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DofE Manager’s pack
For Directly Licensed Centres

This DofE Manager’s Pack has been designed to help DofE Managers in their role. 

It should be used alongside The Handbook for DofE Leaders, which contains all 
the information about DofE programmes, timescales and general information. 

This pack can be downloaded from the DofE Manager’s Resource Zone on eDofE.

Your DofE Regional/Country Office should be your first point of contact if you 
have any questions arising from reading this pack. You should have been given 
the contact details for the Operations Officer responsible for your area of the UK 
and they will be able to help answer your queries.

We hope you find this Pack useful and if you have any comments relating to it, 
please feel free to either let your DofE Regional/Country Office know,  

or send them via email to info@DofE.org.
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The Duke of Edinburgh’s Award is a Registered charity which 
acts as custodian of the DofE. It determines the criteria and 
maintains the integrity and quality of DofE programmes. 

Section 1:
Structure of the DofE

A committee of Trustees manage the charity and 
appoint a Chief Executive who is responsible for its 
administration and operation nationally. Responsibility 
for the operational delivery of the DofE is delegated 
under licence to Licensed Organisations who are 
authorised to grant Awards.

Operating 
Authorities

Directly 
Licensed 
Centres

DofE  
Business 
Partners

National 
Operating 
Authorites

Licensed 
Organisations

Licensed Organisations
A wide range of organisations run DofE programmes. 
After satisfying a number of conditions, they are granted 
a licence to do so. Accordingly, the collective term for 
them is Licensed Organisation (LO). 

The diagram below illustrates the different types of 
Licensed Organisation. See page 7 for definitions. 
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The organisational structure of the DofE

Organisation Person

Please note, these roles are not mutually exclusive. For example:

 - In a small centre there may only be one group and therefore, as a Leader, you may also assume the Co-ordinator role.

 - A school that holds its own licence will be both the LO and the DofE centre. In this case, the DofE Manager and Co-ordinator is 
likely to be the same person, with other DofE Leaders involved with groups.

DofE Leader
The adult responsible for a DofE group. 

They lead, guide and encourage young people, 
agree their programme choices and sign off 
evidence and sections in eDofE (our online 

programme management system). They may 
have other adults (helpers) who assist them.

DofE Co-ordinator
This person sets up and manages the DofE in a 

centre. They support Leaders and oversee groups. 

DofE Award Verifier
 Award Verifiers grant final approval to the 

Awards achieved by participants in eDofE. They 
are completely independent from the delivery of 

DofE programmes to the young people and so 
act as an important, independent quality check.

Trustees and approx. 250 staff
A Licensed Organisation will mainly have contact 

with the DofE Regional/Country Office or, in 
the case of National Operating Authorities, with 

Head Office.

DofE group
A group of ideally 15-20 young people who are 

working on their DofE programmes together with 
one DofE Leader. 

In a large DofE centre they may be grouped by 
peer groups, ages or levels (Bronze, Silver, Gold). 

Groups may be split into teams for certain 
activities, i.e. volunteering or their expedition.

DofE centre
The location where the DofE is run, for example, 

a school, youth centre, young offender 
institution. 

There may be one or more groups at a centre 
depending on the size of the centre/number 
of participants. This may be different for a 
uniformed group like the Scouts or Cadets.

Licensed Organisation (LO)
The Licensed Organisation holds the Licence to 
manage the delivery of DofE programmes and 

verify Awards. 

The DofE charity
Head Office and Regional/Country Offices deal 
with overall policy and central administration. 

A Board of Trustees governs the DofE charity. 
It determines the criteria and maintains the 

integrity and quality of The Duke of Edinburgh’s 
Award. 

DofE Manager
The person in an LO who is responsible for 
the day-to-day delivery of the DofE. A DofE 

centre’s contact may be a local Co-ordinator or 
administrator within the Licensed Organisation 

rather than the DofE Manager. 

There will often be other assistants and staff 
involved.
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Definitions

An Operating Authority (OA) 
This is a type of Licensed Organisation which holds 
the Licence to deliver DofE programmes in a specified 
geographical area (though there may be other Licensed 
Organisations within this area). Operating Authority 
licences are often held by local authorities which offer 
the DofE through their youth services and which support 
a range of DofE centres in their area. 

A National Operating Authority (NOA) 
This is a type of Licensed Organisation which holds a 
licence to deliver DofE programmes to the young people 
with whom they work in one or more of the UK nations. 
Examples include Surf Life Saving GB, The Scout 
Association and the Royal Air Force Air Cadets.. 

A Directly Licensed Centre (DLC) 
This is a type of Licensed Organisation which holds a 
licence to deliver DofE programmes to young people on 
its own premises. Directly Licensed Centres can include, 
for example, schools, academies, colleges, youth clubs 
and young offender institutions, which do not run their 
DofE provision under a licence provided by an Operating 
Authority. 

DofE Business Partner 
A DofE Business Partner is a type of Licensed 
Organisation which offers DofE programmes to a 
number of its employees. 

All of the different types of Licensed Organisation are 
structured in a similar way.

Benefits of becoming a 
Licensed Organisation
As a Licensed Organisation, you are able to offer 
programmes for young people, which gain high public 
recognition and acclaim. 

You will have the use of:

 - A statement of the charity’s vision, mission and 
guiding principles.

 - Effective programmes of personal development for 
all young people.

 - Programmes that attract volunteers, are easy to 
understand and straightforward to run.

 - Programmes that are held in high regard within 
education, by employers, parents and wider 
communities.

 - A licence with periodic review.

 - A quality review system monitored by the DofE.

 - Information, advice, assistance and regular personal 
contact with the charity’s staff to address concerns, 
give access to networks of the charity’s partners and 
sharing good practice.

 - Assistance with systems to support the gathering 
of management information through means such as 
eDofE.

 - Advice and assistance for promoting and working 
with eDofE through a range of resources and staff 
support.

 - A wide range of resources to support delivering 
DofE programmes such as Programme Planners, 
Session Plans, a Leader’s Checklist and templates as 
well as resources available on the online shop (The 
Handbook for DofE Leaders, Programmes Pack and 
promotional literature and the DofE Brand Centre).

 - A wide range of training resources to support 
delivering DofE programmes using a comprehensive 
Modular Training Framework, such as the 
Introduction to the DofE course, e-induction and the 
Expedition Supervisor’s Training Course.
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The Licence
Licensed Organisations hold a licence to offer 
DofE programmes to young people in a designated 
area. Licences are subject to review and Licensed 
Organisations have to satisfy the DofE that they 
understand the full implications of running DofE 
programmes. 

They have to be in a position to safeguard its aims and 
standards, to establish the necessary administrative 
framework to enable it to function and to ensure its 
continuity.

Your Licensed Organisation should have a copy of the 
Licence. However, if you cannot locate it, your DofE 
Regional/Country Office will be able to help.

For information on your Licence Review process, please 
contact your DofE Regional/Country Office.

Licence fees
The DofE is a charity and Licensed Organisations are 
required to pay the appropriate annual licence fee. 
This helps the charity to recover some of the costs 
of maintaining DofE programmes and offering the 
extensive range of support services available to Licensed 
Organisations. 

Support services include:

 - The Licence to run DofE programmes.

 - A personalised Licensed Organisation DofE logo and 
other artwork.

 - The advice and support of Regional and National 
DofE staff.

 - The arrangement of Gold Award Presentations.

 - The DofE website.

 - The support of Expedition Assessor Networks.

 - The DofE magazine for Leaders.

 - eDofE.

The DofE will send the Licensed Organisation an invoice 
for payment for the annual licence fee.

For any details regarding your specific Licence and your 
fees, please contact your DofE Regional/Country Office.

DofE roles
As you can see from the role descriptions in the 
appendix, DofE Managers have a wide ranging and 
demanding brief. However, it’s not necessary (or 
desirable) for DofE Managers to try and do all of the 
tasks themselves, particularly in larger LOs. Instead, 
most DofE Managers will try to build up a team of 
people to help them to deliver DofE programmes. 

Over the next few pages, we’ll try and unpick some of 
the key tasks to show how they can be carried out. Role 
descriptions for DofE Leaders, Expedition Supervisors 
and Expedition Assessors can also be found in the 
appendix. 

