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Running CPD workshops at the IfA conference
How does it work?
All training courses will be promoted both as part of the IfA conference and also as individual workshops that people can attend and pay for separately. Workshops will form part of the overall IfA Training and Professional Development programme. To help you run your day, we can also provide folders for your delegate training pack, which can include a certificate of attendance, feedback forms and any paperwork you provide on the day. If you provide us with the relevant information, we can guide in the formatting of your information in our house style, and can arrange printing and delivery of the packs to the venue. 
Each course will be assessed by our Standards Development Manager, Kate Geary, to make sure it includes achievable National Occupation Standards targets or attainable learning outcomes. If you want us to help develop your workshop and its course learning objectives with you, let us know. 
You can find a completed example of the session outline at the end of this document, with additional guidance for how course outcomes should be termed. 

Please forward Section 1 of this form to Amanda Forster (amanda.forster@archaeologists.net) by the 31 July 2013. 
Conference 2014 theme: Research in practice

Research is at the core of all investigation: excavations as part of the planning process, historic building recording for private houses, community projects engaging a diverse audience or a million pound initiatives funded by research councils. Whoever is footing the bill, each time an archaeologist begins a new project the research design should outline how that investigation aims to answer specific questions, produce new knowledge or challenge old ideas. The pursuit of knowledge is central to our work – isn’t it?

Our 2014 conference aims to examine the concept of research across current archaeological practice, as well as highlighting how archaeologists contribute new knowledge to a wider understanding of the human past. The conference hopes to question how research practice has developed and to face the challenges often posed to heritage professionals regarding value, quality, dissemination and accessibility. Why should all archaeological projects ensure the knowledge they create is accessible? How can academic research influence policy and practice? What can employers do to engage all their staff in best practice and guarantee the highest quality research? Why should developers and clients pay for archaeological research? What is the role of communities in setting our research agenda?

Finally, we hope our 2014 conference in Glasgow will give us all a chance to sit back and relax, while we enjoy new discoveries, experience new techniques and explore archaeological research at its very best. 

Section 1 – workshop proposal (deadline 31 July 2013)

	Workshop title [eg the short title]

	

	Session summary [c.250 words which sum up what the session is about]

	

	Training provider(s) [name, organisation and contact details] 

	1.
2.

3.



	Group size and venue requirement [eg how many people do you think you could include? eg 24 or 48 classroom style (with tables), or 40 or 48 theatre style (no tables)

	


Section 2 – outline and learning outcomes (deadline 31 October 2013)
	Session outline [Outline of individual practical sessions or discussions, rough timetable]

	

	Learning objectives [What do people actually learn, including practical skills, ways of problem solving, increased knowledge, signposting. Specifically what will the course delegates will be able to do/know as a result of attending the course]

Be specific about whether the course supports, contributes to or fulfils the requirements of the relevant NOS. See below for an explanation of what these terms mean with regards to NOS learning outcomes. 



	

	Preparatory work [Do people need to do anything before the session, topics/ questions to think about etc, examples to bring with them]

	


Please send this form, completed, to Amanda Forster (amanda.forster@archaeologists.net).
NOS guidance

Supporting, contributing or fulfilling? When designing the learning outcomes of your course, it is important to highlight to what level of understanding your delegates should expect to come away with. In simple terms, this often depends on the amount of hands-on learning, reflection and feedback each delegate may get. 

For example, the following sets out the three different outcome types for a course in Prehistoric Ceramics. The relevant NOS is F: Manage information on the material remains of past communities, specifically: 

AF3 Classify, compile and maintain data on the material remains of past communities
AF3.1 Agree methods for classifying and compiling data on the material remains of past communities
AF3.2 Maintain data and records on the material remains of past communities
AF4 Provide information on the material remains of past communities to others
AF4.1 Interpret customers' requests for information on the material remains of past communities
AF4.2 Access data sources and compile data on the material remains of past communities
AF4.3 Collate and present data to meet customers' requirements
1) Supporting – delegates attend a one day course giving the background to prehistoric ceramics including manufacture, typologies and some examples of artefact groups from a given site. Delegates learn about the academic context for the finds group and may have some hands-on experience when learning about manufacture and typology. Supports AF3 and AF4. 

2) Contributing to – delegates attend a two day workshop involving a day of background information similar to that outlined in (1), followed by a day of hands-on ceramics identification training to assessment level. Delegates will be able to broadly identify different ceramic types from their morphology and fabric.  Contributes to AF3, AF4.2
3) Fulfilling - delegates attend a three day workshop involving a day of background information similar to that outlined in (1), hands-on finds identification outlined in (2) and a third day completing an assessment level report on a given finds assemblage of appropriate material and using a project brief. The resulting report can be submitted for assessment towards fulfilment of both AF3 and AF4.  

An example

Section 1 – the basics

	Course title [eg the short title]

	Setting up a business? A guide to business start up



	Session summary [c.250 words which sum up what the session is about]

	In recent months the sector has seen an increase in the set up of small businesses and a rise in applications from companies wishing to become Registered Organisations with the IfA. This workshop training session, run jointly by Towergate Insurance and IfA, o​ffers delegates a chance to learn the best route to follow for starting up any business and some practical advice on getting registered. The session includes a guide to the importance of risk management and insurance, hearing from specialist insurers with 12 yrs experience of working with archaeologists in how these factors contribute to the success of any business. In addition, you will hear from the directors and senior management of currently Registered Organisations about the process and benefits of IfA registration, and have the opportunity to test-drive your business through the registration process with IfA Standards Compliance Manager, Kirsten Collins.



	Training providers [name, organisation, job title] 

	1. Kirsten Collins, Institute for Archaeologists, Standards Compliance Manager and manager of the IfA Registered Organisations scheme
2. Tariq Mian, Account Executive, Private & Commercial Clients Manager, Archaeology & Heritage Division, Towergate Risk Solutions
3. Businesslink representative (tbc)

4. Registered Organisation Committee representatives (tbc)
 

	Group size and venue requirement [eg how many people do you think you could include? eg 24 or 48 classroom style (with tables), or 40 or 48 theatre style (no tables)

	This workshop would work for a group of up to 24 people, with four groups of six classroom style. 




Section 2 – learning outcomes
	Session outline [Outline of individual practical sessions or discussions, rough timetable]

	The session is divided into four learning stations, each providing valuable insights into business start-up and management. 

· Station 1, Business Start Up, will provide you with an essential checklist for setting up your business, managing your risks and keeping on top of the demands of running a business.

· Station 2, Insurance and liability, will introduce you to the terminology and meanings behind insuring your business, how you should go about covering you, your business and your staff in the work you carry out – and why it is important to get the right cover.

· Station 3, Standards and ethics, covers how you can ensure that the projects you undertake are done to the highest standards, and looks at how the available standards and guidance can relate to ethical practice and accountability. 

· Station 4, Getting registered, gives you the chance to test drive your business in an application for registration with the IfA RO scheme. You will learn what the RO scheme is all about and how organisations are assessed, giving you the opportunity to ask if your business would stand up to the challenge.  

The workshop will be designed so that the order that you visit each station does not matter. The group will be divided into four groups of five people and each group will spend 40 minutes at each station.  A rough timetable is given below. 

14.00-14.10   Introduction

14.10-14.50   Station 1

14.50-15.10   Coffee

15.10-15.50   Station 2

15.50-16.30   Station 3

16.30-17.10   Station 4

17.10-17.30   Plenary



	Learning objectives [What do people actually learn, including practical skills, ways of problem solving, increased knowledge, signposting. Specifically what will the course delegates will be able to do/know as a result of attending the course]

Be specific about whether the course supports, contributes to or fulfills the requirements of the relevant NOS. See below for an explanation of what these terms mean with regards to NOS learning outcomes. 



	National Occupation Standards: this workshop supports and provides background knowledge to Section J, Manage the archaeological organisation and Section K, Define and control quality and professional standards.   
The workshop will provide the following learning outcomes:
· A business start-up checklist, providing awareness of each stage of setting up a new business

· How to assess business management risks, and put measures in place to reduce risks to your business

· A sound understanding of different types of insurance, and which cover your business would require. 

· How your business is accountable in terms of quality and ethical practice, with reference to IfA membership on an individual and organisation level

· What registering an organisation with the IfA actually means, and how to go about it

· Highlight areas for improvement in your business plan and overall management strategy



	Preparatory work [Do people need to do anything before the session, topics/ questions to think about etc, examples to bring with them]

	If you want to test drive your business, it would be worth you familiarising yourself with the IfA RO application form. You can still take part in this session if you don’t do this, but you will get more out of it if you come armed with questions!



Please send this form, completed, to Amanda Forster (amanda.forster@archaeologists.net).
