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•	 Fill	in	the	Participant’s	ID	number	and	the	
level	you	are	assessing	the	participant	for.

•	 Click	on	the	[CHECK]							button.

•	 Select	the	section	you	are	assessing	and	type	in	
the	activity	the	young	person	undertook.

•	 Fill	in	the	Assessor’s	review/comments	to	provide	
positive	details	about	the	participant’s	progress,	
development	and	successes.

•	 When	you	have	completed	the	form	(items	
marked	with	a	*	are	mandatory),	type	in	the	
security	code	(the	code	is	case	sensitive).	

•	 If	you	have	more	Assessor	Reports	to	add,	tick	
the	box	to	save	you	re-entering	basic	information.

•	 Click	on	the	[SUBMIT				button.		This	will	send	
your	report	to	the	participant	and	their	Leader.  If	
you	have	made	a	mistake	or	want	to	start	afresh	
you	can	click	on	the																		button.

•	 After	submitting	your	report	you	will	be	taken	to	a	
page	where	you	can	then	choose	to	add	another	
report	or	clear	a	previously	entered	report.

Thank you for being an Assessor!


