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Jargon Busting 

 
We do our best to avoid jargon but it is inevitable. Throughout this document most of those 
long phrases that can be shortened are not shortened. Here though is a guide to all of our 
quick snappy abbreviations and jargon in alphabetical order: 
 
ALP – Action Learning Pathway 
A-TLA – Apprentice–Tutor Learning Agreement 
CPD – Continuous Professional Development 
DLP – Diploma Learning Pathway 
DONG – Date of Next Guild 
DONT – Date of Next Tutorial 
DST – Design Support Tutorial 
FPA – Final Portfolio Assessment 
IPA – Interim Portfolio Assessment 
PA or PAB – Permaculture Association (Britain) 
TNA – Training Needs Analysis 
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1. Overview of Tutor Roles 

Tutors are central to the whole diploma system and very important, performing multiple 
roles within it, such as: 

1.1 Promoting the Diploma  
Tutors should be promoting the diploma, in particular on any design courses or other 
permaculture related courses that they are teaching. It is a great way to find new 
Apprentices so makes sense as part of your marketing. 

1.2 Being a Personal Tutor 
Personal tutoring involves being the main contact for an apprentice. Before an Apprentice 
can register they need to have found a Tutor who agrees to be their Personal Tutor, the 
Tutor's role in registration is liaising with Apprentices approaching you to be their Personal 
Tutor. 

1.3 Delivering a Range of Tutorials 
This varies according to your level but a Diploma Tutor can deliver Induction Events, 
Personal Tutorials, Design Support Tutorials, Technical Tutors, LAND Tutorials, Interim 
Portfolio Assessments and Final Portfolio Assessments. 

1.4 Presiding over the Apprentices Final Presentation 
The final stage for the Apprentice and the final stage for the Tutor is to support and 
oversee the Apprentices Final Presentation Event. 

1.5 Providing Peer Support  
You will be encouraged to be part of a Tutors’ guild to provide mutual support. You will also 
become a member of the Tutors Network to enable communication between all Tutors. 

1.6 Developing the Diploma System  
You will become part of a dynamic system and your input into developing the system is an 
essential part of its maintenance. Feedback, ideas and proposals can be processed 
through the Diploma Working Group with support from the Senior Tutors Group, the Tutors 
Network and appropriate staff from the Permaculture Association office. Being a member 
of the Diploma Working Group is a great way to contribute to the development of the 
Diploma System.  

1.7 Continuously Developing your Skills 
A Diploma Tutor is expected to continue designing, recording those designs and have an 
up to date Learning Pathway and to attend Continuous Professional Development days. 
There are training sessions to attend to reach each appropriate level and you will be 
encouraged appropriately to move through your pathway to develop your skills. There are 
three levels to being a Tutor – Registration, Assessment and Senior. 

1.8 Supporting other Tutors in their Development 
Both Assessment and Senior level Tutors can help to support the development of other 
Tutors by observing and assessing other Tutors delivery of tutorials.  
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2. Diploma Tutor Registration 

2.1 Diploma Tutor Registration Requirements 
In order to have your name on the Tutor Register you must: 
 

 Have been awarded the Diploma in Applied Permaculture Design 

 Be a member of the Permaculture Association 

 Have a reference from an Assessment Level or Senior Level Tutor 

 Complete the registration form to become a Diploma Tutor 

 Join the Tutors Network 

 Have received and read this Tutors Manual (even if you don’t understand it all yet) 
 
It is possible to start your Tutor training before the completion of your Diploma but only 
with the following conditions: 

 You have received a recommendation to do so from a Senior Tutor 

 You have started your Final Portfolio Assessment process and have a date set for 
its completion with your FPA part 2 Tutor 

 You have a set date for your Final Presentation 

 You have clear reasons to start early and have reflected upon becoming a Tutor and 
the responsibilities of doing so  

2.2 Top tips on becoming a Tutor 
You will find everything you need to know about becoming a Tutor and being a Tutor from 
this manual. To help you get started it can be really useful to have a one to one 
conversation with an existing Tutor or even more than one if you can. They should be able 
to tell you more about what it is like to be a Tutor. It can be worthwhile getting these 
opinions before you commit your time and training investment. You’ll also need to get a 
reference from an existing Assessment or Senior Tutor so you may need to sell yourself a 
bit! 
 
The Diploma Admin worker in the Permaculture Association Office (currently Cath Marsh) 
will be able to ensure that your membership is up to date, will send you a Tutor registration 
form, make sure you have a copy of this Tutors manual and forward to you details about 
joining the Tutors Network. The Tutors Network is run by the Tutors and was established 
by the Diploma Working Group. It is currently a google group whereby Tutors can email 
each other directly about a variety of issues and provide direct support to each other. 
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3. Becoming a Registration Level Tutor 

3.1 Registration Level Tutor Requirements 
In order to become a Registration Level Tutor you must: 

 Pay for and prepare for Registration Level Training. The current fee for this training 
is in the Tutor Training Fees Guide (to be written in 2015) 

 Complete personal Session Plans for how you will deliver Induction Events, 
Personal Tutorials and Design Support Tutorials 

 Observe the delivery of Registration Level Tutorials by an established Tutor 

 Attend and complete Registration Level Training 

 Complete your own Tutor Learning Pathway / CPD plan for your ongoing 
development as a Diploma Tutor and have this approved by a Senior Tutor 

 Upload 3 samples of your design work onto the Permaculture Association website 

 Complete your Diploma Tutor profile on the Permaculture Association website 

 Sign a Diploma Tutor contract 

3.2 Preparing for Registration Level Training 
The Permaculture Association Diploma Coordinator will send you a pre-training pack which 
will include a link to the Registration Level training films which cover details of how to 
deliver an Induction Event, a Personal Tutorial and a Design Support Tutorial. Before the 
training day you will be expected to watch the films and complete the accompanying 
exercises, which includes you writing up your own session plans for how you intend to 
deliver each of these tutorial types. If you are having difficulties developing your own 
session plans from having watched the films then it can be useful to ask existing Tutors on 
the Tutors Network to share their session plans with you. You are required to complete the 
above work and bring it along to the training.  

3.3 Observing Delivery of Registration Level Tutorials 
You are expected to observe a Diploma Tutor delivering Registration Level tutorials. We 
recommend that you observe one of each. This can be done before or after your 
Registration Level Training.  

3.4 Complete Registration Level Training 
The Registration Level Training is a two day event delivered by a Senior Tutor. During this 
training you will meet other tutors at the same level as yourself and you will reflect on the 
preparatory exercises together. Your session plans will be assessed and you will receive 
feedback on them. The trainer will have read your application forms and thus have a sense 
of your prior experience. Also during this training you will have some time to start your 
Tutor Learning Pathway for your continuous professional development. All diploma tutors 
are required to be in a process of professional development. The trainer will offer advice 
on what kinds of things you should include in your Tutor Learning Pathway.  

3.5 Starting your Tutor Learning Pathway Plan 
Your Tutor Learning Pathway forms the basis of your Continuous Professional 
Development or CPD for short. You need to have created one and have it signed off by a 
Senior Tutor before you can be employed as a registered Tutor in the system. Your 
Learning Pathway plan can take whatever form you wish, just as long as it communicates 
clearly the pathway you intend to follow to develop the skills that you need as a Tutor. It 
might take the form of a list of tasks, a mind map, flow diagram or word document.  
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Its key qualities will be that: 

 It sets out where you have got to like a CV and shows the skills and experience you 
already have 

 It identifies the gaps in your experience that you need to fill and the key skills that 
you wish to acquire or develop 

 It places all these into a timeline that you can regularly refer to, to check that you 
are meeting your targets 

 It will be updated on a regular basis for the entire time that you are a Diploma Tutor 
 
Here are some useful questions to ask yourself to help you develop your Learning 
Pathway Plan: 

 Where do I want to be in two years’ time?  

 What skills do I want to have acquired?  

 What permaculture and diploma related work do I want to be doing?  

 What do I want to be better at doing?  

 How do I want to interact with my peers? 

 How can I become a more effective diploma tutor?  

 When have I and when will I be attending CPD days? 

 When have I observed tutorials delivered by other tutors? 

 What further tutorials do I need to observe? 

 What design work have I carried out as a Tutor? 

 Would my design work fulfill existing Diploma criteria?  
 
You will need to organise your Plan into headings and categories to make it very clear. 
These could include Permaculture Design work, Permaculture Teaching and Diploma 
Tutoring. Now prioritize which areas of activities are most important to you and most 
achievable at this stage. Try to identify what order your actions need to be taken in and 
create a timeline if possible. It is always great to be creative in your presentation of your 
Learning Pathway. The exercise of producing your Tutor Learning Pathway is intended to 
give you an opportunity to think systematically about your interests and requirements and 
to trawl your networks to see how you may satisfy these. Your plan will always be a 
working document and as such should be updated and regularly reviewed by your peers. 

3.6 After Registration Level Training 
You will now be expected to complete your Tutor Learning Pathway and submit that to your 
trainer with your updated Session Plans. Once this has been submitted and signed off 
then you will receive your Diploma Tutor contract. You will need to sign it and return the 
copy to the office. The Office will add an additional page to your online personal profile on 
the Permaculture Association website so that you can upload your three designs and 
update your profile to state that you are now a Registration Level Tutor. You will now be a 
Registration Level Tutor and you are now able to take on Apprentices. 

3.7. Your Tutor Profile 
Your tutor profile that you’ll be uploading to the Permaculture Association website is where 
you will advertise your tutoring services. In addition to your location and contact details, 
you’ll need to include your default venue for holding tutorials, when and where you did 
your PDC and with whom, when you accredited for your diploma, your areas of 
Permaculture Design experience, your skills, technical expertise and areas of interest, 
whether you are willing to travel elsewhere to tutorials and if you are currently accepting 
more apprentices. It is also really useful to include anything unique to your Tutoring 
approach and be clear about your Tutoring style e.g flexible or encourage deadlines. 
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3.8 Join a Tutors Guild 
To assist you in your development as a Tutor you will be automatically added to the Tutors 
Network at this point if you haven’t been already. This will enable you to connect with all 
registered Tutors. You are encouraged to identify a Senior or Assessment Level tutor to be 
your personal guide and mentor. This might be your Registration Level Trainer or a Tutor in 
your geographical area or a Tutor that you have close links to already. You will be forming 
a guild with not only that Tutor but any others that you feel connected to directly or through 
that Tutor. This will help you to organise the delivery of your first tutorials, which will need 
to be assessed.   

3.9 Delivering your First Tutorials 
Once you have a registered Apprentice then you will be able to deliver Induction Events, 
Personal Tutorials and Design Support Tutorials to that Apprentice. Your first delivery of all 
of these Tutorial types must be observed and assessed by an Assessment or Senior Tutor. 
This first assessment of your work will be really useful and should be supportive of your 
needs. Make sure you arrange the date and time of this first tutorial with the Apprentice 
and the assessing Tutor. The assessing Tutor will receive the fee for this tutorial that you 
would have received from the Permaculture Association. This won’t cover their travel 
expenses so make sure you discuss travel payment requirements in advance. Alternatively 
you can save travel expenses by delivering the tutorial via Skype or by stacking in their 
travel with an event happening in the area of the tutorial delivery. The annual National 
Diploma Gathering has been developed to assist with this requirement. For details on how 
to deliver each tutorial type then please refer to the next section. 