The following table outlines the different roles which 
are suggested for Licensed Organisations to operate the 
DofE. In larger LOs many of these roles will be required 
but in smaller organisations not all of the roles will be 
necessary at the start. 

Your DofE Regional/Country Office will help you to 
identify the roles required for your LO and individuals 
who would be suitable.

A large part of a DofE Manager’s role within a Licensed 
Organisation is managing their DofE groups. It is the 
DofE Manager’s role to induct, support and retain DofE 
Leaders who, in turn, co-ordinate the DofE groups.
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DofE roles

DofE title Role which the DofE wants them to 
perform

Possible Directly Licensed Centre 
job title and likely functions

DofE Licence 
holder

Signs agreement with the DofE and 
positions DofE within the DLC.

 - Senior figurehead – Chairman, CEO.

 - Has made the decision that the DofE 
should be part of the organisation’s 
opportunities for young people. 

 - Holds responsibility for adherence to 
the terms of the Licence.

 - Would often decide from which 
department the DofE would be 
offered, and may appoint Strategic 
Manager.

 - Appoints DofE Award Verifier and 
DofE Manager.

DofE Award 
Verifier

Responsible for the verification and 
approval of DofE Awards.

 - Delegated authority by the DofE 
Licence holder to verify and approve 
Awards on behalf of the DLC. The 
proposed appointment of the DofE 
Award Verifier must be submitted to 
the DofE Regional Director for their 
approval and authorisation to approve 
Awards in eDofE.

 - More than one DofE Award Verifier 
may be appointed in a DLC.

 - A DofE Award Verifier may not verify 
Awards for a group of participants 
they have trained, led, supervised or 
assessed at any stage.

DofE Manager  - The DofE Manager runs the day to day operational activities of DofE programmes in 
the DLC and is responsible for delivery of the annual plan. A DofE Manager is also 
responsible for appointing and training any other DofE staff in the DLC.

 - A DofE Manager may also undertake the role of a DofE Leader. 

Assistant DofE 
Manager

 - Supports the DofE Manager in their day-to-day duties, within the limits of authority 
delegated to them by the DofE Manager.

DofE 
Administrator

 - In some DLCs, there may be an administrator to maintain eDofE records, order 
Welcome Packs etc. 

DofE Co-
ordinator

 - Based at a centre e.g. a school, youth club, prison. Regardless of how many 
participants they have, each school or youth club is considered to be one centre 
and should appoint an overall DofE Co-ordinator to be the main contact. The 
participants may then be clustered by section or level, under the care of a DofE 
Leader.

DofE Leader  - Takes responsibility for supporting DofE participants as they progress through their 
programme and submits programmes for approval to the DofE Award Verifier.

DofE helper  - Helps out with a group usually on an ad hoc basis.
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Centre2
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Section 2:
Managing your Directly 
Licensed Centre

Retention of Leaders and 
succession planning
The role of a DofE Leader is usually a complex one, so 
once you’ve got someone in post, you’re going to want 
to keep them! It’s best to try and retain members of staff, 
especially once you have been through their induction 
and training, so think of ways to continually improve 
their professional development and thank them for their 
work. 

It is inevitable that members of staff will move on, as 
the Leader role supports the participants and is critical 
within your DLC, it would be good to think ahead, so 
that when someone does move on, you’ve got an idea of 
who might take on this role. 

This is possibly easier within a DLC, where this post is 
usually a member of staff from the school. Someone will 
usually stand out as an excellent replacement and may 
already have had some interaction with a DofE group 
and have an existing knowledge base.

Managing DofE groups
Each DLC will work with its DofE Country/Regional 
Office to write up a development plan for that specific 
set of circumstances. The development plan will cover 
areas for improvement within the DLC, as well as setting 
targets in areas such as numbers of young people 
undertaking their DofE and completion rates. 

As a DofE Manager, it’s your responsibility to ensure 
that the DofE Leaders are aware of the management 
targets which have been set – both by the DofE and your 
DLC. You may need to break down these targets and set 
specific ones for each group to strive to achieve. 

If everyone knows what they are working to achieve, you 
should reach your overall targets with ease.

It’s important to set expectations with your Leaders, 
so they know what level of support and service they 
can expect from you, and so that they know the areas 
of responsibility that you’ll take on and the timescales 
you’re likely to work within. 

Recruitment of Leaders/
helpers
It is essential that the people recruited to the role of 
DofE Leader understand the DofE and the role of your 
DLC in the structure of the DofE. Their role description 
can be found in the Appendices, which you can alter to 
fit your specific circumstances. 

DofE Leaders will need an induction to their role, which 
must include undertaking e-induction and attending 
an Introduction to the DofE training course, as well as 
an induction to your DLC, especially if they are a new 
member of staff (for example, explanation of all the 
policies and procedures specific to the delivery of the 
DofE). 

If you will be working with volunteers, the DofE’s 
Volunteer Management Toolkit for LOs will support you 
to recruit and work effectively with adult volunteers. 
As well as good practice information on volunteer 
management (including volunteer recruitment, training 
and induction), it has a number of document templates 
that support volunteers, giving you a useful starting 
point when creating your own resources. Download the 
Toolkit from within eDofE.
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Section 3:
DofE Administration and eDofE

eDofE
eDofE is our electronic programme management system 
which must be used by all Licensed Organisations. 
Using eDofE will help you to monitor the progress of 
participants in your DLC and communicate with them to 
keep them on track with their programme. 

You’ll also be able to extract statistics and reports to 
provide management information on the performance 
of your DLC, as well as keeping up to date with what’s 
going on through DofE news, creating maps to help you 
run expeditions and a whole host of other functions.

Your DofE Regional/Country Office will set up your 
account on eDofE and provide training where necessary 
to help you to get the most out of the system.

Whilst it is not necessarily the role of the DofE Manager 
to carry out all of these tasks in person (for example 
when the DLC has an Administrative Officer in post), 
they remain responsible for the effective delivery of 
these tasks.

This section looks at how to administer the DofE in your 
DLC including using eDofE, issuing Participation Places, 
approving Awards, issuing badges and certificates and 
the administration involved with the Expedition section. 
Further guidance or support on any of these areas can 
be obtained from your DofE Regional/Country Office, or 
Head Office.
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DofE Essentials
DofE Essentials, the DofE shop, is administered by The 
Award Scheme Limited (ASL) – the DofE’s trading arm, 
based in Edinburgh. Licensed Organisations can set up 
accounts at ASL, who can be contacted by the following 
means:

ASL
Unit 18/19 Stewartfield Industrial 
Estate (Off Newhaven Road)
EDINBURGH EH6 5RQ

T 0131 5535280

E asl@DofE.org 

For information on ASL’s opening hours, please see the 
website. 

Anyone with an eDofE account can purchase 
promotional and operational products using a credit/
debit card or their credit account if they have access to 
one. All products stocked by ASL can be views through 
the DofE’s online shop, which can be accessed directly 
from eDofE via the ‘Essentials’ button on the menu. It will 
not require a separate sign in or username or password. 

Some items are restricted and are only available to 
purchase by DofE Managers and LO Administrators (if 
they have been given the permission), such as Welcome 
Packs and certificates. Limiting the purchase of these 
items in this way helps the DofE to maintain its quality 
standards. 

Participation Places
Young people who want to take part in the DofE must 
purchase a Welcome Pack to do so. 

The LO orders a Welcome Pack from DofE Essentials, 
accessed through eDofE. Purchasing a Welcome Pack 
automatically creates a participation place which is used 
to create an eDofE account, which must be assigned 
to that young person. When the participant signs into 
eDofE they must then register their address and activate 
their eDofE account, and their Welcome Pack will be 
sent directly to their home address.

The Welcome Pack contains information about the 
DofE and the level of DofE programme that they have 
signed up for, such as timescales etc. It also contains 
information for their parents or carers, a number of 
Assessor’s Cards which participants can upload to eDofE 
as evidence that they have completed sections of their 
programme, and discount information and a DofE Card.

For operational reasons, Leaders will need to give out 
Welcome Packs to participants who live in Northern 
Ireland, have an overseas home address or are doing 
their DofE in the secure estate, rather than them being 
posted to their address.
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Activities and approving them
Developing initiative is a key part of a participant’s 
involvement. At the start, participants take responsibility 
for the selection of their own programme. 

They should consider costs, venue and choices, travel 
requirements and the availability of a suitable Assessor 
and/or Supervisor. 

Whilst it is important that participants use their own 
initiative, Leaders will still need to provide support 
and advice, especially when they’re devising their 
programme and setting objectives.

Participants choose the activities they wish to pursue 
for each section of their DofE programme. The DofE has 
developed lots of resources to help a participant decide 
on their programme. The Opportunities Finder on the 
DofE website allows participants to search and filter 
available opportunities for their sections. It can be found 
at DofE.org/finder.

The Programmes Pack helps Leaders run sessions to 
enable young people to decide what they would like to 
do. This resource is a box of cards, divided into each 
section of a DofE programme and each card contains 
ideas which young people could pursue, for different 
activity headings. It creates a fun way to decide on 
activities and enables local activity choices to be added 
as well. This resource is available to purchase from DofE 
Essentials.

Cost to participants
Young people who want to do a DofE programme, pay a 
nominal participation fee. This fee is their contribution 
towards the charity’s costs of running their DofE 
programme and represents a personal commitment, 
adding value to their involvement. 

The fee represents a very small proportion of the overall 
cost which is heavily subsidised by the funds raised by 
the DofE charity. The DofE’s current participation fees 
can be found at: DofE.org/costs. 

As part of the DLC Licence agreement, the DLC shall 
distribute the Participation Places to the participants at 
a price no greater than the rate set by and published by 
ASL. If the DLC wishes to impose a higher charge it shall 
make clear that the extra cost is being levied by the DLC 
for its sole benefit.

Therefore, if the fees charged by your DLC are 
higher than our published prices (perhaps to cover 
administration or activity fees), the additional charges 
must be made clear to participants, Leaders and parents 
at the enrolment stage.

Of course, the activities chosen by the young people will 
have an impact on the cost of their programme.

Enrolment procedures
The procedures for young people enrolling to do their 
DofE programme may vary from one DLC to another and 
this is usually due to the size of the LO. However, it is 
best practice to use an enrolment form for young people 
and also for new Leaders and volunteers.

The DofE has produced a sample enrolment form for 
both situations, which can be downloaded from our 
website: DofE.org/run. 

Once downloaded, the enrolment forms can be 
customised for your DLC, i.e. you can add your own logo 
and return/contact address details etc.

In all cases, enrolment forms should be collected and 
processed as quickly as possible, so as not to delay the 
young people starting their DofE programmes and losing 
the enthusiasm they have for the DofE. 

Once the enrolment form has been processed, a 
Participation Place should then be allocated to that 
participant in eDofE. This is done by creating an eDofE 
account for the participant in question. 

Chapter 4 of the Volunteer Management Toolkit has 
template versions of ‘Expression of interest’ and 
‘Volunteer application’ forms and advice on how to 
appoint volunteers to your LO.
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Once a participant has chosen the broad title of 
their activity, they should be encouraged to use the 
Programme Planner for that section, which will help 
them plan their programme in more detail. The questions 
on these Planners are the same as those asked in eDofE, 
so if the participant has already had a chance to think of 
their answers, when they login to eDofE and complete 
the questions, it will be easier for them, as they will have 
their answers already prepared. Programme planners are 
available to download from DofE.org/run.

If none of the ideas appeal, or are appropriate, 
participants can draw up a new programme for their 
chosen activity. The Leader’s Checklist, available from 
DofE.org/run will help a Leader work out whether the 
activity that has been chosen meets DofE criteria. 

If a Leader is in doubt about the participant’s activity 
choices, they must look at the sectional outcomes 
and discuss it with you before giving their approval 
for the young person to start their programme. This is 
particularly relevant for the Residential section at Gold 
level. 

The drawing up of a new programme should be 
undertaken with an instructor or person knowledgeable 
in the activity and must:

 - Focus on a specific activity rather than comprise of a 
series of ‘tasters’.

 - Reflect the participant’s ability and experience.

 - Be progressive and allow the participant to 
demonstrate achievement over a period of time.

 - Contain appropriate safe working practices and legal 
requirements.

New programmes can be developed in consultation with 
the DofE Leader and must be approved in advance by 
the DLC. The DLC may have additional guidelines and 
safety requirements relating to specific activities. 

DofE Regional/Country Offices are able to offer Licensed 
Organisations advice and guidance when approving any 
new programme. 

If the participant is recording their evidence in eDofE, 
the activity they have chosen to do is documented 
as part of their programme plan and this has to be 
approved by their Leader, so if for any reason they have 
chosen to do an activity in the wrong section, it can be 
corrected at the start of the programme. 

Although eDofE contains drop-down lists of activities for 
each section, it is also possible for a participant to free-
type their activity into the relevant box, therefore the 
choice of activity must be approved by their Leader.



DofE Manager’s Pack 17SECTION 3: DofE Administration and eDofE

Completing Awards
When using eDofE, you should follow the approvals 
process within the system. This process enables a Leader 
to check that the programme has been completed by 
the participant, before the Award is sent to the DLC for 
verification. By doing this and the sheer fact that they 
have completed their programme on eDofE, it should 
mean that by the time it reaches the DofE Award Verifier, 
there are few or no mistakes or queries. 

This means that a young person should then be able 
to receive his or her certificate and badge within a 
short timeframe. At Gold level, the Award is sent to the 
DofE Regional/Country/Head Office for verification. 
The information needed to enable the young person to 
attend the national Gold Award Presentation, is captured 
on eDofE, so no further form completions are required.

Young people must not be told that they have completed 
their Gold Award until you have received the badge/
brooch from the DofE Regional/Country Office.

In Licensed Organisations, DofE Award Verifiers are 
appointed to grant final approval to Awards. They are 
completely independent from the delivery of DofE 
programmes to the young people. 

Your DofE Regional/Country Office will work with you to 
establish the correct set-up for your structure. 
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Badges and certificates (including sectional certificates)

On completion of a DofE programme, the young person 
is entitled to receive a certificate and badge, which are 
available to order (by the DLC) from ASL at no additional 
cost. 

DLCs issue the Bronze and Silver certificates and 
badges, however, the DofE’s Regional/Country/Head 
Offices issue the Gold certificates and badges. 

Sectional certificates are also available for each section 
and level of DofE programme. These can be purchased 
by the DLC from ASL to be issued to its participants. 
They are designed to recognise achievement and 
encourage participants to complete all sections of their 
programme. They are particularly useful in motivating 
and recognising the achievements of young people for 
whom a whole programme may appear daunting and 
out of reach, or who may not be able to access all four 
sections in a particular situation. 

The DofE provides templates for printing onto the 
certificates which can be found on DofE.org/run.
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Recognising helpers
DLCs should keep accurate records of all Leaders 
and helpers on eDofE, which should include the date 
that they first got involved with the DofE. The long 
service certificates are an excellent way of recognising 
someone’s service to the DofE and you should contact 
your DofE Regional/Country Office for information 
on how to obtain a certificate for one of your staff or 
volunteers. 

Usually you will have to complete a nomination form 
available from your DofE Region/Country Office and the 
certificates are available after five years of service (and 
go up in increments of five years).

Supporter’s pins are also available to purchase from the 
DofE shop and are an excellent way of recognising the 
support of a helper as well as key influencers.

Your DofE Regional/Country Office can also provide 
you with information and advice on ways of recognising 
and thanking your helpers. Chapter 7 of the Volunteer 
Management Toolkit also has numerous ideas for 
rewarding volunteers, as well as templates for thank you 
letters and certificates.

Award presentations
Licensed Organisations are expected to celebrate 
the achievement of young people and many organise 
specific DofE presentations, while others use 
Celebration of Achievement events. The timing for these 
varies to fit in with local circumstances or initiatives. 
These ceremonies provide an ideal opportunity to 
recognise young people’s achievements, to thank staff 
and volunteers and to involve the local community, e.g. 
parents, friends, Council members/key influencers etc. 

At Bronze and Silver level both the badge and certificate 
can be presented locally. At Gold level, however, just the 
badge or brooch can be presented locally.

The official Gold Award certificate is presented at a 
national Gold Award Presentation, organised by the 
DofE which are held at one of the Royal Palaces in the 
presence of a member of the Royal Family. These are 
held throughout the year in England, Scotland and 
Northern Ireland. 

