
 

How to get your Assessor to sign off your activity (Skills, Voluntary 
Service and Physical Recreation Sections).  
Having an Assessor report is a key component in achieving your Award. More information on 
Assessors can be found on our website. 

Once you have completed the minimum hours and weeks for a Section of the Award, the system will 
pop up with a message congratulating you for completing the Section and asking how you want to 
add your Assessor’s report. You have two options: 

Option One 

1. Click on the Send for Approval button. 

 

2. The Online Record Book will send your Assessor an email address with a hyperlink through 
which they can write an Assessor report. Please let your Assessor know as the email will 
come from ORB@onlinerecordbook.org. If they do not receive it, ask them to check their 
junk mail as it could be marked as spam by some email providers.  

3. When you Assessor has written their Assessor report, it will automatically be sent to your 
Award Leader to signoff. You will get a notification that the Assessor has signed it off and you 
will be able to see a copy of the Assessor report under Files.  

https://dofehillary.org.nz/participants/assessors/
mailto:ORB@onlinerecordbook.org


 

 

 

4. Once your Award Leader signs off the section you will get a notification to say it is complete: 

  

And your activity will show as complete on your account. 

 



 

Option Two 

1. Click on the x  

 

2. Click on the drop down list icon (v) next to your name and select Award Summary 

 



 

3. Under the completed Section download the Summary for Assessor and take this to them. 
They can then check your hours and write an Assessor’s report for you at the bottom of the 
sheet. 

 

 



 

4. Log back into your Online Record Book account and under the completed Section, click Send  

 

5. Click I already have an assessment and upload the copy of the Assessor’s report. 

  

5. This will then go to your Award Leader to sign-off.  

6. Once your Award Leader signs off the section you will get a notification to say it is complete: 

  



 

And your activity will show as complete on your account. 

 

Troubleshooting 

• I have two activities and completed one but cannot send it to my assessor. If you 
have more than one activity, but not completed all your hours, you can ask your 
Award Leader to send the activity completed to your Assessor, while still finishing off 
the other activity. 

• I cannot send my activity to my Assessor – If the Online Record Book is not allowing 
you to send your Assessor the assessment request this is probably because you have 
not completed the required hours over the required time. See Participant Logs 
Explained for an explanation of how the logs are counted.  

• My Assessor has not written their Assessor report – If your Assessor has not written 
their Assessor report , you can contact them and ask them to complete it. If it has 
been more than 30 days since you sent the assessment request, you will need to log 
back into your account and resend the assessor request to them. At the bottom of 
the section waiting on the Assessor report , click on Resend Assessment Request.

https://dofehillary.org.nz/wp-content/uploads/2022/10/Participant_Logs_Explained.pdf
https://dofehillary.org.nz/wp-content/uploads/2022/10/Participant_Logs_Explained.pdf