3.10 The Assessment Process 
Your assessing Tutor will be observing your practice, and will not intervene or participate 
during the event itself. It is important that the Apprentice you are tutoring is aware in 
advance that this is taking place during their tutorial. After your delivery of the tutorial you 
will receive verbal feedback, a written report and support from the assessing Tutor. This 
should boost your confidence to know what you are good at and clarify where you need to 
develop your skills. The assessing Tutor will use a standard form to write their report, 
which includes specific criteria appropriate for the delivery of that tutorial. The report will 
include recommendations for you to add into your Learning Pathway. 
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4. Being a Registration Level Tutor 

4.1 Promoting the Diploma  
There are various means to promote the diploma. The Permaculture Association has a 
brochure on the Diploma in Applied Permaculture Design. You can request copies of these 
from the Permaculture Association office. Please give these out to any Permaculture 
Design Certificate course graduates who might be interested. You could also make them 
available on appropriate stalls. Please direct anyone expressing interest in the Diploma to 
the Diploma page on the Permaculture Association website. This contains all information 
that anyone considering applying will need, including the Diploma Guidebook, a Fees 
Guide, Accreditation Criteria Guide and Registration Form.  
 
Integrating promotion of the Diploma into a Permaculture Course makes a lot of sense for 
you financially and if you integrate expectations of the Diploma into your PDC then the 
skills and knowledge gap will be minimised.  
 
You could do this by: 

 Mentioning that the Diploma is a next step after the PDC several times during your 
course 

 Integrating Diploma Apprentices into your teaching team 

 Distributing the Diploma brochure to course participants 

 Sharing links to or printed copies of Diploma designs or portfolios with participants 

 Presenting Diploma designs during the course 

 Delivering a Diploma information session either in the latter part of the PDC or 
shortly afterwards 

 Presenting information about the Diploma within other permaculture teachers 
courses where the course is being run by a teacher that is not a Diploma Tutor 

 Covering key Diploma design skills, methods and processes in the course 
curriculum 

 
You can also deliver specific Diploma Information Sessions. These could be group events 
so you can gather together a potential cohort of Apprentices who are all considering 
registering at the same time. You may charge for this directly as you would if running a 
course. It is recommended to keep the cost of such a session to a minimum. Remember 
this session is marketing and your participants might become part of your income stream 
in the near future. Whatever you charge it is a matter for you and nothing to do with the 
Permaculture Association or Diploma Fees. This is a great way to meet potential 
Apprentices before they register and an excellent way for them to get to know their 
possible Tutor. 

4.2 Tutor Role in Apprentice Registration 
When an Apprentice signs up for the Diploma they choose a Personal Tutor. You should be 
familiar with the Diploma Registration Form and the process for registration as laid out in 
the Guidebook. A new Apprentice needs to fill in their application form and send it to the 
Office. Part of the registration form includes stating their chosen Personal Tutor. They may 
have already made informal contact with you directly already but once they have submitted 
this formally to the Office then you will receive an email from the Diploma Coordinator 
officially requesting that this Apprentice requests you as their chosen Personal Tutor. This 
is the start of your contract between this Apprentice, the Permaculture Association and 
yourself as their Personal Tutor. You will receive an Addendum Contract and will be 
requested to agree to this addition to your Tutor Contract. The Office will check that the 
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new Apprentice has set up payments to the Permaculture Association and that they have 
become a member of the Association. It is essential that you reply promptly to contract 
communications and confirm that you can or cannot take on this new Apprentice. 

4.3 Set up a File on your Apprentice 
It is really important that you keep records of your tutoring work. You should keep a file, 
either electronic and/or paper-based on each Apprentice that you provide tutorials for. In 
this file you should keep a copy of all tutorials notes, assessment reports, your addendum 
contract, the Apprentice-Tutor Learning Agreement and invoices. This is obviously really 
useful for keeping you and your Apprentice informed of your Apprentices key stages of 
development and reminding you both of what stage they are at.  

4.4 Set up a Note Taking System 
Decide on your preferred way of taking notes for your tutorials. This could involve mind 
mapping software, hand written mind maps or more traditional minutes either electronically 
or handwritten. If notes are hand written then they must be legible for both of you and for 
the future reference. You need to make sure you are clear with the Apprentice at the start 
of each tutorial about who will take notes and how they will be shared. It is often best for 
both you and the Apprentice to take notes for when an Apprentice takes their own notes 
then they are taking responsibility for their own learning. Whatever notes are taken then 
share them with each other, this might involve file sharing or taking a photo, photocopy or 
scan of notes. Make sure you and your Apprentice are clear about confidentiality relating 
to the notes. Generally they should only be shared with each other and if need be with the 
Office, with the permission of the Apprentice. 

4.5 Arranging an Induction Event 
Once you have confirmed the Addendum contract then you will have the Apprentices 
contact details and can arrange the Induction Event. You will need to read the relevant 
section of the Diploma Guidebook. You will need to send your personal Apprentice–Tutor 
Learning Agreement to the Apprentice in advance. If this is your first ever delivery of an 
Induction Event then remember you will also need to arrange the assessment of your 
delivery by an assessing Tutor. 

4.6 Your Apprentice-Tutor Learning Agreement   
A template for the Apprentice-Tutor Learning Agreement (A-TLA) is available from the 
Permaculture Association Office. You could also ask via the Tutors Network for copies of 
personal A-TLAs from established Tutors. You will need to create your own template 
version of the A-TLA that suits you. This agreement is a way to cover approaches, needs, 
preferences, expectations, communication issues and responsibilities for both parties. It 
should help clarify any boundaries and should help to avoid any future misunderstandings. 
It should include the following: 

 Your personal details and space for the Apprentices personal details 

 Questions encouraging the new Apprentice to consider what they hope for and want 
from the Diploma 

 Default location for tutorials and any travel expenses requirements 

 An overview of tutorials that you will provide, expectations about preparation for 
tutorials and default time required to book a tutorial in advance 

 An indication of how long the Apprentice plans to take to complete their Diploma 

 Your expectations and responsibilities about communications and response time 

 Details relating to confidentiality 

 Your cancellation policy including any cancellation fee and notice required for 
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cancellation of tutorials 

 Questions to encourage the Apprentice to express their needs from you as their 
Tutor e.g. disabilities, dyslexia, time pressures, deadlines, flexibility  

 Your approach to the Diploma e.g. a flexible approach or a deadline system 

 Any other responsibilities that you and the Apprentice have 

 Space for you and the Apprentice to sign and date the agreement 
 
Send your A-TLA to your new Apprentice in advance of the Induction Event. This will give 
them time to fill in relevant parts and present that to you at the Induction Event where you 
can then edit the document if required, agree on the details at this first tutorial and sign it. 
A signed copy of the A-TLA is required to be included with your invoice for the Induction 
Event. 

4.7 Preparation for an Induction Event 
The Diploma Guidebook informs Apprentices about what they need to do to prepare for 
their Induction Event. You need to be familiar by reading the appropriate section of the 
Diploma Guidebook. So when contacting the apprentice to arrange a date for the Induction 
Event you should: 

 Remind them to read the Diploma Guidebook through and make a note of any 
questions they still have unanswered 

 Encourage them to start thinking about what they’d like to do for, or add into their 
Learning Pathway 

 Identify what their first design projects will be 

 Send them a copy of your Apprentice-Tutor Learning Agreement for them to 
consider and fill in  

4.8 Delivering the Induction Event 
Induction Events are two hours in length. It is possible to run these Events with a few 
Apprentices at the same time, although it will then take longer than the two hours. You 
should allow for two hours per Apprentice present. A one-to-one event will give the 
Apprentice your undivided attention whereas a group format will give more opportunity for 
initiating peer to peer support. You are responsible for the time management of the event. 
You also need to be clear from the start who is taking notes of the event and how they will 
be shared with each other after the event. 
 
Your role as a Tutor is to guide them in starting on their Diploma pathway. You will need to 
lead this event to make sure that the following are addressed: 

 Welcoming the Apprentice and getting to know about their motivations for doing the 
diploma 

 Checking they have set up a payment system to the Association and that they are a 
member of the Permaculture Association  

 Learning about the Apprentices relevant history, their knowledge of permaculture 
design, what key things they have remembered from their PDC and what design 
strategies and tools they are aware of 

 Clarifying that the Apprentice understands how the Diploma works and checking 
how much of the Guidebook they have read and understood 

 Exploring the current Diploma Criteria 

 Clarifying their expectations, your expectations and their expected pathway through 
tutorials and design projects 

 Identifying the Apprentices ability to direct their own learning, how much of a culture 
change this might be for them and how self-motivated they are  

 Answering any queries the Apprentice has 
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 Supporting the development of their Learning Pathway 

 Supporting them in getting started on their first designs including exploring options 
on their preferred way to document and present designs 

 Helping them to give and receive peer support 

 Finalising your Apprentice-Tutor Learning Agreement 
 
Many Tutors also have a default to book in the next tutorial at the end of the current tutorial 
and encourage the Apprentice to share with the Tutor the date of their next Peer Learning 
Guild. These are sometimes abbreviated to DON’T (Date of Next Tutorial) and DONG 
(Date of Next Guild). 

4.9 After the Induction Event 
Make sure any notes taken of the event are shared with each other according to what 
arrangements you have with your Apprentice. Update your file on your Apprentice. You will 
also need to send your signed copy of the Apprentice-Tutor Learning Agreement with your 
invoice for £60 to the Office. The Apprentices next step will be to follow up any actions 
agreed and for you both to arrange a date for when their first Personal Tutorial will be. 

4.10 Preparation for a Personal Tutorial 
As a Tutor you are contracted to deliver four Personal Tutorials, each one hour long, 
spread out over the duration of the Apprentice’s Diploma pathway. A Personal Tutorial 
should not be done as a group event. Ideally they take the form of a meeting in person, but 
if this is not convenient they can be done over the phone or via Skype. The aim of a 
Personal Tutorial is to support the Apprentice with their Diploma work, and provide an 
opportunity for the Apprentice to reflect on their progress and consider their next steps.  
 
There are two kinds of support that can be provided in a Personal Tutorial: 

 Action Learning Support involving helping them to reflect on their learning process 

 Design Support which focuses on their design work 
 
It is important in your preparation for the tutorial to ask the Apprentice which of these they 
want you to deliver in the tutorial time. It could be one or the other or a combination of 
both. 

4.11 Delivering a Personal Tutorial as Action Learning Support 
As an Action Learning session the Personal Tutorial will include the four reflective 
questions.  
 
The Action Learning Support is usually framed using the following four questions: 

1. What’s going well for me as a permaculture learner? 
2. What’s been challenging for me as a permaculture learner? 
3. What are my long term visions and goals? 
4. What are my next achievable steps (with an emphasis on achievable)? 

 
Make sure the apprentice knows ahead of time the questions they will be asked and takes 
the time to make some preparatory notes. 