The date of their Gold Award Presentation may be some 
time after the participant’s Award is confirmed, but 
they’ll receive an invitation as soon as possible.

For details of forthcoming Gold Award Presentations, 
and answers to frequently asked questions, please see 
DofE.org/gap.
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Section 4:
Administration of the  
Expedition section
Licensed Organisations are responsible for the health and safety and welfare of 
participants and staff and must have systems in place to protect them. These systems 
must be in place for the whole of DofE programmes, but due to the nature of the 
Expedition section, there are some procedures which the DofE has also stipulated.

Expeditions in DofE wild 
country 
DofE wild country is an area remote from habitation 
and is the recommended environment for all Gold 
expeditions. 

The areas defined as wild country in the United Kingdom 
are shown on the map on DofE.org/run. 

In each area there is an Expedition Assessor Network, 
managed by a Co-ordinator, with experienced volunteers 
able to assess expedition teams visiting the area and to 
review the expeditions being undertaken. 

The contact details of Assessor Network Co-ordinators 
are available from DofE.org/run. 

Notification is currently required on a form available on 
eDofE and DofE.org/run. Please check this area for the 
required current notification timeframes and who to 
send them to.

The Assessor Network Co-ordinator then allocates 
a notification reference number for each expedition 
and this should be entered in the participants’ eDofE 
record following successful completion of the qualifying 
expedition. 

Notification
Notification systems must be in place to ensure the 
safety and welfare of participants, as well as ensuring 
the expedition meets the 20 conditions of the Expedition 
section. The notification system should be based on a 
current risk assessment and, in addition to procedures 
for the approval of staff, should include a process for 
DofE groups to notify the DLC in advance when they 
are undertaking activities (e.g. expedition training and 
practice journeys) away from their normal base. 

A DLC will usually want to know:

 - Dates and venues.

 - Staffing (including their qualifications/experience 
unless already known).

 - Numbers/names/ages of the young people. 

 - Route plans etc.

 - Emergency contact information.

This role may not necessarily be carried out by the DofE 
Manager, but it is the DLC’s responsibility to ensure that 
this is done. All Gold expeditions need to be notified 
whether in/not in wild country. 

Contact your DofE Regional/Country Office for advice 
about non-wild country notifications. All DLCs must 
keep a record of all notifications and variations, which 
may be audited, usually at your next Licence Review. 

Please contact your DofE Regional/Country Office for 
advice.
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Expedition assessment fees
DLCs may have their own Assessors who are not part 
of an Expedition Assessor Network. The use of these 
Assessors does not attract a specific fee, although there 
is likely to be a charge made by the Assessor towards 
their expenses. 

When expedition teams require an Assessor from an 
Expedition Assessor Network, then a charge is levied. 
This charge helps to support the Expedition Assessor 
Network and contributes to the Assessor’s expenses. 

For the current fees, please see the DofE website:  
DofE.org/run.

Assessment fees are paid by purchasing an Assessment 
Voucher through DofE Essentials and are then redeemed 
through one of our Expedition Assessor Networks. 
Vouchers are valid for a period of two years. 

Expeditions outside the UK 
and open expeditions
For expeditions outside the United Kingdom, teams must 
give notice to the Licensed Organisation and in turn, the 
appropriate DofE Regional/Country Office.

For current notification procedures, please see  
DofE.org/run.

The DofE subsequently allocates a notification reference 
number, which should be entered in the participants’ 
eDofE record following the successful completion of the 
qualifying expedition. 

If a participant is attending an ‘open’ expedition, it 
is their responsibility to make sure any notification 
requirements from their DLC are completed with the 
support of the Expedition Supervisor.

Expedition variations 
Where participants have individual needs that mean one 
or more of the 20 conditions cannot be met, they may 
apply for a variation to enable them to complete their 
DofE expedition. 

The variation forms are available on  
DofE.org/run.

All variation applications should be sent directly to your 
DofE Regional/Country office for approval. 

A variation application for conditions 12 and 13 
(regardless of level) are always submitted to the DofE 
Regional/Country Office.

Once permission has been granted for that expedition, 
the approval must be attached to the appropriate 
expedition notification form when it is submitted for 
approval and should be made available to the Assessor 
upon request.
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APPROVED
ACTIVITY

PROVIDER

Approved Activity Providers
The DofE licenses external organisations that provide 
opportunities for sections of a DofE programme. 

 These opportunities have been proven to meet DofE 
requirements and sectional conditions and so can count 
towards the achievement of an Award. We call these 
partners Approved Activity Providers (AAPs). They 
can be commercial organisations or charities and are 
usually able to provide a section in its entirety, including 
accredited assessment and providing reports on eDofE. 

You’ll find a list of current Approved Activity Providers at 
DofE.org/aap together with details of how organisations 
can apply for this status.

The AAP Licence is a quality standard on an 
organisation’s activity meeting the programme 
requirements and sectional conditions of the DofE. The 
AAP Licence does not guarantee the suitability of an 
AAP in terms of health and safety or its financial stability. 

It is up to each Licensed Organisation to check that 
the AAP is suitable in terms of health and safety 
requirements for their young people. 

Whilst a DLC can not reject an AAP programme on the 
grounds of applicability to DofE conditions, each DLC 
has the final say on the appropriateness of the health 
and safety procedures and policies. 

If a DLC has concerns about the appropriateness of a 
programme offered by an AAP, they can report this to 
the AAP team at the DofE’s Head Office, by emailing  
aap@DofE.org.

The DofE’s Expedition section must be delivered either 
directly through Licensed Organisations, or through the 
services of an AAP. 

When using an AAP, the group must adhere to the 
required notification process of their DLC.
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Section 5:
Licensed Organisation 
policies and procedures
This section looks at the policies, procedures and systems that affect a Licensed 
Organisation which is delivering the DofE, and also those that a Licensed Organisation 
needs to have in place to deliver the DofE under the Licence agreement. 

for staff and volunteers, but the DofE Manager plays a 
key role in ensuring that any systems that are developed, 
reflect the needs of DofE groups, and are properly 
followed. It is recommended that the DLC has an 
expedition supervision policy informed by their Health 
and Safety Policy.

Equal opportunities
Licensed Organisations must operate the DofE in a non-
discriminatory manner within a code of conduct which 
reflects ASL’s and the charity’s commitment to equal 
opportunities.

This list is not meant to be comprehensive and expert 
advice should always be taken both from experts 
within the Licensed Organisation and from the relevant 
professional bodies. 

Health and safety
The DofE Licence agreement requires Licensed 
Organisations to have an appropriate Health and Safety 
Policy. It is likely that this policy will need to be updated 
from time to time, to ensure it is kept up to date with 
current legislation. 

For most DLCs, these responsibilities are included as 
part of the general health and safety systems in place 
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Approval of staff, instructors, 
Supervisors and Assessors
Under the terms of the Licensed Organisation Licence, 
the term “Staff” means direct employees of the Licensed 
Organisation and (without limitation) any Assessor, 
Supervisor, instructor, volunteer or other person 
appointed by the Licensed Organisation to assist in the 
delivery of DofE programmes.

A key part of the Licence to deliver DofE programmes 
requires DLCs to have a system in place within their 
Offsite Visits Policy (or equivalent) to approve the people 
who will take up any of these roles. It is the DLC’s role to 
ensure that these individuals are appropriately qualified 
and/or experienced and acceptable for the roles they 
wish to undertake. 

The key requirements are to ensure that the individuals 
are competent to work with and train young people in 
the specified activity. 

This competency can be achieved:

 - Through experience in the activity (this will normally 
need to be assessed/confirmed in some way).

 - By the holding of relevant national governing body 
(NGB) Award.

 - By obtaining a relevant internal Licensed 
Organisation award/authorisation.

 - By confirming that they have successfully completed 
the relevant module(s) of the DofE’s Modular Training 
Framework. 

Whilst the DofE does not insist on specific qualifications, 
it recommends that, where suitable national 
qualifications exist (administered by national governing 
bodies), these should be obtained. In the Expedition 
section, the DLC should determine the competence 
and/or experience necessary to lead participants in a 
particular environment.

