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I Foreword

‘Over ten years ago the MA began
work to encourage greater
diversity in the museum workforce.
Along with many other publicand
private organisations, the MA
recognised the business, legal and
moral case for having a workforce
that reflected the audience that
museums aimed to serve.

Mark Taylor
Director, Museums Association

Thereis good and bad news. The good
newsis that the caseis well made and
accepted throughout the sector. Museums
and their senior staff are committed to
working towards greater diversity of all
types. National and local government are
committed, and a special mention here for
the MLA which has funded Diversify for ten
years and consistently and vocally
championedit.

Diversifyis extremely successfulandis
recognised inand outside the sectorasone
of the best schemes of its type. Itisno
longer simply amodest exemplar with
symbolic value. It has played akeyrolein
winning hearts and minds and has
encouraged over 113 people from Black,
Asian and Minority-Ethnic communities
(BAME) backgrounds into museum work.
Slowly but surely these energetic,
ambitious and talented people are changing
the sectorand people’s perceptions of it.

The bad news is that achieving genuine,
sustainable andinstitutional changeis a
long, hard struggle and itis along way from
being over. Any high-level intervention such
as Diversify aims for obsolescence as the
transformation becomes part of the
landscape. Individuals and institutions
understand whatisrequired and it becomes
an almostunnoticed part of their culture.
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Thefactthatwe arenotatthatstageis
notso surprising. Budgets are tight and
museums are often limited in their freedom
toundertake such work by being partof a
much wider body and the nature of their
funding. Thereis also a pervasive and
understandable lack of confidence in how
toaddress some of the issues involved.

The MLA and the MA have been working on
anumber of initiatives to help museums
confront the many challenges in embedding
workforce diversity at the core of their
operations. The willis there, the principleis
accepted, and by launching the Smarter
Museums project and working with the hub
museums on their diversification plans we
are helping to turnintentinto action.

This new edition of the toolkitis integral to
the success of Diversify. Not all museums
cangetinvolvedin projects, some must
make their own way and are looking for
guidance and inspiration. This toolkit will
help museums at every stage of their plans
for greater workforce diversification. [t will
help in making the case, drafting policies,
understanding the legalities and the
inevitable jargon. It provides a step-by-step
guide for museums of all sizes to embrace
workforce diversityinallits forms and reap
the undoubted benefits that come from
suchaculturalchange!
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Introduction
Purpose of the
Diversity toolkit

Diversity is much more than a programme, it has to be lived
daily, at the heart of an overdue cultural shiftin the culture
sector. Governance boards do not yet reflect the richness
of our nation’s population; it is a government priority to
broaden the base of those who govern our museums.
Apart from ethical and legal arguments, diverse approaches
have been shown to be of economic and social value.

But museums and their funding bodies, including local
government, still have much to do to embed the philosophy
and make it real, and sustainable.

Roy Clare, chief executive, MLA

05

This toolkit provides practical guidance

and advice to any organisationinterestedin
diversifyingits staffing profile. Althoughit
draws on the Diversify scheme, managed
by the MA, itisrelevant across the cultural
sector. The advice and guidance presented Positive-action training schemes

The Diversify toolkitis provided asan
information quide only. Itis not a full
authoritative statement of the law
and does not constitute legal advice.

within the toolkit covers a number of key are arelatively new legal concept.
issues including: embedding diversity, Consequently, there is no guidance to
preparing your organisation, advertising the extent to which training schemes
andrecruitment, partnership agreements, are likely to be challenged in tribunals
writing training contracts and designing on the grounds of constituting

work programmes. The toolkit provides employment rather than training.
information on the basic principles for Therefore, as there hasbeenno case
developing training initiatives for other law in this area thereis no absolute
minority groups; however, reference should [ReVEIEIa =Rt EIdtal=Xabs i aigi 1=\ o] 14
be made of relevant equalities legislation. put forward in this toolkit could be not

be challenged as being employment
and therefore not lawful.

The toolkit can be used by all those involved
inthe process of setting up positive-action
initiatives including museum managers,
those with direct line-management
responsibility for trainees and Human
Resources (HR) managers.

It should be noted that there are different
models for positive-action training within
the museum sector. The examples used
here are mainly based on traineeship and
the bursary models that the MA and its
partners have developed through Diversify.

Returnto
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Introduction
Background to the Diversify scheme
and the need for workforce diversity

The MA's Diversify scheme makes
museum careers more accessible
to people from Black, Asian and
Minority-Ethnic communities
(BAME). Through Diversify we aim
to ensure thatin the longer-term
there are more minority-ethnic
people who are qualified as
potential applicants for mid- and
senior-level positions in museums.
Diversify is a strategicinitiative
delivered under section 37(1) of
the Race Relations Act 197/6.

Since 1998, working with arange of
partners, the MA has established a
sustainable programme of positive-action
bursaries and traineeships. The MLA,
through the Renaissance in the Regions
programme, is the main partner and funder.
Additional support comes from the
museums and galleries hosting placements
and traineeships, universities providing
postgraduate museum studies
qualifications and the Paul Hamlyn
Foundation.

Since the start of Diversify over 113 people
have/or are currently benefiting from the
scheme as either full or affiliate members.
Fullmembers are individuals who were
recruited directly by the MA using the
Diversify funding fromMLA. Affiliates are
individuals who are funded through their
host museum. Hosts can take out affiliate
membership for their trainees at a cost of
£500 per year. This gives them access to
the MA's full range of professional
development opportunities. Around 64
former Diversify participants are now
workingin the museum sector, eight
individuals are no longer working in the
sectorand the remainderareintraining.
Without Diversify itis unlikely that most
of these individuals would have
considered a museum career.
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In 2008 the MA, in partnership with the
University of Leicester and Colchester &
Ipswich Museum Service with support from
Shape, piloted the first Bill Kirby traineeship
fordeaf and disabled people.

The MA has led the cultural heritage field
inadvocating and supporting workforce
diversification and has been successfulin
bringing people from BAME backgrounds
into the museum sector, however thereis
stillmore work to be done.

The 2007 Annual Population Survey
(www.statistics.gov.uk) showed that

11.9 per cent of England’s working age
populationis of BAME background. Itis
important to note that the Race Relations
(Amendment) Act 2000 places a general
duty on public authorities to promote race
equality. The legislation applies regardless
of the size of the local BAME population.
The recent monitoring data gathered by
the MLA diversity mapping exercise (2008)
shows that the representation of these
groups within the museum sector
workforce stillhas along way to go.

Returnto
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Introduction

Background to the Diversify scheme
and the need for workforce diversity

Ethnicity and level of staff in national and hub museums in England

Strategic Middle Specialist Adminstaff Front-line

operations managers staff staff
management

White 96.6% 95.5% 95.4% 89.7% 87.4%

BAME 3.3% 4.4% 4.5% 10.5% 12.5%

Government Officeregionin England
Annual Population Survey 2007

Percentage of non-white
workingage population

North east 3.6%
North west 7.8%
Yorkshire & Humberside 8.8%
East Midlands 8.1%
West Midlands 14.5%
East 7.6%
London 35.4%
South east 7.0%
Southwest 3.5%
Total 11.9%

Breaking down the working age population
within the Government Office regions for
England shows the importance of
considering regional and sub-regional
difference as well as national statistics
when developing arecruitment programme.

07

The 2005 Disability Discrimination Act
placed aduty onlocal authorities to
promote disability equality.

Nearly oneinfive people of working age in
Great Britain has a disability. Only about half
of those are in work. Mental health
problems, such as depression and anxiety,
now account for more Incapacity Benefit
claims than back pain. Onein four people
willbe affected by mentalill health inthe
course of theirlife. (source Chartered
Institute of Personneland Development
[CIPD] fact sheet).

The 2007 Annual Population Survey
highlighted that the fastest growing age
group are those of 80 years and older who
now make up 4.5 per cent of the total
population. People over state pension age
now exceed those of 16 years and younger
forthefirsttime.

Returnto
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Introduction
Diversity and equality

: : : . . The language of the debate is changing.
The dlStIﬂCtIOﬂ bEtween dlverSlty Thereisg:ggeateremphasis;lovvongvlvl'?at
makes us the same, what makes us equal

and equality iS the SUbjECt Of and what is common toall people in society.

) ) Diversity focuses on theindividualand on
difference, onthe waysin which people
CO ntl n u | n g d e b ate a S th e WO rd S a re candevelop their full %otential and how this
can bring positive benefits to organisations

often used synonymously. Equality  astosces
of opportunity is underpinned by nGhidole e e when valued s

such. Who we are is an amalgam of our skills,

legislation and equality is often knowiedge lehisioryandienpoints,
whichmay inturnrelate to our demographic

takenasashorthand termforthe  geaerstce: g etnicoran oiiyor

various legalrequirementsthat — Zeimrcmunie,

promote equality of opportunity andrespectforwhoweare.

and anti-discrimination, the equality

strands - race, faith, age, gender,

disability and sexual orientation.
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Why your organisation should
undertake positive-action training
initiatives: Cultural diversity -

the case for change

There are three key drivers that make
diversity and equality important forall
organisations (whether public sectoror
private). These are:

The business case This focuseson
developing an organisation that mirrors
the diverse market place in the population
and uses its diverse workforce to
stimulate creativity and innovation
andincrease competition

Thelegal case Thisisaboutequality

and social justice. Publicbodies have a
requirement under UK legislation to
eliminate discrimination. It not only makes
business and moral sense to create a
culturally-diverse environment, but also
it makes sense to stay within the law.

The moral case This seesdiversity as
‘addingvalue'. A culturally-diverse
environmentdemonstrates a caring,
inclusive and respectful organisation.

In addition an‘accountability’ case has
been put forward stating that there should
be'no taxation without representation’
Allcommunities contribute to universal
taxation therefore it follows that the
diverse needs of these communities
should be taken into account by
organisations receiving public funding.

Returnto
contents



Introduction
Diversity and equality

Thebusiness case

Thereis much that the museum sector
canlearnfrombusiness and the private
sector where progress on diversity has
already been achieved. The Confederation
of Business Industry and Trades Union
Congressjointreport Talent not Tokenism
(2008) looks at the business case for
diversity and identifies tangible benefits
for companies including:

* increased employee satisfaction,
whichinturn helps attract new staff,
retain those already there, reduce
recruitment costs andincrease
productivity

* betterunderstanding of how
the company’'s diverse customers
think and what drives theiruse of its
products andservices. Thisinturn
helps them to access new markets
previously notreached.

The creative case fordiversity - for the
culturaland creative sectorsin particular
thereisalso a creative case within the
business case. This highlights the
inspiration and creativity generated by
adiverse workforce working together.
Diversity is seenas astrategic tool, one that
influences society by creating asense of
identity, stimulating debate and promoting
the positive benefits of adiverse society.
Thereis aview thatan organisation witha
rolein preserving, interpreting and using
our cultural heritage as a creative resource
should be proactive in celebrating the
positive aspects of diversity.

The MA's Code of Ethics for Museums shows
how central diversity is to the function and
ethical principles of museums. Collections
are held on behalf of society, thatis, for
everyone. To be effective in serving the
public museums need to take account of
the differing needs of people within today’s
diverse society. Finding ways to broaden
access to collections and enable people to
gaininsight, learning and inspiration from
them requires museums to have an
awareness of the difficulties and barriers
that people face, whetherasauserorasa
member of the workforce, and to be
responsive and proactive in making
changes to eliminate or reduce these.

Thelegal case

Compliance withlegislationis cited as the
greatestdriver for diversity in businesses
inthe UKin arecent study by the CIPD
www.cipd.co.uk (Diversity inbusiness: a
focus for progress, survey report, March
2007).1f your museum s seeking to set
up a positive-action traineeship, or make
reasonable adjustments to a historic
building to provide access for disabled
people, or provide concessionary
entrance charges for children or senior
citizens you willneed to be aware of
thelegalissuesinvolved.

There has beensignificant legislation
passed by the UK government relating
to anti-discrimination and the promotion
of equality and humanrights from the
third quarter of the 20th century onwards.
Information on the various actsand the
bodies that regulate and promote them
canbe found at www.equalities.gov.uk
and at www.equalityhumanrights.com,
the website of the Equality and Human
Rights Commission (EHRQ).

09

Themoral case

Documents such as the Universal
Declaration of Human Rights underpin
both the legal and moral case for diversity.
The moral caseis about treating people
withintegrity, fairness andrespect. Itis
about ensuring and upholding theirrights.
Thereisalso the ethical case adopted by
many businesses through corporate social
responsibility. Forexample, using the
procurement process to ensure that
suppliers have equality and diversity
policies and practices. Or, as many
museums are doing already, settingup
positive-action traineeships to build
capacity within the sector.

Members of governing bodies and
managers should model behaviour that
demonstrates a commitment toinclusion,
equality of opportunity and valuing
diversity. They should communicate
clearly whatis expected of theiremployees
and create acommon sense of purpose
through the values and aspirations that
drive the organisation.

Forindividuals working in museums it
isas much about beingaware of and
understanding your own values, biases,
motivations and emotions asitis about
being aware of the needs of other people.
[tis about taking responsibility for your
own actions and the impact these have
onotherpeople.

Returnto
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Embedding diversity and
equality in your organisation

As the business case suggests, a holistic
approach to embedding diversity and
equality will ensure that initiatives like
positive-action traineeships are set in the
context of continuous improvement.

The EHRCsuggests that 'The starting point for any
effort to promote equality in the workplaceis to
assesswhat you are doing already and look for
areas where you can improve. This might include:

e carrying out an equality audit or equal pay review
using your audit as a basis for ongoing monitoring

e investigating the possibility of more flexible work
patterns

» |ooking for examples of good practice in other
organisations

e talking to staff representatives such as unions
about where improvements could be made

e checking that you use clear andjustifiable job
criteriathat are demonstrably objective and
job-related.

- a8 & -
\:‘.'ﬁ"

www.equalityhumanrights.com

Embedding | Thelegalities | Preparing Implementing | Recruitment |Partnership | Training Exit Professional |Guidanceon |Useful Appendices
diversity your positive-action agreements |contracts strategies development |answering contacts
and equality organisation [training complaints

1 2 3 4 5 6 8 9 10 11 A


www.equalityhumanrights.com

Embedding diversity and
equality in your organisation

case
study

How planning supports
diversity at Museums
Luton

Museums Luton has aworkforce diversity
planin place and progress is monitored

againstthe targets set. At the time of
auditing staffinJuly 2007 we found that:

* 62% of staff were White British

* 21% were White European

* 6.3% were Asian British-Bangladeshi
* 2.1% were Black British-African

» 8.5% classed themselves as of other
ethnic background

The percentage of BAME staff within
Museums Luton was 8.4 per cent compared
to the national average in museums of

2.49 per cent (MA, 2007).

Embedding | Thelegalities |Preparing
diversity your
and equality

1 2 3

Currentdiversity initiatives

* Positive-action traineeships. The first
placementwasin 2004. Following her
placement the trainee wenton to be
recruited to the position of assistant
curator within the museum team. A
second positive-action trainee currently
has a placement at the museum.

» Museums Luton has hosted two South
African curatorial trainees funded by
the Department for Culture, Media and
Sport. They have gained valuable
experience from working on projects
alongside curators but the learning has
very much been a two-way process with
both trainees conducting a number of
presentations on their museums and
collections.

 Contemporary collecting and Hidden
Histories programmes. As a renaissance
hub museum the collecting programme
aims toidentify the diverse populations
of Luton within the existingand
contemporary collections.

* Developing work experience. Although

no datahas been formally collated of the

ethnicity of the students, informal
collation by the performance and
development manager shows a higher
level of diversity of work experience
students than the workforce in general.

Implementing | Recruitment |Partnership
positive-action agreements

organisation |training

4 5 6

Training
contracts

« Performance and development
manager. This post was created to
support workforce development across
the service, co-coordinating the training
and development of all staff and
volunteers, ensuring that all staff have
equal opportunities for development.
Workforce diversity is also a priority for
the service's current forward plan
developed through consultation events
and sub group meetings with all
museum staff.

‘We learn so much through working with
staff fromdifferent cultures, backgrounds
and faiths. We reflect this diversity in our
exhibitions and programmes. As a result
we have been able to broaden our
audiences and create links to the local
population through employment.
Diversity has helped us to achieve our
service targets.’

Karen Perkins, interim director, Museums Luton

Professional |Guidanceon
development |answering
complaints

10

Exit
strategies

7 8 9

Useful
contacts
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12
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Embedding diversity and
equality in your organisation

Hub museums/services
implementing workforce
diversity action plansisone
of anumber of measures the
MLA s currently undertaking
to progress workforce
diversity including leadership
development, work
placement and positive-
action programmes.

Workforce diversification forms akey part
of therenaissance outcome that
knowledge and expertise is shared
between institutions and communities, and
museums' diverse staff actively facilitate
learning, discovery and research. Workforce
diversity action plans form part of the
08/09 and 09/10 hub business plans.

Embedding |Thelegalities |Preparing
diversity your
and equality organisation

1 2 3

One of therenaissance objectives flowing
from this outcomeis to develop the
diversity of the workforce, both frontand
back of house, to reflect the communities
the museumis seeking to serve. Itis
acknowledged that workforce diversity
cannot be tackled inisolation. The overall
hub plan will also be contributing to
developing a diverse workforce through
projects focused on audience and
collections’ development.

The workforce diversity action plans
would contain:

(@) Introduction: Abrief outline of the
museums/services overall vision and
mission; a brief outline of the museums/
services workforce, pulling out key
points fromworkforce diversity audit
data; the overall aims of the plan; and
why the museums/services want
workforce diversity.

(b) The main body of the plan: This would
setout the actions needed to support
the development of a diverse workforce.

Implementing | Recruitment
positive-action
training

4

Partnership
agreements

5 6

Hub museums/services workforce
diversity action plan content themes

1. Developing the vision and rationale.

2. Establishing and using the baseline
workforce composition.

3. Actions with targets - areas that could be
included:

3.1. Careers advice/development.

3.2. Workforce recruitment (includes
governors, staff, volunteers, trainees
and advisory panels).

3.3. Staff development of existing and
new workforce (includes permanentand
temporary staff and volunteers).

3.4, Governance and leadership.

4. Developing, monitoring and evaluation
(quantitative and qualitative and how
datais used).

5. Developing partnerships, linkages and
externalinfluences.

13

6. Embedding a culture of valuing diversity.

7.Communication: internal communication
of the workforce diversity action plan, aims,
reasons,; external communication of aims of
the museums/servicesindiversifying the
workforce.

8.Any otheritems.

Training Exit Professional |Guidanceon |Useful Appendices
contracts strategies development |answering contacts
complaints

7 8 9

10

11 A



Chapterl
Embedding diversity and
equality in your organisation

Renaissancein the Regions
and workforce diversity

action plans continued
In 2008 the MA undertook research A cohort of ten museums has been
thatinvestigated the hubs'progressin recruited to the Smarter Museums

implementing their workforce programme. They will be given the
diversificationaction plans, whatsupport ~ opportunity to develop and strengthen

might enable them to be more effective theirvision and values to help create
and what barriers stood in the way of more sustainable, openandinclusive
greater progress. As aresult of the findings  organisations for the benefit of the

the MLA has commissioned the MA to museum workforce and visitors alike.

undertake a programme of work to
challenge and support the hub museums
to embed workforce diversity inevery area
of operation and commit to workforce
diversity as a key area of work.

Smarter Museums and the work with the
regional hubs are taking the term diversity
inits broadest sense, shifting the emphasis
from ethnicity to all forms of workforce
diversity, inline with the current social
This new strand of fundingis also policy thinking.

supporting the MA to undertake a

programme of organisational development

work with non-hub museums thatis

designed to embed diversity, inits

broadest sense, and create more

inclusive working practices.

Embedding |Thelegalities |Preparing Implementing | Recruitment |Partnership
diversity your positive-action agreements
and equality organisation [training

1 2 3 4 5 6
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National Occupational
Standards

The National Occupational Standards for Management and
Leadership (Equality and Diversity) www.ukstandards.org
contains specific standards relating to equality and diversity
as follows:

B8 Ensure compliance with legal, requlatory,
ethical and social requirements

B11 Promote equality of opportunity and diversity
inyour area of responsibility

B12 Promote equality of opportunity and diversity
in your organisation

B3 Develop the culture of your organisation

These are useful for organisations and individuals that are
looking generally at embedding diversity and equality in their
organisations or specifically, to manage positive-action
programmes. The standards define the generic skills, knowledge
and understanding and behaviours required and outline the
outcome of effective performance.

Professional |Guidanceon |Useful Appendices

strategies development |answering contacts

complaints

9 10 11 A
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I Embedding diversity and
equality in your organisation

case
study

Supporting Diversityin
the West Midlands

Participating museums were the
Shakespeare Birthplace Trust,
Staffordshire Arts & Museums,
Worcestershire County Museum
Service, Warwickshire County Museum
Service, Sandwell Museums and the
Black Country Living Museum. The
Supporting Diversity programme was
developed and managed by Jane Arthur,
museums and heritage consultant for
Renaissance West Midlands.

‘As a charity with a global mission,
we need to embrace a diverse
approach in orderto be
sustainable in the long term.’

Diane Owen, director, the Shakespeare Birthplace Trust

Embedding |Thelegalities |Preparing
diversity your
and equality organisation

1 2 3

In 2008 Renaissance West Midlands set up
Supporting Diversity in the West Midlands,
working with non-hub museums to build
capacity and sustainability for diversity in
museumsintheregion. The project has five
stages:

1. Abaseline for diversity practiceis
established for each museum through a
sitevisitand interview.

2.Participants attend a Business Case for
Diversity workshop that covers the legal,
moral and business cases.

3. Afollow-up surgery helps the museum
identify priorities, actions required and the
organisational and individual training/
development needs.

4, Targeted training and skills development
for museum staffis provided through
Renaissance West Midlands.

5. The impact/change on organisations and
individuals is measured through evaluation.

Six museums took partin the 2008
programme. Several had already considered
aspects of diversity and the project’s
staged approach enabled further
opportunities for skills sharing, mentoring
and dissemination of best practice.

Implementing | Recruitment |Partnership
positive-action agreements
training

4 5 6 7

Training
contracts
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‘Participating in Supporting Diversity has been

a timely and helpful part of our organisational
development, providing welcome support and
helping us to embed diversity principles into our
planning. Organisational change is not always
easy and we feel we have just beqgun our journey.”

Karen Spry, museum development officer,
Worcestershire County Museum Service

Exit Professional |Guidanceon |Useful Appendices
strategies development |answering contacts
complaints

8 9 10 11 A



Embedding diversity and
equality in your organisation

The profile: Todo this, organisations need:  Aholisticapproach - the benefits and
value of diversity have to be owned by
the entire workforce. The organisation
has to recognise the opportunities
presented by diversity in the workforce.
There has to be asense of common
purpose across the organisation.

» The organisation learns. It actively * Commitment from the top and visible
promotes feedback from staff and leadership - having adiversity champion
visitors and takes actionas aresult. and advocate at asenior level, one who

candrive the process forward and make

sure thatdiversity is represented atall
levels. The process has to challenge the
status quo and seek better alternatives. * Theright supportinfrastructurein place

* The organisation hasaclearvisionand
values thatare communicated and
shared across and outside the
organisation.

Leaders should model behaviour that with the resources (time, people and
* Thereis afocus on the positive impact demonstratesacommitmentto money) to find practical ways to
and benefit of the services that the inclusion, equality of opportunity and overcome barriers and constantly seek
organisation provides toits users, valuing diversity. toimprove performance.
including internal and external clients. » Good communication - with staff, * Robust performance measurement -
* Thereis afocus ondeveloping the skills stakeholders and customers. Making it through monitoring and evaluation of
and expertise of the workforce. happenis a case of 'hearts and minds'. the workforce and users/non users.
. . . Without this nothing will happen. The organisation should have aclear
zgsggstﬁsgﬁﬁglgnvcvig;kprac’ucesand Building commitment with staff by understanding of its different
' involving theminthe process, giving customers (audience or users) and their
* The workforce feels empowered and people the opportunity to provide needs. There should be systems to
engaged, people are keen to workatand feedback and respond to them. Beingan gatherand manage informationand
remain with the organisation. advocate for the customer’s (audience knowledge (on customers, audience or
or users) interests. users) effectively, efficiently and

ethically. The same goes for the
workforce. Without monitoring how
doyou know if your workforce is
representative of the working
population and if your diversity
policy is working?
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Embedding diversity and
equality in your organisation

The three'l's were developed by the equality and human
rights practitioner Gallant 2000 as a way of expressing
why organisations resist thinking about diversity.

Ignorance often accompanied by fear By not taking action on diversity museums
of risk, fear of change, a misconception will fall behind in whatis anincreasingly
of the costimplications of equality competitive market place. At a time when

legislation and uncertainty of the
benefits of diversity practice

and

museums are combating declining visitor
figures, have greater competition to access
grant funding, and are still perceived by
some people as elitist they cannotignore or
Indifference where diversity isnot seen beindifferent to the benefits of diversity.
asapriority oras somethingthatisan

‘add on’and not central to the function

of the organisation

Theselead to

Inaction where organisations carry

on doing the same thing, workingin
well-established, traditional ways, often
reinforced by a tendency to employ
‘people like ourselves'
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I Chapter?2

The legalities
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I Thelegalities

All public authorities have a duty to promote race equality
under the Race Relations (Amendment) Act 2000. This could
include taking positive action. The Race Relations Act 1976,
section 37 (1) sets the legal framework for organisations to

dojust this.

The Race Relations Act does not allow
positive discrimination or affirmative
action, therefore an employer cannot try to
change the balance of the workforce by
selecting someone for ajob mainly because
they are from a particular racial group. This
would be discrimination on racial grounds
and unlawful. Selection must be based on
meritand all applicants should be treated
equally.

However, employers and others can take
positive action. The aim of positive actionis
to ensure that people from previously
excluded minority-ethnic groups can
compete on equal terms with other
applicants. Itisintended to make up for the
accumulated effects of past discrimination.
The law does not compel employers to take
positive action, butit allows them to do so.
Section 37 (1)is the sectionrelevant to
running positive-action training initiatives
and canbe seenin fullin Appendix 2.
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Thelegalities

The Equality Bill was published on 27 April 20089. It will ‘Make
provision to require Ministers of the Crown and others when
making strategic decisions about the exercise of their functions
to have regard to the desirability of reducing socio-economic
inequalities; to reform and harmonise equality law and restate
the greater part of the enactments relating to discrimination
and harassment related to certain personal characteristics; to
enable certain employers to be required to publish information
about the differences in pay between male and female
employees; to prohibit victimisation in certain circumstances;
torequire the exercise of certain functions to be with regard
to the needto eliminate discrimination and other prohibited
conduct; to enable duties to be imposedinrelationto the
exercise of public procurement functions; toincrease

equality of opportunity; and for connected purposes.
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The Equality Bill willdo three
main things:

Standardise, simplify and consolidate
discrimination law where appropriate.
This covers measures to simplify
definitions, exceptions, provisions on
equal pay and disability-related provisions,
including an ability to harmonise the
legislation where changes are required
asaresultof European law.

Make the law more effective. This

covers measures to widen the scope for
voluntary positive actions, establish an
integrated duty on public authorities to
have due regard to the need to promote
equality includingin their procurement
activities, and to achieve better handling of
discrimination cases by the courtsand
aduty on public authorities to consider
socio-economicinequalities.

Modernise the law. This covers measures

to extend protection from discrimination
on grounds of gender reassignmentand
pregnancy/maternity; to provide protection
againstunfair discrimination on grounds of

Exit Professional

strategies

Training
contracts
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development |answering
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age inthe provision of goods, facilities and
services and exercise of public functions;
to provide a power to require gender pay
gap reporting by the private sector, and to
enable courts and tribunals to make wider
recommendations and to extend statutory
protection against harassment outside the
workplace.

The equality duty on local authorities and
other public bodies has been increased
fromthe existingduty onrace, genderand
disability toinclude age, sexual orientation,
faith, pregnancy and new mothers. A new
socio-economic duty has been added. The
aimis to ensure public authorities take into
account, in their planning, commissioning
and resourcing of services, the need to
identify and have due regard to inequalities
associated with socio-economic
disadvantage.

Consultation on the Equality Bill took place
in2009anditisdue to become lawin
Spring 2010.

www.equalities.gov.uk

Useful
contacts
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www.equalities.gov.uk

Thelegalities

All public bodies are required
to conduct Equality Impact
Assessments (EIA) to assess
the impact of their policies,
services and functions on their
users, residents and staff.

By carrying out an EIA public bodies can
show that the services they provide fulfil
the requirements of anti-discrimination
and equalities legislation. EIAs focus on the
equality strands - age, race, ethnicity,
gender, sexuality, disability, faith or belief
-thoughit should be noted that people
within these groups have different and
individual needs. People may belong to
several of the targeted groups and their
experience of discrimination caninvolve
many different factors. EIAs should be
undertaken when developing new policies
and strategy, when initiating changes to
process or function, and for undertaking
projects, service reviews and during
organisational change.

Embedding | Thelegalities |Preparing
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The EHRC providesinformation on
undertaking an EIAfor pay (see
www.equalityhumanrights.com). The
Improvement and Development Agency
gives clearinformationandtipson
completing an EIA (see www.idea.gov.uk).

The process of conducting
anElIA hassixstages:

Initial screening - checking whether the
proposed changes have the potential

to cause adverse impactor discriminate
againstdifferent groupsin the community.
If they do thenafullEIAhastobe
completed.

Scoping and defining - bringing

together the expertise to complete the
assessmentand setting a timetable. EIAs
must be completed before the formal
implementation of a policy, strategy,
procedure or function takes place. The
process could bringin technical expertise,
specialistknowledge or service usersto
help make the assessment.

Implementing | Recruitment
positive-action
training

4 5 6

Partnership
agreements

Information gathering - bringing together
alltheinformation needed to assess
impact. This could include data on users,
workforce, past user feedback and
consultation, demographic and census
statistics etc. Itisalegal requirement that
consultation takes place with appropriate
stakeholders as part of the EIA process.
Tomeettherace and gender duties, itis
necessary to consult with interest groups.
Arequirement of the disability duty is that
disabled people are engaged in the impact
assessment process.

Making a judgement - this s the crucial

part of the process. It uses the information

gathered to decide whether or not thereis

potential for the policy, strategy, procedure

or functiontoresultinalessfavourable

outcome onany group in the community or

unlawful discrimination of any kind.

Action planning - actions need to be SMART

(strategic, measureable, achievable,

relevantand targeted) with a timescale for

implementation and review and allocation
of responsibility. Actions arising from the
EIA should be builtintorelevant service
plans and team plans.
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Publicationandreview - itisalegal duty to
publish the result of the EIA. Itisimportant
to show the local community that your
serviceisactively engagedin promoting
equality and challenging potential
discrimination. The action plan should be
reviewed regularly.

Alocal authority museum thatis
considering aworkforce diversification
programme including positive-action
traineeships should undertake an EIA
before proceeding.

Useful
contacts

11
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I Thelegalities

Positive action is a set of measures that aim to prevent
discrimination, or to overcome past discrimination.

Alack of applications from a certain section of the community
may not be due to unfair recruitment and selection processes
operated by the organisation. However, in order to achieve the
objective of widening diversity, positive action may be required
to encourage applications from specific groups and equip
individuals with the skills they need to compete equally with
others. Itis recognised that positive-action training initiatives
are likely to have a better chance of making a difference if
there are already workplace practices and policies that work

to eliminate unlawful discrimination and to promote equality

of opportunity.
4
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Thelegalities

The Race Relations Act recognises

that because of past discrimination or
disadvantage, people from particular racial
groups may not have fully recognised
their potential and may not have the
qualifications or experience to make them
eligible for particular work. Positive action
under section 37 (1) of the Race Relations
Act 1976 allows for targeted training
programmes or encouragementifitcan
be demonstrated thatatany timeinthe

previous 12 months there were no persons

of aracial group doing particular work
within Great Britain, or that the proportion

of people from that racial group was smallin

comparison to the proportion of that racial
group inthe population of Great Britain
asawhole. Then, itis lawful to provide
access totraining or to encourage and
help members of the underrepresented
groups to undertake such work.

Embedding | Thelegalities |Preparing
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and equality organisation
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Encouragement means making it easier
for people fromaracial group,
underrepresentedin particular work,

to take advantage of job opportunities.
Examples are explicitencouragement
suchasinrecruitmentadverts, mentoring,
supportnetworks, open days, career
fairsandininformation thatis given to
schools withlarge BAME populations.
Encouragement does notinclude actually
providing the opportunity to do the work
oradecisiontorecruitapersonbecause
they come from an underrepresented
group. There must still be equality of
opportunity at the point of recruitment.

‘Training'means training to fita person
forthe particularwork. Itincludes trainee
postsand outreach training. It can include
classesin preparing CVsand interview
and assessment skills. Trainees cannot
be paid asalary but they can be

offered training allowances.