4.12 Delivering a Personal Tutorial with a Design Support focus  
The Personal Tutorial with a Design Support focus will include: 

 Providing design support on a current project 

 Looking at the Design work carried out so far, it is useful to be sent this work in 
advance but not essential as this is not an assessment procedure 
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 Answering questions from the Apprentice about their design 

 Asking the Apprentice insightful questions 

 Signposting the Apprentice to appropriate information 

 Providing informal feedback on the design work carried out 

 Referring to current Diploma Criteria 

 Supporting the building of the Apprentices portfolio 

4.13 Delivering Design Support Tutorials on the Plus Route 
This can be very similar to what has been talked about above but when an Apprentice has 
prepaid for an additional Design Support Tutorial as part of their payments to the 
Association then the tutorial delivery time paid for is two hours long. The Apprentice can 
chose any appropriate Tutor and payment will be made through the Association by you 
invoicing the Office. The Apprentice may wish to have one or more designs formally 
assessed as part of this tutorial but remember that if you are a Registration level Tutor 
then you cannot carry out assessments yet. If you are asked to deliver this type of tutorial 
then make sure you clarify the Apprentices needs for the tutorial and if assessment is their 
wish then you will need to refer them to an Assessment Level Tutor. If not then you can 
carry out any of the suggested actions written in the section above as if it is a Personal 
Tutorial with a Design Support focus.  

4.14 Delivering a Personal Tutorial as a Life Coach 
Personal Tutorials are the most likely times that an Apprentice might air more personal or 
sensitive issues. The Diploma is about applying permaculture to your life, so people's life 
issues can come up. You'll need the people skills to manage a situation when personal 
issues come up. As a Tutor you should keep confidential any sensitive information that an 
apprentice tells you in Tutorials. You may also need to be clear on the limits of your role. It 
may be appropriate for you to take on a coaching and supportive mentoring role at times 
or just to be a supportive listener. However you are not providing a counselling service. Do 
watch out if you are getting drawn too deeply into taking on this kind of role. In such a 
situation you might need to mention this in a supportive way to the Apprentice, and affirm 
how you can best help them. Occasionally you might feel the need to sign-post an 
Apprentice to other support that might help them.  

4.15 Delivering a Personal Tutorial to another Tutors’ 
Apprentice 
Apprentices can buy additional tutorials at any point if they feel they need this support. 
They may contact you through seeing your profile on the Association website and ask for 
additional design support from you. This could be because you have particular design 
support specialism, skills as a life coach or simply because you are both at a national 
event and the Apprentice wants a tutorial with a Tutor from outside their geographical area. 
In these situations you must be clear before the tutorial starts how long the tutorial will be, 
what your fee is per hour and how payment will be made. The Permaculture Association 
and Tutors Network recommend that you charge the standard fee of £30 per hour. 

4.16 Giving Constructive Feedback  
Throughout your role as a Tutor you will need to give feedback in a constructively critical 
manner whether this is verbally when you are giving feedback during tutorials or in your 
written tutorial notes and assessment reports. We give feedback so that the apprentice: 

 Knows when and how they have been successful 

 Understands what needs to be improved 
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 Feels more confident 

 Has clear guidance and direction 
 
Here are some suggestions on how to give feedback: 

 Ask the apprentice to say how they felt it went first “How was it for you”, people 
usually know where things have gone wrong, or could have been better 

 Focus on the action taken and work done rather than the person 

 Be accurate, honest and specific 

 Suggest how improvements can be made 

 Be sensitive, usually it helps to start with a positive point and end on a positive note 
too 

 Avoid feedback with buts, for example “I really like this but this could have been 
done differently”. Instead try the same sentence by replacing the but with an “and” 

 Learn when to give gentle feedback as nudges and learn when to give firm 
assertive feedback to steer and reinforce criteria and guidelines 

 
It can be really helpful to provide extra feedback to your Apprentice from early on in your 
work together. If they have a draft design then ask to see it and provide some brief 
feedback. This might be done voluntarily, as a time exchange arrangement or additional 
payment if the Apprentice is willing. Either way the extra feedback cycles provided from 
early on will provide you with less work later on as you come to assess their work. 

4.17 Keeping your Apprentice Motivated 
There are many ways to keep your Apprentice motivated. Here are some top tips from 
existing Tutors: 

 Make regular contact with your Apprentice to see how they are doing. This could be 
an informal email once every three months, or after three months of no contact. 

 Encourage your Apprentices to provide feedback to each other by either using the 
assessment forms or the action learning questions. You could pair up Apprentices 
and ask them to informally assess one design each. Make sure you check peer to 
peer feedback when you can. Make sure it is accurate otherwise the feedback from 
a peer might be too harsh or too light. Providing guidance on feedback methods to 
your Apprentice will be useful in this situation.  

 Turn Personal Tutorials into Design Assessment Tutorials or encourage your 
Apprentice to have additional Design Assessment Tutorials to enable getting a 
single completed design through a feedback loop and signed off. This will lessen 
the tension at Interim or Final Assessment times and encourage regular feedback 
loops. It will chunk the feedback and spread it over the Diploma journey in a small 
and slow way. 

 Some Tutors provide deadlines for each design. This pressure can be motivating for 
some Apprentices but not all. Make sure you provide appropriate support for your 
Apprentice. Do they need flexibility about timescales? Or do they need deadlines 
and time pressures? 

 Organise local or regional events for your Apprentices. This could involve social 
activities, practical group work, informal catch up time, peer to peer support, visits to 
projects and LAND Centres and of course integrate a tutorial if you can. 

 Encourage Apprentices to integrate the Diploma into their lives. Everything can 
have a design opportunity, so push the classic problem of “I don’t have time to do 
the Diploma” into “this busy part of my life is a rich opportunity to harvest a few 
designs” 

 Provide some extra tutorials on a time exchange basis. Your Apprentice probably 
has some really useful skills to share with you so why not exchange time and skills 
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by offering extra feedback and support to your Apprentice to keep them motivated. 

 Ask Apprentices to send you drafts of their design work especially in the early 
stages of their pathway so that you can give them feedback early on in their design 
reporting. The more feedback cycles there are then the more opportunities there 
are for tweaking your Apprentices work with gentle guidance and the more likely 
they are to get it right early on and sail on through the process with ever building 
confidence.  

 If an Apprentice is finding a design hard or getting started overwhelming then 
encourage them to do a mini design or scale the design down. The first design as a 
simple small design can be really encouraging.  

 If an Apprentice needs a break then encourage it and allow it if that is what they 
need. It is ok to pause. 

 Sometimes Apprentices want to take their time, sometimes they can feel guilty 
about not progressing. Help them release their guilt and tell them it is ok to take 
your time. 

 
And remember that your Apprentice is paying for this service and has the right to change 
to a different Tutor at any time so it helps you financially to keep them motivated and 
positive about their Diploma pathway.    
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5. Being a Presiding Diplomate 

5.1 Preparation to be a Presiding Diplomate 
It is possible for a Registration Level Tutor to be a Presiding Diplomate. As an Apprentices 
Personal Tutor you are the default choice for this role. Although you can carry out this role 
as a Registration Level Tutor it is more likely that you will have proceeded through your 
Tutors Learning Pathway and become an Assessment Level Tutor by this point in time but 
it might not have been possible to complete this part of your pathway in time. It is a 
fantastic closing of a cycle for you as Personal Tutor to have been both at the start and at 
the finish of the Apprentices journey. If you cannot or do not wish to be the Presiding 
Diplomate then the second default is to ask one of the assessing tutors involved in the final 
assessments carried out for your Apprentice. 
 
It is very useful to have observed the delivery and role of the Presiding Diplomate by an 
established Tutor before embarking on this role.  
  
The Presentation Event is the celebration of the Apprentices competence as a designer. 
Once the Apprentice has received recommendations to proceed from both of their final 
assessors then it is the Apprentices responsibility to organise their own event, though they 
may ask you as Presiding Diplomate for assistance in the process. Apprentices can 
choose either to present at an existing permaculture event like a convergence, or at one 
convened especially for the purpose. The former option is a great way to stack in some 
more dissemination and it’s likely to be easier for them to recruit a Peer Review Panel, 
while the latter may be more appropriate if they have focused their portfolio around a 
locality and want to invite local people. 
 
You can support the Apprentice in preparing for the Presentation Event by: 

 Checking the suitability of where and when they want to have the event 

 Discussing resources available at the venue 

 Exploring the availability of and need for refreshments 

 Ensuring they have considered what equipment they need e.g. a digital projector 

 Encouraging them to think about who they’d like to be on the Peer Review Panel 
and to send out invitations as soon as they can 

 Reminding them to let the Permaculture Association know, as they can publicise the 
Presentation Event on the website and newsletters 
 

As the Presiding Diplomate you must: 

 Ensure that you’ve obtained and printed the appropriate number of Peer Review 
Panel Forms and a Peer Review Summary Form. It is also useful to pack some 
spare pens for the occasion 

 Request from the Office a signed Diploma Certificate. It will need to be signed by a 
member of the Office staff and the remaining details will be filled by you. Remember 
to bring it to the event! 

 Check with the Office that the Apprentice has completed payments for their Diploma 
otherwise you can’t be paid 

 Check with the Office that the Apprentice is a current member of the Permaculture 
Association 

 Discuss your travel expenses with the Apprentice and clarify if they need to be paid 
by the Apprentice. The Association will not cover your travel costs 

 Make sure that there will be enough of and an appropriate mix of people present for 
the Peer Review Panel. Read the Guidebook to check the Panel criteria 
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5.2 The Presentation Event 
Before the Presentation Event begins you’ll need to meet with the Peer Review Panel 
members and make sure they are clear about the process they are committing to. Doing 
some of this in advance via email helps. Go through the Peer Review Form with them and 
make sure they each have a copy. Explain to them the Accreditation Criteria that has been 
used with this Apprentice. Explain that they won’t be judging or assessing the Apprentices 
work, but they will be reflecting on it and offering feedback afterwards. It is an opportunity 
for them to appreciate the work of a peer and for Apprentices yet to accredit it helps them 
get an insight on what is involved in creating a portfolio of design work. Ensure the 
Apprentice has all that they need and reassure them if they are nervous. It is your role on 
the day to ensure that everyone involved knows exactly what they are supposed to be 
doing. During the Presentation Event: 

 Introduce the Apprentice and explain the general procedure to the audience (if there 
is anyone other than the peer group present) 

 Listen to the Apprentices presentation, making notes around the different criteria for 
later discussion with the peer group 

 Thank the Apprentice for their presentation and ask for clarifying questions, first 
from the peer review group and then if there is time from any other member of the 
audience 

 Ask any other questions of the Apprentice yourself if you need further clarification 
and to draw out any evidence necessary 

5.3 The Peer Review Process 
It is great to stack in snacks and drinks for the audience at this point and ideal if you have 
arranged refreshments for the Panel members as well. Make sure the Apprentice is ok and 
having their post-presentation needs fulfilled whether that is hanging out with the 
audience, taking a walk on their own, having a beer or a massage! Arrange a time to 
reconvene with the Apprentice. Take the Peer Review Panel members away to a different 
space. Now facilitate a reflective discussion on the Apprentices work. Keep an eye on the 
time, you may want to appoint a timekeeper. You can use the Accreditation Criteria, the 
Peer Review Forms, the Portfolio or the Assessment of the Portfolio as a prompt for 
discussion. This is best done as a go round giving each member of the Panel the 
opportunity to speak at least once. It is useful for Panel members to share what they most 
liked, their first impressions and any clarification questions. Each member should now fill in 
their personal Peer Review Form. As the Presiding Diplomate you now need to ask the 
members for one or two key points each that you will collate for your feedback to the 
Apprentice and for the Summary Form. Gather together the individual and summary Peer 
Review Forms. Time keeping can be critical for this process as there maybe venue hire 
time issues, refreshments running out with the audience and an anxious Apprentice 
awaiting feedback.  