Most NGB awards have clear limits to the level (or for 
outdoor qualifications the environment) in which the 
award holder can safely operate. It is also important 
to consider other competencies and any training 
undertaken e.g. first aid, minibus driving etc. and the 
specific requirements of the young people and your 
DLC for adult Leaders when assessing an individual’s 
suitability. 

As well as having the right technical competencies, 
DLCs need to ensure that individuals appointed to the 
roles have an appropriate background and attitude that 
enables them to work positively and safely with young 
people. This can usually be confirmed at the induction 
stage where you can ask an individual to provide 
references and, where appropriate, undertake the 
appropriate safeguarding checks.

Given the scope and breadth of DofE programmes, 
participants may undertake activities that are not 
directly managed or organised by a DofE group or DLC. 
In such cases, parents and guardians of those under 18 
must be informed that it is their responsibility (not the 
DLC’s) to ensure the activity is appropriately managed 
and insured.

Safeguarding young people 

The Duke of Edinburgh’s Award accepts and promotes 
that in all matters concerning child protection, the 
welfare and protection of the child is the paramount 
consideration. The Licence agreement requires every 
Licensed Organisation to adhere to current safeguarding 
best practice. 

It is the policy of The Duke of Edinburgh’s Award to 
ensure that the welfare of all young people regardless of 
gender, ethnicity, disability, sexuality or religious beliefs 
who are involved in DofE activities are safeguarded by 
protecting them from physical, sexual and emotional 
harm.

Most Licensed Organisations will already have 
systems and procedures in place and many will have 
a Safeguarding Officer able to support and advise the 
DofE Manager in this area. It is important that the DofE 
Manager ensures that all adults working with the DofE 
are aware of the DLC’s policies and procedures. 
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Emergency procedures 
The DofE has an excellent safety record and a positive 
public perception that it strives to uphold. However, with 
the large number of people involved, there will inevitably 
be occasional incidents or crises. 

It is essential that the correct procedures are followed on 
these occasions to safeguard the interests of the young 
people involved, the Licensed Organisation, and the 
charity. 

As a DLC you have committed to notify ASL or the 
charity immediately in the event of any serious incident 
or accident that leads to or could have led to injury of a 
participant or a member of staff. 

All Licensed Organisations should develop emergency 
policies and procedures and ensure that all involved are 
aware of them.

Reporting concerns, suspicions  
and allegations
The DLC’s Safeguarding/Child Protection Policy will set 
out the procedures for reporting concerns, suspicions 
and allegations of child abuse. 

It is important that everyone involved with the DofE 
knows what to do should an incident occur. The Duke 
of Edinburgh’s Award will alert the DLC to any concerns 
regarding DLC personnel expressed to DofE staff.

Safeguarding checks
The DLC’s Child Protection Policy will set out the 
safeguarding checks required for volunteers and staff. 
In addition it is good practice for organisations to 
require any new volunteers who will be working with 
children to provide the details of referees able to vouch 
for their good character and ability to work with young 
people. These references should be taken up before 
appointment.

The checks the DLC carries out must be appropriate to 
the role and based on a risk assessment for the role. As 
a general rule, most DLCs are checking people who are 
likely to have ‘unsupervised access to young people’. 
DLCs have to support people applying for checks, which 
are free to volunteers. 

Safeguarding Code of Behaviour 
All individuals involved in DofE activities should follow 
the DofE’s Code of Behaviour, available on the website 
and in The Handbook for DofE Leaders. 

They must also be familiar with the steps to be taken in 
the event of becoming aware of, suspecting or receiving 
allegations of harm or risk of harm to young people 
(which may include physical, sexual or emotional abuse, 
or neglect, harassment or bullying). 
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Dealing with incidents
As a general rule the adults close to the incident should 
concentrate on ensuring the safety of the participants 
directly involved and other members of the party. 
Information should be passed on to a home contact who 
can inform the parents/guardians of the injured parties, 
and other members of the group as soon as possible (if 
the emergency services have not already undertaken to 
do this). 

This will enable those in the area to concentrate on 
dealing with the incident whilst those at the home base 
can deal with any enquiries. All new information should 
be passed to the home contact as soon as possible 
together with a telephone number to enable the DLC to 
contact the group/Supervisor. It is useful for everyone to 
maintain a written record of events including the times 
of telephone calls etc. as soon as they can after the 
incident.

The DofE’s Incident/Accident Report must be completed 
following an incident or accident. This form can be found 
at DofE.org/run. Once completed, it should be sent to 
info@DofE.org and a copy should also be sent to your 
DofE Regional/Country Office. 

Licensed Organisations will probably have a specific 
policy on dealing with the media that must be followed. 
Normally, the Press or Public Relations Officer of the 
Licensed Organisation is the only person permitted to 
speak to the media.

Major incidents and the media
The role of the Licensed Organisation will be to work 
with the DofE, to take responsibility for communications 
and dealing with any media interest. Once information 
on an emergency or crisis has been received, the 
receiver will need to record the information and, if 
necessary, confirm it with other sources or add to it to 
ensure that they have as complete a picture as possible. 

The recipient of the information will then need to decide 
if the incident is a major or minor one.

A major crisis is defined as being of national significance, 
involving serious casualties or loss of life, considerable 
damage caused by a person involved with the DofE in a 

community, or an action that could seriously jeopardise 
the overall image of the DofE.

Dealing with a major incident
When dealing with incidents, Licensed Organisations 
must have a designated Incident Controller, who will 
normally be the most senior person available on the 
ground and they will take control of the incident. 

The Incident Controller must follow the emergency 
procedures of the DLC, which would normally involve 
taking the following action 

 - Informing the Emergency Services (if appropriate).

 - Informing the home contact.

 - Informing the DLC’s Press Officer and the DofE’s 
Communications Team. The DLC Press Officer, in 
consultation with the DofE, will be responsible for 
drafting and issuing any statements; handling media 
enquiries; and arranging any interviews. Accurate 
updates will need to be provided to both parties as 
more information becomes available. This ensures 
everyone is informed and media enquiries can be 
directed to the correct contact.

 - Overseeing liaison with the police.

 - Managing the incident on the ground until relieved.

 - Ensuring that a detailed log is kept for all incoming 
and outgoing messages.

It is good practice for the DLC to set up an Incident 
Team to handle the incident and ensure that a Support 
Services Team (to provide administrative support) is 
made available as soon as possible to assist. 
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Insurance 
In delivering DofE programmes, DLCs act as principal 
rather than agent for the charity. Consequently, the 
responsibility to ensure that public liability insurance 
cover is in place rests with the Licensed Organisation, 
who should take independent advice from and arrange 
insurance with a reputable insurance company. 

It is the DLC’s responsibility to ensure that appropriate 
insurance is in place for activities they organise.

Transport
Many DofE groups use minibuses, and DLCs will want 
to ensure that their use complies with both the law and 
best practice. 

Specialist advice may need to be sought on this subject. 

Insurance provided by the DofE
The DofE has a Group Personal Accident insurance 
policy, which provides for the payment of a certain 
benefit(s) in the event of a participant or adult helper 
sustaining accidental bodily injury whilst taking part 
in an approved DofE activity. The insurance does not 
provide cover for any personal belongings or equipment 
damaged or lost whilst doing a DofE activity.

Those who are insured on this policy are:

 - All bona fide holders of a current Participation 
Place issued by a Licensed Organisation, who are 
no younger than 13 and have not attained their 25th 
birthday, whilst they are doing a DofE activity.

 - All Leaders, Supervisors, Assessors and volunteers 
approved by a Licensed Organisation whilst 
undertaking a DofE activity.

 - All adults assisting in any capacity with the DofE.
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Section 6:
Training
In addition to local training needs, as part of the Licence agreement, it is 
the responsibility of the Licensed Organisation to ensure that all individuals 
are sufficiently trained/qualified for the role they are to perform.

All staff must undergo an induction to the DofE, attend 
appropriate training relevant to the responsibilities 
involved and as a minimum, the Licensed Organisation 
must ensure staff are trained to the level required by the 
Modular Training Framework. 

It is therefore important that each DLC provides access 
to a comprehensive training programme for their staff 
and volunteers, covering all aspects of the DofE in which 
the individual might be involved. 

