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ARCHAEOLOGICAL TRAINEES AND TRAINING SCHEMES GUIDANCE

INTRODUCTION

This document provides a BAJR guidance to work-based archaeology/heritage training schemes
aimed at both, potential Graduate/Avocational trainees and the employers alike. It does not
represent an exhaustive guide to the process but rather summarises the basic expected
requirements and can be used in conjunction with similar available guides [Training toolkit:
supporting early career development in your organisation | Chartered Institute for Archaeologists]

OVERVIEW

Both Graduate and Avocational Training Schemes should be based on a structured training
programme provided by an employer. This is aimed at gaining the essential skills required to achieve
a pre-defined goal, which is often regarded as an essential step towards achieving PCIfA
accreditation.

Whether an office-, lab- or fieldwork-based training, the result must carry some form of
demonstrable accreditation. Graduate or avocational trainees should only undertake such schemes,
at the beginning of their career, and then continual professional development (CPD) should
subsequently maintain and further enhance skills as part of a subsequent career pathway.

Any such training schemes should be ideally rotational, allowing the participants to experience
multiple aspects of their respective role as well as the organisation as a whole. This can be envisaged
as a series of 'mini-placements’, allowing the trainee to participate in a variety of potential activities.

Subject to a specific role and an employer preferences, formal graduate training schemes generally
last between three to six months and normally offer a combination of ‘on-the-job’ learning, as well
as some method of formal training. They may also include the opportunity to study for a
professional qualification during normal working hours — such as a [Professional pathways |
Chartered Institute for Archaeologists].

A good training scheme should also include a mentoring programme, based around dedicated and
supportive staff members; the best programmes are built and maintained by specialist training
officers or a programme of training the trainers (as part of a CPD course perhaps).

There are usually a limited number of spaces available on any work-based training scheme, so
employers should make clear the specific requirements to qualify for an entry as well as final
outcomes — ultimately the full-time employment?.

L Employers placing an advert with BAJR should be aware that for ethical reasons BAJR will not accept or
advertise trainee positions that do not lead to employment.


https://www.archaeologists.net/careers/kit/introduction/info-for-employers
https://www.archaeologists.net/careers/kit/introduction/info-for-employers
https://www.archaeologists.net/join/pathway
https://www.archaeologists.net/join/pathway

COMPONENTS OF A TYPICAL TRAINING SCHEME
¢ Induction Period: A short period at the start of your training, where you'll be introduced to
the company's work culture, structure, processes and staff.

¢ Formal and Informal Training: The main purpose of any work-based training scheme is to
help the employer to build up and maintain highly skilled professional work team, composed
of a mix of experienced and early career staff. Often, the respective trainees will be
assessed after each project or training activity, although this is carried out at the employer’s
discretion. Regardless, it is essential that the regular assessments that are formally recorded
form a part of a structured programme.

e Professional Qualification: Although companies do not generally insist that their trainees or
employees study for professional qualifications, many provide advice and support if they
wish to do so. Normally, trainees should wait until the end of the training programme to
pursue — with company support - the professional qualification of [PCIfA].

e Mentoring 'Buddies': As part of any training scheme, the trainee should be assigned a
specific mentor to help them navigate their new role. These are often experienced fieldwork
or office/lab staff, who will offer ongoing advice and support during the training period.

¢ Training Completion and Final Deployment: Following the completion of the training
scheme, the company should aim to place the newly qualified/trained employee in the role
that best compliments their skills and specific attributes. This should be a mutual decision to
the benefit of both the employee and the employer. The newly trained staff will be able to
further develop their newly acquired skills and eventually progress through the organisation.

TRAINEE EXPECTATIONS AND REQUIREMENTS
= Clear learning goals — You are presented with a clear pathway regarding what you will learn and
how.

= Relevant training — Your training should match the requirements of the post/role which you are
aiming to become proficient in.

=  Supportive instructors and mentors — You will be introduced to a dedicated
training programme officer and a staff mentor, who will assist you when
required.

= Simple training materials — You will receive a set of easy to use and implement
training materials to help progress your training. These can be supplemented by
other learning material, such as [BAJR Guides] or the excellent info packed
[Fieldworker Data Cards from Past Horizons]. You can also record your progress on [BAJR
Archaeology Skills Passport]?

= Feedback and milestone assessment — Any training should include both a clearly identifiable
timescale, with associated progression criteria/steps as well as regular and reflective feedback

2 But beware of the posts that are entirely ‘learning on the job’ and /or rely solely on the BAIR Archaeology
Skills Passport as a training source — it is intended for recording your progress only.


https://www.archaeologists.net/join/individuals/pathway/pcifa
https://www.bajr.org/guides/
https://pasthorizons.com/products/fieldworker-data-cards
https://shop.bajr.org/shop/
https://shop.bajr.org/shop/

from the mentors and instructors. These help to target particular areas, where you may require
more support and also enable you to ask your mentors or instructors questions that you feel are
relevant to your experience and training scheme.

Measurable outcomes — You will expect the training scheme will lead to a clearly defined
outcome, on the completion of the training period and the assessment. This will normally be, the
first promotion to a G2 / PCIfA grade archaeologist. If you are let go at the end of the training
scheme without due reason, it is essential you report this to both BAJR and CIfA, as it is never
acceptable to use training schemes as an excuse to fill staffing roles and constantly replace the
trainees to make up numbers.

7. Career development opportunities with continuous learning — Once you complete your
training and have taken a first step onto the professional ladder, you should expect two career
mechanisms to begin your career journey — the first is the support for your CIfA membership at a
corporate grade; there are available BAJR and CIfA guides: [Joining as PCIfA: BAJR Guide 47] and
[Practitioner Guide to application (PCIfA)] to help you with joining.

Secondly there will now open up more opportunities for continual Professional Development —
which is also a requirement of CIfA membership. Your training now becomes more of a dialogue
with your employer, where they will benefit from your skills and you can chart your own
pathway to professional development.
8. Summary of key outcomes — By the end of the training scheme, you should have the ability
to:

e carry out the key requirements to perform your duties without further instruction.

e safely follow Health and Safety procedures within the workplace, whether the office, lab

or the project sites.

e prepare and plan your own professional development

e be ready and able to join CIfA at PCIfA level

e be paid at the G2 level of remuneration


https://www.bajr.org/wp-content/uploads/2024/08/Joining-PCIfA-2024.pdf
https://www.archaeologists.net/join/pcifa

REQUIREMENTS FOR TRAINING ORGANISATION

=  CIfA Registered Organisations — are already expected to have in place a training plan within
their organisation. Any employee who has not reached PCIfA level competence, should be
working within a structured training programme designed to develop their skills and
competence to PCIfA level.

= Non CIfA organisations — when advertising on BAJR will be required to show proof of a formal
training plan.

* The formal training plan — will outline the assistance provided to early career archaeologists in
developing the necessary skills and competencies to qualify for PCIfA level membership and
operate at a BAIR G2 level. Ensure that there are written documents regarding the
demonstrated skills gained during the scheme.

= Appointments within the training scheme — should acknowledge those applicants who can
demonstrate some competence and professional commercial experience (i.e. via a partly
completed [Archaeology Skills Passport]).

= Dedicated and qualified training supervisor — as well as volunteer mentors; companies should
offer some incentives as well as clear instruction for this task.

= Create milestones — of achievement within the training scheme, with progression criteria/steps,
to measure the success of the scheme and the training; accept feedback from both trainees and
mentors/supervisors as a key part of the scheme.

= Feedback is key to a successful scheme ensure there is opportunity for trainees at the start and
at completion. This will enable the employer to be proactive in targeting the training and provide

a measurable outcome allowing assessment of the effectiveness of their training scheme.

= Consider the overall outcome as you should expect the trainee will become part of the
company’s workforce.

= Ensure that trainees become valued members of the team, and, following the training period,
are offered appropriate positions within the organisation.

®=  Read and implement — [A guide for archaeological organisation employer training schemes].



https://shop.bajr.org/shop/
https://www.archaeologists.net/sites/default/files/2024-11/CIfA-Approved-Employer-Training-Schemes_v3.pdf

SUGGESTED READING FOR THE COMPANIES/EMPLOYERS

— Download your copy of [CIfA's professional practice paper - An introduction to providing
career entry training in your organisation] (PDF).

— Read CIfA’s [Guide to developing a training plan] (PDF) which defines what is meant by a
training plan, along with some ideas about how to develop one.

— Find out how to map learning objectives to [National Occupational Standards] (Word docx).

— Look at this example of a [plan to train excavation skills to Practitioner level] (PDF).

— View an example of a template for conducting a skills audit against the National
Occupational Standards in Archaeological Practice: [Skills audit template] (PDF)



https://www.archaeologists.net/sites/default/files/2024-11/CIfA-Introduction-Providing-Career-Entry-Training_2014.pdf
https://www.archaeologists.net/sites/default/files/2024-11/CIfA-Introduction-Providing-Career-Entry-Training_2014.pdf
https://www.archaeologists.net/sites/default/files/2024-11/CIfA-Developing-Training-Plan.pdf
https://www.archaeologists.net/sites/default/files/2024-11/CIfA-Mapping-Short-Courses-to-NOS_2019.pdf
https://www.archaeologists.net/sites/default/files/2024-11/CIfA-Approved-Training-Posts-Criteria.pdf
https://www.archaeologists.net/careers/kit/introduction/info-for-employers