5.4 Feedback to the Apprentice 
Invite the Apprentice to join the Peer Review Panel or if appropriate reconvene the 
audience with the Panel and the Apprentice. Now lead the Panel in giving constructive 
feedback to the Apprentice. Include a lot of what you liked, a little of what could have been 
done differently and some hopes for the Apprentices next steps. Present the Apprentice 
with their Certificate. Applause and congratulate them on the wonderful work they have 
done. You should remember how much was involved and how much work has been done. 
You can allow the Apprentice to read the Peer Review Panel Forms but you will need to 
retain them until they are copied.  
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5.5 After the Event 
As Presiding Diplomate you must copy the Peer Review Forms and send a copy to the 
Apprentice and a copy to the Office. You can also send an invoice for £60 to the 
Association. Any travel or venue expenses associated with the event need to be covered 
by the Apprentice. 
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6. Becoming an Assessment Level Tutor 

6.1 Assessment Level Tutor Requirements 
In order to apply for this level you must have been a practising diploma tutor for a 
minimum of six months. You must apply for this training in advance of the point when your 
first apprentice is ready for their Interim Portfolio Assessment. It is recommended that you 
attend this training one year after your Registration Level Training. The only exceptions to 
this is if you have substantial previous tutoring experience and you may then wish to apply 
to fast-track and to do the Assessment Level Training immediately after the Registration 
Level Training. The default time for this training is just before the annual National Diploma 
Gathering. There is also an option for newly training Tutors at Registration Level to attend 
the Assessment Level Training in an observing role only. In this case you may well be 
required to repeat the training again at the point when you are ready to become an 
Assessment Level Tutor. This decision will be made through an assessment of your 
Learning Pathway in negotiation with Senior Tutors.  
 
In order to become an Assessment Level Tutor you must: 

 Complete the Assessment Level Tutor Application Form 

 Have a reference and approval to proceed from a Senior Tutor 

 Pay for and prepare for Assessment Level Training. The current fee for this training 
is in the Tutor Training Fees Guide (To be written in 2015) 

 Complete personal Session Plans for how you will deliver a Design Support Tutorial 
which includes Assessment, an Interim Portfolio Assessment and a Final Portfolio 
Assessment Part One 

 Observe the delivery of Interim Portfolio Assessments and Final Portfolio 
Assessments by an Assessment Level or Senior Tutor 

 Attend and complete Assessment Level Training 

 Update your Tutor Learning Pathway / CPD plan and have this approved by a 
Senior Tutor 

 Upload recent samples of your design work onto the PA website 

 Update your Diploma Tutor profile on the Permaculture Association website 

 Sign an Assessment Level Diploma Tutor contract 

 Be observed and assessed by a Senior Tutor on your delivery of your first Interim 
Portfolio Assessment and your first Final Portfolio Assessment Part One.  

6.2 Preparing for Assessment Level Training 
You will receive a pre-training pack which will include a link to the Assessment Level 
training films which cover details of how to deliver a Design Support Tutorial, an Interim 
Portfolio Assessment and a Final Portfolio Assessment Part One. Before the training day 
you will be expected to watch the films and complete the accompanying exercises, which 
includes you writing up your own session plans for how you intend to deliver each of these 
tutorial types. You might find help from existing Tutors in the Tutors Network. You are 
required to complete the above work and bring it along to the training.  

6.3 Complete Assessment Level Training 
The Assessment Level Training is a one day event delivered by a Senior Tutor. During this 
training you will meet other tutors at the same level as yourself and you will reflect on the 
preparatory exercises together. Your session plans will be assessed and you will receive 
feedback on them. Also during this training you will have some time to update your Tutor 
Learning Pathway and receive feedback on your Pathway from the trainer. 
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6.4 Delivering your first Assessment Tutorials 
You will now be eligible to deliver your first Interim Portfolio Assessment and then your first 
Final Portfolio Assessment Part One. Your first delivery of both of these Tutorial types must 
be observed and assessed by a Senior Tutor. Make sure you arrange the date and time of 
these assessment tutorials with both the Apprentice and the assessing Tutor. The 
assessing Tutor will receive the fee for this tutorial that you would have received from the 
Permaculture Association. This won’t cover their travel expenses so make sure you 
discuss travel payment requirements in advance with the Tutor that is assessing your 
delivery. You can identify an appropriate Senior Tutor by either looking through the Tutor 
Profiles on the Association website or by emailing the Tutors Network to see who is 
available. 

6.5 The Assessment Process 
Your assessing Tutor will be observing your practice, and will not intervene or participate 
during the event itself. It is important that the Apprentice you are tutoring is aware in 
advance that this is taking place during their assessment tutorial. After your delivery of the 
assessment you will receive verbal feedback and a written report from the assessing Tutor. 
This should boost your confidence to know what you are good at and clarify where you 
need to develop your skills. The assessing Tutor will use a standard form to write their 
report, which includes specific criteria appropriate for the delivery of that event. The report 
will include recommendations for you to add into your Learning Pathway and state if you 
have achieved the standard expected to deliver these assessment tutorials on your own 
from this point on. The assessment of your delivery should be done with the Senior Tutor 
present. There may be exceptional circumstances where this is not possible for example 
due to geographical location. In such a situation you must pre-arrange for a Senior Tutor to 
be able to receive a complete copy of the assessed designs, copies of your completed 
assessment reports and a video recording of your face-to-face contact with the apprentice. 
Your assessment decisions of the designs that you have been assessing need to be 
verified by the Tutor that has been assessing you. Once you have passed your 
assessment of practice at assessment level, you are now qualified to take on Independent 
Route Apprentices, because the main entry point for these Apprentices is straight into 
having their designs assessed. You can also carry out assessment of new Registration 
Level Tutors who need delivery of their first tutorials assessed.  
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7. Being an Assessment Level Tutor 

This section includes details on preparing for and delivering assessment related events. 
Guidance on making assessment decisions can be found in the next section. Remember 
that any designs that you assess may be checked at the Final Portfolio Assessment part 2 
stage and that the Senior Tutor carrying out that check has more experience and will be 
more thorough in their feedback. Try to consider that in advance and make sure you 
feedback all of your concerns about the design, along with all of your praise, to the 
Apprentice.  

Being an Assessment Level Tutor involves using forms that you will be submitting to the 
Apprentice and in some cases to the Office. You can access the latest versions of these 
forms on the Diploma page of the Permaculture Association website. The main forms that 
you will require are the Individual Design Assessment form, the IPA Summary Assessment 
form and the Final Portfolio Summary Assessment form. 

In most cases these Assessment tutorials are delivered face to face with an Apprentice, 
typically with some preparation involved beforehand. In some cases it is not possible to 
have these tutorials face to face, for example due to distance and travel involved. This is 
perfectly acceptable. Typically this will involve receiving the designs to assess, having an 
agreed amount of time to carry out the assessment work (e.g. over the next week or 
month) and then sending the completed assessment forms back to the Apprentice. Ideally 
this would be followed up with verbal feedback via phone or Skype. For the purposes of 
describing the following tutorials the assumption is made that you are carrying out the 
tutorial face to face but please don’t assume that this is the only way to deliver these 
tutorial types.   

7.1 Delivering Design Support Tutorials with Assessment 
This has already been covered partly in the Being a Registration Level Tutor section but 
now that you are an Assessment Level Tutor you can deliver a Design Support Tutorial 
and provide the option that you can formally assess one or more of the Apprentices 
designs. How many you assess will depend on the size of the design and your skill and 
speed at the task. Assessment here is a very useful process as it can add to your practice 
of assessing as a Tutor and is less daunting than a full Interim Portfolio Assessment or 
Final Portfolio Assessment where at least five designs will be seen and assessed. Also it is 
very useful for the Apprentice to get some formal feedback on one or two designs before 
submitting half a portfolio at the interim stage. 
 
When an Apprentice has prepaid to the Association for an additional Design Support 
Tutorial on the Plus Route then the tutorial delivery time paid for is two hours long. The 
Apprentice can choose any appropriate Tutor and payment will be made through the 
Association by you invoicing the Office. Some Apprentices may choose to approach you 
directly to have a design assessed without being on the Plus Route and in this case you 
will need to negotiate the time involved and the pay to be made directly to you. The fee 
recommended is £30 per hour. Make sure you know which path an Apprentice is on and 
clarify payment details before committing to the work. Also get an indication of the size of 
the designs and the number of designs that the Apprentice wants assessing before 
agreeing to a time allocation and proposed fee for the work. 
 
Whenever you are delivering a Design Support Tutorial with assessment then you must 
use the current Individual Design Assessment Form. If no assessment is required then 
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notes should be taken and shared. The tutorial does not have to be face to face. It can be 
easier to receive the design in advance and then feedback either face to face or via email. 
 
Now that you are an Assessment Level Tutor then you can deliver these Design Support 
Tutorials quite early on in the Apprentices pathway. It could be after they have completed 
one of their first designs and then they have the possibility of having their first signed-off 
design and feel they have one 'in the bag'.  

7.2 Preparing for an Interim Portfolio Assessments 
Before carrying out an Interim Portfolio Assessment (IPA) then it is important to send an 
email to the Diploma Admin Worker in the Office to check that the Apprentice has made 
appropriate payments to cover your fee for delivering this assessment. Once you have this 
confirmed then you can arrange a date for the IPA with your Apprentice. Remember that if 
this is your first IPA then you must also involve a Senior Tutor who will assess your 
delivery and will receive the fee for this first tutorial so make sure you arrange a date with 
that Tutor as well. Once a date and location is fixed then support the Apprentice to be 
ready for the tutorial. You could send the Apprentice copies of the Individual Design 
Assessment Form if they haven’t seen it already and clarify with the Apprentice if you need 
the designs sending in advance and in what format. Go over your plan for the session and 
share relevant details with your Apprentice such as timings and process. It can be useful to 
read the relevant section of the Diploma Guidebook if it has been a while since your last 
delivery of an IPA.  

7.3 Delivering an Interim Portfolio Assessment 
You will be paid for 3½ hours of work for the Interim Portfolio Assessment (IPA). It is very 
likely that you will spend longer than 3½ hours in total to complete this assessment 
process, this is normal and why you are paid at a consultancy rate. You should spend no 
longer than 3½ hours face to face time with the Apprentice. You should have a clear 
session plan for how the time will be used from your Assessment Level Training. There are 
various ways to deliver this assessment procedure. The main aim is to assess the first five 
designs of the Apprentices pathway. You may request to be sent the designs in advance 
via post or email, but in many cases the first time you see the designs will be at your 
arranged meeting. If this is the case then you will have just a little time for them to discuss 
their work with you, then the majority will be you reading through the work and conducting 
your assessment. You may want them to be on-hand to answer queries you have as you 
go along. It may be appropriate for them to bring some other work or something they can 
be doing whilst you are assessing. If you requested that they send their work to you 
beforehand then you can assess their work at your leisure on your own in advance and 
your meeting with the Apprentice will only consist of feedback. In that situation your 
meeting can be of a shorter length. 
 
When doing the assessment, you should carry out an individual assessment using a 
separate Individual Design Assessment Form for each of the five designs. Then complete 
the Summary Interim Portfolio Assessment Form, drawing from your individual 
assessments to form your overall assessment. 
 
Leave some time at the end for you to talk through your assessment decision and 
recommendations with your apprentice. You should give your Apprentice a copy of all of 
your individual assessment reports and the summary.  

7.4 Possible Outcomes of an Interim Portfolio Assessment 
There are three possible outcomes at the end of the Interim Portfolio Assessment – Ready 
to Proceed, Nearly Ready or Further Work Required. For further information on decision 
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making for all assessment work then please see Section 8.  
 
A successful “Ready to Proceed” at Interim stage would be if the Apprentice has at least 
three designs complete with no changes required and two others “well on the way”, with 
feedback given that clearly spells out what is needed in order for those designs to be 
ready.  
 
A “Nearly Ready” decision would be if there are minor changes or additions required to 
more than two of the five designs presented. Those changes are required to have been 
carried out by the time of their Final Portfolio Assessment Part 1, when the assessing tutor 
for that stage will need to confirm that those changes have been carried out. 
 
A “Further Work Required” decision would be if there are major changes or additions 
required to more than two of the designs presented for assessment. In this case you can 
recommend that the Apprentice ideally should have an additional two hours re-assessment 
prior to the Final Portfolio Assessment Part 1. This is only a recommendation and it is not 
compulsory for the Apprentice to have this additional assessment. Inevitably if the extra 
assessment is not carried out then it will mean more work for the assessing tutor at the 
Final Portfolio Assessment Part 1 stage. 
 
If at any stage a design is deemed “Not Ready” then it must be checked, reassessed and 
the individual design assessment form updated. The sooner this is done the better. It is not 
ideal to allow an Apprentice to leave a “not ready” design from the IPA until the FPA is 
about to be carried out. You need to ensure that errors are corrected quickly, lessons 
learnt and thus avoid compounding errors into the second half of the Diploma designs. 
This will save you work when it comes to further feedback cycles and assessing the 
designs at the FPA stage.  
 
Whatever the outcome make sure you communicate clearly to the Apprentice your 
decision and their expected next steps. You should also draw their attention to the Criteria 
Guidebook and give the Apprentice an indication of what you would expect to see in the 
next set of designs submitted for assessment. This might include drawing their attention to 
the scale of designs, the diversity of design tools and design frameworks, increases in 
competence and the mix of land to non-land based designs. 

7.5 After the Interim Portfolio Assessment 
After the event you need to make sure you've completed all of the Individual Assessment 
Report Forms and the Summary Form. Sometimes it is not possible to get all of this done 
during contact time with the Apprentice. You may also need to type this up unless your 
hand-writing is easily legible. We recommend typing up your reports to make it easier to 
send them as email attachments. Once your reports are ready you need to send copies of 
all of them to the Apprentice and send a copy of the Summary Form only along with your 
invoice for £105 to the Office. 

7.6 Preparing for a Final Portfolio Assessment Part 1 
So if this is your first Final Portfolio Assessment Part 1 (FPA1) that you are preparing for 
then remember that you must have your delivery observed and assessed by a Senior 
Tutor who will also receive the fee for this tutorial. So when you are arranging the date and 
venue for this event then you must involve that Senior Tutor in the arrangements and 
inform your Apprentice that this process is taking place. It is really useful and normally 
appropriate for this Senior Tutor to also be the Final Portfolio Assessment Part 2 (FPA2) 
Tutor. This will make their work a bit easier when it comes to the stage of FPA2 as they will 
be familiar with the Apprentice and their work after assessing your delivery of the FPA1.  
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You need to check with the Diploma Admin Worker in the Office that the Apprentice has 
made appropriate payments to the Association so that your work can be paid for, once that 
financial check has been made then proceed to confirm the date of the assessment. 
 
Make sure that you provide clear instructions to the Apprentice on what you require for this 
assessment event and make sure that the Apprentice is completely ready and that they 
have ten designs written up. Asking for the designs in advance is a great advantage if this 
is possible. You could send them the Individual Design Assessment Form and Summary 
Form that you will be using. That can be useful to help them self-check their work against 
the criteria. Explain to the Apprentice about what they should expect during the event and 
your particular session plan including timings. If you will only be seeing the designs upon 
their arrival then you will be spending much of the time reading through the work and 
completing the assessment forms, so the Apprentice might want to bring something to do 
while you are doing this.  
 
You must also request from the Apprentice, if you don’t have it already, all the relevant 
information from the Interim Portfolio Assessment and any other Design Assessment 
sessions. This will include the Individual Design Assessment reports and the Summary 
Report. 
 
Be really clear with the Apprentice about the potential timescale for the entire Final 
Portfolio Assessment process. Allowing three to six months to cover all the stages can be 
really normal – this might include liaising with the Apprentice, arranging dates, checking 
they have the designs ready, assessment process, making changes to the designs as 
required, possibly having some designs reassessed, sending them onto the Senior Tutor, 
waiting for feedback there and possibly making further changes from that second 
assessment. It is not advised to encourage the Apprentice to book or start organising their 
Final Presentation Event until they have completed the entire Final Portfolio Assessment 
process. It is though quite common for Apprentices to want to create a deadline by hoping 
to carry out their Final Presentation at a national or regional event. If that is the wish of the 
Apprentice then make sure they are aware of how long this last stage can take and 
encourage them to work out if that is possible. Tutors should be assertive, realistic and 
clear about their time available with the Apprentice. 

7.7 Delivering a Final Portfolio Assessment Part 1  
You will be paid for 4½ hours of work for the Final Portfolio Assessment Part 1 (FPA1). It is 
very likely that you will spend longer than 4½ hours in total to complete this assessment 
process, this is normal and why you are paid at a consultancy rate. You should spend no 
longer than 4½ hours face to face time with the Apprentice. If you receive the designs in 
advance then some of that allocated time will be covered in assessing them on your own 
and some of the time allocated to your face to face meeting. If you will not be seeing the 
designs until the meeting then expect the meeting to be 4½ hours long. In that scenario 
you will have just a little time for them to discuss their work with you, then the majority will 
you be reading through the work and conducting your assessment. You may want them to 
be on-hand to answer queries you have as you go along.  
 
When doing the assessment, you should carry out an individual assessment using the 
Individual Design Assessment Form for each of the designs that have just been presented 
and those that were not ready from any previous assessment event such as the IPA. 
You should also review any of the designs that were signed-off at interim stage too as that 
will help you complete the summary form for this stage. You can now complete the FPA 
Summary Form drawing from your individual assessments to form your overall 
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assessment. This form will be passed onto the Final Portfolio Assessor for Part 2 who will 
add their own comments so be clear on the form which comments are yours by marking 
them as FPA1. 
 
Leave some time at the end of meeting with the Apprentice for you to talk through your 
assessment decision and recommendations. 

7.8 Possible Outcomes of a Final Portfolio Assessment Part 1  
There are three possible outcomes for a Final Portfolio Assessment Part 1 – Ready to 
Proceed, Nearly Ready and Further Work Required. 
 
A successful “Ready to Proceed” at this stage would be if the apprentice has all ten 
designs 'signed-off', i.e. completely ready with no changes required, and that the whole 
portfolio represents an adequate range and diversity of work or you may be able to give a 
provisional ready to proceed decision if the minor changes are really quite simple and you 
are confident that the apprentice will be able to complete these and submit these 
successfully for their Final Portfolio Assessment Part 2.  
 
A “Nearly Ready” decision would be if there are minor changes or additions required to 
their portfolio, (unless they are very minor, see above). With this decision there is a 
requirement for the apprentice to re-submit their portfolio to you with the changes 
completed. They need to pay for this, and this buys them a further one hour assessment 
time from you. In this case your assessment report should include a clear and detailed 
description on the work required.  
 
A “Further Work Required” decision would be if there are major changes or additions 
required to their portfolio. With this decision there is a requirement for the apprentice to re-
submit their portfolio to you with the changes completed. They need to pay for this, and 
this buys them a further two hours assessment time from you. In this case your 
assessment report should give a clear description of the work required. In these instances, 
the Apprentice might be upset or discouraged. It is of course particularly important to 
support them around this and to make sure you have included genuine positive affirmation 
of what you think they have done well in your feedback. 

7.9 After the Final Portfolio Assessment Part 1 
After the event you need to make sure you've completed the summary assessment report. 
You may need to finish off, tidy up and add to it after the contact time with the Apprentice. 
You may also need to type this up unless your hand-writing is easily legible. It is 
recommended that you type it up to make sharing easier. 
 
Once your reports are ready then you need to copy all of the individual reports and 
summary report and send them to the Apprentice. You can now also send your summary 
report to the Office with your invoice for £135.  
 
If your decision is “Ready to Proceed” you should also send a copy of all your individual 
reports and summary report to the Final Portfolio Assessment Part 2 Tutor (FPA2). If the 
decision is “Nearly Ready” or “Further Work Required” then send the FPA2 Tutor an email 
to keep them in the loop as they won’t be needed just yet.  

7.10 What if Re-Submission is required? 
If resubmission is required, you should liaise with the Apprentice and the Office about this. 
It is worthwhile getting an indication of timescale from the Apprentice and possibly 
providing a deadline. You’ll need to check that they have made the appropriate payment to 
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the Office before reassessing their work. Hopefully after the reassessment you will now be 
able to inform the Apprentice that they are “Ready to Proceed”, and if so then you can 
send the relevant individual assessment forms and an updated summary form to the 
Apprentice. You can send the summary form to the Office along with your invoice and send 
all relevant information to the FPA2 Tutor. 
 
Resubmission is less likely if the Apprentice has had an extra Design Support Tutorial 
(DST) before the Final Portfolio Assessment process. In the DST they can have their 
designs checked against the criteria and test to see if they are likely to be ready when they 
are submitted at the final assessment stage. They may even get a design or two signed off 
at the DST. This also applies for the Interim Portfolio Assessment process. This results in a 
fairer payment to the Tutors and spreads the work load. It also allows for a more steady 
development in the Apprentices work and avoids any shocks from an interim or final 
assessment process potentially requiring further work on all of the designs submitted.   

7.11 Assessing Registration Level Tutors 
Now that you are an Assessment Level Tutor then you can assess the delivery of an 
Induction Event, Personal Tutorial and Design Support Tutorial by a Registration Level 
Tutor. You will receive the fee for this assessment that would have been the fee payable to 
the Registration Level Tutor for their delivery. You will need to complete the Assessment of 
Tutor report and send a copy of that to the Tutor that you are assessing and a copy to the 
Office.  You will need to send your invoice to the Office and not to the Tutor that you 
assessed. 