Continual investment in helpers and Leaders is key to 
ensuring the quality of delivery of DofE programmes to 
young people. Training creates an opportunity for all 
those individuals involved in the DofE within the DLC, 
to access and share the skills and knowledge necessary 
to deliver effective programmes. This leads to a higher 
quality experience for all young people. 

The DofE Leadership Programme is an ideal vehicle for 
progression of Award holders to helpers.

New Leaders and helpers
In addition to physical training courses and e-learning, 
it’s important to induct new Leaders/helpers properly, 
so that they have a full understanding of how their role 
fits into the DofE and Licensed Organisation structure, 
as well as being able to fully support young people in 
achieving their DofE Awards. 

Modular Training Framework
The DofE has developed a Modular Training Framework 
that supports the training of Leaders and helpers in 
different aspects of delivering DofE programmes. 

The Modular Training Framework provides a guide to 
the range of courses or training modules that a Licensed 
Organisation should aim to provide.

The modules have a detailed set of learning outcomes 
and training resources to support their delivery. There 
is no criteria on how each module should be delivered, 
as this is up to the individual trainer’s style. The DLC 
may choose to use all or part of the framework when 
designing its training programme for the year, depending 
on the demand and experience of their Leaders and 
volunteers.

The following modules and courses are currently 
available:

 - e-induction

 - Introduction to the DofE

 - Expedition Supervisors Training Course

 - Expedition Assessor Accreditation Scheme

 - DofE Expedition Skills

 - DofE Leadership Programme (comprising):

 - Teamwork/Leadership skills

 - Managing a DofE group

 - Practical DofE leadership

 - Train the Trainer

 - Award Verifier

The Modular Training Framework modules can only be 
delivered by Course Directors and Tutors approved by 
the DofE. Your DofE Regional/Country Office will be able 
to advise you on this process. 

Any courses being offered by DofE Regional/Country 
Offices and many offered by Licensed Organisations are 
advertised on the DofE’s Opportunity Finder:  
DofE.org/finder.

First aid
The DofE does not specify what first aid qualifications 
a Leader or helper must have, as each Licensed 
Organisation will have its own requirements. 

National Governing Bodies also have requirements to 
ensure that qualifications gained remain valid. Advice 
may be sought from your DofE Regional/Country Office 
if needed.
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Section 7:
Promoting the DofE
To achieve our ambitions, and give more young people the chance to 
develop skills for life and work, we rely on the support of our generous 
partners and dedicated volunteers. We have ambitious plans for 
growth over the coming years and an increasing demand from young 
people to take part, as such we will require even more support. 
To gain this backing we need to increase the awareness of our brand to encourage new 
supporters to come on board. We can capture their attention by promoting our charity 
wherever we can and by shouting about the incredible work we do. 

The DofE logo
Licensed Organisations can obtain a bespoke DofE logo 
which can be requested from DofE.org/logo.

Brand guidelines 
A brand is about how an organisation and/or product is 
perceived by others – it’s not just about a logo. 

Maintaining a strong brand identity is essential to 
our organisation, it helps to unite all of our network 
and gives them something tangible to work by. 
By maintaining our brand in the field it promotes 
recognition of our charity, meaning whenever an 
individual sees our logo they know immediately about 
the work we do. Our brand is modern and fresh and 
relevant to the young people we work with.

The DofE has a set of brand guidelines which must be 
followed by Licensed Organisations. These include the 
use of the logo and the way to write/talk about the DofE, 
including the use of certain words, fonts, colours and 
terminology. The set of guidelines can be obtained from 
DofE.org/logo.
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Brand Centre
The Brand Centre provides a central resource to 
produce DofE materials promoting the DofE in your 
area. The Brand Centre allows you to customise DofE 
leaflets, posters, banners etc. It offers flexibility and the 
opportunity for you to tailor resources to your needs. 

Read more about it and access the Brand Centre at  
DofE.org/BrandCentre.

The LifeZone
The LifeZone is a unique careers inspiration site 
designed for DofE participants and Award holders. The 
site is full of great profiles and endorsements from top 
companies giving employment advice and pledging to 
support our young people. 

There’s also lots of advice on how participants can use 
their DofE to get ahead. The LifeZone can be accessed 
at DofE.org/lifezone. 

DofE publications
The DofE produces a wide range of operational and 
promotional materials, some of which are detailed 
below. Licensed Organisations usually hold a small stock 
of the key publications and either sell them or make 
them available to DofE groups free of charge, depending 
on their budget. All publications are available to order 
from ASL, through DofE Essentials (available through 
eDofE).

The main publications are: 

 - The Handbook for DofE Leaders – the principal 
operational publication, essential for all those 
delivering the DofE. 

 - DofE Programmes Pack – a box containing individual 
cards with activity ideas that could be undertaken for 
different sections of DofE programmes. This is ideal 
for Leaders to use with their groups.

 - Welcome Packs – an integral part of a Participation 
Place for young people.

 - Promotional leaflets – a range of these are available 
for different audiences.

 - Expedition Guide – detailed guidance and advice 
on all aspects of expedition training and qualifying 
expeditions at all levels and for all modes of travel.

 - DofE Magazine – published three times each year 
(January, April and September), aimed at DofE 
Leaders. To make sure you get a copy, check your 
communications preferences in eDofE. 

 - DofE News – an emailed newsletter from the DofE 
Head Office with various updates and relevant news 
items. To make sure you get a copy, check your 
communications preferences in eDofE. 

 - The DofE Leaders resource area – this contains lots 
of useful advice and resources: DofE.org/run.

In addition to the magazine and e-newsletter, DofE 
Regional/Country Offices also often produce their own 
newsletters. 

Contact your Regional/Country Office for details and see 
their website page for local information: DofE.org.
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Success stories 
Success stories are really important to the work we 
produce and we are constantly in need of new and 
unique examples of the DofE at work. We’re really keen 
to hear about any participant, group or Leader who has 
overcome a challenge, achieved something or learnt 
something new and really progressed and developed as 
a result of their DofE programme.

The DofE Head Office strives to promote the DofE on 
all levels, targeting the general public as well as those 
engaged in youth work, education, leisure recreation and 
business. 

The DofE’s Communications Team is available to assist 
Licensed Organisations or DofE centres who wish 
to generate maximum media coverage surrounding 
interesting and/or unique local events but may not have 
the necessary contacts.

However, we do rely on Licensed Organisations to 
promote the DofE locally. This may be through media 
coverage or through promotional materials and usually 
falls into three main areas:

 - Publicity to attract new participants and helpers.

 - Promotion of DofE activities and successes to engage 
active support from the community and those 
holding positions of responsibility.

 - Promotion of activities and training opportunities to 
support local groups.

If you have a success story/good news story, please 
either contact your DofE Regional/Country Office 
who can provide you with a template to complete, or 
alternatively, you could write up your story in your own 
words. 

Photos are essential to demonstrate the story to others. 
These should ideally be of the young people carrying out 
their DofE activities, and it’s great if we have a selection 
that we can pick from. 

Please email your stories to magazine@DofE.org.
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The key tasks of the role are to:

YOUNG PEOPLE

KT 1 Ensure the delivery of high quality programmes and identify opportunities for increased participation.

KT 2 Manage the provision of a safe and enjoyable DofE programmes for participants from the Licensed Organisation.

KT 3  Issue badges and certificates on completion of Awards.

KT 4  Arrange suitable opportunities to celebrate young people’s DofE achievements.

KT 5  Purchase Welcome Packs and assign Participation Places.

KT 6  Deal with complaints and queries in an efficient manner.

DOFE GROUPS

KT 7  Authorise, manage and set up sufficient DofE groups to ensure access to a DofE programme for all participants who 
wish to take part. 

KT 8  Approve the appointment of Leaders, instructors, Supervisors and Assessors and ensure they have access to 
appropriate training/qualifications for their role.

KT 9  Manage and support Leaders – support them in their role, ensure they have undergone appropriate training and 
actively manage the recruitment of new Leaders when necessary.

KT 10  Use eDofE to actively manage DofE groups.

KT 11  Ensure that all DofE groups are adhering to the correct policies and procedures.

KT 12  Run an active volunteer recruitment programme.

The Duke of Edinburgh’s Award

Role description

Role: DofE Manager

Hours: Variable (dependent on scale of Licensed Organisation)

Reports to: DofE Licence holder

Appointed by: DofE Licence holder (in consultation with DofE Regional/Country Office)

Key contacts: DofE Licence holder, DofE Award Verifier, DofE Co-ordinators, DofE Administrator,  
DofE Leaders, DofE Regional/Country Office

Summary and main purpose
The Duke of Edinburgh’s Award (DofE) is a UK charity that makes a difference to young people’s lives and prepares them 
for life and work. Over 300,000 young people per year from every possible background take part in the DofE programme 
to broaden their horizons, develop their leadership skills, learn to work with others, volunteer in their local communities, 
increase their employability, and prove to themselves they can succeed at a serious challenge.

DofE Managers perform a vital role on behalf of the charity. They ensure that The Duke of Edinburgh’s Award is operated in 
accordance with the terms of the Licence agreement and support the DofE’s mission. They develop, support and promote 
the delivery of the DofE within the remit of their Licensed Organisation.



DofE Manager’s Pack38 Role description: DOFE MANAGER

DofE Manager: Skills and knowledge

Essential:  - An ability to communicate with adults and young people, both verbally and in writing.

 - An ability to organise and plan effectively.

 - IT literate.

 - Ability to manage staff effectively.

 - Able to provide inspirational leadership and motivate adults.

 - Build, maintain and facilitate effective working relationships with a wide range of people.

 - Plan, manage and monitor own tasks and time.

 - Construct and implement long-term plans that improve and expand DofE programmes 
offered to young people and identify any training, resources and other needs required to 
undertake this work.

Desirable:  - Experience of running DofE programmes.

 - Staff or volunteer management.

 - Experience of working with young people.

 - Knowledge of current issues affecting young people.

Additional 
qualities:

 - Integrity.

 - Respected decision maker.

 - Committed to ensuring high standards.

 - Commitment to DofE’s guiding principles.

 - Flexible approach. 

 - Self-motivated. 

GENERAL

KT 13  In conjunction with the relevant DofE Regional/Country Office develop, implement and review a DofE  
development plan, which includes supporting the DofE to meet its strategic aims. 

KT 14  Use eDofE to support the delivery and management of DofE within the Licensed Organisation.

KT 15  Use the eDofE reporting functions to measure performance and set development targets.

KT 16  Attend at least one meeting/event organised by your DofE Regional/Country Office per year to keep up to date with 
DofE developments.

KT 17  Ensure compliance with all aspects of the DofE Licence.

KT 18  Be a champion for the DofE within the Licensed Organisation and actively promote the DofE within the local 
community.

Other considerations
DofE Managers must undertake the e-induction and Introduction to the DofE courses.
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The key tasks of the role are to:

YOUNG PEOPLE

KT 1 Ensure the delivery of high quality programmes to young people in the DofE group.

KT 2 Manage the provision of a safe and enjoyable DofE programme for participants in the DofE group.

KT 3  Support participants to decide on their programme choices and set their timescales and goals.

KT 4  Regularly encourage participation in chosen activities by participants.

KT 5  Support expedition team(s) with their expedition planning and arrange for the team(s) to be trained in all of the required 
areas.

KT 6  Encourage the use of eDofE by participants, regularly approve uploaded evidence and agree the completion of 
sections.

KT 7  Celebrate achievements as often as possible.

LICENSED ORGANISATION

KT 8  Keep in regular contact with the DofE Co-ordinator and/or DofE Manager.

KT 9  Respond to requests from the Licensed Organisation in a timely manner.

GENERAL

KT 10  Regularly communicate with parents/guardians about DofE group plans/meetings etc. 

KT 11  Use eDofE to measure the performance of the DofE group and to keep abreast of participation.

The Duke of Edinburgh’s Award

Role description

Role: DofE Co-ordinator

Hours: Variable (dependent on scale of DofE group)

Reports to: DofE Co-ordinator or DofE Manager (dependent on type of Licensed Organisation)

Appointed by: DofE Co-ordinator or DofE Manager (dependent on type of Licensed Organisation)

Key contacts: DofE Manager, DofE Co-ordinator, DofE Award Verifier, DofE Administrator

Summary and main purpose
The Duke of Edinburgh’s Award (DofE) is a UK charity that makes a difference to young people’s lives and prepares them 
for life and work. Over 300,000 young people per year from every possible background take part in DofE programmes 
to broaden their horizons, develop their leadership skills, learn to work with others, volunteer in their local communities, 
increase their employability, and prove to themselves they can succeed at a serious challenge.

DofE Leaders perform a vital role on behalf of the charity and the Licensed Organisation. They are the adult who is 
responsible for a DofE group. They lead, guide and support young people, agree their programme choices and sign off 
young people’s sections and approve their eDofE evidence.
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DofE Co-ordinator: Skills and knowledge

Essential:  - An ability to communicate with adults and young people, both verbally and in writing.

 - An ability to organise and plan effectively.

 - IT literate.

 - Able to provide inspirational leadership and motivate young people.

 - Experience of working with young people.

 - Build, maintain and facilitate effective working relationships with a wide range of people.

 - Plan, manage and monitor own tasks and time.

Desirable:  - Experience of running DofE programmes.

 - Volunteer or staff management.

 - Knowledge of current issues affecting young people.

Additional 
qualities:

 - Integrity.

 - Respected decision maker.

 - Committed to ensuring high standards.

 - Commitment to DofE’s guiding principles.

 - Flexible approach.

 - Self-motivated.

Other considerations
DofE Leaders must undertake the e-induction and Introduction to the DofE courses.

Further training may be undertaken by completing the DofE Leadership programme.
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Other considerations
DofE Award Verifiers are required to undertake the e-induction and the Introduction to the Award Verifier e-learning modules. 
They also need to attend either the Award Verifier course or the combined Award Verifier/Introduction to the DofE course to 
complete their learning.

The key tasks of the role are to:
KT 1 Sign in to eDofE regularly to approve Awards in a timely manner. 

KT 2 Check the information provided by participants in the ‘Participant Award Summary’ in eDofE to ensure individuals meet 
the timescale and programme requirements for each section.

KT 3  Ensure each section has a completed Assessor Report that confirms programme requirements and participant goals 
have been met. 

KT 4  Review and ensure that evidence supports programme requirements, sectional activities and participant goals set by 
individuals.

KT 5  Identify any issues with regard to programme quality and bring these to the attention of the DofE Manager and/or 
Regional/Country Office.

KT 6  Keep up to date with DofE developments.

The Duke of Edinburgh’s Award

Role description

Role: DofE Award Verifier

Hours: Variable (dependent on scale of Licensed Organisation)

Reports to: Licensed Organisation (LO)

Appointed by: DofE Regional/Country Office

Key contacts: DofE Licence Holder, DofE Manager, DofE Coordinator, DofE Administrator, DofE 
Leader, DofE Regional/Country Office

Summary and main purpose
The Duke of Edinburgh’s Award (the DofE) is a UK charity that makes a difference to young people’s lives. Over 300,000 
young people per year from every possible background take part in the DofE programme to broaden their horizons, 
develop their leadership skills, learn to work with others, volunteer in their local communities, increase their employability, 
and prove to themselves they can succeed at a serious challenge.

DofE Award Verifiers perform a vital role on behalf of the charity. They use our interactive online system – eDofE – to 
grant final approval to the Awards achieved by participants. They are completely independent from the delivery of DofE 
programmes to the young people and so act as an important, independent quality check. 

Award Verifiers are empowered by their DofE Regional/Country Office to uphold programme quality within their LO. They 
are responsible for liaising with the DofE Manager to address general programme quality concerns, but will also raise more 
serious quality issues with the DofE Office.
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A DofE Award Verifier may not approve an Award if they have signed off any aspect of the programme in question or have 
directly supported the participant’s DofE programme in any way.

DofE Award Verifier: Skills and knowledge

Essential:  - An ability to communicate with adults and young people, both verbally and in writing. 

 - An ability to organise and plan effectively.

 - IT literate.

Desirable:  - Experience of running the DofE.

 - Experience using eDofE.

Additional 
qualities:

 - Integrity.

 - Respected decision maker.

 - Committed to ensuring high standards.

 - Commitment to the DofE’s guiding principles.
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Other considerations
DofE Expedition Supervisors must undertake or provide evidence of training and/or experience appropriate to the requirements 
of the Licensed Organisation/AAP.

The key tasks of the role are to:
KT 1 Be the focal point for communication before, during and after the expedition, keeping everyone informed. 

KT 2 Have the legal responsibility for the safety and welfare of young people on their practice and qualifying expeditions. 

KT 3  Check all training and practice expeditions have been completed and evidenced in eDofE and that the Assessor has 
also provided evidence of the completion of the qualifying expedition. 

KT 4  Ensure that all appropriate expedition approvals have been received. 

KT 5  Ensure that the teams are properly equipped to do their expedition. 

KT 6  Ensure that the team’s expedition will meet the 20 conditions of the section. 

KT 7  Be responsible for the supervision plan and for co-ordinating other expedition support staff (where appropriate).

KT 8  Carry out a risk assessment of the route and the expedition.

The Duke of Edinburgh’s Award

Role description

Role: DofE Expedition Supervisor

Hours: Variable (Dependent on scale of Licensed Organisation or AAP)

Reports to: DofE/AAP Manager

Appointed by: DofE/AAP Manager

Key contacts: DofE/AAP Manager, DofE Co-ordinators, DofE Leaders, DofE Administrator

Summary and main purpose
The Duke of Edinburgh’s Award (DofE) is a UK charity that makes a difference to young people’s lives and prepares them 
for life and work. Over 300,000 young people per year from every possible background take part in the DofE programme 
to broaden their horizons, develop their leadership skills, learn to work with others, volunteer in their local communities, 
increase their employability, and prove to themselves they can succeed at a serious challenge.

The role of the DofE Expedition Supervisor is a crucial one, both in ensuring the safety of the participants whilst on 
an expedition and in maintaining the standards of the DofE. All expeditions, including practice expeditions, must be 
supervised by a suitably experienced adult who is competent in the chosen mode of travel and who will be based in the 
area where the expedition takes place. Supervisors accept responsibility for the safety and welfare of the team on behalf 
of the Licensed Organisation/Approved Activity Provider. Additionally, Supervisors should be familiar with the team, their 
individual strengths and weaknesses and their knowledge of the chosen route. 

The Supervisor may also be the DofE Leader. It is up to the Licensed Organisation or AAP to decide how many young 
people, spilt into expedition teams, a Supervisor is responsible for. Where there are multiple teams, there are often 
multiple Supervisors, each with designated young people / teams they are responsible for. For Bronze level expeditions, the 
Supervisor may also act as an Assessor if they are accredited by the DofE.
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DofE Expedition Supervisor: Skills and knowledge

Essential:  - Be familiar with the aims, principles, requirements and 20 conditions of the Expedition 
section.

 - Have a detailed knowledge of the Expedition Guide.

 - Experienced and confident in the chosen mode(s) of travel.

 - Navigation and campcraft skills.

 - Understanding of remote supervision.

 - Have a sound knowledge of The Handbook for DofE Leaders.

 - Knowledge of Licensed Organisation procedures.

 - An ability to communicate with adults and young people, both verbally and in writing.

 - Listening skills.

 - An ability to organise and plan effectively.

 - IT literate.

 - Able to provide inspirational leadership and motivate young people to work together as a 
team.

 - Build, maintain and facilitate effective working relationships with a wide range of people.

 - Plan, manage and monitor own tasks and time.

Desirable:  - Experience of running DofE programmes.

 - Experience of working with young people.

Additional 
qualities:

 - Integrity.

 - Respected decision maker.

 - Committed to ensuring high standards.

 - Commitment to DofE’s guiding principles.

 - Flexible approach.

 - Self-motivated.

DofE Expedition Supervisors must also undertake the e-induction course and are advised to attend the DofE Expedition 
Supervisors Training Course. 
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The key tasks of the role are to:
KT 1 Ensure that the 20 conditions of the Expedition section are fulfilled by the expedition team.

KT 2 Ensure that expedition team meet the aim of the Expedition section. 

KT 3  Provide, as appropriate, local expedition area information to teams to help them decide how best to meet the 20 
conditions.

KT 4  Be a fair, impartial and positive person who adds to the expedition experience and supports the team and sees a 
successful outcome.

KT 5  Protect the interests of the DofE.

The Duke of Edinburgh’s Award

Role description

Role: DofE Expedition Assessor

Hours: Variable (dependent on scale of Licensed Organisation/AAP or Expedition Assessor 
Network)

Reports to: DofE/AAP Manager or Assessor Network Co-ordinator

Appointed by: DofE/AAP Manager or Assessor Network Co-ordinator

Key contacts: DofE/AAP Manager or Assessor Network Co-ordinator, Expedition Supervisors, DofE 
Co-ordinators, DofE Leaders

Summary and main purpose
The Duke of Edinburgh’s Award (DofE) is a UK charity that makes a difference to young people’s lives and prepares them 
for life and work. Over 300,000 young people per year from every possible background take part in the DofE programme 
to broaden their horizons, develop their leadership skills, learn to work with others, volunteer in their local communities, 
increase their employability, and prove to themselves they can succeed at a serious challenge. All qualifying expeditions 
must be assessed by a competent adult who is approved by the Licensed Organisation/Approved Activity Provider and 
accredited by The Duke of Edinburgh’s Award. 

Assessors are the guardians of the DofE’s high standards; they protect the interests of the DofE and ensure that the 20 
conditions of the Expedition section are fulfilled. 

The Assessor is a member of a partnership consisting of the participants, the Supervisor and the Assessor, formed to bring about 
a successful outcome to the team’s expedition. The role of the Assessor is to confirm that the 20 conditions of the Expedition 
section have been met. There is no testing, no marking, either the 20 conditions have been fulfilled or they have not. 

Some Assessors are members of volunteer Assessor Networks which are managed directly by the DofE. Each network is 
based in a wild country area and members provide a service for Licensed Organisations/AAPs, assessing expedition teams. 

At Bronze level, the Supervisor may also act as an Assessor and may have been involved in the training of the team. At 
Silver level, Assessors should not have been involved in any training or instruction of the team. At Gold level, the Assessor 
must be independent of your DofE group and not associated with the team in any way. 
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Criminal Records Check
Expedition Assessors will be in unsupervised contact with young people as part of their role. This is considered ‘Regulated 
Activity’ and a criminal records disclosure is therefore needed if joining an Assessor Network, which will be arranged by the 
DofE. Expedition Assessors for LOs and AAPs should refer to their organisation who will arrange the check. 

 - In England and Wales, this is a Disclosure & Barring Service (DBS) Check.

 - In Scotland, this is a Protecting Vulnerable Group Schemes (PVG) Check. 

 - In Northern Ireland, this is an Access Northern Ireland (Access NI) Check. 

These are achieved by following these steps:

 - Receive expedition information from the team.

 - Make initial contact with the team and review the expedition plan.

 - Meet the team in the expedition area and complete the pre-expedition check.

 - Meet with the team en-route.

 - Debrief the team and sign off the expedition by completing and submitting an Assessor’s Report for each member of the 
expedition team.

 - To receive the expedition presentation after the expedition (if requested).

Other considerations
DofE Expedition Assessors must undertake the e-induction course and attend the DofE Expedition Assessor               
Accreditation Scheme course (having carried out the pre-course learning for the relevant level(s) they wish to assess at).  
Following the completion of this course, they must also be endorsed by a Licensed Organisation/Approved Activity Provider/
Assessor Network before being accredited by a DofE Regional/Country Office.

DofE Expedition Assessor: Skills and knowledge

Essential:  - Be familiar with the aims, principles, requirements and 20 conditions of the Expedition 
section.

 - Have a sound knowledge of The Handbook for DofE Leaders.

 - An ability to communicate with adults and young people, both verbally and in writing.

 - Listening skills.

 - An ability to organise and plan effectively.

 - IT literate.

 - Build, maintain and facilitate effective working relationships with a wide range of people.

 - Plan, manage and monitor own tasks and time.

Desirable:  - Knowledge of the Expedition Guide.

 - Knowledge of the expedition area they want to assess in.

 - Experience of working with young people.

Additional 
qualities:

 - Integrity.

 - Respected decision maker.

 - Committed to ensuring high standards.

 - Commitment to DofE’s guiding principles.

 - Flexible approach.

 - Self-motivated.
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