appoint
instructors and assessors

€ Keep and update records

4 Liaise with the Award Office and
other OAs/UUs in the running of
courses

€ Arrange insurance coverage if
necessary

€ Approve the activity plan for
Bronze and Silver levels

& Authorize the Bronze and
Silver Awards

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




USER UNIT LEADERS WORK TIPS



Participants’
Award Journey

7.Record
activity
hours

6.Conduct 1. Getting to
activities know AYP

8. Sign and

endorsemen 2.Registratio
t ]

4.Prepare
activity plan and
invite assessors

9.Receive
certificate

3.Choose
activities



Familiarisation with the Award Scheme

& Familiarise yourself with the essence, purpose and

general principles of the Award Scheme.

¥ Read AYP handbook and guide book

@ Participate in the training courses of UU leaders

@If you have any questions, please enquire with your

respective OAs/Award Offices.




Promotion and Recruit participants

1. Request for Award publicity materials/literatures
@ Leaflets and posters

€ Award literatures such as AYP handbook and guide book

2. Arrange regular promotion and borrow

promotional materials

€ Borrow publicity materials : Roll-up banners and other

promotional materials

€ Award souvenirs and products




Promotional Materials
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Promotion and Recruit participants

3. Open recruitment of participants

®Encourage and assist young people between 14-24 to join the Scheme.
€ Organize orientation talks
@ Provide AYP Record Books

€ "Green Bird in Action”




Administration Procedure



Purchase Record Book

1. Assisting participants in purchasing and filling out record

books

7

€ Member Registration / Enrolment / Archives

B Ryt gy

# Record books must be purchased through the respective OAs, $35 per "“,‘l’g{f{:’gv';%ﬁgy&m

book (insurance included).
@ Record book should be completed under the guidance of UU leaders

® Need to ensure that all the details are absolutely correct

2. Obtain parental consent for those participants who are

under the age of 18

Msent Form . .



8 AE R
PARTICULARS

i
NAME

1T OPERATING AUTHORITY

3 ENGLISH i3z CHINESE
(OMBHE 54788 FRRm k4 Name as shown on ID Card)

Hirdik
ADDRESS

o (F42 Mobile) -~
TEL.NO ({£= Home) SEX

ETEIE
EMAIL ADDRESS

e
NAME
Fusiin
ADDRESS
TEL. NO.
#& HHI(E/A/F)

DATE OF ISSUE(D/M/Y)

(BE LB RTE ABER)
(To be completed by the Authority issuing this book)

HITE & USER UNIT

B
NAME

bubiin
ADDRESS

s HEI(B/B/F)
DATE OF BIRTH (D/M/Y)

SHIER
LEVEL OF ENTRY

TEL. NO.

SEEES
REFERENCE NO.

(H e fTERIE® For Operating Authority use only)
ATFEHELLE 5 FER/E] LI -

If found, please return to the above address.

* LA EFTREEMEER -

* All the information above must be completed.




O Bronze O Silver (Direct Progressive) T Gold (Direct Progresamve)

Name :
Gender : Age: Date of Birth (dd/'mm/yyyy) :
Phone No. : (Mobile) (Home)

Email :
Address :

Are you new participant? I = Yes I O No | Your original OA

Emergency Relationship : Phona No :
Brdis,

Contact :

Participant aged under 18 needs Parent’s Consent
Parent’s Name : Parent’s Signatare

° o o o o
P I f A Perzonal Inf; jon Collection § :
a rt I C I pa n t n 0 r m a t I o n a n d Ct IVI ty .fl];our p;sﬁgfommtg:!\lm?lde?ﬁm for The Hong Kong Award for Youns People to process your application of

jomning YAU or activity. We would also keep your personal information for the purpose of handling research, fundraizing
appeal, collecting feedback, activity promotion 2nd communication. If you would like to update your personal information,
please call 21568610.

P ro g re S S T I would not like to receive any update from the Award Scheme.

Activity Progress (Please fill in your progra:s) :

Participant’s Signature :

Level .
. Bronze Silver Gold
. . . ° . Section
€ Record the basic information of participant m— pp— pe—— prw—
Date Started - Date Started - Date Started -
. . . Date Ended - Date Ended - Date Ended -
@ Record the activity progress of 5 sections sl Aciviy Aciviy Aciviy
Date Started - Date Started - Date Started -
Date Ended - Date Ended - Date Ended -
Expeditions Activity : Activity : Actvity :
Date Started - Date Started - Date Started -
Date Ended - Date Ended - Date Ended -
Phyzical Activity : Activity : Activity :
Reacreation
Date Started - Date Started - Date Started -
Date Ended - Date Ended - Date Ended -
Residentizl Project Actvity :
Date Started -
Date Ended -
Year of Attainment




Arrange Activities

1. Understand participants’ interests and suggest suitable
activities

& Activities in leisure time

€ Give guidance to the participants and assist them to fulfill the Award:
requirements.

#Such as activities conducted by Award Office and the existing

activities that participants themselves are involved :0‘0

2. Incorporating the programme into other activities
@ Co-operate with the objectives of the OA to which the UU belongs

€ Expansion of Existing Activities




Arrange Activities

3. Organising activities

€ Adventurous Journey Course

- Contact AYP staff



Funds and Subsidies



AYP PROGRAMME FUND

« 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)



%ﬁ‘é‘ﬂiﬁi}%ﬂl

DR. IRENE TANG AYP INTERNATIONAL
EXCHANGE PROGRAMME FUND .
aﬁﬂ:l:AYleﬁlﬁﬂ

° App|icants must be AYP partiCipantS/VO|UnteerS Undertaking AYP, S Dr. Irene Tang AYP International Exchange Programme Fund

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 Te  BRERRE . o
o BRAABRRERRVETE
assistance v EER ey kit

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

least 6 weeks before the programme commenced



Equipment 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




RECRUITMENT OF ADULT VOLUNTEERS

@ Recruit volunteers
€ Appointment of instructors/assessors

€ Adventurous Journey Instructors Central
Registration Scheme (CRS)

€ Buy insurance for adult volunteers

& Handle allowances for instructors and volunteers

after the completion of the programme

€ \Volunteers 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... Before the activity ends, assessor should...

@ Review the plan and give advice € View the activity log and evaluate it using the

€ Discuss method of assessment method of assessment
€ Give comments and sign the record book

During the activity, assessor should...

€ Meet with participants regularly to understand the

progress of their activities.

€ Discuss the progress with the participants and give

them advice or guidance

€ Assist participants to deal with problems encountered



Activity Approval and Record

@ Proactively understand the details of participants’

planning/approve the plan

@ Follow up the progress of participants during the

programme.

®Record and guide participants to complete the activity log

®Record participants' progress on the “Record Sheet” .



Encourage Participants to
Complete Planned Activities

N,

& Patiently answering enquiries

€ Provide encouragement and support to

participants

@ Assisting participants to transfer to other

units and applying for upper age extension




Transfer to Other

Operating Authorities

¢ Complete page 5 of the

Record Book

€ Submit to the OA
representative for checking

and signing

Tick the completed

sections

OA representative

checked and signed

P BT
: PRESENT OPERATING AUTHORITY

D EShMbaE (AER)
: OVERSEAS ADDRESS (IF APPLICABLE)

P
! NAME

S HEA(E/BIE)
: DATE OF BIRTH (D/M/Y)

Pems @ V)
i PROGRESS TO DATE (PLEASE v)

ilrte |secTions

HHE
BRONZE

HRE
SILVER

BE
GOLD

il [sERvICE

: [ 521 [ExPEDITIONS

HES I B

; FE4ERE B | PHYSICAL RECREATION

: | @884 % | RESIDENTIAL PROJECT

: | =82 [ AWARD GAINED

sz =
: SIGNED

DATE

P (M)
i NAME (IN BLOCK LETTERS)

S R
POSITION HELD




Transfer to Local
Operating Authorities

& 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

@ The new OA/UU checks page 5 of the Record Book
and write new OA/UU information on page 3 for

the participant

#fTEE OPERATING AUTHORITY

e
NAME

ubiin
ADDRESS

BE5E
TEL. NO.

He HHI(E/R/%)
DATE OF TRANSFER (D/M/Y)

BT ES USER UNIT

Eati
NAME

kil
ADDRESS

EE
TEL. NO.

* DL ERVEEELNFEEE -

* All the information above must be completed.

* WEGEEBARTEFENSIEZH -

* For participant who has transferred to a new OA.



Transfer to Another
Country

€ Complete page 5 of the Record
Book and forward it to the
Award Office for further

arrangements. Award Office

Tick the completed

will provide a transfer form to SECtions

be completed by the

participant

OA representative
checked and signed

P

: NAME
R IR

E DATE OF BIRTH (D/M/Y)
P mmeTe

: PRESENT OPERATING AUTHORITY

P gt (EA)
: OVERSEAS ADDRESS (IF APPLICABLE)

P G V)
: PROGRESS TO DATE (PLEASE v)

e

SECTIONS

B
BRONZE

HRE
SILVER

BE
GOLD

S

SERVICE

e

EXPEDITIONS

T

SKILLS

(| EERE

PHYSICAL RECREATION

(mraE

RESIDENTIAL PROJECT

B

AWARD GAINED

Es

: SIGNED
Pks (Ef)

: NAME (IN BLOCK LETTERS)
£ B
§ POSITION HELD

HE
DATE




Application for
Upper Age
Extension

€ Should submit the
application to the Award
Office two months before
the 25th birthday of the
applicant

TO

THE HONG KONG AWARD FOR YOUNG PEOPLE

Chief Executive Officer

The Hong Kong Award For Young People

Nos, 301-309, 3/F., Lai Kwai House

Lai Kok Estate, Cheung Sha Wan
KOWLOON

On behalf of the below named candidate. I hereby submit an application for upper age
extension. Particulars of the candidate are as follows:

1. Name: (English) (Chinese)
2. Correspondence Address:
3. Telephone No: (Mobile) (Residence)
4. Email Address:
5. Date of Birth: (day/month/year)
6. Name of Operating Authority:
7. Name of User Unit:
8. Level of Entry: * Bronze / Silver / Gold (* delete as appropriate)
9. Date of first registration as participant: (day/month/year)
10.  Activities undertaken with dates:
Bronze | Month/year of
Level | Completion
Silver | Month/vear of
Level | Completion
\\\»»\ Date Month/year of Month/year of Amlc‘npmed
~ n R i Month/year of
r T Commencement Completion 3%
Sections ~_ Completion
Gold o
Level (a) Service
(b) Expeditions
(¢) Skills
(d) Physical
Recreation
(e) Residential
Project
201455001 1

1. Period of Extension Requested:

{months) as from

12.  Reasons for Upper Age Extension:

12. Recommendation from Operating Authority:

Signature of
OA Representative:

Name:

Date:

N.B. This form should be submitted to the Award Office two months before the candidate's 25"
birthday with the candidate’s record book photocopies (the first page and the completed Gold
Level Sections).

201455701

=



Submit all necessary documents, e.g. activity reports,
certificates of attendance (if any), course certificates (if

ACtiVity CO m p I eted any), etc., gnd have them endorsed by the UU leaders

to the section panel member.

) B & R 5 |
BRONZE: SERVICE

® Handle instructor's allowance and & BB ALY (3h) &

ACTIVITY GROUP .~ ol
FREEHM (B/AE) [2:9. LY

: DATE STARTED (DIV/Y)
sum up programme finance =R EE (5174 3. 3. 202
DATE COMPLETED (DWY) "
AISRERIE L (3 TAHREE AR
TRAINING ORGANISED BY (FOR GP 2 & 3)

#Signing of record books by s
TESMRAABNE S EEREAR) e
assessors (FORGP28&3)

3
o

FZEHEE
ASSESSOR’'S REPORT

@ Assist participants in applying for

activity plan endorsement from the $LHEL TIFEYL PLA

section panel (Gold Level).
LEHAS D ETER GRS R & B2 =20 -

Where practical service has been given, it is certified that 3

counselling sessions were held.

wE 2 B 7, g
SIGNED N S
4 () gt
NAME (IN BLOCK LETTERS) i ?" #
g 2 B

INTERNATIONAL AWARD gg;LlFlCATION /.} # A ," [ \T

e .



Award
Authorisation/Presentation

@ The award will be authorized by the OA after participant

complete all the sections

@ Apply for certificates and badges from the Award office
€ The OA/Award Office will arrange for the presentation of

certificates and badges on suitable occasions or at award
presentation ceremonies

€ Gold award presentation ceremony
@ Silver award presentation ceremony

# Certificates and badges can be awarded by self arrangement.




Award
Authorisation/Presentation

Bronze

Silver

(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.




of Bronze Award

SESTFRRIETE

THE HONG KONG AWARD FOR YOUNG PEOPLE

13 M ° $ % A% 55 R B S
N ot I fl c a t I o n Of Att a I n m e n t NOTIFICATION OF ATTAINMENT OF BRONZE AWARD
#ITH
Operating Authority
TR S
User Unit
sk
Address
HAEA AR
Contact Person Contact No.
bt i
Email Fax No.

‘ To b e C o m p I ete d a n d S u b m itte d FITRETL T 2INA E e R R 5 B4R & PRER B i2 SRS 2 R ERE -

by the UU leaders

The Operating Authority hereby certify that the below participants have completed the
requirements of all sections of Bronze Award, and all the information stated is correct.

Full Name [ & 5 ES

(RMIFE 543 - AOFERIRRE - Please enter the name as recorded in the Hong Kang Identity Card) | Gender Age

5

6
* ZINFEPEER 14 AR o343 - Minimum age for attaining Bronze Award is 14 and half years old.

HITRARES RTRARES =i
Name of OA Representative  Signature of OA Representative Date

FOR OFFICE USE ONLY:

Received date: Checked by:

RS R F MRS ER (il ¢ WEER EIRERIGEZIR 3 4% 301-309 &)
PLEASE COMPLETE AND FORWARD TO THE AWARD OFFICE
(Add.: Nos.301-309, 3/F., Lai Kwai House, Lai Kok Estate, Cheung Sha Wan, Kowloon)

Updated on 11/07/2012



"RE/EERERBHE L 102 S RIS S0 - RIS ENIR R A (517

Aa\nc: und:s.i(m vl e chm: docmmeman xnd ocrnrjmm (DDMM/YY):

NOTIFICATION OF ATTAINMENT OF *SILVER/GOLD AWARD S SECTION Simi BRONZE | % SIVER | 2@ GOLD

E&H ci
B2 sxrmuxswm SHEEM®T ) A Aty
Part | This Part to be Compisted by Participant (Pleass use BLOCK LETTERS) Service I
_'l'_v"_
&2 (3% Dase of Comglesiony
Name in English (IR R - TRIUAES - Voo srtse scaToe sk yax MIGO Card | AR
& . Adventurouq == T
ge (p) D of Comemsanarset
. . Journey
Name in Chinese
pesg EHh BEH
i Skill
Gender Nationality s
[ [ J o —
A0 =
Notification o OuectBitn T mamIErew e Age -
- Physical
° A (3EY) Recreation
Attainment o ——
N . MR EEH |
WalE-(Lifpdmanmg fy
Y 2 ( F . v#: - Py - - Residential |72 07
E-mal Address (For receving latest news of Award Presentstion) Project e
I Ve r O welmad (%) (Fiomsz) Dasie of Comgiesiord
Contact Numnber (Home) (’l‘Oblb) I Dater: HREEE Pxfcpyls Sigutre:
S T tngd —
TR O =) FHEN A NKRSFSEREs | d=ayee 0 jon Awsrd Network.
Name of Operating Authority ~ - e A R
o P28 TIOBTELASNETIONRNE  BHEHELIEMRARRTE H LW ER
FBRITRES Part 1l | heretry corffy St e shove paicpar hes completed $e requrements of ol secions of
Name of User Unit *Siver/Gad Award, and 3l e information stwled s correct.
B l AR HHENLY) ér'-'iﬁ'a: E -~ TR NiE E
Levelof First Emry (Flease tick) Bronze Direct Silver Direct Gold = =y —
&i.kﬁ"*t Name of OA Regresentsive ng.re d OA Regressisive Daster
= FOA RN . KRS OUTING R - 0 GBS S ARSI BN - AT AR R R AR
M*l*‘ c st COTINRIL S A - ROITTA R SRR T U RIS - AT DR IR A R - 10 L SR 2 B MRS TRERW IS (ithl - MBS L ARTRITEG T 3 17 301-309 3¢
ETA PLEASE COMPLETE AND SUBMIT TO THE AWARD OFFICE

[/ % % 301300, 3F. Lal 0, La . . s .
Notics for C of Par (ocress: Nos 301309, 3F., Lal Swal House, Lal Eae Estae, Chaung Sha Yian, Kowloon)
“Fiwe Mg Kongg Avee o for Young Peaphd’ wil i s sl e ¢ o bacind (o pr ooecng of U v d s odome. i A v d N wer k et
ey st el sectivEBes. Wi ey o backa e your parnairsd s o ciise AYT® nebdsd patise n L scosscan wi of your appsdion o [ ovedan of FOR OFFICE USE ONLY:
erviow 10 you Wi moey e o rviaen it vsed pareorse | dla (o sddbd o] nd comemunic Won puapoes. Shodd you fees ey e e el [ or egaed
for comedion of your pesersd i phecss confaec [ Avsed O0os n witeg

Checkex by Aporoved by (Chied Exacogive Offcor)

tADED
. WATEERATONAL KA funan:
THE ATEERATORAL SAMD Tl 1L E




The Hong Kong Award for Young People
Application for Certificati £ *Sil Gold A | Attai |
1. Criteria for Application:
This form is only eligible for applicants who have:
1.1 submitted the Notification of Silver/Gold Award to the Award Office; AND
1.2 fulfilled all the Award requirements; AND
1.3 sufficient reasons to get the certification before the Silver/Gold Award Presentation.

2. Application Fee:
HK$20

3. Personal Information of Applicant (Please fill in BLOCK letters):

Name: (Family Name) {Second Name)

A p p I i C a t i O n fo r Sex: _____ Operating Authority / User Unit:
Certlflcatlon Of HK ID No. Contact Phone No.

*Silver/Gold Award |
Attainment

4. Reason for Application:

5. Method of Collection of Certificate of *Silver/Gold Award Attainment
(Please¥):

[ Mail it to the above address [ Collect it in person at the Award Office
(Please call the Award Office for arrangement)

Signature:
Date:

* Please delete as inappropriate

Please send this form, together with the application fee (crossed cheque payable to The
Hong Kong Award for Young People) to the Award Office at Nos. 301-309, 3/F., Lai Kwai
House, Lai Kok Estate, Cheung Sha Wan, Kowoon. Please note that e-mail and fax
application will not be accepted. For enquiry, please call 2157 8600 .



Maintain Close Liaison with the
OAs and Award Office

€ Handle of complaints about the Award Scheme

& Complete and submit the Half-yearly Statistical form



\&J
COC-0A —Form B
THE HONG KONG AWARD FOR YOUNG PEOFPLE

Half-yearly ' e

® o Tobe submitted co oebefore ____ April to : Award Operating Authority
t a t I St I C a et u r n olo No. 301-307, 3/F., Lai Kwi House, Lai Kok Estate, Cheung Sha Wan, Kowlcon.
Nama of User Unit :
Statistical report foc the peried : To
1. Membership
4 New Entrant . e B F—
e : Total [incl. lestractoes/
Male |Femalo| Male |Female| Male |Female Assemsors (Nate 3)
Total m0. Bf rom
lastperiod I
‘Drop Out o ofoow s |
(Nots 1)
No. of drop-outs |
(Node 2)
Total no. as at end
¢ Award Lead o
0L AYF sctivitics during the period (Plesse use separats sheels if necessary)
I Ramarks :
Dats Prepared by .-




Support from Award Office

€ Operational and administrative support

& Participant, volunteer and Award leader

training

€®Promotion and Recognition



http://www.ayp.org.hk

award@ayp.org.hk

AYPHK
AYPHK

ERETEIFMASTEMN

Award Handbook Updates



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

Service Units

% ééaiéﬁﬁbd’!ﬂ

THE HONG KONG AWARD FOR YOUNG PEOPLE

HKAYP
, — Jockey Club Expeditions Centre , By =
S S (I =& _ 27914321 Jockey Club Duke of Edinburgh

- 2157 8600 Training Camp

—N.T. Award Centre
2638 4655




Thank You
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