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Reference for accredited CIfA membership
Introduction
Your reference is an indispensable part of a candidate’s application, since it provides a valuable insight into their abilities, experience and the level of responsibility they have held. The proforma which follows is a basic template for references for IfA membership at corporate grades (PCIfA, ACIfA, MCIfA). 

It is in Word format, so please save it and type into the boxes, which will expand as you write in them. Please send it back to us by post, e-mail or fax using the details below before or on the date given on your letter.

Corporate grade applicants (PCIfA, ACIfA, MCIfA) are assessed against this competence matrix, which has been aligned with the National Occupational Standards in Archaeological Practice developed in collaboration with others by the Institute in 2002. Please refer to it when writing your reference. 
	 
	Knowledge
	Autonomy
	Coping with complexity
	Perception of context

	Practitioner

(PCIfA)
	Good working knowledge of key aspects relevant to area of historic environment practice, and competence in its application
	Some responsibility for achieving tasks using own judgement and autonomy, whilst working under general supervision. Collaboration with others is expected
	Appreciates complex situations within the role held and able to achieve partial resolution alone. Some activities are complex and non-routine*
	Sees actions as a series of steps and recognises the importance of each role in the team

	Associate

(ACIfA)
	High level of working and background knowledge relevant to area of historic environment practice and a broad range of activities within that area
	Considerable responsibility for own work using own judgement and autonomy, in a wide variety of contexts, but within an established framework. Control or guidance of others may often be required 
	Copes with complex situations through deliberate analysis and planning. Most activities are complex and non-routine*
	Sees actions at least partly in terms of longer-term or wider goals

	Member

(MCIfA)
	Authoritative knowledge and depth of understanding of sector and a broad range of historic environment practices
	Substantial autonomy, takes full responsibility for own work. Where applicable, will also have significant personal accountability for others and/or the allocation of resources, in a wide variety of contexts
	Deals with complex situations holistically, demonstrates confident decision-making in a broad range of complex, technical or professional activities 
	High level of understanding of overall ‘picture’, sees alternative approaches and how they might be tackled


*We recognise that evaluations, desk-based assessments, watching briefs, conservation plans, environmental assessments, etc, can be complex pieces of work.

Please ensure that your reference adequately covers all of the points requested, especially at MIfA level. A reference which does not comment on all of these areas may be returned to you for further information. Late references are likely to cause applications to be deferred. Applicants may then have to wait a further eight weeks until the next meeting of the Validation committee.

Reference for CIfA Membership
Name of applicant: 
Grade applied for (please indicate):     PCIfA       ACIfA       MCIfA

Name of referee: 
	How long have you known the applicant and in what capacity?

	


Technical competence

Please study the CIfA’s competence matrix and make an assessment, using examples where appropriate, of the applicant’s

	Knowledge

	


	Autonomy

	


	Ability to cope with complexity 

	


	Perception of context

	


Ethical competence
Is the applicant an appropriate person to belong to the Institute? In your opinion, will they abide by the Institute’s Code of Conduct, other regulations and Standards and guidance (http://www.archaeologists.net/codes/ifa)  
	


Any other relevant information that the CIfA should be aware of when considering this application
	


Signed:………………………………………...…………  CIfA grade (where applicable):

Job title & employing organisation:





Date:


