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Diaries: Guidelines for Trainees
As part of the HBGBS placement year each trainee is required to keep a daily record of their horticultural activities.  The object is to encourage trainees to develop the habit of professional observation and reflection.  The diary is an opportunity to record horticultural tasks and techniques that are undertaken during the placement, including any tasks that are particularly significance to the specific garden. The diary should be word processed and be made available for inspection by the trainee’s supervisor throughout the placement period.  Every three months the diary entries, along with one project and an updated Learning Plan should be sent to the HBGBS office. Addressed to: HBGBS Administrator, The Pines, Royal Horticultural Society Garden Wisley, Woking GU23 6QB. A labelled CD has been provided for each of these postings.
General Items for Inclusion

· At the beginning state the trainee name, name of the garden and the length of the placement
· Also include a description of the garden or the part of the garden that you are  particularly working in – reflect on the aims of the garden
· Describe and explain the practical tasks undertaken (what, where, how, why, who with) – be analytical, not ‘chatty’.
· Detail your daily routines and areas of responsibility

· Note any additional duties (if applicable) that you undertook
· Note any machinery that you used and the purpose for its use
· Describe visits to places of horticultural interest 

· Note additional training received on or off site

· Note the weather conditions that you were working in

Additional Items (Optional)
· General observations regarding plant health / flowering times / fruiting / habit.

· Other interesting horticultural activities taking place elsewhere in the garden


e.g. tree inspection / topiary clipping / demo to the public

The diary should not be elaborate and the length of entries should vary according to the days activities; some days may be longer when particular skills may be detailed whereas other days maybe more mundane.  Your diary must be illustrated with photographs / sketches / plans and tables which relate to the text.  

The diary should be made available to the Supervisor throughout the year and be taken to appraisal interviews for inspection. Trainees will submit their diaries for final assessment by their Supervisor at the end of their placement. The diary will be forwarded to the Scheme Coordinator where they will be looked at, along with all of the other trainees diary’s to assess the overall standard of trainees on that years placements. 

Ensure that your name, placement garden and dates of placement are clearly marked on the electronic attachment that you submit. Trainees may be asked by the Scheme Coordinator to submit items or photographs from their diary for the HBGBS website. 
HBGBS Trainee Diary: Summary
	Presentation & Layout
	Make the information readily accessible by including a contents section, a brief introduction and page numbers. Ensure the work properly referenced with sources of help acknowledged.
Load digital photographs or diagrams in a sensible format to make them open easily electronically and ensure they are titled.
Ensure the type font is large enough to be read easily.
Lay the work out in a logical sequence.
Divide long blocks of text into smaller sub-headings, paragraphs or bullet points.
Check the spelling of plant names and italicised / underlined as appropriate.
Check for spelling mistakes and grammatical errors.


	Use of tables, charts, graphs, photographs diagrams & drawings 


	Use plenty of illustrative material but not to the detriment of detailed information.
Check that all photographs and other illustrative material is dated and labelled correctly and sources acknowledged.


	Level of detail
	Try to avoid long gaps or missing out days.
Describe practical tasks and techniques in some detail as this is useful evidence of learning.
The diary is a prime opportunity for personal comment and muse. It is of value to see your ideas develop and your understanding increase.



