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Reference template for professional accreditation (PCIfA, ACIfA, MCIfA)
(Revised June 2023)

Your reference is an essential part of an application for professional accreditation. It provides a valuable insight into the applicant’s competence (knowledge, skills and abilities), which the Validation committee requires to reach a decision. 
If you are the applicant’s employer and your reference does not support their application, we would encourage you to discuss this with the applicant before submitting your reference.
The reference template is on the third page. Please send it back to us as soon as possible. Late references can cause applications to be deferred and applicants will have to wait a further two months or more until the next committee meeting.
When writing your reference, please refer to specific examples of work undertaken for each area of the competence matrix below and the Code of conduct for the relevant grade to assist the committee.
	 
	 

Knowledge
	 

Autonomy
	Coping with complexity
	Perception of professional context

	Practitioner (PCIfA)
	Good working knowledge of key aspects relevant to area of historic environment practice, and competence in its application, in accordance with relevant professional standards.
	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.

Demonstrates understanding of the ethical requirements of the Code of conduct and able to apply to own work. Upholds the values of the Institute to work in the public interest.

	Associate (ACIfA)
	High level of working and background knowledge relevant to area of historic environment practice. Demonstrates competence in a broad range of activities within that area, in accordance with relevant professional standards.
	Considerable responsibility for own work using own judgement and autonomy, in a wide variety of contexts, but within an established framework. 

Where relevant, may take responsibility for the work of others and/or the allocation of resources within an area of practice.
	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.

Understands the ethical requirements of the Code of conduct and uses them to guide and review own practice and, where applicable, that of others.

Able to recognise and resolve potential conflicts of interest within an established framework Upholds and promotes the values of the Institute to work in the public interest.

	Member (MCIfA)


	Substantial working and background knowledge relevant to area(s) of historic environment practice. Demonstrates a depth of understanding of sector and competence within a broad range of historic environment practices. Understands, contextualises, and applies professional standards to own work and, where appropriate, that of others.
	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

Demonstrates professional judgement and ethical behaviour across a wide variety of complex situations, supporting and encouraging others to do the same. 

Able to anticipate, recognise and resolve potential conflicts of interest. Promotes the values of the Institute to work in the public interest with colleagues, clients, and stakeholders.


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

Please note as part of the application process we collect your name and email address from the applicant and will only contact you regarding your reference unless otherwise specified by you. Please see CIfA’s Data Protection Policy.
Reference for CIfA Professional accreditation
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 and ethical competence

Please refer to CIfA’s competence matrix (page 1-2) and make an assessment, using examples where possible, of the applicant’s

	Knowledge

	


	Autonomy

	


	Coping with complexity 

	


	Perception of professional context (Please note this requires information about an applicant’s ethical competence, see matrix above and Code of conduct.)

	


Please add any other relevant comments 
	


Signed:………………………………………...…………  CIfA accreditation (where applicable):
Job title:

Organisation:






Date:
