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OPERATING AGREEMENT

Between Essex County Council Operating Authority

and ..................…………………………….. DofE Group - 2012-2014
This agreement sets out the arrangements and requirements by which The……………………………………………………..… Duke of Edinburgh’s Award Group will operate DofE under the Operating Authority licence as granted to Essex County Council by the National DofE Office.  This certification of the DofE Group clearly states the expectations from both the Group and the Operating Authority.

THE D of E GROUP WILL AGREE TO MEET THE FOLLOWING REQUIREMENTS:

STAFFING

· Appoint a DofE Leader who will be the contact between the Group and the Operating Authority.

· The DofE Group will ensure that they have sufficient staffing (voluntary or paid) to run DofE activities safely.

· Ensure the DofE leader attends the required training and updating opportunities, as offered by the Operating Authority and Regional / National DofE.

· All appointed DofE Leaders will take part in the Operating Authorities Induction programme for new DofE staff – ‘Introduction to DofE’.

· The DofE leader will meet with the Area DofE Coordinator at least two times a year as part of the monitoring arrangements of DofE in their Group.

· The DofE Group will inform the Area DofE Coordinator or the County DofE Manager about any change in DofE Group Leadership and changes in contact details.

MEETINGS & PRESENTATIONS
The DofE Leader:
· Or their nominated representative will attend the local Duke of Edinburgh’s Award Leader meetings, to be held 3 times a year.

· Will support the delivery of DofE by planning and holding Award presentations in their school or area as appropriate.

· Will ensure that the Group is represented at the Annual Gold Presentation in order to support their Gold achievers.
· Will inform the Operating Authority of any VIP’s they would like invite (Headteachers, Governors etc).
INSURANCE

· The DofE Group will ensure that they have adequate insurance cover for all aspects of DofE organised by them.

· The Operating Authority License Holder will ensure it has adequate insurance cover for all activities directly organised by them.

EXPEDITIONS 
· All staff involved in the support or delivery of the expedition section must make themselves familiar with Essex Expedition Codes of Practice 

· The Expedition Leader will ensure that an Educational Visits online submission is made to the Operating Authority within the given timelines set out in Essex Expedition Codes of Practice for approval.
· The DofE Group leader will ensure that all staff and volunteers have completed all relevant sections of the DofE Leaders database on the EVC website prior to participating in an expedition. 

· All expeditions and adventurous activities are to be carried out in accordance with Essex Expedition Codes of Practice.
· The DofE Group Leaders must inform the Operating Authority of Gold expedition numbers with dates and area.
· DofE staff and volunteers must comply with the competencies and qualifications required to deliver or support any DofE expedition operating under the Essex County Council Operating Authority Licence 
PROCESSING OF WELCOME PACKS/RECORD BOOKS
· The DofE Group will keep a record of all Welcome Packs purchased, Awards gained and DofE participants in their Group.

· The DofE Group Leader will ensure that all Record Books/Keeping Track booklets presented to the local Operating Authority contact have been checked and are correct.

· All Welcome Packs issued by the Operating Authority will be logged on eDofE to each named participant.
· DofE Leaders using eDofE will ensure that adequate evidence of participation and completion of each section has been uploaded before submitting for Award approval online.
· DofE Leaders will complete the offline eDofE information before submitting a Keeping Track book for approval. (if not using eDofE).  

· Old style Record Books to be sent in to the appropriate Area Coordinator for Bronze approval and the County Manager for Silver and Gold
MONITORING, EVALUATION AND RECORD KEEPING

· The DofE Group will keep accurate records of all participants for the annual returns and will return the Annual Questionnaire complete and timely.
· The DofE Group will keep accurate records of all staff approved to deliver Award activities and ensure the Leaders database is complete and current.
· The DofE Group will provide other information from time to time as required by the Operating Authority.
FUNDING AND FINANCE
· The DofE Group will provide funding for the activities within their Group, which can come from charges to participants or other sources as agreed within the Group.
· The DofE Group will pay all accounts owed to the Operating Authority within 30 days.
ACCESS TO DofE
· The Group will ensure that DofE is made available to all young people within the DofE age range in their group/school.  The level of staffing available to deliver DofE safely may restrict entrance.

· The DofE Group will ensure that publicity material is available to any participant, parent/guardian or other interested parties.

TRAINING

· The DofE Group will ensure that all staff undertake the necessary training, as appropriate to maintain the correct level of safety and quality of DofE for all young people in their Group.

· All new DofE Group Leaders will attend Essex County Council’s ‘Introduction to DofE’ as well as other appropriate training events
THE OPERATING AUTHORITY will agree to:

MEETINGS
· The Area Coordinators will attend all appropriate meetings, offering advice and disseminating important information.
· The County DofE Manager will hold termly meetings for DofE Leaders operating under the ECC Licence to share information and good practice
INSURANCE

The Operating Authority: 
· Will ensure it has adequate insurance cover for all activities directly organised by them.
· Will provide advice and information on insurance matters for Groups.

EXPEDITIONS

· Will check all wild country expeditions’ application forms and approve those that comply with Operating Authority policies and guidance that are received within the specified time periods.

· Will monitor a random sample of expeditions to ensure that they comply with the expedition requirements.

· The Operating Authority will approve all Leaders, Supervisors and Assessors and Assistants for expeditions.

· Will provide advice and support on rearranging any expedition that cannot be approved.

PROCESSING OF WELCOME PACKS/RECORD BOOKS
The Operating Authority:
· Will only issue Welcome Packs to names and dates of birth.

· Will log all new participants onto eDofE (as from 01.04.2011) for those groups not using eDofE
· Will issue all Welcome Packs and other requested materials within 20 days of the order from the Group being received (subject to availability from the suppliers).
· Will check all Keeping Track/Record Books/online eDofE approvals presented to them for an Award and process or refer as appropriate.
· Will offer advice and support to Leaders and participants when Awards have been referred.
· Will provide certificates and badges for all participants who successfully complete their Award.
· Will organise an annual Gold Award Presentation for all Gold achievers and their families
MONITORING, EVALUATION AND RECORD KEEPING

· The Operating Authority will visit or request information, as part of monitoring the quality of DofE delivery.

· The Operating Authority will feed back their findings to the Group within 20 days of the visit taking place.

SUPPORT AND ADVICE

· Essex County Council will ensure the DofE Group Leader has access to the Area DofE Coordinator.

· The Area DofE Coordinator will meet with the leader twice a year to monitor the DofE Group.

· The Operating Authority will provide the Group with publicity and other material upon request.

· The Operating Authority will ensure that all groups receive copies of the DofE Magazine.
FUNDING
The Operating Authority will:

· Inform DofE Groups of funding sources.

· Offer written support to the Group for any external applications for funding.

TRAINING
The Operating Authority will:

· Provide a programme of induction training for all new DofE workers.

· Facilitate a programme of training needed to deliver the DofE Programme.

· Provide, where possible, training materials to be used in the Group.

· Maintain an A.A.L.A Licence under the terms of the Adventure Activities (Young Person’s Safety) Act.

TERMINATION OF THE AGREEMENT BY the OPERATING AUTHORITY

The certificate is issued to the DofE Group on the grounds that both parties adhere to the requirements placed upon them, and is in force for the period of time stated at the top of the Agreement, normally 2 years.

The Operating Authority will terminate the agreement by giving two months written notice to the Head of the DofE Group stating the reasons why the decision was taken.  The Operating Authority may terminate the agreement for reasons such as:

· The DofE Group fails to adhere to the safety requirements of DofE.

· The DofE Group enters into an activity that the Essex County Council considers inappropriate to young people and DofE.

· The DofE Group has not nominated a specific Group Leader.

· The Operating Authority fails to hold a national Operating Licence.

TERMINATION BY THE DofE Group
The DofE Group can terminate the agreement by writing to the County DofE Manager.  The DofE Group will provide details of all current DofE participants so that they can be offered support by other means.
______________________________________________________________________

I agree to operate The Duke of Edinburgh's Award in my School in accordance with this agreement.

Signed:. ………………………………………….
Signed:………………………….............
Print Name:……………………………………
Print name:………………………………..
Position:……Headteacher………………..….
Position:  DofE Leader
DofE Group:………………………………………                   Date:………………..

The Operating Authority agrees to uphold the agreement by fulfilling its part.

Signed: ………………………………………..Ros Stafford, County DofE Manager 
Date:……………………………………………..
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