Examinations Secretary

1. You are to act as the first point of contact between the BBKA Exams Board, the DBKA
Executive and the DBKA membership in relation to BBKA examinations and assessments.

2. You are to acknowledge all applications for examinations & assessments and forward to
prospective candidates an exam entry invitation via the eReturn2 system.

3. You are to provide a written report to the DBKA Executive Council (EC) annually in
November summarising the results & making recommendations.

4. You are to provide the DBKA Treasurer at the end of the DBKA FY with receipts & a claim for
expenses for postage, envelopes etc.

Basic Assessments

5. You are to forward online exam entry invitations to prospective candidates for the Basic,
Junior, Bee Health and other practical assessments via the eReturn2 system.

6. You are to appoint BBKA assessors providing details of candidates, and to inform candidates
of their assessor for the Basic, Junior and Bee Health assessments. Other assessments are
handled by the BBKA directly with candidates.

7. You are to arrange with assessors, candidates and apiary managers for the assessments to
be carried out at mutually convenient dates, times and venues.

8. You will arrange with assessors that they send you the name and mark of the top scoring
candidate in each assessment session so that at the end of the season, the Frank Alston
skep can be awarded to the highest scoring candidate in the County.

Modules

9. You are to forward online exam entry invitations to prospective candidates via the eReturn2
system.

DBKA AGM

10. You are to receive and then forward to Branch secretaries for presentation to successful
candidates, all certificates and badges for examinations and assessments

11. When the current stock of skeps is exhausted, you are to contact skepmaker Mick Male in
good time to order a further stock of skeps to be presented and arrange for him to be paid
by the Treasurer.

12. You are to liaise with the current President of the BBKA and agree how the Frank Alston
Prize (the skep) is to be presented to the winner, either at the DBKA AGM or otherwise, and
are to arrange for the skep to be delivered to the AGM venue or to be sent to the prize
winner, as appropriate.

13. You are to make discrete arrangements for the Frank Alston Prize winner to attend the AGM,
if agreed with the President.

Notes

14. Modules are now taken on-line by candidates so it is no longer necessary to arrange for
them to be sat at Buckfast Abbey Conference Centre. Once candidates have entered via the
eReturn2 system, the Exam Board will contact candidates direct.

15. You will need to extract from eReturn2 the list of candidates for the modules before each
sitting so that you know who is taking them as once the modules have been sat, the list is
removed from the system. After that, you will only know who has passed. Similarly for the
practical assessments such as the Basic.
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