7.12 Peer to Peer Assessment 
You can now also carry out assessments of your peers. This could be a mutual 
arrangement that two of you will take it in turns to assess each other’s delivery of a 
particular tutorial. You should still fill in the appropriate Assessment of Tutor report and 
share that with the other Tutor and the Office. In this situation there would be no need for 
any changes in normal invoicing. 
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8. Guidance on Assessing Designs 

8.1 How can a Design be made easier to Assess 
Assessing designs can be hard work. It can be tricky working out what is going on and why 
it has been put together in a particular way. Here are some top tips from experienced 
Tutors on what can be tweaked in a design to enable it to be easier for you to assess. It is 
worthwhile giving your expectations about design format to your Apprentice as early as 
possible in your work together. Some Tutors include this as part of their Apprentice-Tutor 
Learning Agreement or as part of their Induction Event. You can create your own guide to 
give to your Apprentices. So here are those design report tweaks which will really help you 
with your assessment process: 

 Clear structure, good chapter titles and even an index might be appropriate 

 Cover page with an introduction and illustration or photo 

 Introduction that includes an overview of the design process used 

 A clear order to the report 

 Balance between text and illustration 

 Highlighting of design tools, ethics, principles and key words 

 Separation of the write up from the supporting evidence but clear cross-referencing 

 Expression of emotions – passion, excitement, curiosity, fear etc 

 Variety of presentation styles from design to design 

 Feedback from clients involved in the design as evidence 

 Photos have captions 

 Base maps that include title, orientation, author, date and scale 

 All spelling and grammar checked 

 Evaluation and reflections included 
 

8.2 Portfolio Format and Content 
The Apprentice’s Portfolio needs to be in an appropriate form for you to assess and give 
feedback. It will also be useful as professional portfolio and ‘permanent record’ of their 
work others can also view later. A number of different formats can be used, including: 
 

 All documents in electronic format on a memory card or disc, which includes typed 
design reports including scanned versions of any drawings or diagrams which were 
originally done on paper. Electronic documents can also be shared via email or 
Dropbox 

 Creation of a website which incorporates all the documents, plans, photos and even 
short films 

 A paper-based package showcasing their designs, typically in a ring binder or an 
artist’s portfolio 

 A multi-media package which can include a film or video of some land-based or 
community based activities; 

 
The portfolio does not have to include every scrap of paper or photo taken. It should bring 
together the most relevant pieces of evidence to “make their case” about how each design 
was effective, appropriate, reflected upon and evaluated. Importantly they should show 
how the permaculture design process has been used deliberately and overtly. They should 
make reference to the ethics and principles, with the work clearly set against the 
assessment criteria. As their assessing tutor, you should not have to search for it amongst 
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a pile of folders etc. A good index is important as is highlighting key aspects that fulfil 
assessment criteria for example putting principles in bold and italics. 
 
Apprentices need to include the following items in their portfolio:  

 Their ten designs 

 A review of relevant activities 

 Summary Sheet on how they meet the Assessment Criteria 

 Their Permaculture Designer’s CV 

 Appendices with supporting evidence for each design 
 
See the Diploma Guidebook and Accreditation Criteria Guide for further detail on what 
should be included and how they should be presenting their work to you.  

8.3 The Assessment Forms 
The assessment forms should be used at both interim and final assessment stage, and 
they may also be used in design support tutorials prior to either of these events. They give 
a standard format to be used in assessment. Please make sure you are using the most up 
to date form in all cases. They were last issued in November 2013. There are three forms: 
 

 The Individual Design Assessment Form, which is used to assess individual designs 
submitted for assessment 

 The Interim Portfolio Assessment Summary report form, which is used to compile 
an accumulation of the individual assessments at the interim stage  

 The Final Portfolio Assessment Summary report form, which includes space for 
reports from both part one and part two assessors. 

 
The forms have been designed to include the following elements: 

 The forms are based on the assessment criteria including achievement statements 
that support each of the essential criteria.  

 Apprentices are able to understand where their work meets the essential criteria, so 
that they know what has been successful. 

 They are able to relate the feedback you give them to specific activities and areas 
of their design, because the feedback form encourages you to be explicit about this. 

 They are able to see where they need to modify their work for further assessment. 

 You can be clear about your own decisions, and cross-reference feedback within a 
design project. 

 Your decision about readiness to accredit follows the feedback directly, so the 
reasons for the decision are clear and unequivocal. 

 
Using the same forms for all assessments means that all Tutors within the diploma will be 
giving standardized feedback. This is important for the quality assurance of the whole 
system. It is also very useful if for any reason the apprentice changes their Personal Tutor 
at any point in their pathway or if they have additional tutorials with tutors other than their 
Personal Tutor.  
 
By having individual forms for each design facilitates you to separate out what you need to 
say about each one, and this should offer you confidence in assessing what can often 
seem to be large, overwhelming and wide-ranging output from a busy Apprentice. Also by 
having extra Design Support Tutorials which involve assessing individual designs will 
support the apprentice’s understanding of the essential criteria. This will enable you to 
accumulate assessments incrementally over time and can help both you and the 
Apprentice to chart their progress.  
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If they are having just a few extra design support tutorials you can help the apprentice to 
use these strategically; for example it is a good idea for them to have an assessment once 
they've written up their first design, so they get clear feedback as early on as possible to 
set them on the right track.  
 
You complete the relevant summary assessment form once you have completed an 
individual assessment form for all the designs being assessed. The summary assessment 
forms are for compiling the accumulation of your individual assessments and give a clear 
decision about readiness for accreditation and recommendations for further work if 
required. The interim summary forms include space for advice on future work. To give 
them pointers on what they should include in the rest of their portfolio.  
 
The final assessment form includes space for both 1st and 2nd assessment tutor feedback, 
and for a short testimonial from you, that the apprentice can quote for their own purposes.  

8.4 Guidance on Completing the Assessment Forms 
In terms of language we are deliberately avoiding the use of the words 'pass' and 'fail', as 
this can have negative connotations and an air of finality about it. Instead we use the 
phrases “Ready to Proceed”, “Nearly Ready” for minor changes and “Further Work 
Required” for major changes.  
 
When filling in the forms, and assessing against each criteria, remember the ‘feedback 
sandwich’ rule of giving positive feedback first, followed by what could be done differently. 
And finish with another positive. Be really clear about what is to be celebrated and what is 
inaccurate or misleading. Give straightforward advice about changing the write-up to 
improve it.  
 
Note which design frameworks the Apprentice has used, and how well they have applied 
the theory. Identify and feedback on any part of the process that is, in your eyes, missing.  
Watch out for Apprentices sticking to just a few tools or principles over their designs. There 
should be a range across the whole portfolio to indicate fluency in design skills and 
engagement with diversity of methods and approaches.  
 
When assessing gaps you are looking for a tendency for an apprentice to neglect a certain 
aspect of the design process. This can help apprentices see a pattern in their process, 
such as embarking too enthusiastically on the design phase, without enough analysis 
preceding the design decisions.  
 
Where you identify gaps, you can suggest further reading if you think they need to go back 
to the theory. Here you might reference appropriate Diploma documents, the Knowledge 
Base section of the Permaculture Association website, or particular authors, books or 
designs. However when making your assessments please accommodate the fact that 
different teachers use the design framework language in different ways, so if your 
apprentice has come from a design course that you are not familiar with, you might be 
expecting different phrases and interpretations of the principles and so it will be necessary 
to check your Apprentices understanding of the tools, frameworks and methods that they 
are using.  
 
Your assessment should allow for a progression in learning. An Apprentice's portfolio is a 
record of their learning journey; so we’re not looking for ten designs all of equal standard. 
It is fine for a portfolio to show a progression from a more basic approach in the early days 
to a much deeper understanding of the process at the end. You might also find that earlier 
designs aren’t as fluent or as easy to read as later ones.  
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It is a matter of your judgment whether a design is just not complete and needs further 
work, or if it has gaps but these have been sufficiently reflected on and this learning has 
been taken forward and is evidenced in subsequent designs. In making this judgment you 
would obviously be more lenient in the early work and expect more from the later work. 
This kind of judgment will be looked at with examples in the Assessment Level Training 
and in some CPD days 
.  
Something you might watch out for and comment on, maybe in an Apprentice's later work 
as they get more experienced and “intuitive” about designing, is that they omit to document 
thinking that they have done, e.g. they may fail to explain how they have arrived at certain 
conclusions. In such an instance you might ask for these gaps to be written up 
retrospectively and included. 
 
If a design involves technical skills that you as personal tutor feel you would need to 
understand in order to assess the work, it is useful at this point to involve an 'expert 
witness', i.e. a tutor or practitioner who does have this expertise. You could work with the 
technical tutor to complete the assessment form. It would be fine for the additional tutor to 
include comments on the form as well as yourself. This kind of collaborative working can 
also support you as tutor to develop your knowledge of a particular subject area.  
 
Assessment done in the earlier stages of an apprenticeship and at interim stage can be 
defined as 'Formative' assessment. This is feedback given during the course of learning 
that helps the apprentice to learn more about designing as well as putting a portfolio report 
together. At this stage feedback should also be guiding them towards extending their craft 
for the remaining projects. 
 
When carrying out the final assessment on designs that have been previously assessed 
and further work was required, you should use or at least refer to individual assessment 
forms already completed and identify where the design had been modified, this is a very 
good way of evidencing progression in learning.  
 
If you are assessing work that is far from ready, you'll have a lot to say about each project, 
about ways to improve it. In this case you should consider how you present your feedback 
so that it is easily understood. The assessment forms are a platform for you to give clear 
feedback that can be referred to later on down the line. Do consider writing your report in 
such a way that it can be picked up by any other tutor that might take over or come in to 
offer a second opinion. It can also be useful if an apprentice wants to take time out and 
come back to the work at a later date.  
 
If a Design needs to be assessed more than once then it can be useful to enter the details 
of the second assessment into the first assessment form but in a different colour. This can 
show the changes and progression made more easily. 
 
Instances of Apprentices coming to assessment with work that falls far short of the criteria 
can be more likely with people on the independent route. This is because there has been 
no tutor input prior to assessment. With an independent route apprentice, if you have to do 
a large report more than once, you could suggest they consider converting to the 
supported route or have an extra Design Support Tutorial before the formal assessment 
processes. 
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8.5 Making your assessment decision 
Your assessment decision will be one of three choices: 
 

 Ready to Proceed – no further changes required 

 Nearly Ready – minor changes or additions required 

 Further Work Required – major changes or additions required 
 
Please refer to the Diploma Guidebook for details on the assessment decision. 
 
You should be making decisions along the way, and noting this on the forms so that you 
can then conduct your summative assessment at the end.   
 
When completing the summary assessment forms each essential criteria has a box where 
the recommendation to accredit or not can be indicated; you can use a yes, no, maybe 
system if you wish, or a tick, cross etc.   
 
If you feel that there are small or textual amendments to be made but that essentially you 
would recommend they are ready to proceed you should avoid charging them for 
resubmission if it is not necessary. You have an option to give a decision as ready to 
proceed on the proviso that certain bits are ‘tidied up’ before their presentation or that they 
include certain things in their presentation that perhaps are borderline in the portfolio. In 
these cases on the summary assessment forms you can make a note of the suggestions 
next to the boxes for your assessment decision, but indicate that you are happy to 
recommend accreditation.  
 
You are more likely to make a “Not Ready” decision with an apprentice who seems to be 
inconsistent in some aspects - such as which framework they are using, how to use 
permaculture language consistently, how to draw a legible base map. Your 
recommendations might be to spend a little longer to revisit their projects and see how 
better to present them. A “Not Ready” decision might also be made where an Apprentice 
less clearly explains how they designed their solution from a needs analysis to 
implementation or shows a lack of understanding of the theory they are using. 
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9. Becoming a Senior Level Tutor 

9.1 The Senior Tutor Role 
The Senior Tutor's role is to carry out quality assurance tasks within the process. They are 
the only tutors able to deliver the 2nd part of the Final Portfolio Assessment. Senior Tutors 
are also responsible for delivering Diploma Tutor training and Tutors CPD training days. 
They are required to also maintain their own CPD activities, including peer review to 
ensure they continue to develop their own skills. 

9.2 Senior Level Tutor Requirements 
In order to apply for Senior Tutor training you must have:   

 Been an active Assessment Level Tutor for a minimum of 2 years 

 Completed a minimum of 3 Final Portfolio Assessments part one (FPA1s) on your 
own, i.e. in addition to any that you were assessed on to become an Assessment 
tutor.  