Implementing | Recruitment
positive-action
training
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Partnership
agreements

Training

Before positive actionis undertaken an
organisation needs to collect evidence
thatdemonstrates the need foraction.
Data could be based on personnel records
for the previousl2 months showing the
lack of applications from the specific group
targeted. Alternatively, statistical data
regarding the percentages of specific racial
groups working inthe museum profession
canbe found in the census statistics:
contact census customer services on

www.statistics.gov.uk/census 2001/
customerservices.asp
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Information gathered by the MA from
theregional hubs can be found onthe
MA's website

www.museumsassociation.org

[tis crucial that museums and galleries
undertaking positive action make it clear
toall partiesinvolved, including existing
staff thatany positions that come under
positive-action training schemes are
traineeships or placements, they are
notemployment. Employment can only
be achieved by trainees applying for
ajobandgoing through a competitive
selection process. Trainees should
notbe guaranteed employment on
completion of their traineeship as this

is positive discrimination andis illegal.

Useful
contacts
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Thelegalities

Positive actionasatermis not
definedin the Race Relations Act.
Inits widest sense it is sometimes
used torefertoarange of
measures to eliminate unlawful
discriminationand to promote
equality of opportunity, inshort
tolevel the playing field so that
everyone has an opportunity to
compete for work. Such measures
caninclude the following

examples:

Embedding | Thelegalities | Preparing
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* puttinginto practice equal
opportunities, recruitment and
employment policies designed to
eliminate unlawful discrimination and
to promote equality of opportunity

* actiondesigned toreveal areas where
there may be unlawful discrimination
which for public and private sector
employers includes monitoring
employees and others by racial group
and monitoring and assessment of
workplace policies generally; and for
public sector employers includes
compliance with the legal requirements
imposed on them by the statutory public
duty to promoterace equality

Partnership
agreements
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* action taken to change any areas where
unlawful discrimination orinequality of
opportunity has beenidentified, such as
changing policies and practices, racial
equality targets forrecruitment,
promotion and training, based on the
ethnicand racial composition of the
workforce and the area the employer
recruits fromand giving people from
identified underrepresented groups
the opportunity to compete for work
inaparticular type of work they have
beenunderrepresentedin orabsent
altogether.

~—
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complaints
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The legalities

The MA's training models for
positive actionare explainedin
detail in Chapter 3. However,
there are other measures that
canalso be taken:

* jobadvertisements designed to reach
members of underrepresented groups
and to encourage their applications: for
example, the use of the minority-ethnic
press and other minority newspapers

* use of employment agencies,
community organisations and
career officesinareas where
underrepresented groups are
concentrated

* recruitment and training schemes
for school leavers designed toreach
members of underrepresented groups

Embedding | Thelegalities | Preparing
diversity your
and equality organisation
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 encouragement to employees from
underrepresented groups to apply for
promotion opportunities (although it
must be shown that the proportion of
employees doing that particular type of
workis small compared to eitherits
proportion in the workforce orin the
population of the area from which the
employer recruits for that particular
type of work)

« training for promotion or skills training
foremployees of underrepresented
groups who lack particular expertise but
show potential (again it must be shown
the proportion of employees doing that
particular type of work is small
compared to eitherits proportioninthe
workforce orinthe population of the
areafromwhich the employer recruits
for that particular type of work)

Partnership
agreements

* outreach events, working with
community organisations

* positive-action statements of
encouragementinjobadvertisements
encouraging applications from people
with disabilities, women/men and BAME
peoplein areas where traditionally they
have been underrepresented.

8 9
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Positive actionis not about giving

more favourable treatment to particular
groupsintherecruitment process.
Selection for recruitment or promotion
foremployment must be based

solely on merit.
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Thelegalities

Positive-action training schemes
bring benefits to the employer,
trainee and the museum sector
more generally. The MA has
identified the benefits of its
Diversify Positive Action Trainee
Scheme as follows.

Embedding | Thelegalities |Preparing
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Benefits for the museum sector:

* supportsits emerging race equality
anddiversity strateqgy

* opens up access to the widest possible
pool of talent from which to recruit and
develop employees

* encourages people towork in the
sector, which may not have beenan
obvious career choice

* brings new perspectives into the sector

* brings outissues of managing adiverse
workforce

» promotes a more diverse workforce
that willenable the sector toimprove
customer-focused service delivery,
by being able to betterrelate to,
understand and therefore meeta
diverse range of customer needs

* provides marketing opportunities -
valuing equalities and diversity though
positive action

* improves reputation and image of the
sectoramong the diverse community
itserves

* helps place the sectoras an employer
of choice

* |leads to better morale and motivation
of staff.

Partnership
agreements
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The sector needs to keep up the good work’
though...

‘The museum sector has made considerable progress in
developing and increasing the work it does with diverse

and underrepresented audiences through new programmes
of work and outreach projects. It now needs to do more to
translate these experiences and contacts into a desire to
work in the cultural heritage sector. In particular, it needs

to reach young people when they are making decisions
about their careers.’

TheCultural Heritage Blueprint. A workforce development plan for cultural
heritagein the UK. December 2008, CCSkills
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Thelegalities

Benefits for the employer:
« addresses current skills shortages

* supports delivery of wider corporate
goalsand HR strategies through
managing diversity in employment

« creates adiverse workforce to meet
the needs of the customers and the
communities served

* introduces managers and supervisors
totherole of coaches.
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Feedback fromhost organisations
indicates how hosting a trainee can bring
afresh eye and new enthusiasmto the
work of the museum:

‘Having interns on the Diversify scheme
has enabled us to develop new ideas,
anditis acredit to [her] that some of her
work will continue after her placement
has finished. [She] dealt with all the
administrative details of setting up
programmes but also delivered
face-to-face work with participants
including object handling and
discussion sessions.’

(bursary host)

‘Inputinto all areas of our activities and

policies by the trainee [is] helping us to look

afresh at our work.’
(bursary host)

‘Hosting this MA traineeship has reinforced

our commitment to diversity.’
(bursary host)

Implementing | Recruitment
positive-action
training
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In 2007 the MA undertook an evaluation
of the Diversify scheme. Key statements
made by trainees during telephone
interviews and the focus group meetings
signal the enthusiasm and recognition of
theimpact of the training on their
professional and career development:

Benefitsforthe trainee:
e astructured training programme

« training allowance (tax free) for
duration of traineeship

* professional qualification at
postgraduate level

* networking opportunities ‘The opportunity isimmense: we get to
develop ourselves at such an amazing
speed compared to others in the

profession.’

* access to MAmembership
* mentoring

* increased employability. 'Itis a great opportunity to develop alot
of transferable skills which is useful in

terms of career opportunities.’

I particularly value the combination of
academic as well as vocational/practical

training.’
It is not just about skills, it is about
confidence.
Training Exit Professional |Guidanceon |Useful Appendices
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Thelegalities

Do

28

Don't

Be clearabout the type of job you are targeting. Positive-action
measures can only be used for ‘particular work’, eg journalist not
acareerinbroadcasting; librarian notacareerinlibraries.

Make assumptions that all people from BAME communities are
underrepresented in particulartypes of work.

Have evidence of underrepresentation within the past 12 months -
ethniccmonitoring dataand census statistics are the most commonly
used, but evidence from surveys or research material may be sufficient.

Offer employment contracts, salaries and other terms and conditions
usually associated with employment. Positive- action training cannot
constitute employment.

Carefully identify the particular racial group you are targeting. If you
use abroad category, such as Black, be clear which ethnic groups are
included in that category, and be able to demonstrate
underrepresentation for each group. In one Commission for Racial
Equality case the training provider restricted the training opportunity
to Asian candidates only. The data showed that Indians were well
represented in the profession, but not Pakistanis or Bangladeshis; yet
anIndian candidate was selected, with the result that the selection
was probably unlawful.

Offer orguarantee ajobatthe end of the training programme, or imply
thatajob maybeavailable.

Use positive-action programmes for apprentices. The Race Relations
Act1976includes apprenticeshipsin the definition of employmentand
assuchthey cannot be considered as training.

Be easily dissuaded from using positive- action measures; provided the
conditions are met, they are lawful and a useful component of agood
equal opportunities policy.

Make it clearthatthe contractisatraining contractand notacontract
of employment, and make sure you provide genuine training.

Consult staff, trade unions or workers' representatives on proposals
for positive- action programmes and on the reasons for them, and
encourage support.

Assume that people from BAME communities are only interestedin
trainingin particular areas of work. Such assumptions are career
limitingand must be avoided in order to encourage well-rounded
professional development.

Review and monitor the use and success of positive-action
programmes.
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Chapter3
Preparing your
organisation

Several key elements should be in placein
order to maximise the chance that positive
action has the desired outcome of creating a
more diverse workforce. Good organisational
preparation will help prevent positive action
being perceived as tokenism by staff and the
wider sector.

30

Positive-action

training models

Positive-action traineeships can include arange of
models and can last for differing time frames, but
typically willinvolve a one- to three-year timescale.

Organisational culture

and strategic objectives

Before embarking on any positive-action
training initiativesitis useful toreview the
organisation’s culture, bothin terms of the
museum service - staffingand operation
onalllevels and the governing body.
Organisations that have successfully
hosted traineeships have found it helpful
toinclude positive-action training within
their strategic objectives - setting it within
awider framework of an equal
opportunities policy and action plan. Ideally
organisations should already be working
towards addressing diversity acrossa
range of services' provision, ie staffing

(workforce diversification), collections
management and exhibitions, audiences
and communications. Existing policies may
need to be reviewed before implementing
any positive-action training. Additional
informationis provided in Chapter 2 with
case studies and advice.

Itis advisable to contactand enterinto
discussions with the relevantlocal trade
unions atan early stage.
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Chapter3
Preparing your
organisation

Championship

The MArecommends that there should

be support for positive-action training
initiatives at the highest level within

both the senior management teamand
the governing body. Championship at
directorate level helps to embed positive
action within organisational policy and
ensure the success of any positive-action
training initiative. To create investmentin
the traineeship, consideration could also be
given toincorporating the trainee’s targets
within their supervisor's performance plan.

Embedding |Thelegalities |Preparing
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and equality
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Support
structure

Successful positive-action training
initiatives depend on the level of

support that the trainees receive. Host
organisations should focus on the trainee’s
needs and be as responsive as possible.
Thedirect support needed for a trainee
fromahost venueincludes:

* time

* pastoral care / champion / supervisor/
mentor/buddy

* practical supportie providing office
equipment

* induction programme

« training and development programme

« communication and networking
opportunities

« professional development opportunities
beyond the training course.

Hosts can benefit from external support
offered by the MA and the Renaissance
Hub Diversity training programmes.

They should encourage trainees to take
advantage of networking opportunities
through Diversify and the Associate of the
Museums Association (AMA) networks.

Implementing | Recruitment |Partnership
positive-action agreements
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Supervision
structure

Successful positive-action training

largely depends on the capacity of staff to
successfully supervise atrainee, including
sensitivity to the individual's needs and the
difficulties that could arise. Consideration
should be given to developing a supervision
structure for the trainee prior to the
placement, which all staff should be made
aware of. This structure could include:

» achampion atseniorlevel

* asupervisor (this termis preferable to
line manager asitemphasises the fact
that thisisatraining position)

e amentor or buddy
* ahome-base department.

Exit Professional
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contracts
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Ideally there should be clear lines of
communication between the champion,
the supervisor and the HR department
and all those involved should be aware

of theirresponsibilities regarding the
positive-action trainee. Specific guidelines
outlining each parties'involvement and
responsibilities should be drawn up. They
shouldreferto whatis expected of the
trainee and give details of the support they
will receive and who they will be reporting
toetc. See Chapter4 and Appendix for
further details.
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I Preparing your
organisation

%
¥
of oy
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£ ¥ The trainee’'s mostimportant relationship will be with their
. supervisor. ltisimportant that the supervisoris prepared for

this role as for some it may be the first time they have had
- line-management responsibility for an individual.

L

The supervisor will need to: during their placement

* ensure that they produce a positive * be capable of managing performance

learning environment for the trainee o .
g * provide informative and

 understand the trainee’s needs constructive feedback
* beable toidentifying the learning * help the trainee identify strategies for
activities and training opportunities working through challenging situations

thatwillsuitthetrainee * give the trainee well-rounded career

* supportthe trainee in setting goals development advice without making
and objectives assumptions and generalisations about
career choices. Itisimportant to not
assume that people from BAME
communities are only interestedin
trainingin particular areas of work such

* help the trainee put togetheratraining
and development plan and help them to
reflect on and record theirlearning
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Preparing your

organisation
Thefunding formatoutlinedbelowisan  Bursaryincluding postgraduate course 2009

exemplification of the costs of a traineeship

inthe MA Diversify Positive Action Cost Notes
Trainee Scheme. Postgraduate course fees £5,500 1
Hosts should give serious consideration Course expenses £2.000 >
to paying the training allowance as a

bursary orgrant, thereby avoidingtheneed  Work experience (over five months) £5,000 3
to pay national insurance and payroll costs .

etc. Thisalso indicates thatitis a training Professional development package £500 4
opportunity and that the traineeis notan Total £13,000

employee. The Arts Council Inspire

Fellowship uses this method to award the 1 Cgﬁ;srgrfaeise\ge:cri%/]fc_lg?is;gerably;thisis atthehigherend. Note too that course fees generally increase faster than the

training allowance toits fellows. Trainees : '

shouldbemade aware thatHM Revenue§ 2 Thiisapaymentiothe nduiduttocoverthecostoftooke coure specfcosteandcourse et tavedoesnot

Customs may consider the training e ' '

allowance to be taxable income atalater  \lisieSr RENREER S ol e e e Cl

f[jate a?d Sho(tjjllgl t?ereﬁolre make pr%\”sign regarding paying thisasatraining aIIowan'ce, bursary orgrant.

Xan ional Insuran
tﬁ-pay- dxd dtionatinsurance snou Thisisacontribution towards the cost of the professional development package offered by the MA. The package includes
IS arise. membership, free attendance at the MA annual conference and events, free registration for the AMA, Diversify mentor

Suggestive costs for trainee hosts and professional development opportunities. (For full details of the professional development package see Appendix 8).

The figures that follow are indicative costs

foratraineeship. The trainee bursary is less

than atypical museum starting salary, but

higher than the minimum wage. Please note

that thisis atraining allowance, bursary or

grant.
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Bursary based on work-based learning 2009 Cost Notes
Paymenttotrainee £12,000 5
Training costs £1,000 6
Professional development package £ 500 7
Total £13,500
5 Thisisbasedon12months'workexperience withascholarship paymentequivalentto £12,000 peryear, prorata. Thisis

less thanatypical museumstartingsalary, but higher than the minimum wage. Please note the comments made above

regarding paying thisasatrainingallowance, bursary or grant.

Personal development, course and conference fees and travel related to training

Thisisacontribution towards the cost of the professional development package offered by the MA. The package includes

membership, free attendance at the MA annual conference and events, free registration for the AMA, Diversify mentor

and professional development opportunities. (For full details of the professional development package see Appendix 8).
Bursary for BAME management-level traineeship Cost Notes
Paymenttotrainee £21,000 9
Training costs £5,000 10
Total £26,000
9 Equivalentof £1,750 per month for12 months. Please note the comments made above regarding paying thisas a training

allowance, bursary orgrant.
10 Personaldevelopment, course and conference feesand travel related to training.
Coaching, networking and training (provided centrally by the MA for all trainees) £6,000
Implementing | Recruitment |Partnership | Training Exit Professional |Guidanceon |Useful Appendices
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Preparing your
organisation
Bursary for entry-level traineeships for people with disabilities Cost Notes
Paymenttotrainee £6,000 11
Course fees £5,500 12
Course expenses £1,000 13
Access fund for hosts £3,000 14
Professional development package £500 15
Total £16,000
11 Trainingallowance forsix-monthwork placement with hostorganisation. Thisis less thanatypical museumstarting
salary, buthigher than the minimum wage. Please note the comments made above regarding paying thisas a training
allowance, bursary or grant.
12 Coursefeesvary considerably; thisisat the higherend. Note too that course fees generally increase faster than the
generalrate of inflation.
13 Thisisapaymenttotheindividual to coverthe costof books, course-specific costs and course-related travel. It does not
coverday-to-day livingexpenses, which individuals are expected to fund themselves.
14 Tocovernecessary adjustments, equipmentand materials for the host organisation to prepare the workplace.
15 Thisisacontributiontowards the cost of the professional development package offered by the MA. The package includes
membership, free attendance at the MA annual conference and events, free registration for the AMA, Diversify mentor
and professional development opportunities. (For full details of the professional development package see Appendix 8)
Please note these figures do notinclude advertising and recruitment costs.
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Preparing your
organisation

Once an organisation has decided to
embark on a programme of positive-action
training all staff, especially supervisors,
should be fully informed. Briefing meetings
should define what positive actionis and
why the organisation is participating. It
should be made clear to staff that positive
actionis not the same as positive
discrimination, and that any positions that
come under positive-action training
schemes are temporary traineeships
orwork placements - not employment.
Employment canonly be achieved by
trainees who apply forapositionand go
through a competitive selection process.

Embedding |Thelegalities |Preparing
diversity your
and equality organisation
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The MAruns training seminars to help
hostvenues and supervisors develop and
implement successful positive-action
traininginitiatives. For furtherinformation
email cpd@museumsassociation.org

Implementing |Recruitment |Partnership |Training Exit Professional |Guidanceon |Useful Appendices
positive-action agreements |contracts strategies development |answering contacts
training complaints

4 5 6 7 8 9 10 11 A



Preparing your Preparing your

organisation - t ) ch kl - t
Review the culture of your organisation
Include positive-action training within your organisation’s
strategic objectives and ensure that itis set within awider
framework of an equal opportunities policy and action plan

Evaluation should be builtinto the A mid-point review meeting should :

framework of the traineeship to ensure establish what the trainee hopes to achieve goa\\llgr’f_lr;ﬁgs%gggrtofthe S TE ST A

reflection and improvement, with reqular during the remainder of their training. Itis

opportunities to review progress. Review also a chance to give thought to exit Have fundingin place

meetings should be held at quarterly strategies for the trainee (see Chapter 8).

intervals and established at the beginning Establish aclear supervision structure

of the traineeship. The trainee’s progress At the end of the training all parties should

- - formally conclude witha closure meeting to Draw up specific guidelines for each party involved,
ipa?ﬁilggbsgs\élg\%fgpanggIr?tséItahne. sucturee evaluate its success. The supervisor and including the trainee, outlining their individual
the trainee should complete evaluation responsibilities
forms as part of this process.
(For suggested questionstoaskin Fully brief all staff, but especially supervisors, clearly
evaluation forms see Appendix 3). defining what positive action is. Emphasise and make clear

toall staff that positive actionis not positive discrimination
and provides training and not employment

Have evaluation builtinto the framework in order to ensure
reflectionand improvement

Have systems for supporting the individuals participating in
positive-action training builtin

Ensure that supervisors have received appropriate training
prior to the start of the traineeship

Useful contacts

For useful additional advice on preparing your organisation
gotothe EHRC's website at www.equalityhumanrights.com
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Preparing your
organisation

case
stud

Running a positive
action traineeship at
Tyne & Wear Archives
& Museums

The Positive Action Traineeship (PAT)
schemeis run by Tyne & Wear Archives
&Museums (TWAM) and the North East
Regional Museums Hub (NERMH). TWAM
isamajorregional museum, art gallery and

archives service. TWAM manages 12 venues

on behalf of five local authority districts and
Newcastle University. TWAM s also the lead
partner for the NERMH, which consists of
Beamish Museum, the Bowes Museum

and Hartlepool Museums.

This programme forms a part of a wider
‘workforce diversification plan’for TWAM.
Thereisalsoan Arts Council England North
East funded positive-action Curatorial
Fellowship (modelled on the London Inspire
programme) due to finish in September
2009. This will be replaced by an Inspire
Fellow from the, now national, programme
run by the Royal College of Art funded by
the Arts Council England.

Programme todate

Since 2003 TWAM has worked with six
people through the PAT scheme. Anew
2009-11 candidate hasrecently been
appointed.

Interestinthe scheme has varied - generally

there were six to 15 applications, however

oneyearitdippedtothree. This was probably

asaresultof achangeinapplication
procedures from Newcastle City Council
(thelead authority). Following this a
more bespoke application process was
devised which hasimproved the situation
considerably. This year TWAMreceived
31 applications.

Structure of the programme

TWAM and Newcastle University work
closely ontherecruitment, selection
and appointment of candidates and
supportthe trainee through their
work placement and studies.

Thetrainee undertakes a part-time MAin
museum studies. They attend taught
sessions and have time builtinto their
programme to carry out research and
complete writtenwork. The rest of their

timeis spent at the museum on placement.

The placement programme differs from
studenttostudentandis devisedin
partnership between the studentand
the supervisor. Trainees are given the
opportunity tospecialisein oneareaif
appropriate, usually towards the end

of the twoyears.

Initially the trainees were supervised

by the HR department. Since 2006 the
programme has been run and supervised
by the manager leading on diversity for
TWAM and the NERMH.

Impact of the programme

Theimpactis very much interlinked with
the workforce diversification plan and
continuing diversity initiatives for TWAM.
Cross-organisationalinitiatives such as
thediversity working group and the
developmentand delivery of bespoke
diversity training for staff and volunteers
hasincreased staff awareness andled
toashiftin organisational culture.

38

Learning points
Key learning pointsinclude:

* agood induction - where the supervisor
spends time with the trainee enabling
them to become familiar with the
organisation. This takes the form of a
series of visits, meetings and
introductions

» awork plan devised betweenthe
supervisorand the trainee - to ensure
thatthey are getting experienceinthe
areas required

* alearninglog whichisfilled out at the
startof each placement andallows the
trainee to monitor progress with each
placementhostand their supervisor

* recognition that the trainees are here to
learn - but also thatitis vital forthemto
gain good experience - so some project
work is essential

* linking the trainee’s placements with
their university work where possible
(forexample - we try and give them time
indocumentation justbefore or after
their collections management module)
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Preparing your
organisation

case
study

Diversify placement at
Calderdale Museums

Calderdale Museums had a number of
reasons forapplying for non-hub bursary
placements. It has always been committed
to offering training and development
opportunities to those interested in careers
inmuseums by providing advice and
volunteer and work placement opportunities
onarelatively‘ad hoc'basis. But the diversify
scheme provided an opportunity to offera
role tosomeone who may not otherwise be
able toworkinthe sectoranditenableda
more structured approach.

Embedding | Thelegalities | Preparing
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Although Calderdale councilis committed to
fairand equal opportunities, the museum
service often findsit difficult to attract
employees, whether volunteer or paid, from
diverse backgrounds. The scheme was a
chancetodirectly appeal to people froma
variety of backgrounds.

Finally, the scheme provided the service
with an additional member of staff fora
significant period. Asasmallservice, which
oftenstruggles with staffing resources,
this was certainly abonus to the scheme.

The trainee has now been working with

the museum foranumber of months and
iscommitted to developing a career within
the museum sector. He has embraced all

the training and development opportunities
offered to him.He has become aninvaluable
member of staff, not just workingon the
projects assigned to him butalso
participating fully inthe work of the
collections teamas awhole. Some of the
areas that the trainee has now had practical
experience of include: managing volunteers;
developing procedures for digitisation;
cataloguing and accessioning; answering
enquiries; and developing and producing
temporary exhibitions. The placement has
also encouraged staff asawhole to be more
open to the possibilities of working with
people from different backgrounds.

Implementing | Recruitment
positive-action
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It should be acknowledged that managing
atraineeship takes alarge amount of
commitmentand time. The museum’s
curator of social history directly supervised
the trainee. It was felt that it was best for
one person to take overall supervisory
responsibility for the post, although there
was alarge amount of input from other
colleagues. The trainee was treated exactly
asanew member of staff would be, with
the same induction procedures and
support networks.

Amentorwasalso putinplace forthe
placement. This was an experienced
member of staff fromanotherlocal authority
museum. The trainee visited his mentor, and
she also came to Calderdale to see the work
carried out. This was animportant element
of the placement, as it allowed the trainee to
see the work of other museum services and
was a good networking opportunity.

39

Thetrainee also found the placement to
be extremely beneficial.

‘Thediversify placement has been incredibly
helpfulto me. Not only has it eased the
financial stresses of pursuing postgraduate
study but has also allowed me to gain
invaluable hands-on experience of working
life in the museum sector. My placement at
Calderdale has been really beneficial and all
the staff have been fantastic in making me
feel welcome and allowing me to get fully
involved with the work and projects that
were in progress when I first arrived. Having
the opportunity to work with different
members of the team and on a number of
varying projects has been really helpful in
enabling me to have an all round experience.’
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Implementing
positive-action training

This chapter draws on the experience of other
positive-action training schemes such as the MA's Diversify
scheme whichis outlined in detail later (see case studies),
as well as the PATH/CILIP Encompass scheme for the library
and information services sector.

An essential component of positive-action training is the inclusion of
an academic element alongside the placement and mostimportantly,
the implementation of a comprehensive training and development
programme for the trainee. A training and development programme
will help focus the training and ensure that the trainee is not just
fillingin where needed.

,. . 7
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Implementing
positive-action training

The Diversify toolkitis based on the best
practice thathas been developed by the MA
andits partners as part of the Diversify
scheme. There are currently three training
models within diversify:

* one-year bursary with a full-time masters
plus five-month placement

* two-year traineeship with part-time or
distance learning masters in museum
studies plus a part-time placementina
museum or gallery over the two years

* 12-to 18-month management-level
traineeship with package of training
tailored to the individual's requirements
and a full-time placementina museum
or gallery for the duration of the
traineeship.

Embedding | Thelegalities | Preparing
diversity your
and equality organisation
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MA Diversify programme 2010-11

[thaslong been the MA's ambition to build on
the successes and extend the scope of
diversify. With funding fromthe MLA, the MA
is currently launching anew programme of
flexible diversify bursaries for 2010-11.

The programme s different to the existing
diversify bursary scheme. It willbe opento
anyone fromalow-income background,
rather than being specifically targeted at
BAME people. Inresponse to findings from
research carried out last year, the MAwants
to offeramore flexible approach to the
training available. Some of the bursary
awards willinclude a postgraduate
qualification with a five-month placementin
amuseum as now, but the MA will also pilot
some work-based, 12-month placements to
seeif these canattract good applicants and
succeedin equipping trainees to apply for

jobsinmuseums.

Implementing | Recruitment
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Insummary:

Bursary package A - three bursaries which
include amastersinmuseum studies, a
five-month placementinamuseumor
gallery, a contribution of £2,000 towards
essential course expenses and the MA's
diversify professional development package.

Bursary package B - three bursaries
whichinclude al2-month placement
inamuseum or gallery, a contribution of
£1,000 towards a tailored programme of
formal learning (which may include NVQs or
afoundation degree) and the MA's diversify
professional development package.

The MAis currently determining
eligibility for these bursaries, based on
methodologies used elsewhere.

Furtherinformation on diversify bursaries
and traineeships can be found on the MA's
website at www.museumsassociation.org
and alsoin Appendix 1.
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The MAis alsolooking at other models
thatencourage people fromdiverse
backgrounds into careers in museums.
These need not necessarily be
positive-action schemes but may result
indeveloping a diverse workforce through
targeted training. One such scheme started
at Thinktank, Birmingham's Science
Museumin 2007 Thisis shown on the
following page.
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Implementing
positive-action training

case
study

The Science & Heritage
Career Ladder at
Thinktank,
Birmingham's Science
Museum

Stillin its early stages, Thinktank’s career
ladder programme was inspired by a long-
running and successful model pioneered at
the New York Hall of Science in the socio-
economically deprived and ethnically-
diverse district of Queens.

Embedding | Thelegalities | Preparing
diversity your
and equality organisation

1 2 3

Thinktank, based in the inner-city of
Birmingham, an area not dissimilar to
Queens, also provides paid summer
traineeships for young people living or
studyinginthe neighbourhoods inits
immediate vicinity. Thisisnota
positive-action scheme, but one whose
locally-targeted recruitment results

in participants reflecting the diversity
of the local population.

The Science & Heritage Career Ladderis a
series of predominantly public-facing roles
within the museum'’s galleries, assisting
visitors of all ages to get the most out of
theirvisit. Those on the first rung of the
ladder, trainee enablers, receive trainingin
customer service skills, science
communication, disability awareness and
the care of collections. At the end of the
summer all participants have the chance to
apply for part-time permanent positions as
junior enablers, the next rung on the ladder.
Thisis aweekend job that they can carry
out alongside their college/university
studies. Subsequently, as vacancies
become available higher up the ladder such
as gallery enabler, then junior enablers can
apply forinternal promotion.

Implementing | Recruitment
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One of the mainrecruitment methods for
trainees involves attending careers events
and meeting those responsible for careers
advice atlocal schools, colleges and
community youth group. An application
form must be completed, followed by a
strict short-listing process whereby skills
and experience are scored against the
criteria of the person specification.
Approximately 30 people are invited to one
of two selection sessions, where
candidates carry out a series of group
activities inaninformal, enjoyable way,
using skills that will be necessary for the
role. Those who display the right
combination of skills, attitude and
enthusiasm are then selected.

Thelogo for Thinktank's Science & Heritage
Career Ladderis a'ladder-tree’; the idea
being that although thereis a clear upwards
progression from entry-levelin this area,
once a certain levelis attained the rungs
disappear leaving the individual equipped
with arange of skills to follow whichever
branch mostinterests them. Sustainability
isincredibly important, so offering
permanent positions after the trainee level
isanintegral part of this career ladder.
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Implementing
positive-action training

Animportant component of positive-action
trainingis the inclusion of an academic
element alongside the work experience.
With the exception of the management-
level traineeship model, the diversify
models both include postgraduate study
foramastersin museum studies. However,
the academic training does not necessarily
have toinclude a formal qualification. The
Arts Council Inspire Fellowship scheme has
been designed for people already in
possession of a postgraduate qualification
orequivalentandhasimplementeda
programme of tutorials instead. The MA's
diversify management-level traineeship
scheme encourages individuals who
already have significant work experience
inanother sector to consider amove into
museum work. Trainees are offered a
tailored package of management and
leadership development opportunities
rather thanamastersin museum studies.
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For furtherinformation on the Inspire
Fellowship scheme, visit the Arts Council
website at www.artscouncil.org.uk

Throughout this chapter, we refer to the
trainee, meaning the two-year traineeship
described above. However, much of the
advice canalso be applied to the one-year
bursary model.
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Implementing
positive-action training

case
study

The MA management-
level traineeship at
Leicester City Museums

Leicester management-level
traineeship

Following on from a successful
positive-action traineeship, Leicester

City Museum Service hosted an 18-month
management trainee post funded by the
MA. The trainee successfully secured the
place with the servicein 2007 after a career
in the community and adult education field,
bringing with her a wealth of experience
from her previous employment.
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The traineeship enabled both the trainee
and the service to gain from the experience.
A programme of development was devised
to provide the trainee with first-hand
contactacross abroad range of activities
inthe museum sector. Thisincluded
community engagement, stakeholder
consultation, exhibition marketing,
museum service and renaissance business
planning, site and project management.

The service gained from the traineeship

by drawing on the trainee’s skills base.

A specificexample included using her
knowledge of diverse community groups

in Leicester to support the relaunch of
Newarke Houses Museum, including a royal
visit, and its audience development strand
following a major refurbishment of the site.
Visits were arranged with hard to reach
groups and this resulted in site targets
being met ahead of schedule. This work has
notonly met short-term targets but has
also built the foundation for along-term
relationship to be established between
various Leicester communities and the
museum service.
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Since completing the traineeship, the
trainee has worked with the museum
service to developits offering as part of the
Cultural Olympiad programme for the 2009
Special Olympics heldin Leicester. This
involved a package of cultural events
incorporating six exhibitions, three national
festivals and over 40 events.

‘Our management-level traineeship has been a
huge success for Leicester Arts and Museums
Service. Not only have we benefited from having
an outstanding manager working with us, but the
trainee’s specific knowledge and perspective
have been of inestimable value to our service.

SarahLevitt, head of artsand museumservices, Leicester City Museums
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Implementing
positive-action training

case
study

The MA pilot for theBill
Kirby traineeship for
deaf and disabled people
at Colchester & Ipswich
Museum Service

Benefits to Colchester & Ipswich Museum
Service of hosting the traineeship

‘The traineeship has furthered
the museum’s commitment to
inclusion and access for people
with disabilities.’

Tom Hodgson, community history manager,
Colchester & IpswichMuseum

Embedding | Thelegalities | Preparing
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Colchester & Ipswich Museum Service
hosted the first Bill Kirby Trainee from April
to October 20089. The early weeks of the
placement helped the trainee define
exhibition interpretation as her main

area of interest.

The trainee brought her own, pre-existing
skills to the traineeship gained through a
backgroundinarts, social services and
museum volunteering. She also gave
museum staff, working alongside heron
adaily basis, a practical insightinto the
issues she faced as a person with a visual
impairment. This built on the raised
awareness of disability issues at the
museum service and access solutions
based on experience, generated through
PORTAL, the museum'’s access advisory
group.

The most obvious benefit to the museum
that the trainee provided was the extra
capacity to deliver exhibition projects,

especially as a member of the team creating

anew Egyptian Gallery at Ipswich Museum.
The six- month duration of the traineeship
meant that there was time for the initial
investment of getting the trainee up to
speed on the project to be repaid by what
was delivered.
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The traineeshipincluded:

» payment of course fees for the distance
learning MA in museum studies at the
University of Leicester

* asix-month work placement, with a
training bursary at Colchester & Ipswich
Museum Service

« acontribution of a total of £1,000
towards essential course expenses,
such as books and course-related travel

e amentor from outside Colchester &
Ipswich Museum Service

« professional development benefits from
the MA including membership and
attendance at conference and seminars

* additional advice, information and
support, as required, from Shape

* opportunities to network widely within
the museum sector.
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Implementing
positive-action training

Itis essential to establish atraining and
development programme/plan for the
trainee, whichincludes a comprehensive
induction programme, before the start of
the traineeship or work placement. The
programme will benefit from forward
planning and there should be discussion
with all staff involved in the supervision
structure and all relevant departmental
staff. This will ensure that the trainee
receives a flexible, broad and balanced
museum experience. Factors to take
account of when planning a programme
of training and developmentinclude the
following:
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* if the trainee needs to attainaformal
academic qualification, suchasa
mastersin museum studies then the
forward planning process should include
adecision on which course the trainee
will be undertaking. Once selected the
course timetable and syllabus should be
taken account of within the training and
development programme at the host
museum or gallery

« explore the potential of linking course
contentwith placement activity - thisis
often possible in modules and inthe
final dissertation

* if the training doesn'tinclude a formal
qualification, time must be spent
working up a programme of formal
learning that will enable the trainee
to compete onan equal basis for
employment within the sector once
the training has been completed

« take account of the geography of the
traineeshipif you are in partnership
with anotherhost organisation, and
decideinadvance whether to produce
separate orjoint training programmes

Partnership
agreements

Training Exit
contracts

7 8 9

« establish a thorough induction
programme

* give the trainee opportunity for
delegated responsibility. MLA research
shows that the trainees who benefited
most from the MA's diversify
positive-action traineeship scheme
were offered considerable delegated
responsibilities; encouragementand
managerial support to work across
departments, especially across
collections and the public services
department; a sense of strong
championship beyond theirimmediate
work section; and access to external
resources and networks. Those who
benefited least were working within a
single department (sometimes within a
single discipline or section) and witha
single member of staff; being givena
series of tasks onaday-to-day or
week-to-week basis; having no visible
and explicit overarching structure
and work programme; and having
limited access to external resources
and networks

strategies

Professional |Guidanceon
development |answering

complaints
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* consider opportunities for other types
of training such as external training
eventsand seminars, includinglocal
authority opportunities

* include opportunities for job shadowing
to provide an overview of the whole
organisation

* inthe early planning stage think about
how you can help the trainee build up
theirCV

* consider exit strategies early on
(see Chapter 8).

Useful
contacts

Appendices



48

Implementing
positive-action training

At the start of the traineeship, It may help to encourage the trainee
the supervisor should spend towritea SWOT analysis (strengths,

X . . weaknesses, opportunities and threats)
some t.|me with the trainee to help themidentify their strengths, the
exploringwhattheywanttoget  areastheywouldlike to developand where
out of the traineeship. They the greatest opportunities lie. It canalso
should try and help the trainee reveal where they are weaker or face a
identify 3t least fourgoalsforthe potential threat so they can take action.
coming year - these should be When trying to identifying goals
skills or knowledge they need the trainee should think about:

toimprove orlearn » what further knowledge or
' skills they need

» what areas they need to develop
greater self-confidence or upgrade skills

» whatisrealistically achievable during
the traineeship.
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Implementing
positive-action training

The trainee should be encouraged tolook
attheirgoals and think about how
to break them downinto learning needs:

e whatdo they dowell?
e what could they do better?
e whatknowledge and skills do they need?

| ¥

L 8

Embedding | Thelegalities | Preparing
diversity your
and equality organisation
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Forexample:

Goal

Toimprove my project management
skills to be able to lead small projects

Needs

* Tounderstand basic project
management technigues and tools

* Tounderstand how techniques and
toolsare putinto practice

* To utilise new skills on a practical
project

Implementing | Recruitment
positive-action
training
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agreements
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The supervisor should then work with
the trainee to explore the types of
activities they could do to meet these
learning needs:

Activities

Placement-based learning

 Shadowing others

» Secondments

* Contributing to planning / report writing
* Liaising with other organisations

Professional learning

* Joinalocal network or specialist group
* Jointhe MA

Formallearning

» Attend courses/seminars
» Run or contribute to seminars/ courses
etc

Informal learning

* Reading and reviewingjournals, books,
newspapers

* Using other kinds of learning materials
such asvideos, DVD's, CDROMs, audio
tapes, etc

» Usingtheinternet

Training Exit Professional |Guidanceon |Useful Appendices
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Implementing
positive-action training

50

Placement goals - skills or knowledge to be improved

1
2
3
4
Once the trainee hasidentified their key goals the
supervisor should encourage them to consider Goal - skillorknowledge Whatdo youwantto Activities Completiondate
what skills or knowledge they will need to develop tobeimproved achieve? Whatare your
tomeet themduring their traineeship. The learning needs?
supervisor will play a pivotal role in helping them
think of activities to meet their goals once they've
started their placement. Placement goals and
learning/training needs should be recordedin a
training and development plan which the
supervisorand trainee should draw up and Forexample:
agree together. i
Goal - skillorknowledge Whatdo youwantto Activities Completiondate
tobeimproved achieve? Whatareyour
learning needs?
Toimprove project Tounderstand basic Read Project Management, October 2009
managementskillsandbe  project management by Barbara Allen, Facet,
able toleadin small technigues and tools 2004 (ISBN:; 978-1-85604-
projects 504-9)
Tounderstand how Meet withtwomanagers  November 2009
technigues and tools are (one within the host
putinto practice organisation, one from
outside) to discuss good
techniques
To utilise new skillson a Take arolein the project November - December
practical project teamredesigning the 2009
education programme
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Implementing
positive-action training

The supervisor should encourage the Learninglogs should include; The trainee may not have learned or
trainee to consider recording theirlearning < dates of activities achieved what they expected to butitis
activities, along with specificoutcomes, ina e« description of the activities - still valuable - they may have discovered a
learning log. Recording and reflecting on presentation, project, piece of strength or weaknessin themselves that
what you have learned can be a useful writing, course, etc they canaddress.

process - it can be particularly helpfulwhen « whatthey have learned - encourage . . ,
it comes to completing application forms them to assess whatlearning objectives/ Trﬁmeﬁ S.h(l)md be aSkﬁj to;hmkktabtcl?]u’lt.
forjobsasitactsasagood reminder of goals were fulfilled and what is still lacking ow tNEIriedrning reiates back to thelr

. et L trainingand development plan
whatyou have done and achieved. Cg)zrlwé):[tggllyéget,what otheractivities - what they need to do better / differently /
The trainee should be encouraged y aor

. . . . change/improve
tofillin theirlearning log on areqular basis, how have they applied, are applying or will

« if they can apply their new knowledge and
as they undertake key activities. applywhat they have learned. skills to other areas to help them become

more effective
« if their new skills prepare them for
planned future responsibilities and

challenges.
Samplelearninglog:
Dateofactivity Activitiesundertaken Whatdidllearn? How canlapplyit? Actions
5-200ct 09 Read Project » How to define a project and what preparation needs  * Organise a shadowing
Management, by Barbara  tobedone opportunity with the

Allen and made notes on

. . o . head of operations
relevant sections The basic tools and principles of project management

including responsibility assessment matrix * Ask colleagues for other

S ; ted reading
| understand some of the basic principles but am still SIUEIES
not sure how to apply them. | feel armed with lost of material around budget

questions now for my subsequent meetings with planning
colleagues about project management
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Recruitment
The Cultural Heritage National Existing person specifications from your
Occupational Standards are an organisation canbe used as templates for

. lUabl ford loDi the positive-action traineeship; however it
INvaluable source fordeveloping  isimportant to give particular consideration

the trainee specificationand to the following;

description. They setoutindetail . onyre thatall the new documents

the skillsand understanding emphasise that this is a traineeship and
required to do a particular task or avoid terms such as employment, job,
role and the performance postorwork

indicators for successful « title of the trainee - examples of trainee
completion. titles have included graduate trainee,

trainee curator, trainee museum
assistantor trainee assistant curator. A
title thatrefers to positive action may
alienate the trainee

» donotassume that BAME trainees will
want to take on cultural diversity
projectsorroles.
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Chapter5
Recruitment

The Cultural Heritage
National Occupational Standards:
Creative & Cultural Skills

The Cultural Heritage National
Occupational Standards provide
details on the knowledge and
understanding required fora
specific task and show what
performance indicators needto
be met when undertakingit.
See www.ccskills.org.uk

Embedding | Thelegalities | Preparing
diversity your
and equality
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CCS30Understand the sectorin
which youwork and the wider
creative and cultural context

Unitsummary

This unitis aboutunderstanding the
cultural heritage sector and the wider
creative and cultural contextin which you
work, which involves keeping up to date
with developments in your profession,
considering how your work mightimpact
wider activities in the sector and thinking
about how these activities mightinfluence
andimpact the way you work. This unitis
based on (derived from) Creative & Cultural
Skills Community Arts Standards CAS Keep
up todate with developmentsinthearts.

Implementing | Recruitment
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Performanceindicators

You will;

a) ldentify the mainissues and challenges
tothesectorincluding past activities or
recent developments, as well as key
individuals or organisations that
influence the sector.

b) Join membership associations, specialist
groups, committees and organisations

thathave animportantrole in the sector.

) Attend conferences or meetings to
develop yourideas and involvementin
sectorissues.

d) Develop your networks and professional
contactsto provide you with
information, supportand resources
about your sector.

e) ldentify ways to make new contacts
using formal and informal techniques,
making sure that you follow any
relationship guidelines set by your
organisation.

55

) Take the opportunity to becomeinvolved
inany continuing professional
development opportunities thatare on
offer through your organisation or from
membership groups to develop your
body of knowledge and experience
aboutthe sector.

qg) lllustrate, explore and develop your
understanding of the sector by
contributing to conferences and giving
talks or lectures where possible.

h) Consider the way in which your
organisation contributes to the sector.

i) Identify opportunities toimprove your
working practices based on wider sector
practices.

j) Developyourorganisationorsectorasa
result of your specialist experience and
knowledge, working with other staff and
colleagues toshare best practice.

k) Develop your organisational policy and
activitiesin relation to sectorissues,
communicating your work to the sector
where possible.

Training Exit Professional |Guidanceon |Useful Appendices
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Recruitment

Knowledge and understanding

You willknow and understand:

1) Theimportance of keeping up to date
with developments in the sector.

2) How toresearchinformation and
seek advice about your sector.

3) Theimportance of making a contribution
tothe sectorin which you work.

4) The different ways in which the sector
communicates.

5) How toidentify, build and maintain
professional contacts and networks.

6) How to contribute to and make the most
of membership of associations and
specialist groups.

7) Where and how your organisation
fits within the sectorand the
contribution it makes.

8) Theimportance of openness and
transparency and of maintaining
discretion when necessary.

Embedding | Thelegalities | Preparing
diversity your
and equality organisation
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Examples of other relevant units:

HSS1 Make sure your own actions reduce
risks to health and safety.

BA105 Store and retrieve information.
CCS1 Provide effective customer service.

CCS13Presenta positive image of yourself
and your organisation through effective
communication.

CCS17 Contribute to safeqguarding children,
young people and vulnerable adults.

CCSe2 Assist customers, visitors or
audiencesin getting the best from their
experience of a creative and cultural
organisation.

CCS28 Work with volunteersinacreative
and cultural organisation.

(CS32 Take responsibility for your workin a
creative and cultural organisation and self
evaluate.

CCS33Planand implement your personal
developmentin the creative and cultural
industries.

Implementing | Recruitment
positive-action
training
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Partnership
agreements

CCS34 Work effectively with other people
in the context of a creative and cultural
organisation.

CCS70 Assist with learning for a creative
and cultural organisation.

CCS80 Assist with marketing for a creative
and cultural organisation.

CH54 Provide specificinformationona
collectionfora cultural heritage
organisation.

CH59 Maintain collection management
procedures for cultural heritage.

CH67 Preventative conservation measures
forcultural heritage.

CV9 Catalogue objects and collections
within a cultural venue.

CV15 Contribute to the care of items within
acultural venue.

CV16 Preparing for and giving guided tours
forvisitors to cultural venues.

Professional |Guidanceon
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complaints
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Application

pack Checklist

The main criterion for eligibility for positive-  The MA has developed the following criteria

action traininginitiativesis the applicant’s
ethnic background. The census providesa
model for defining ethnicity andisalso a
source of data. As mentionedinthe
positive-action do's and don'ts (page 28) it
isimportant to identify the particular racial
group or groups you are targeting. If you
justuse aboard category, such BAME or
Black you must be clear which ethnic
groups are included within that category
and be able to demonstrate
underrepresentation for each group.

Embedding | Thelegalities | Preparing
diversity your
and equality
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for defining eligibility for applicants to
diversify, all of which are essential:

* enthusiasm for developing a career
within museums and galleries in the UK

« afirst- orsecond-class honours degree
(orequivalent qualification or
experience that will meet university
admission requirements)

« eligibility for home student university
fees unless the trainee is able to cover
the cost of the excess fees on top of
the home student university fees

« to be from the particular racial group or
groups your organisation has decided to
target. Defining a person’s ethnicity can
be difficult and the MA recommends
that this should be left to the applicant’s
self-assessment.

See Appendix 5 for a sample ethnic
monitoring form, guidance on
selection criteriaand a sample trainee
specification used by Birmingham
Museums and Art Gallery.

Implementing | Recruitment
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Your normal recruitment application form
canbeusedasatemplateforthe
traineeship application form. However, the
wording should be changed significantly to
clearly show that thisis an applicationfora
training position and not foremployment.
The packshouldinclude an ethnic-monitoring
form that will be used as part of the
selection process and which may be in
addition to any recruitment monitoring
forms your HR department would normally
use to help monitorits equal opportunities
policy (and is often removed by the HR
department before shortlisting).

7 8 9

10

Explanation of the rationale for the
traineeship

Eligibility criteria
Trainee description

Suggested trainingand development
plan

Application form (along with any
guidance material produced to aid
completion of form)

Equal opportunities monitoring form
Ethnic-monitoring form

Information on your organisation -
leaflets, etc

Information on the course or formal
training to be provided

Training Exit Professional |Guidanceon |Useful Appendices
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Chapter5
Recruitment

Interview
process

Theinterviewing process should follow

Writing an
advertisement

The process of writing and placing
advertisements should follow the

Useful contacts

Adverts should be placed in national, local The Voice Online Jobs:

your normal format. Give consideration to
the make-up of theinterview paneland try
toinclude aformer positive-action trainee.
The MAwould be happy to give advice on
this. Itis advisable toinclude a
representative from the university course
that the successful trainee will be
attending. At the end of each interview
make it clear that there will be no offer of
employment at the end of the traineeship.

Asampleinterview formatandinterview
questions can be foundin Appendix 6

Embedding | Thelegalities | Preparing
diversity your
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procedure usually undertaken by your
organisation's HR department. The
advertshould include the following:

Implementing | Recruitment
positive-action
training
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and ethnic press and specialist journals,
such as Museums Journal. Also send them
torelevant websitesincluding your
Regional Hub Partnership, local authority,

* traineeship title

°venue

* hours

« training allowance

* brief description of why your
organisationis offering this training
opportunity and what it will provide for
the successful applicant

* brief description of eligibility and
selection criteria

* brief details of the course or formal
training to be provided (ie where formal
training will take place, qualification to
be obtained, duration of formal training)

* closingdate

» contact address for application pack
and/or furtherinformation

* statement on the Race Relations Act, ie
section 37(1) of the Race Relations Act
1976 applies.

You may also be able to take advantage of
disseminatinginformation about the
traineeships through local networks and
community organisations.

Partnership Professional

agreements

Training Exit
contracts strategies

the MA and university undergraduate sites.

development |answering

www.allthetopbananas.com/voice/

The Asian News:
www.theasiannews.co.uk
search under jobs

Asian Job Site;
www.aisianjobsite.co.uk

Asian Voice:
www.gujarat-samachar.com

Museums Journal:
www.museumsassociation.org
search underjobs

The Guardian:
www.guardian.co.uk search under jobs

Local Government Careers website:
www.lgcareers.com

Undergraduate careers websites:
http://www.tedlazlo.com/hobsons-
springboard/useful-links.nhtml

http://www.prospects.ac.uk/cms/
ShowPage/Home_page/plelaXi

http://www.le.ac.uk/ms/jobs/job_titles_
jobid.htm?searchterm=museum jobs

http://www.courses-careers.com/
graduate-careers/jobs/the-bigchoice.htm

Useful
contacts
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I Partnership agreements

Partnerships are likely when putting
together positive-action training initiatives.

Potential partnersinclude:
* other host museums
* universities
* Regional Hub Partnerships
« external funders (such as the MLA).

Careful planning of these relationships needs to be considered at the
set-up stages of the training initiative. Particular attention should be
given when there are two or more hostvenuesinvolved. The MA
recommends that foratwo-year traineeship there are no more than
three host venues. A maximum of two hosts s preferable, in order to
ensure that the trainee has time to settle in at each organisation and
gainameaningful and useful experience there.

When a traineeship is spread between two or more host
organisations consideration should be given to theimpact this will
have onthe trainee. For example, will the trainee have to move
house part way through the traineeship if the hosts are
geographically farapart?

ﬂ'n
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Partnership agreements

A partnership agreementbetween
hostvenues shouldinclude:

« clarifications of roles ie are all the hosts
equal partners or will one of the hosts
be taking aleadingrole. If the latter, the
second host could be viewed as a
secondment

» names of supervisors and lead officers
responsible for the trainee at each
venue

* details of how the traineeship is being
funded

« details of how the training allowance
will be awarded to the trainee

* details of how the traineeship will be
spilt between the hostvenues - ayear
based in each venue or splittingeach
week between each host over the
duration of the traineeship

» details of each host's duties and
responsibilities, including reference to
the responsibility for funding additional
costssuch astravel

Embedding | Thelegalities | Preparing
diversity your
and equality
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» details of the induction period at each
venue - time needs to be allocated to
settlethe traineeintoonesiteatatime

* details of the learning outcomes to be
gained by the trainee at each venue (ie
training and development programme
foreachvenue)

* outline of the trainee’s objectives and
responsibilities at each venue

* inclusion of additional travel expenses
toaccountfor travelling between two
ormore hostsif spread overa
geographical area

» details for monitoring the trainees
progress, including regular review
meetings between the trainee and
their supervisors and/or mentor

* details of how the traineeship will be
evaluated by each host venue.

Implementing | Recruitment
positive-action
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agreements

Within the Diversify scheme there
have been two different, but equally
successful models of partnership
working:

* In the West Midlands, Birmingham
Museum and Art Gallery has undertaken
two positive-action traineeshipsin
partnership with Wolverhampton Art
Gallery. Inboth cases the trainee spenta
proportion of the week at each venue.
Birmingham took the role of lead host.

* Inthe north west, the Harris Museum &
ArtGallery in Preston and Manchester
City Galleries have also undertaken two
traineeships. Both partners took an
equalleadrole with the trainee
spendingthe entirefirstyearat the
Harris and the second year at
Manchester City Galleries.

Exit Professional

strategies
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Partnerships between host venues should
be formal and subject to written
agreements. When working with other
partners, such as the course providers, a
more flexible approach can be adopted.
However, consideration should be given to
selecting the best course for the trainee,
taking account of the course content,
length of time taken to complete the
course, mode of learning, location, etc.
You should aim to work with course leaders
when preparing the traineeship and build
inregular meetings with them during the
course of the traineeship.

Useful
contacts
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The contract should include reference thatitis a training contract
forapositive-action training scheme which is delivered under
section 37 (1) of the Race Relations Act 1976 and make it clear
what the expectations of the trainee are.

RESENTER

B
| WA
: ..i..é r; {I A
‘\ . LWL
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Chapter 7
Training contracts

Key elements for
training contracts

The key elements that should be includedin - experience of working ina museum * details of leave entitlementand absence < details of the notice the trainee should
atraining contract oragreement, based on based on a specifically-tailored training through sickness give if they decide to withdraw from the
current practice are as follows: and development plan (you may wish to traineeship

« details of what your organisation
expectsfromthe trainee * details of how the host can terminate
the traineeship by a period of notice in
writing (the period of notice should be

given).

. . L . be specific here and provide details of
details of who the training contractis exactly what the trainee will have

Eg;r%%ang?g%baeé[\e/voeﬁ?ﬁleeTh|sc]tara|8]|cng accesstointermsofaninduction * details of how the trainee will receive
———tayol __ period, the museums operation, staff, their training allowance

2009 between X [hostorganisation] management team meetings

and X [name of trainee] collections, professional development
» emphasis that thisis a fixed-term opportunities, etc)

training contract for X years/months . . . Lo

and that there will be no offer of Sﬁgilr%tgliehr?\%votrheextarr?wlnl?e?Shlp will be

employment at the end of the contract ’ Pi€:

« details of supervision and mentoring
arrangements, including how regularly
training review meetings will be held

The MArecommends thatalawyer
approve the training contract before
itisfinalised and givento the trainee.

outline of grievance procedures A sample trainee contract can be found

* reference to copyrightie any material in Appendix 7.
produced by the trainee will remain
copyright of your organisation

- hours/days to be spentin the museum
per week - remember that study time
needs to be allocated each week so
that the trainee can complete their * reference to observance of your
formal training organisations policies, such as health

and safety, equal opportunities, etc

» emphasis that this contractis made on
condition of the trainee undertaking the
formal training, eg part-time masters
course inmuseum studies

* details of what will be provided during

the traineeship, for example: -lunch hour

* details of how your organisation will

- formal training, such as part-time study terminate this contractifitis breached
foramastersin museum studies - how the trainee will combine their by the trainee

academic studies with the work

experience element of the traineeship

- location of the traineeship

- asuitable and safe work place, access
to equipment, etc
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I Exit strategies

When setting up a positive-action
training initiative museum
supervisors and HR staff should think
about how they can prepare the
trainee for the end of their training.

The following points should be considered:

e exit strategies should be discussed as
part of the appraisal / review /
evaluation process

e the training and development plan
should enable the trainee to develop
their own particularinterests and skills.
The planshould be flexible enough to
allow the trainee to develop along the
lines of their greatest interests and
chosen future area of work within the
museum sector

e as part of the trainee’s professional
development opportunities, hosts
should provide training on job

66

e the host venue should discuss previous
trainees’ experiences with the trainee

e towards the end of the traineeship
hosts should give the trainee advice on
preparing forinterviews, identifying
their key skills and CV building

¢ hosts should recommend that the
trainee register with specialist museum
and heritage recruitment websites

¢ hosts organisations should ensure
clarity around early exit from the
traineeship. For example, they may
wish to negotiate with the course
provider about what will happen
regarding fees if the trainee leaves the
traineeship and course before
completion

* hosts should establish aformal exit/
interview process as part of the overall
evaluation of the training.

search skills
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Chapter9
Professional development

Relationship between
professional development
and positive-action training

Professional development
underpins every successful
career. MA members benefit from
associateship and fellowship to
develop their careers and
recognise theirachievements
and learning.

Associateship of the Museums
Association (AMA) is a continuing
professional development scheme for the
workplace. Through setting development
goals and undertaking activities to achieve
them applicants show they have the
qualifications, skillsand commitment to
museums thatis essential for a successful
and forward-thinking museum
professional.

Embedding | Thelegalities | Preparing
diversity your
and equality

1 2 3

In order to achieve the AMA you
must be able to:

» demonstrate an understanding of
and commitment to museums, their
purpose and their work

* develop and maintain effective
relationships within and beyond the
workplace.

« think critically around issues facing
the sector

« develop and enhance skills, knowledge
and experience in a specificarea

« effect positive change in your work

» demonstrate effective management
of yourself, time and resources.

Implementing | Recruitment |Partnership
positive-action agreements

6

organisation |training

4 5

Fellowship of the Museums Assaciation
(FMA) aims to recognise and encourage an
advanced level of professional contribution,
developmentand achievementand a
commitment to Continuing Professional
Development by peoplein all areas of
museum work. An FMA has a noteworthy
record of achievement, contributes to
museumsin general, undertakes
professional developmentand upholds,
promotes and abides by the MA's

ethical codes.

Akey element of providing positive-action
trainingis that the trainee receives formal
academic training that will enable them to
compete onanequal basis forajob. Todate
the diversify model hasfocused on
providing a formal qualification in the form
of postgraduate study foramastersin
museum studies.

Exit Professional

strategies

Training
contracts

7 8 9

development |answering
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Postgraduate
museum
studies
courses

Thereis aneverincreasing number of
postgraduate museum studies courses
available across the UK. Up until September
2009 the MAmaintained alist of
recognised postgraduate museum studies
courses buthas now taken the decision to
end this policy as courses were formerly
validated by the Cultural Heritage National
Training Organisation which ceased to
existin 2002,
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Chapter10
Guidance on answering
complaints

Often when a positive-action training initiative is
advertised someone will complain that it is unfair
and discriminatory. Sometimes, but not often,
they can be malicious. Complaints come from the
general publicand even from within the sector.
Many complaints come from people who are
seeking a museum career and are disappointed
that they are not eligible for the traineeship.

In this case refer them to advice on careersin the

museum sector that can be found on MA's website:

www.museumsassociation.org

70

Writing a statement for
answering complaints

* the position advertised s for a fixed-
termtraining contractandisnotan
offerof apermanent job. This would be
positive discrimination, whichisillegal

The MA recommends that you consider
your organisation’s potential response to
negative criticism before it happens and
draw up a statement that can be used
when a complaint or query arises. The
key factors to emphasise within your
statementare as follows:

* positive-action training has been
advocated within the museum sector
since the late 1990s and is a strategic
initiative of the MA through its Diversify
scheme, which aims to create long-term
changesinthe cultural diversity of the
museum workforce. Diversify has
received significant government
funding through the MLA

* positive-action training is a means of
helping people from underrepresented
racial groups to compete onan equal
basis for jobs by helping them to
develop the necessary skills

* positive-action training initiatives are
legal under the Race Relations Act 1976
section 37 (1)

* the Race Relations (Amendment) Act
2000 places ageneral duty on public
authorities to promote race equality.
Publicinstitutions should ensure that
the communities they serve are
represented within the make-up of
theirworkforce.

* positive-action training within the
museum sectoris part of a much wider
initiative designed to address the
underrepresentation of BAME staffin
museum services locally, regionally and
nationally. Nationally 11.9 per cent of
England’s working age populationis
from a BAME background while only 4.5
per cent of specialist staff working in
the care and preservation of museum
collections are from BAME backgrounds

* positive-action training is not a quick fix
butis designedto createlong-term
sectoral and cultural changes that will
encourage a wider pool of potential
applicants for permanent positions.
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I Useful contacts

If you need further help with designing or
implementing your positive-action training initiatives
the following organisations may be able to help you:

Museums Association (MA) Confederation of British Industry (CBI)
www.museumsassociation.org www.cbi.org.uk

Museums, Libraries & Archives Chartered Institute of Personnel and
Council (MLA) Development (CIPD)
www.mla.gov.uk www.cipd.co.uk

Equality and Human Rights Commission  Office of National Statistics

(EHRQ) (for Census data)
www.equalityhumanrights.com www.statistics.gov.uk

Professional Associations Research National Occupational Standards
Network (PARN) www.ukstandards.org.uk
www.parnglobal.com Creative & Cultural Skills (CCSkills)
Lifelong Learning UK (LLUK) www.ccskills.org.uk

wwwilluk.org IDeA, Improvement & Development

Trades Union Congress (TUCQ) Agency
www.idea.gov.uk

Work Smart
www.worksmart.org.uk

Embedding [ Thelegalities | Preparing Implementing | Recruitment |Partnership | Training Exit Professional |Guidanceon |Useful Appendices
diversity your positive-action agreements |contracts strategies development |answering contacts
and equality organisation [training complaints

1 2 3 4 6 8 9 10 11 A


www.museumsassociation.org 
www.mla.gov.uk
www.equalityhumanrights.com 
www.parnglobal.com 
www.lluk.org
www.tuc.org.uk 
www.worksmart.org.uk 
www.cbi.org.uk 
www.cipd.co.uk
www.statistics.gov.uk 
www.ukstandards.org.uk 
www.ccskills.org.uk 
www.idea.gov.uk 

Chapter1ll
Useful contacts

List of venues that are hosting/have

hosted positive-action traineeships and/

or bursary students on work placement

Bilston Craft Gallery

Birmingham Museums and Art Gallery
Bradford Museums, Galleries & Heritage
Bristol City Museum & Art Gallery
British Museum

Calderdale Museums

Edinburgh City Council

Fitzwilliam Museum

Florence Nightingale Museum
Galleries of Justice

Gallery Oldham

Glasgow Museums

Grange Museum of Community History
Hampshire County Museums Service
Harris Art Gallery, Preston

Herbert, Coventry

Horniman Museum & Gardens
Imperial War Museum North
Leicester City Museums

Lincolnshire Heritage

London's Transport Museum

Embedding | Thelegalities |Preparing
diversity your
and equality organisation

1 2 3

Manchester City Galleries
Manchester Museum
Museum in Docklands
Museums Luton

Museum of Garden History
Museum of London

National Trust West Midlands (Wightwick
Manor)

National Trust London (Sutton House)
National Gallery

National Portrait Gallery

Nottingham Castle Museum

Petrie Museum of Eqyptian Archaeology
Potteries Museum & Art Gallery

Tyne & Wear Museums

UCL Museums and Collections
Victoria & Albert Museum

Whitworth Art Gallery
Wolverhampton Art Gallery

Women's Library

Yorkshire Sculpture Park

and Hove

Implementing | Recruitment |Partnership
positive-action agreements
training

4 5 6 7

Training
contracts

Bill Kirby traineeship hosts
Colchester & Ipswich Museums

Exit
strategies

Management-level traineeship hosts

Birmingham Museums and Art Gallery
Leicester City Museums
London Transport Museum

Royal Pavilion & Museums, Brighton
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Guidance notes for
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Appendix1
Guidance notes
for positive-
action training

Guidelines for

developing traineeships

These notes may be used by host venues

as a quide to structuring their traineeships.

They are by no means definitive but
demonstrate areas for consideration
and highlight important issues. They are

based on best practice already established

by host venues that have had successful
traineeships.

1 Positive actionis the term used for

measures taken under section 37(1) of

the Race Relations Act 1976 and your
organisation must take these legal
issues into consideration.

2 Thepersonnel/HR department of
the host venue should be involved in
developing the traineeship, providing
specifications for the role, monitoring

progress and appraising performance.

Implications for the museum service's

equal opportunity and diversity policies

also have to be considered and
documented, as does the wording of

the advert which should take guidance

from the Race Relations Act 1976.
3 The purpose of any positive-action

scheme should be explained to staff and

the relevant trade unions consulted

If the hostvenueis enteringinto a
partnership with other museum
services to provide additional
secondments/resources for the
traineeship, itis advisable to draw up
formal written agreements between all
partiesinvolved setting out each
others'roles and obligations. Attention
should be given to clarifying the
financial obligations of each party; this
should eveninclude provision for basic
expenditure, such as deciding who pays
forthe trainee travel costs if they have
to commute between two venues.

Where possible, those responsible for
supervising the trainee should have the
opportunity tovisit the course
providers and discuss the contents of
the course. Thisisimportantin terms of
developing the trainee's programme
and alsoin establishing all the costs
likely to be incurred by the host for this
element of the traineeship. For
example, in planning for summer
schools.

Championship at asenior level on the
museum service's management teamiis
essentialinembedding diversify within
museum policy and will help ensure the
success of the traineeship.

7

75

The trainee’s title should be established
before commencement of the
traineeship to help them feel like part
of the established team. Examples
include trainee curator, trainee
assistant curator or trainee museum
assistant. A title thatincludes reference
to the positive-action tag may alienate
the trainee.

Identify one member of staff who,
throughout the entire traineeship, will
actas mentor to the trainee. This
person should be separate to the
supervisor.

Ideally, aninitial meeting should be held
prior to the start of the traineeship to
discuss what the host and the trainee
hope to achieve and to establish a work
programme outlining the areas of
involvement for the trainee.
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10 Atthestartof the traineeship the

11

supervisor should discuss the planned
programme of training and
development with the trainee. The
supervisor should consider the areas of
learning that the trainee will be working
on as part of their postgraduate studies
in order to ensure that the practical
experience of the traineeship
complements the academic work. The
supervisor should make it clear that this
programme is flexible, will be regularly
reviewed and may be altered to meet
the changing needs of the trainee. It
should be agreed that the mentor will
meet with the trainee at regular
intervals to ensure that their needs are
being met. Dates for these review
meetings should be setat the start of
the traineeship.

Ensure that aninduction programme,
relevant to the hostvenueisin place at
the start of the traineeship and decide
how long this will last. Each department
should give the trainee an overall view
of the workings of the service. Also
include an induction with the governing
body. The type of induction should also
be considered, for example shadowinga
colleague within each departmentfora
day. The host may wish to use their
general staff induction programmes if
these are deemed sufficient.

12 Throughout the traineeship the host

should ensure that the trainee is not
seenas a useful pair of extra hands or
as anemployee, but as a person being
prepared for future employmentin the
sector. The traineeshipisinplace to
provide learning and development for
the trainee. Therefore, wherever
possible, the trainee should be given
the opportunity to take on
responsibility for the management of
individual projects. The host may wish
toidentify such projects prior to the
commencement of the traineeship, but
the trainee should be enabled to work
on projects where theirinterests liein
order to develop a professional
specialism.

During research carried out on the impact
of positive-action traineeships for the MLA

itemerged that trainees who benefited
most from the scheme were offered
considerable delegated responsibilities;

encouragement and managerial supportto
gain experience across departments within
the museum(s), especially across collections
and public services departments; a sense of
strong champion beyond theirimmediate
base section; access to external resources
and networks. Those who benefited least
were based within a curatorial department

(sometimes within a single discipline or

section) and with a single member of staff;

being given a series of tasks on a day-to-
day or week-to-week basis; having no
visible and explicit overarching structure

and work programme; having limited access

to external resources and networks.

The Impact of Positive-Action
Traineeships, Gaby Porter Associates,
2004
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13 The trainee should be given the
opportunity to observe management
team meetings.

14 The hostshould ensure thatall the
equipment the trainee will need, such as
office space, acomputer, access to the
Internet, phonelines, etcarein place for
the start of the traineeship.

15 The hostshould provide the trainee
with professional development
opportunities, such as attendance at
conferences, seminars, training days,
membership of special interest groups
and meetings, networking with
colleagues within other museum
services, etc.

16 Ensure thatthe traineeis given
enough time and support to complete
their postgraduate studies. Hosts
should try and be flexible and provide
opportunities for their trainee to take
study leave. The length of the
traineeship should also match the
length of the course.

The training and development planis

one of the mostimportant aspects of the
traineeship. The plan should include
learning task-based skills, developing
interpersonal skills and acquiring sector
specificknowledge and understanding.
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Areastoinclude
within training and
development plans
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Customer care and communication

» Working with front of house to develop

effective customer care skills

* Assisting in or undertaking projects that
work directly with users egin outreach,

educationorlearning
* Marketing the service

* Using new and emerging technologies

* Developing presentation skills
* Interpretation and exhibition
development

Collections management

* Using automated databases

 Undertaking complex research enquiries

 Understanding copyright, intellectual
propertyrights andlicensing issues

 Familiarisation with web-based services

* Preventive conservation
and collection care

Teamwork and management

* Trainees role within the team
they will work directly with

* Attendance at management team
meetings, board meetings, local
authority meetings, etc

* Opportunities forinvolvementin
budgeting and expenditure

* Project management

» Meeting deadlines and delivering
aquality service

* Involvement in policy
and strategic planning

* Staff management

Professional development

* Soft skills /emotional intelligence

* Networking

» Membership of professional groups
* Conferences and seminars
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Learningstyles

Be aware of the different learning
styles atrainee may have and ensure
that the environmentin which they
work is one that provides the best
opportunities for them to learn.

Inspiring Learning for All (ILfA)

ILfA provides information on the
ways in which we learn and the
optimal environments for learning.
www.inspiringlearningforall.gov.uk

We perceive and process informationin
very different ways. Through recent
research on the brain, we now know
thatwe;

* donot have afixedsingle IQ

* have arange of atleast seven or
eight different forms of intelligence
[Gardner's Multiple Intelligences Theory]

* will tend to develop some of these
intelligences more than others and
prefertouse them

* have preferences which help to account
forour personallearning style [See
learning styles activity download]

* learnaccording to whether alearning
experience is geared towards our
particular style of learning rather than
whetherornot weare‘clever'inan
academic sense

* can become more effective and
receptive learners if we strive to
develop abalancein ourlearning styles.

Theimplications are important for
museums, archives and libraries as learning
providers and for anyone who wants to
become amore skilled learner.

The optimal learning environment
isone that:

has a positive learning environment:
People learn bestin a positive physical,
emotional, and social environment that
is bothrelaxed and stimulating. A sense
of wholeness, safety, interest, and
enjoymentis essential for optimising
human learning

has total learnerinvolvement:

People learn best when they are totally
and actively involved and take full
responsibility for their own learning.
Learning s participatory; knowledge is
actively created by the learner, not
passively absorbed. Thus accelerated
learning tends to be based more on
activity than on materials or
presentations

involves collaboration amonglearners:
People generally learn bestin an
environment of collaboration. Allgood
learning tends to be social. Accelerated
learning emphasises collaboration
between learnersinalearning
community

78

* has variety that appeals to all learning

styles: People learn best when they
have arich variety of learning options,
use all their senses and exercise their
preferredlearning style

* provides contextual learning:

People learn bestin context. The best
learning comes from doing the work
itself in a continual process of
‘real-world'immersion, feedback,
reflection, evaluation, and re-
immersion.
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Appendix 2
The Race
Relations
Act1976

In 2001, the Race Relations Act
was amended to give public
authorities a new statutory duty
to promote race equality. Theaim s
to help public authorities to provide
fairand accessible services, and to
iImprove equal opportunities in
employment.

79

The legislation ensures that we all
receive the best from our public services.
Previously many public bodies were
failing to address the problems of racial
discrimination and inequality; this was
highlighted by the inquiry into the murder
of Stephen Lawrence. The way in which
public bodies carry out their functions can
vary based on the size of the authority,
its geographical location and local
demography but they all need to take
account of race equality.

The duty to promote race equality is
commonly referred to as the race equality
duty. The EHRCuse this as a generic term to
refer to the general statutory duty under
section 71(1) of the Race Relations Act
1976, as amended (the Act) and the various
specificduties (including the employment
duty) that were introduced by way of
statutory instruments.

For furtherinformation visit the EHRC
website www.equalityhumanrights.com
or the Government Equalities Office at
www.equalities.gov.uk
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Extractfrom the
Race Relations Act1976

Part VI

General exceptions
frompartslitolV
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Special needs of
racial groupsin
regard to education,
training or welfare.

35 Nothingin parts Il to IV shall render unlawful any act donein
affording persons of a particular racial group access to facilities or
services to meet the special needs of persons of that group in
regard to their education, training or welfare, or any

ancillary benefits.

Provision of
educationor
training

for persons not
ordinarily resident
in Great Britain.

36 Nothingin partslltolV shallrender unlawful any act done by a
person, on grounds other than race or ethnic or national origin,
for the benefit of persons not ordinarily resident in Great Britain
inaffording them access to facilities for education or training or
any ancillary benefits, where it appears to him that the personsin
question do notintend to remainin Great Britain after their
period of education or training there.

Discriminatory
training by certain
bodies.

37 - (1) Nothingin parts Il to IV shall render unlawful any

actdoneinrelation to particular work by any person inorin

connection with-

(a) affording only persons of a particular racial group access to

facilities for training which would help to fit them for that work; or

(b) encouraging only persons of a particular racial group to take

advantage of opportunities for doing that work,

where it reasonably appears to that person that atany time

within the 12 months immediately preceding the doing of the act-
(i) there were no persons of that group among those doing that
work in Great Britain; or
(i) the proportion of persons of that group among those doing
that workin Great Britain was small in comparison with the
proportion of persons of that group among the population of
Great Britain.

(2) Whereinrelation to particular work it reasonably appears to
that person that although the condition for the operation of
subsection (1) is not met for the whole of Great Britain itis met for
an area within Great Britain, nothingin parts |l to IV shall render
unlawfulany act done by that personin orin connection with-

(a) affording persons who are of the racial group in question, and
who appear likely to take up that workin that area, access to
facilities for training which would help to fit them for that work; or
(b) encouraging persons of that group to take advantage of
opportunities in the area for doing that work.

(3) The preceding provisions of this section shall not apply to any
discrimination which is rendered unlawful by section 4(1) or (2).
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Forafull copy of theactgo to:
www.statutelaw.gov.uk/Home.aspx and
search for Race Relations Act 1976.

The UK Statute Law Database is the official
revised edition of the primary legislation of
the United Kingdom made available online
by the Office of Public Sector Information.

As described in Chapter 2, section 37(1) sets
the legal framework for organisations to
take positive action. In summary:

If at any time within the previous 12 months
there were no members of a particular racial
group engaged in particular work in Great
Britain, or that the proportion of persons of
that racial group among those engaged in
such work was small in comparison with the
proportion of persons of that group in the
population of Great Britain, it is lawful for
any person to discriminate in or in connection
with affording access to training for such
work to that racial group, or to take steps to
encourage members of that racial group to
take advantage of opportunities for

doing that work.
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Host form
This part of the form should be completed by
the supervisor and traineeship champion

Trainee name:

Supervisor name;

Host champion name:

startdate: [ ][]/ ],/ L] Completiondate: [ ][]/ L1/

Application process and materials:

What worked well / what would you change?

(Please comment on advertising material, advert placement, timing
of adverts, coordination of interviews, documentation and materials
produced, short-listing and interviews).

Recruitment process
Timing:
Was the lead up time to recruitment and selection appropriate?

Yes[ | No[ ]

If no, please comment below:

Do you have any recommendations forimproving the selection and recruitment process?

Support

Please comment on the support you received from your organisation during this phase of
the traineeship. Has there been enough support - what worked well / what didn't work?




Do you have any recommendations forimproving the support given to supervisors?

Traineeship structure

Please comment on the overall traineeship structure
-whatworks well / what doesn't work?

Consider how the formal learning element of the traineeship fitsin
with the placement in the organisation? Is there enough time for training?

Development opportunities

Please comment on the development opportunities that your organisation has offered to
the trainee (including mentoring, one-day events, development days and meetings with
senior sector figures for example). Have these been useful? What else could be offered?

This part of the form should be completed by the supervisor
in conjunction with the trainee

Trainee name:;

Supervisor name;

Startdate: [ ][ /L1 ] completiondate: [ ][ ],/ 1/ LI

Do you have any recommendations forimproving the traineeship structure?

Background history of trainee
What was the trainee doing prior to this placement?




Induction

Please outline the induction programme the trainee undertook

atthe startof the traineeship.

Please give details of how these skills are being utilised, specifically
highlighting areas that have made animpact on the organisation.

Onreflection are there any parts of the induction programme

that youwould do differently?

Yes| |No[ ]

If yes, please give details:

If specific skills are not being utilised please give the reasons why.

Training and development - using transferable skills

Please outline the findings from any training needs analysis undertaken at the beginning
of the traineeship. This should be divided into two sections: skills the trainee has brought
to the traineeship and skills identified as needing to be developed during the traineeship.

Section 2 - skills identified as needing to be developed during the traineeship:

Section1 - skillsthe trainee has brought to the traineeship:




Please give details of how these skills are being developed
(include details of specific projects, courses or training that will address these areas).

If specific skills are not being developed please give the reasons why.

Training programme

Has a training and development plan beendrawn up for the trainee?
Yes|:| No|:|

If yes, please attach a copy of the plan to this form.

If no, please comment,

Supervision

How often has the supervisor been meeting with the trainee?

Please commentif you think this level of supervisionis appropriate and whether the
trainee is happy with this frequency of meeting. Please give details (if any) of how this
relationship could be improved.




Roles and responsibilities
Was the trainee’s attendance and punctuality satisfactory?

YeSEI No|:|

If no, please comment.

Did the value of the trainee’s work come up to the expectation you had at the outset?
[ ]Exceeded expectation [ |Matched uptoexpectation [ |Fell below expectation

Working relationships

How effective was the trainee in dealing with othersin the organisation
and working as part of ateam?

[ ]Excellent [ ]Aboveaverage [ |Belowaverage [ ]Unsatisfactory

Taking theinitiative

How resourceful was the trainee in accomplishing tasks with minimum supervision?
[ ]Excellent [ ]Aboveaverage [ |Belowaverage [ JUnsatisfactory

Contribution made
Did the trainee make suggestions forimprovements and have the ability to develop ideas?

[ ]Excellent [ ]Aboveaverage | |Belowaverage [ ]Unsatisfactory
Motivation

Did the trainee appear motivated, enthusiastic, willing and determined?
[ ]Excellent [ ]Aboveaverage [ |Belowaverage [ ]Unsatisfactory
Overall placement performance rating

[ ]Excellent [ ]JAboveaverage [ |Belowaverage [ ]Unsatisfactory
Please comment on the trainee’s overall progress during the placement.

Supervisor;
Title: Name:

Signed: Date;




Trainee's form
This part of the form should be completed by the trainee

The contents of this form shall be treated in the strictest confidence and
will not be disclosed to your host venue unless agreed otherwise.

Trainee name;

Supervisor name:

Host champion name:

Startdate: [ ][]/ 1]/ I L] Completiondate: [ ][]/ 1/ LI

Traineeship structure

Please comment on the overall traineeship structure
- whatworks well / what doesn't work?

We are interested in finding out how the formal learning element of the traineeship
fitsin with the placement in the organisation. Is there enough time for training?

Do you have any recommendations forimproving the traineeship structure?

Development opportunities

Please comment on the development opportunities that your host has offered you.
Have these been useful? What else could be offered?

Supportfromyour host
Did the value of the support for you come up to the expectation you had at the outset?
[ ]Exceeded expectation [ ]Matched uptoexpectation [ ]Fell below expectation

Please make any specific comments you may have below.
What could be done to improve the support offered to trainees?

Induction
Please outline the induction programme you undertook at the start of the traineeship.




Onreflection are there any parts of the induction programme that you
feel would benefit from being done differently?

Yes| |No[ ]

If yes, please give details:

Training and development
Did you undertake a training-needs analysis at the beginning of the traineeship?

Yes| |No[ ]

If yes, please comment:

Please outline the findings from any training-needs analysis that has been undertaken.
This should be divided into two sections:; skills you brought to the traineeship and skills
identified as needing to be developed during the traineeship.

Section1 - skills you have brought to the traineeship:

Please give details of how these skills are being utilised specifically
highlighting areas that have made animpact on the organisation.

If specific skills are not being utilised please give the reasons why.




Section 2 - skillsidentified as needing to be developed during the traineeship:

If no, please comment:

Please give details of how these skills are being developed
(include details of specific projects, courses or training that will address these areas).

If specific skills are not being developed please give the reasons why.

Training programme
Has a training and development plan been drawn up for you?

Yes| |No[ ]

If yes, please comment on how useful this has been for you:

Supervision

How often have you been meeting with your supervisor?
Please commentif you think this level of supervisionis appropriate.
Please give details (if any) of how this relationship could be improved.

Working relationships
Have you been made to feel part of the team?

Yes| |No[ |

If no, please comment;




Contribution made Do you still wish to pursue a career in the museum sector?
Has the host taken on board any suggestions or recommendations you have made? Yes[ | No[ ]

Yes| ] No[ ] If no, please comment:

If no, please comment;

Overall placement performancerating Would you recommend a positive-action traineeship to others?
[ ]Excellent [ ]Aboveaverage [ |Belowaverage [ ]Unsatisfactory Yes| |No[ |

Has your perception of work in the museum sector changed since If no, please comment:

you started your placement?

Yes| |No[ ]

If no, please comment:




How do you find your supervisor - approachable, dealt with your problems, etc? Is there anything else you would like to add that you feel has been left out?

The next questionis optional, you do not have to answer, but it would be useful to see

where help may be givenif such aproblemarises againin the future.

Atany time, did you feel discriminated against?

Signed: Date:
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A sample trainee specification from
Tyne & Wear Archives & Museums

Trainee specification

Diversify museum trainee (curatorial):
(Positive-action traineeship)
directorate;

Tyne & Wear Archives & Museums
Ref No:M920
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Factors

Essential criteria

Desirable criteria

Means of assessment

1 Skills, knowledge
and aptitudes

(@) Committed to acareer
inamuseum or heritage
organisation

(b) General knowledge of an area
covered by museum collections
orservices

(c) Good organisational skills

(d) Good written and verbal
communication skills

(e) Good keyboard skills

(f) An understanding of the role of
museums, galleries and heritage
in contemporary society

(g) Able to use Microsoft Word
and communicate by email

Application form
Interview
References

2 Qualifications
and training

(h) First- or second-class honours
degreeinarelevant subject,
or equivalent qualification or
experience

Application form
Certificates

3 Experience

(i) Practical experience of working
withand/ or handling collections

Application form
Interview
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4, Disposition (j) Able to work as an effective (n) Adesire to acquire new Application form
member of a team skillsand knowledge Interview
(k) Able torelate to all (0) Able to cope withroutine tasks ~ References
members of society
(I)Able to prioritise effectively
and meet deadlines
(m) Enthusiastic
5. Special (p) Of African, African-Caribbean, Ethnic origin form

requirements

Asian or Chinese descent
(section 37 and section 38
of the Race Relations Act
1976 apply)

(g) Committed to equal
opportunities and anti-
discriminatory practice

(r)Able to commence the MA
course in September 2009

(s) Eligible for home student
university fees

(t) Applicants whose first language
isnot Englishrequire IELTS 6.5
with 6.0 in writing, TOEFL 90
(Internet-based) or 577
(paper-based), or equivalent

Interview
Test following interview




Appendix 4

Sample trainee description

and specification

Sample person specification for
apositive-action traineeship
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Traineeship title

Museum trainee

Terms of traineeship

This traineeship forms part of a strategic initiative,
delivered under section 37 of the Race Relations Act
1976, aimed at reducing this underrepresentation
through offering a training programme to members
of these underrepresented ethnic groups.

