INTRODUCTION

The aim of this award is to highlight the importance of striving for excellence in one’s vocation, and to encourage and emphasise the importance of vocational training.

Participation in this project is not costly to your Club

It is not necessary for a Club to have a training facility in their area. Every club area has a business that employs apprentices or trainees. . . hairdressers, plumbers, administration staff.

The project is open to apprentices or trainees who live, train or work in your club’s area.

Note:
If your nominees do not meet this criteria please discuss with the District Chairman,

Clubs running Apprentice of the Year Awards should plan to enter their winner for the

District Award.

TIMETABLE

October is Vocational Service Month and would be an ideal time to conduct the presentation of your Club’s awards. It also appears to fit well with training providers’ schedules. However, many Clubs run this program early in the year.

Whichever time you choose, bear in mind that noninations close on 16 January, 2004 for the

District Apprentice/Trainee of the YearAwards. They are presented at the District Conference at

(place)  on (date).

Entry forms and information should be sent out 4-6 weeks before your Award Night. Entries should close 2 weeks before award night to allow time for assessment and interview.

Interview should take place within a week of the closing date. All entrants should be advised within two days of interview.

CRITERIA

Candidates are assessed on:

Vocational skill and ambition

Knowledge of their industry and awareness of their employer’s business

Community and social attitude

Personal presentation and communication skills.
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JUDGING

The Club judging panel should include:

President

Vocational Service Director

One other Rotarian

A prominent local personality

Having a high profile personality involved in the judging and the Club presentation night, may assist in obtaining media coverage, leading a greater awareness of Rotary, and exposure of the project for coming years.

PRIZES

Club level suggestions:

All entrants should receive a Certificate of Excellence acknowledging their nomination and involvement.

The Awardee or Awardees should receive a simple plaque or trophy.

A conservative prize could be awarded at the Club’s discretion. This may be vocationally or educationally based, and could be sponsored by a local business.

COST

You will need to budget for:

Preparation of invitations and postage.

Dinner cost of Club finalists for your presentation night. Parents and employers/trainers

dinner costs are at the Club’s discretion.

Trophy and prize (if applicable).

Certificates

SUPPORT MATERIAL (See the following pages)

Attached are suggestions for a:

Nomination form

Letter to training provider or employer

Letter to nominee

Letter to successful awardees.

Letter to unsuccessful nominations All letters should be on Club letterhead

SAMPLE LETTER TO TRAINING PROVIDER

(Use your Club letterhead)

Date

Mr (or Ms)              

Title

Name of facility

Address

To highlight the importance of vocational training and striving for excellence, the Rotary Club of               is conducting an Apprentice/Trainee of the Year Award as part of our Vocational Service Program. We are seeking your co-operation in the nomination of suitable candidates.

Candidates should be undertaking a properly structured training course and be employed, full or part time. In selecting nominees account should be take of the candidates’ overall performance.

Candidates will be interviewed in the week beginning
They will be interviewed and assessed by an experienced and professional panel on their vocational skills, job and company knowledge, attitude, social awareness, personal presentation and communication skills.

Interviews will be carried out at                             

The Award is open to those who live, work and or attend training facilities in the                  area. Prizes are awarded to the first three placegetters and all candidates receive a Certificate of Achievement.

Please feel free to photocopy the enclosed nomination form if more are needed. Entries close on                  

Your assistance in recognising our young people who are striving in their vocations is very much appreciated. Please contact me if you have any queries.

Yours sincerely

Rotarian            

Vocational Service Chairman

ROTARY CLUB OF            

Nomination for the Rotary

2003 - 2004 ApprenticelTrainee of the Year Award

Name:                                                             

Address:


Age:
Telephone No:
Work:                        
                  Home:              

Training facility attended/attending:


Vocational courses attended/attending:


Recreational interests/hobbies community activities, etc:


Ambitions                                                         

Employer company name:                                  

Address:                                                

Contact Person:                                           

Telephone No:                                

Nominations close on             

Please forward completed nomination forms to:

The Secretary
Enquiries to: Rotarian                 

Rotary Club of

PO Box
Ph:               
OR
President           

Ph:                   

SAMPLE LETTER TO EMPLOYERS

(Use your Club letterhead)

Date

Mr(orMs)             

Title

Name of Facility

Address

Dear

To highlight the importance of vocational training and striving for excellence, the Rotary Club of                  is conducting an Apprentice/Trainee of the Year Award as part of our Vocational Service Program. We are seeking your co-operation in the nomination of suitable candidates.

Candidates should be undertaking a properly constructed training course and be employed either full or part time. In selecting suitable nominees, account should be taken of the candidates overall performance.

Candidates will be interviewed on
They will be interviewed

by an experienced and professional panel on their vocational skills, job and company knowledge, attitude, social awareness, personal presentation and communication skills.

Interviews will be carried out at


The Award is open to those who live, work or attend training facilities in the                area. Prizes are awarded to the first three placegetters and all candidates will receive a Certificate of Achievement.

Entries close on
Please contact me if you have any queries.

Your assistance in recognising those people who are working hard in their chosen vocation is very much appreciated.

Yours sincerely

Rotarian

Vocational Service Chairman

SAMPLE LETTER TO CANDIDATES FOR INTERVIEW

(Use your Club letterhead)

Date

Ms (or Mr):


Address

Dear              

It is with pleasure that I advise that you have been selected for an interview for our Apprentice/Trainee of the Year Award.

Following are the details:

Date:

Time:

Venue:

We look forward to meeting you on
Please contact me if
you have any queries.

Yours sincerely

Rotarian

Vocational Service Chairman

SPECIMEN LETTER TO SUCCESSFUL STUDENT

(Use your Club letterhead)

Date

Name                

Address                

Dear                

On behalf of the Rotary Club of
, congratulations on being selected as one of the finalists in the 2003/2004 Apprentice Trainee of the Year Award.

You are invited to the Presentation Function — details are:

Venue:

Date:

Time:

You will be a guest of the Club on this important occasion and you are welcome to bring family, friends and the person who nominated you along, however the meal costs for these guests is $      per person.

Please advise Rotarian
Tel
) by     

if you will be attending and the names of those who will be accompanying you.

Once again, congratulations on your fine achievement and we look forward to seeing you on               

Yours sincerely

Rotarian

Vocational Service Director

SPECIMEN LETTER TO UNSUCCESSFUL STUDENT

(Use your Club letterhead)

Date

Name

Address

Dear

Congratulations on being nominated for the 2003/2004 Apprentice/Trainee of the Year Award.

Unfortunately, you were not selected as a finalist, however, your attitude to your vocation, your skills and personal presentation were all rated highly. A Certificate of Achievement is enclosed in recognition of your nomination and your personal standard of excellence.

The finalists are:


Name
Nomination organisation

The winner is yet to be announced.

On behalf of the Rotary Club of
, I wish you every success in your future career and in attaining your goals.

Yours sincerely

Rotarian

Vocational Service Director

Encl.