 
In order to become a Senior Level Tutor you must:  

 Complete the Senior Tutor training application form and submit it to the 
Permaculture Association office along with the current fee required which can be 
found in the Tutor Training Fees Guide (to be written in 2015). 

 Have a reference from a registered Senior Tutor and be accepted onto the training 
programme. 

 Watch the training DVD and complete the accompanying exercise. 

 Observe a Final Portfolio Assessment part 2 (FPA2), and carry out any other 
observing or preparation work you think is relevant. 

 Write up your own session plan for delivery of an FPA2, and bring it to the training.  

 Attend the 1 day training, where your portfolios are brought for assessment, 
following which your session plan can be signed off. 

 Review your Learning Pathway, and submit this along with your updated tutor 
training portfolio to be signed off. 

 Carry out a Final Portfolio Assessment part 2 and be successfully assessed on your 
delivery three times by a Registered Senior Tutor.  
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10. Being a Senior Level Tutor 

10.1 Preparing for a Final Portfolio Assessment Part 2 
You will be approached by an Apprentice or by an Assessment Level Tutor to ask if you will 
be the 2nd part Final Portfolio Assessment Tutor. You should check with the Office that the 
Apprentice has made the appropriate payments otherwise you might not be paid for this 
event. If this is your first time for delivering an FPA2 then you will need to be assessed on 
your delivery by an existing Senior Tutor. That existing Senior Tutor will receive the fee for 
the FPA2. When the Office confirms that the Apprentice has completed payments then you 
know that the FPA2 can be invoiced for. You can now proceed to arrange dates for the 
delivery of this event. These dates are likely to be approximate because you can only 
proceed once the Apprentice has had a 'Ready to Proceed' decision in the Final Portfolio 
Assessment Part 1 stage. At this point the Apprentice or the FPA1 assessing Tutor will 
send you the portfolio and all relevant assessment reports, including their ten individual 
design report forms and their summary final assessment report form.  

10.2 Delivering a Final Portfolio Assessment Part 2 
You will be paid for 2½ hours of your time. It is very likely that you will spend longer than 
2½ hours in total to complete this assessment process, this is normal and why you are 
paid at a consultancy rate. This is a process of internal moderation and is a cross-checking 
of the FPA1 assessor's decision. It is conducted by referring to the portfolio without the 
Apprentice present.  Your assessment is a sampling of the Apprentice's work and 
comparing your assessments of this sample with the FPA1 assessment reports.  
 
During the event you will: 

 Sample at least three of the apprentice's designs and carry out your own individual 
assessments for them.   

 Cross-reference your assessments with the FPA1 Tutors individual assessments for 
these designs.  

 
There are three possible scenarios: 

 Your first three assessments concur with the FPA1 assessments  

 Your first three assessments do not concur with the FPA1 assessments, in which 
case you then need to explore a second sample of two or three further designs to 
cross-check your differences. After doing this you find that you are concurring more 
with the FPA1 Tutor decision that the work is “Ready to Proceed”. 

 Your second set of assessment samples still do not concur with the FPA1 Tutors 
assessments and that you feel that there are “Minor Changes” or “Major Changes” 
to be made.  

 
In all of the above situations then you will need to contact the FPA1 Tutor and feedback on 
your decision and recommendations for the Apprentice. This will include your completed 
additions to the Final Assessment Summary Form. This should also include feedback for 
the FPA1 Tutor on their assessment process. 
 
If your assessment decisions are that no further changes are required then inform the 
FPA1 Tutor of your decision and inform the Apprentice to proceed for Presentation and 
give plenty of praise. 
  
If your assessment decision is that “Minor Changes” or additions are required to any 
design, then you should give precise details about what is required for each particular 
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design to be ready and send that information to the Apprentice and copy in the FPA1 Tutor. 
You should expect the Apprentice to make these “Minor Changes” and send you their 
updated designs for checking. 
  
If your assessment decision is that major changes are required for any particular design, 
then you should include as specific as possible recommendations. If this is the case then 
you are far from concurring with the FPA1 Tutors assessments as they should have only 
passed on the designs to you if they had assessed work and found that the work was 
“Ready to Proceed”. So if you find that after your second sample of assessments that you 
still did not concur with the FPA1 Tutor then this is a matter that needs further support. If 
this is the case then the assessment reports and designs should be forwarded to all Senior 
Tutors for further consultation. The Diploma Working Group should be informed that this is 
happening. Hopefully there will be at least one other Senior Tutor that can check your work 
and concur with your decision for “Major Changes”. Suggestions should be put forward as 
to what further support and CPD recommendations can be made to the FPA1 Tutor. 
 
If resubmission is required please iterate the procedure from the beginning, liaise with the 
Apprentice directly to send you their revised work. They don't have to send it to their FPA1 
Tutor. In this scenario then the Apprentice will have to pay for an additional FPA2 
assessment. 

10.3 After the Final Portfolio Assessment Part 2 
You’ll now need to send the following completed reports: 

 Your individual design assessment reports and summary report to both the FPA1 
Tutor and the Apprentice.  

 A copy of the summary report along with your invoice for £75 to the Office.  

10.4 Assessing Assessment Level Tutors 
Now that you are a Senior Level Tutor then you can assess the delivery of an Interim 
Portfolio Assessment and a Final Portfolio Assessment Part 1 by an Assessment Level 
Tutor. You will receive the fee for this assessment that would have been the fee payable to 
the Assessment Level Tutor for their delivery. You will need to complete the Assessment of 
Tutor report and send a copy of that to the Tutor that you are assessing and a copy to the 
Office. You will need to send your invoice to the Office and not to the Tutor that you 
assessed. 

10.5 Delivering Tutor Training and CPD days 
Now that you are a Senior Tutor then you can deliver Tutor Training for Registration Level 
and Assessment Level, and deliver CPD training days. You will do this in co-ordination and 
collaboration with all other Senior Tutors. 
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11. Additional Roles for all Tutors  

11.1 Technical Tutorials 
Technical tutorials are tutorials focused on any specific technical skills specific to any 
design work. This could be any specialist subject. Your apprentices might choose to work 
with you because of your experience and technical skills you can offer. Technical tutorials 
also include any specialist courses you might deliver. Any apprentice may approach you 
for advice on any particular area of expertise you mention in your Diploma Tutor Profile. 
These tutorials are typically additional to those paid for to the Office. You should negotiate 
your fee directly with the Apprentice. It is recommended that you charge the standard rate 
of £30 per hour. Be clear with the Apprentice about arranging payment details.   

11.2 LAND Tutorials 
LAND is the Permaculture Association’s network of registered permaculture projects. 
LAND stands for Learning and Network Demonstration. There are over 100 registered 
LAND projects at various stages and each one has been assessed. Whilst the project is 
undergoing assessment and design support it is referred to as a LAND Learner. Once the 
LAND Advisory Board has seen that it has fulfilled all of the essential criteria then it is 
referred to as a LAND Centre. This assessment process and design support is carried out 
by Diploma Tutors. 
 
You can read details about LAND projects at  
www.permaculture.org.uk/land 
 
You can read about the criteria at  
www.permaculture.org.uk/people-projects-places/land-criteria 
 
It can also be useful for Tutors to join the LAND Facebook group at 
www.facebook.com/groups/242595615853379/ 
  
The LAND Coordinator at the Association Office will identify the nearest Tutor to the 
project. It has now been agreed that any Tutor at any level can carry out this role. A Tutor 
new to this process will receive basic instructions and support on how to carry out this role. 
At the moment that can consist of advice from the LAND Coordinator on what is expected 
and advice from the LAND Tutors through the Tutors Network. It is now proposed that at 
some point soon it would be appropriate to write a Guide on Becoming and Being a LAND 
Tutor and hold a LAND Tutors training and sharing of experience day.  
 
At the moment a Tutor new to the LAND process can choose to carry out the role on their 
own or they can choose to ask for support from another more experienced Tutor if they so 
wish. This support could be really useful if you are feeling less confident about the role and 
could take a number of forms such as: 

 Observation of an experienced LAND Tutor carrying out the role 

 Telephone / Email support from an experienced LAND Tutor 

 Co-delivery with an experienced LAND Tutor 

 Informal Assessment and Feedback of your first LAND Tutorial delivery 
 
All of these situations require clear negotiation about who will receive the fees. This 
process is new and will require trialing. It could be very similar to the assessment of Tutors 
delivering Personal Tutorials for the first time. 
   

http://www.permaculture.org.uk/land
http://www.permaculture.org.uk/people-projects-places/land-criteria
http://www.facebook.com/groups/242595615853379/
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A LAND contract begins with the Office LAND Coordinator contacting the Tutor and 
sharing all appropriate details such as the application form from the LAND applicant and 
latest versions of report forms that the LAND Tutor will be filling in. There are two types of 
tutorials delivered to a LAND applicant. The first part is an Assessment Visit and the 
second part is a Design Support Tutorial. 
 
The Assessment Visit pays the Tutor for a 2½ hour site visit and 1 hour of report writing. It 
aims to: 

 Identify which of the criteria, both essential and desirable, the project is fulfilling at 
that moment in time. 

 Support the project coordinator(s) to understand of how to meet the criteria to 
become a LAND Centre. 

 Inform the project coordinator(s) about the support available from the LAND 
Network and the Association. 

 Support the project coordinator(s) to develop their design skills and design work. 

 Work with the project to produce a list of next achievable steps, which will allow the 
project coordinator to work towards their design goals and develop their 
permaculture skills. 

 
The Tutor is expected to complete the LAND assessment visit form and send that to the 
project for checking accuracy and then forward a final version to the LAND Coordinator 
along with any appropriate evidence. If the LAND applicant fulfills all of the essential 
criteria, and the LAND Advisory Board has seen that, then it becomes a LAND Centre and 
no further tutorials are necessary. If it does not fulfill all of the essential criteria then the 
Tutor may recommend that it becomes a LAND Learner, which will include further support 
from the Tutor in the form of Design Support Tutorials. 
 
The Design Support Tutorial will pay the Tutor for 2 hours of contact time and 2 hours of 
administration such as email and phone time. The aim of these tutorials is to: 

 Provide advice on the project's development. 

 Record the progress that the project has made on fulfilling the criteria. 

 Ascertain whether any additional support is needed and thus if a further Design 
Support Tutorial is required. 

 Discern whether the project now fulfills all of the essential criteria and thus whether 
or not it is now ready to be a registered LAND Centre. 

 
All invoices for LAND Tutorials should include details of the type of tutorial, date of tutorial, 
name of project / LAND applicant, your fee (3.5 x £30 = £105 for Assessment Tutorial, 4 x 
£30 = £120 for Design Support Tutorial) and your agreed travel expenses. It is important 
that your travel fees are agreed in advance as the LAND applicant is invoiced by the Office 
for your tutorial delivery before the tutorial is delivered. 



 

Permaculture Association - Diploma Tutor Manual v5.2  40 

12. Admin Responsibilities of all Tutors 

12.1 Setting up a System  
Tutors are an important link in the chain of communication and record keeping, which the 
Apprentice and the Office rely upon. Most communication with the Office and Apprentices 
can be via email. It can save you a lot of time if you set up a system covering all the 
administrative requirements for your Tutoring role and in this case it should not be 
onerous.  
 
Your system should include: 

 Adapting the template Apprentice-Tutor Learning Agreement to suit your needs and 
experience and keeping a blank copy to send out to each Apprentice when they first 
contact you.  

 Drafts of standard emails for Apprentice communications at each stage so you don't 
have to compose them from scratch each time.  

 A reminder system to prompt you when you are due to send out Apprentice 
communications.  

 Keeping a standard session plan for each tutor event which can be adapted if 
needed 

 A filing system so that you can keep a paper and electronic file for each apprentice 
you have.  

 Draft standard invoices for all the standard tutor events 

12.2 Communications with your Apprentice 
It is important that you respond promptly to communications from your Apprentices. Try 
and reply within 2 days and no longer than 2 weeks from receiving the communication. 
This of course may not always be possible. It can be very useful to let your Apprentice 
know if you cannot respond in full at this moment in time and to inform them of when you 
will be able to. If you are not going to be available or contactable via email for 2 weeks or 
more, you need to set up an auto-response email that notifies your apprentices when you 
will be contactable again.  If you are going to be unavailable for more than 1 month, then 
you need to notify the Office as well.   
 
If you have regular patterns of not being contactable for more than two weeks then you 
can prepare your Apprentice by including this information in your Apprentice-Tutor 
Learning Agreement and at the Induction Event. 
 
You will need a diary or calendar that you use to book in your Apprentices' appointments. It 
is useful if you have a system in place to prompt you to send out pre-event reminders to 
your Apprentices so that they can confirm they can still attend and to prompt them to 
prepare.  

12.3 Invoicing for your work 
Your invoices need to be accompanied by the following reports. You should keep a copy of 
all reports for your own files too: 
 

 Induction Event – copy of apprentice-tutor agreement (electronic and unsigned 
copy will suffice if it includes a written confirmation on your invoice that both you 
and the apprentice have a signed copy). 

 Interim Portfolio Assessment – copy of the summary assessment form only (with 
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written confirmation that you and the apprentice have copies of Individual design 
assessment forms for each of the 5 designs) 

 Final Portfolio Assessment – copy of the summary Final Portfolio Assessment 
report, signed by both Tutors  

 Presiding Diplomate – copy of Presiding Diplomate's summary report form and 
copy of all Peer Review Panel Forms.  

 Tutorials – we don't need copy of tutorial notes, but your invoice must confirm that 
you and the apprentice have notes of the session showing the main points and 
recommendations covered. 

 
All your Invoices need to include: 

 Your contact details: business / trading name, your name, address, phone, email 

 Date: that invoice is sent 

 Tutorial Type and Hours 
Induction Event - 2 hours  
Design Support Tutorial – 1 or 2 hours  
Personal Tutorial - 1 hour  
Interim Portfolio Assessment – 3.5hrs  
Final Portfolio Assessment Part 1 - 4.5 hours  
Final Portfolio Assessment Part 2 - 2.5hrs 
Presiding Diplomate - 2 hours 

 Hourly rate: £30 per hour 

 Name of the Apprentice 

 Date of Tutorial 

 Total amount due  

 Confirmation of reports shared and copies of reports: confirm that the 
apprentice has received a copy of your notes for the tutorial or copy of your 
assessment report. Include any copies required by the office as detailed above. 

 
Send your invoices to the Permaculture Association within two months of any tutorial or 
event. You can include more than one event in any single invoice. Some tutors do monthly 
invoices including all tutorial activity for that given month. Ideally send your invoices 
electronically to both the Finance Coordinator (Helen) (finance@permaculture.org.uk) and 
the Diploma Admin Worker (Cath) (diploma@permaculture.org.uk) or send by post directly 
to the Leeds address: Hollybush Conservation Centre, Broad Lane, Leeds, LS5 3BP 

12.4 Keeping an up-to-date CPD record and online profile 
A Tutor’s CPD record is your personal ongoing document of your progress and plans for 
professional development and as such should be reviewed and updated regularly. It is 
recommended that you update it and check it at least once every three months. Your CPD 
document will be checked periodically by a Senior Tutor and by Peers at a CPD day. 
 
The Diploma Working Group will request a summary of your key developments at least 
twice a year. This will be entered into an excel spreadsheet map showing the key points of 
development for every Tutor on the register. This includes details of when you have 
attended key training sessions, when and by whom you have had your delivery of tutorials 
assessed and when you attended a CPD day last. This document, known as the Tutors 
Progression Map, is available for all Tutors to see. It is essential for monitoring Tutor 
developments, planning training sessions and very useful for Tutors to learn about each 
other’s stage of development. A request to update your section will be carried out through 
the Tutors Network or at an Event. 
 
With new activities taking place, a Tutor’s online profile will also require regular updates to 

mailto:finance@permaculture.org.uk
mailto:diploma@permaculture.org.uk
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ensure it stays up to date. It is recommended that you check your online profile at least 
twice a year. A Tutor should also upload, or link to, any new design work they do to the 
Association website. 

12.5 Your Contract with the Permaculture Association 

While contracted to deliver tutoring services on behalf of the Permaculture Association, 
you do so on a freelance self-employed basis. When you register you will first of all be 
offered a Registration Level Diploma Tutor Contract.  The Office will issue Assessment 
Level and Senior Level contracts as additions to this contract once you have progressed to 
these levels in the tutor training programme.   
 

When you agree to be a Tutor for an Apprentice the Office will send the Tutor an email 
'Addendum Contract', this will detail the number of tutorials that you are contracted to 
deliver with this particular Apprentice. You cannot invoice for any contact time unless it is 
included in your Addendum Contract for that Apprentice. You will sign your overall contract, 
and this sets out the basic terms and conditions, but you can confirm acceptance of the 
Addendum contract via email.  
 

The rate of pay is £30 per hour of tutorial contact time, at all levels of Tutor activity. The 
£30 per hour rate does not include your preparation and follow up administration time as a 
Tutor. This hourly rate is for contact time only and as a Tutor you are required to fulfil these 
duties in addition. This is a normal arrangement for consultancy type contracts. As a 
Diploma Tutor you are fully responsible for payment of your own income tax, national 
insurance and VAT (where applicable), observation of any relevant regulations or laws, 
and for your own public liability during the period of the contract. This is again normal for 
self-employed contracts. 
 
The contract you sign also stipulates that you: 

 Be a current member of the Permaculture Association; 

 Have reasonable computer skills: be able to use email, websites, produce electronic 
reports etc.; 

 Have good communication skills, written and verbal; 

 Be committed to ongoing professional development and continued learning about 
permaculture and related subjects. 

12.6 System Feedback and Design  
Permaculture teaches us to go from being a passive complainer to a pro-active positive 
solution designer. System design is all of our responsibility, so if there’s something you 
don’t like or see that doesn’t work, please contribute to improving it. Here are some ways 
you can help: 

 Join or contact the Diploma Working Group (DWG). The DWG is made up of Tutors, 
Staff and Apprentices contributing time to support the development of the Diploma 
system. Tutors gain from being involved by improving a system that they financially 
gain from. Apprentices gain from getting direct experience of the Diploma system 
and often contributing appropriate designs that can be submitted for assessment. If 
you think you can contribute in some way please let the Diploma Admin Worker in 
the Office know and they will put you in touch with the DWG. 

 Make contact with the all the Tutors through the Tutors Network 

 Answer diploma surveys and ask your apprentices to do so too. 

 Attend diploma events and encourage your Apprentices to also do so. 

 Email the Office about any issues, large or small, ideally with possible solutions. 
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13. Maintaining Registration as a Tutor  

13.1 Tutor CPD Day 
A further aspect of the Quality Assurance system is the requirement for tutors to attend at 
least one CPD event every two years, though preferably to do so more often. The annual 
National Diploma Gathering provides such an opportunity as it is combined with a Tutor 
CPD day and sometimes Registration, Assessment or Senior Tutor training events held at 
the same venue on the days preceding the Gathering. This enables Tutors to stack in 
travel costs and combine training with the possibility of paid work delivering tutorials or 
assessments during the Gathering. 
 
CPD days are currently organized and designed by Senior Tutors. The plan for each CPD 
day will vary from year to year but generally speaking they can include: 

 Tutors bringing a sample design they have assessed to discuss their decisions with 
their peers to support the development of a standard approach  

 An update on any changes to the system and an opportunity to suggest changes to 
the system  

 An opportunity to discuss and check your progress within the system 

 An opportunity to check your understanding and interpretation of elements within 
the system such as accreditation criteria 

 A one to one check-in with a Senior Tutor to discuss your CPD records and next 
steps 

 The opportunity to discuss and share best practice of typical tutor activities such as 
filling in a design assessment form or filling in an observation / assessment of tutor 
form 

 
CPD days involve Tutors from all levels whereas Training events involve Tutors at a 
particular level. This cross-over of levels in a CPD day is important and healthy for our 
system.   
 
The Tutors and the DWG are aware of the difficulties for some Tutors to attend a CPD 
event every two years due to geographical conditions, time constraints and financial 
burdens. We are considering how the important functions of maintaining standards and 
internal interactions between Tutors can be fulfilled by a variety of methods rather than just 
a single annual event. This might include: 
 

 The use of Webinars, Conference Calls, online Videos or Skype 

 Regional Events organized by Tutors in that region 

 Annual deadline to share your CPD documentation with Tutors and Staff 

 Mini CPD events as part of your Tutor Guilds 
 
This requires further discussion and experimentation to see what can work to fulfill this 
important function.  

13.2 Re-attending Training 
It is recommended that all Tutors re-attend training sessions at all levels when they need a 
refresher or if it has been a few years since attending the last training session. There is 
always more to learn and we want all Tutors to be at their best. 
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13.3 Continue being a Permaculture Designer 
Your design work should not stop now that you have completed your Diploma. You should 
by the end of your Diploma have found that Permaculture design skills and tools have 
become a more normal part of your life. You will have learnt just how useful they are. As a 
Tutor it is even more important to continue designing and most importantly to continue 
recording and sharing your designs. Your designs whilst you are a Tutor can 

 contribute to your ongoing CPD  

 be examples that you show of best practice to your apprentices 

 be uploaded onto the Permaculture Association website as part of your profile 
development 

 be a way to continue your learning of new design skills and methods 

 be used to keep yourself at the head of the game and be more professional 

13.4 Continuous Reflection on your Practice as a Tutor 
Your role as a Tutor involves continuous learning. You can apply the action learning cycle 
to your development and the four questions. Ask yourself on an occasional basis: 

 What is going well for me as a Tutor? 

 What am I finding challenging as a Tutor? 

 What are my long term visions and goals as a Tutor? 

 What are my next steps to develop my Tutor pathway? 
 
You can use this to support your CPD plan and use it in a Tutors Guild setting. It can also 
be useful if you wish to tie in qualifications as part of your Tutor pathway. 

13.5 Being removed from the Tutor Register 
It is possible to be removed from the Tutor Register if you break contractual arrangements 
with the Permaculture Association. This might include not keeping your CPD up to date. A 
decision to remove a Tutor from the register if necessary will be made by agreement 
between Senior Tutors, Office Staff and the Diploma Working Group. 

13.6 Ceasing to be a Tutor 
If for any reason you no longer wish to be a Tutor then please inform the Diploma Admin 
Worker in the Office. It is also advisable to inform all of your Apprentices, the Diploma 
Working Group and the Tutors Network as this can help in the reallocation of your 
Apprentices to new Tutors.  