Training allowance

£
non-taxed bursary for fixed term of xxx

Hours per day The traineeshipis for four days per week with one
day a week placement allocated for study.
The trainee will be based in the museum for
seven hours per day.

Location XXX museum service

Background

People from ethnic minorities are underrepresentedin the

museum sector workforce. As part of its equal opportunities

programme XXX museum service is offering a fixed-term
positive-action traineeship

The successful applicant will have the opportunity to:

* gain training and experience in the museum supported
by a training bursary

» participate in the planning and/or delivery of at least one
significant project as part of their training

» undertake a training programme tailored to their needs,
which willinclude anintroduction to the museum sector
and the development of appropriate museum skills

« receive professional development benefits from the MA
including membership and attendance atits annual
conference and seminars.

Through completing the traineeship the museum

trainee will have;

* abetter understanding of the museum sectorandits
wider creative and cultural context

« identified their professional development needs

» experienced delivery of museum projects, working
alongside other people

* learned how to store and retrieve information

* learned how to plan and implement the effective
use of resources

» contributed to safequarding children, young people
and vulnerable adults

* learned how to present a positive image of the
museum through effective communication

* assisted customersin getting the best from their
experience of the museum.
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Recruitment text for the
BillKirby traineeship

The BillKirby traineeship:

Funding for a work-placement at
Colchester & Ipswich Museum Service
and an MA in museum studies at the
University of Leicester.

An estimated ten million people in the UK
are covered by the definition of disability as
outlinedin the Disability Discrimination Act
2005. Thisis approximately 18 per cent of

the UK population, but research shows that

the employment figures for museums and
galleries are much lower. Where disabled
and deaf people do have aroleinan
organisation, they are primarily working as
front-of-house staff, followed by
administrative or clerical roles and then
customerservices (MLA, 2005).

Since 1998 the MA's Diversify scheme has
offered training opportunities to enable
people of African, Caribbean, Asian or
Chinese descent to train for workin UK
museums and galleries. The MA recently
announced an expansion of Diversify to
offer opportunities to disabled and deaf
people. Itis using the social model of
disability whereby disability is caused by
the barriers that exist within society and
the way society is organised, which

discriminates against people with
impairments and excludes them from
involvement and participation. For more
information about diversify see
www.museumsassociation.org/
careers/diversity

Background:

When the Museums and Galleries
Disability Association (MAGDA), wound
up its operation in 2006, its funds were
transferred to the MA to expand diversify
toinclude disabled and deaf people. This
opportunity has been made possible with
additional funding and support from
Colchester Museums, the University of
Leicester's department of museum
studies and Shape.

The MA and its partners named the
traineeship after the late Bill Kirby. Bill was

aninspirational artand museum consultant

who diedin 2006. He was the country’s
first visually-impaired consultant and was
the long-standing chairman and president
of MAGDA and a member of the MA council.
Inajointarticle in Museum News (autumn
1989) with Marcus Weisen he wrote: The
museum professions must be opened to
disabled and deaf people. If the Science
Museum in Paris attracts high numbers of
disabled and deaf visitors, itis because it
employs a blind and a deaf worker, both of

whom bring to the museum a unique
expertise. Theirdaily presence changes
staff attitudes.

The MA andits partnersare
therefore delighted to offer:

The Bill Kirby traineeship - this package
of training and developmentincludes a
distance learning masters in museum
studies at the University of Leicester
and a six-month work-placement at
Colchester & Ipswich Museum Service

The traineeship includes:

» payment of course fees for the distance
learning MA in museum studies at the
University of Leicester

* asix-month work placement, with
atraining bursary at Colchester &
Ipswich Museum Service

« acontribution of a total of £1,000
towards essential course expenses,
such as books and course-related travel

e amentor from outside Colchester
& Ipswich Museum Service

* professional development benefits from
the MAincluding membership
and attendance at seminars and the
annual conference
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« additional advice, information and
support, as required, from Shape

* opportunities for additional training,
in discussion with the MA

* opportunities to network widely
within the museum sector.

A training bursary will be paid to the
successful candidate during their
placement. However, participants will
need to fund their living expenses
while undertaking the masters

(by distance learning).


www.museumsassociation.org/ careers/diversity
www.museumsassociation.org/ careers/diversity
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Recruitment text for
themanagement-level
traineeship

Have you ever considered training
foracareerinthe museumand
gallery sector?

* Are you a professional looking for
management opportunitiesinan
exciting sector?

* Areyou afuture leader?

* Are you of African, African-Caribbean,
Asian or Chinese descent?

The MA's Diversify scheme offers training
opportunities for museum and gallery work
toindividuals of African, African-Caribbean,
Asian or Chinese descent, who are
underrepresented in the museum
workforceinthe UK. So farover 80
individuals have joined the scheme at entry
level and two at management level.
Diversifying the workforce and particularly
senior management is essential for our
national and regional museums.

Management-level training
opportunities in museums and
galleries, 2008

Museum work can be varied, enjoyable
and challenging. The management-level
traineeships are designed to attract
individuals who already have significant
work experience inanother sector but
wish to move into museum work. These
individuals will have proven management
experience and understanding and
transferable skills that can be directed to
the museum sector. Each individual will
gain structured general and management-
level training in a museum full time for

18 months. They will also undertake a
limited amount of museum studies and
management training specifically
tailored to their needs.

Diversifyis supported and funded by the
MLA part of the renaissance initiative. In
order to encourage change at a senior level
we are delighted to be able to offer two
management-level traineeships; one at the
London Transport Museum and one at the
Royal Pavilion & Museums, Brighton &
Hove. These traineeships are the second
phase of a pilot of four management-level
traineeships. The first two traineeships
were recruitedin 2006 at Birmingham
Museums and Art Gallery and Leicester
City Museums.

Each successful applicant will have the
opportunity to:

* join aleading museum service to gain
training and experience over 18 months,
with a training bursary

* deliver asignificant project as part of
their training

¢ undertake a programme of training
tailored to their needs which will include
anintroduction to the museum sector
and development of management skills

* receive professional development
benefits from the MA including
membership and attendance at the
annual conference and seminars

* network widely within the museum
sector as well as with other diversify
participants.
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Applicants will need:

* aminimum of 12 months'management
experience in their current field of
employment

* enthusiasm for developing a career
within museums and galleries in the UK

« the ability to demonstrate management
outcomes and key competencies that
could transfer toamanagementrolein
the museum sector

* to be of African, African-Caribbean,
Asian or Chinese descent

* to be able to demonstrate that they
are legally entitled towork and train /
study inthe UK.
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Sample equality and diversity
monitoring form

Equality and diversity monitoring

This museum service is committed to equality and diversity. In order to monitor the
effectiveness of this policy we would be grateful if you could complete this form.

Thisinformationis confidential, and will notimpact on your application.

Ethic background:
[ JwhiteBritish [ Jwhitelrish [ ]white other
If other please specify

[ ]Black British [ ]Black African [ |Black Caribbean [ |Black other
If other please specify

[ ]AsianBritish [ ]Asianindian [ ]AsianPakistani [ ]AsianBangladeshi
[ ]Asianother
If other please specify

Mixed or dual nationality

[ ]white British and Black British [_]white British and Asian British
[_]otherdual or mixed backgrounds

If other please specify

[ ]Chinese background [ ]Other cultural backgrounds
If other please specify

Gender:

[ JFemale [ ]Male

Other

Age:

[ ]18-25years [ _]25-65years [ ]56-70years [ |Over 70years
Do you consider yourself to be deaf or disabled?

[ |Deaf [ |Disabled [ ]Neither

Employmentstatus:

[ ]JEmployedfulltime [ ]Employedparttime [_]infull-time education
[ ]inpart-time education [_]Selfemployed [ JUnemployed [ |Retired
[ ]inreceipt of incapacity benefit

Please state where you saw the advert for this traineeship




Guidanceonselectioncriteria

The table below has been developed by the MA for general guidance when short-listing
and interviewing candidates for positive-action traineeships. Consideration should also
be givento the criteria outlined in the trainee specification / role description.

Diversify traineeship selection criteria

Applicant's name

Ethnic background

First- or second-class honours degree or equivalent experience

Eligibility for home fees (unless willing to contribute excess fees)

Ability to balance study with training

st 4] 307 2] 10

Ability to demonstrate enthusiasm / commitment for
acareer withinthe museum sector

5[] 4[] 3[] 2] 1[]

Likelihood of gaining employmentin the museum sector

sU] 4] 307 2] 10

Realism and flexibility regarding future job opportunities/salaries/etc

st 4] 307 2] 10

Good interpersonalskills

s ] 4[] 3[] 2] 1[]

Total score

Each criterionis scored out of five as outlined below:

5 - very strong evidence of meeting the criteria
4 - good evidence of meeting the criteria
3-some evidence of meeting the criteria

2 - no evidence of meeting the criteria
1-negative evidence

When developing the essential and desirable elements of your selection criteria

the MA recommends that previous experience of working in the sector as a volunteer
isseen as desirable and not a prerequisite for a candidate being shortlisted in order
to encourage applicants from a wider field.
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Appendix 6
Sample interview format and questions

Welcome and introductions

Explanation of the traineeship package:
(*may vary according to host venue)

* two years'training at the host venue including a training and development
programme tailored to your individual needs

* part-time study for a postgraduate museum studies qualification

« free membership, conference attendance, publications and other benefits
from the MA for four years on commencement of training

* opportunities to meet and network with other diversify participants.

* As you know, part of this traineeship package includes studying as a
part-time/distance learning student for a masters in museum studies from
the university of X. Postgraduate study is demanding and intensive and
much more self-directed than undergraduate study. How would you
organise yourself to cover the course material?

» How do you think you would go about balancing your traineeship
inthe museum with your studies?

» What do you feel are the currentissues facing museums?

Questions:

* Canyou tell us which museum or museums you have visited most recently?
Follow up with asking what the candidate liked/disliked about it and why.
» Why have you applied for this diversify traineeship?
» What appeals to you about working in a museum?
What job would you like to do ina museum?
Discussissues of low pay in the sector and the need to move
about tofind jobs. Are they prepared for this?
« What skills and qualities do you feel you can bring to the museum sector?
Probe candidate to reflect on previous experiences.
* Museums are very diverse institutions; you need to be able to work
on your own and under your own initiative as well as co-operating and
working as part of ateam. Are you able to adapt to different working
environments and can you give any examples of how you have had
to do this in your experience so far?

Opportunity for the candidate to ask the panel questions.

Close the interview, thank the candidate and explain the next stepsin the
process. Make it clear to the candidate that there will be no offer of
employment at the end of the traineeship.
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Appendix 7
Trainee
contracts

Sample training
contract

The MArecommends that trainee
contractsinclude reference thatitisa
training contract for a positive-action
training scheme whichis delivered under
section 37 (1) of the Race Relations Act
1976 and that there is no automatic offer
of employment at the end of the training.
The training contract should make it clear
what the expectations of the trainee are.
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Sample trainee contract

Dear X

Museum assistant positive-action traineeship between X and XXX [host
organisation] museum service - letter of agreement

This letter of agreement is to confirm the terms of the positive-action traineeship
between the XXX museum service [the host] and X [the trainee].

Background:

This positive-action traineeship has been devised by XXX [host organisation] as part of
its wider equal opportunities programme and is delivered under section 37 (1) of the Race
Relations Act (1976). The trainee will gain structured training in order to enable them to
compete onalevel playing field for employment in the museum sector on completion of
their traineeship.

Recentresearch by the MA has demonstrated that there are a number of ethnic groups
currently underrepresented in the museum sector including the following: Asian, Asian
British descent (including people from Indian, Pakistani, Bangladeshi, Chinese and any
other Asian background) and Black, Black British descent (including people from African,
African-Caribbean and any other Black background). This traineeship forms partof a
strategicinitiative, delivered under Section 37 (1) of the Race Relations Act 1976, aimed
atreducing this underrepresentation through offering a training programme to
members of these underrepresented ethnic groups.

Duration:
The traineeshipis for a period of X months starting on X and finishing on X.
Terms and conditions:

The traineeship will last for X with terms agreed between the trainee and the host venue.
There will be a three-month trial period with areview meeting at the end. Subsequent
review meetings will be at six-monthly intervals. All review meetings will be conducted
with the trainee and their supervisor. Dates for review meetings will be as follows:

Forthe avoidance of doubt, thisarrangementis notintended to be, and shall not be
construed, as acontract of employment or an apprenticeship.



The training programme will be agreed between the trainee and XXX museum service.
Typically this will consist of 37 hours per week with allowance for lunch consistent with
the host's existing procedures. The trainee will be entitled to take one day a week as
study leave. The trainee will be entitled to a holiday allowance of X days over the
X-month duration of the traineeship, plus public holidays and statutory days during
the placement subject to agreement with the host. The trainee will be expected to
comply with the host's existing procedures for absence reporting.

Any disputes which arise will be dealt with by XXX museum service following its
grievance procedures.

Inthe case of the trainee's voluntary resignation, the traineeship may be terminated at
any time by one month’s notice in writing. XXX museum service may also terminate the
traineeship by one month's notice in writing.

While the trainee is not an employee and therefore not entitled to Statutory Sick Pay,
they will be entitled to sickness pay as follows:

Total entitlement
(ie not cumulative)

Period of training completed

Xmonths Up to Xmonth's bursary prorata

Between X months - end of traineeship Up to Xmonth's bursary prorata

Where sickness absence occurs trainees must ensure that they adhere to the sickness
absence procedure set out by XXX museum service.
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Funding:

The trainee will receive a training bursary of £X for the duration of the X-month
traineeship (tax-free). XXX museum service will pay the trainee on a monthly
retrospective basis directly into their bank account. The first payment of £X willbe on
(oraround) X date followed by X subsequent payments of £X on X day of each month.
Thelast payment of the training bursary will be made on X date.

Tax free bursaries:

XXX museum service understands that awards such as these training bursaries are tax
exempt. If however, HM Revenue and Customs deem that the trainees have to declare the
bursaries as self-employed income derived from a Contract for Training thatis liable for
taxation, then the trainees should ensure that they have made provision to cover this
from their training bursary.

Training programme:

XXX museum service will offeraninternal training programme, which will provide an
overview of the work of the institution and the sectorandis inline with the trainee
specification and description. At the start of the traineeship XXX museum service will
work with the trainee to identify their training needs in order to establish the programme
of training most suited to the trainee. XXX museum service will devise a tailor-made
training programme of external training opportunities. Inaddition, XXX museum service
will make funding available for the trainee to undertake a part-time masters in museum
studies.

Supervisors:

The trainee’s nominated supervisoris X. The supervisor will be the trainee’s first point
of contactandisresponsible for briefing the trainee about what they will be expected to
doon their placement. The supervisor will provide training and guidance throughout the
traineeship. The supervisor will work closely with the trainee to ensure that role
objectives and specific projects are achieved by the end of the programme. Regular
one-to-one review meetings will be held between the trainee and the supervisor.

The frequency of these meetings should be established and agreed at the beginning

of the traineeship.



Mentors:

The trainee will have access to a mentor from outside the host venue who
will provide individual advice and guidance. X has agreed to be the trainee’s
mentor for the duration of the traineeship.

Evaluation:

Milestones have been builtinto the traineeship at the review meetings.
Key evaluation areas will be:

* impact on the individual during and at the end of the traineeship,
and two years after completion

* impact on the hostvenue

* assessment of the formal learning element.

At the traineeship, XXX museum service will undertake further evaluation
to gauge the success and impact of the traineeships before the model is
launched into the sector as another model for positive-action training.

The trainee will co-operate fully, openly, honestly and frankly with this evaluation.

The trainee shall, by signing this agreement, accept these terms and
conditions. One copy of the agreement signed by the trainee should be
returned to XXX museum service within one month.

Yours sincerely

Museum assistant positive-action traineeship
Training contract between X and XXX museum service

The trainee shall, by signing this agreement, accept these terms and conditions.
This agreement was signed by
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Date: [ ][],/

[Name of representative signing on behalf of XXX museum service]

[ ] Ihereby confirm that I will comply with these conditions and adhere
to the policies of my host, XXX museum service.

bate (1], 0T/ LI

[Name of trainee]




