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Introduction To Documentation
Monday 23 March 2009 Coffee at 10am, starts 10.15am - 3.45pm

This course provides an introduction to the basic principles of museum documentation.
Consideration is given to the benefits of good documentation practice, and participants

will examine the content of a simple but effective system. Topics covered include SPECTRUM,
Accreditation, object entry, accessioning, marking & labelling, cataloguing and indexing,
location & movement control and retrospective documentation. Collections Trust paper-based
documentation resources are referred to throughout the course, however the content of the
course is equally applicable to computerised systems.

Who Should Attend?

Students of Museology and museum staff who are not documentation specialists.

Trainer/Tutor: Heather Lomas

Venue: Horncastle College,
Mareham Road, Horncastle, LN9 6BW

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

www.rengissanceeastmidlands.org.uk
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Identification and Care of Artworks
Tuesday 24 March 2009 10am - 4pm

A practical workshop looking at a wide range of art handling techniques and procedures.
Topics will include:

@ |dentifying different media
@ Structure of paintings

It will also look at moving artworks, handling, storage and basic conservation techniques.

Who Should Attend?
Anyone with artwork within their collections.

Trainer/Tutor: Gillian Walker

Venue: Newark Town Hall Museum and Art Gallery,
Market Place, Newark, NG24 1DU

Cost: Free, including tea/coffee and lunch
Training Provider: EmmS/Renaissance East Midlands (B)

4 Working Relationships: Trainer/Tutor: Sue Nock
= . . . Venue: Mayors Parlour, Leicester Guildhall,
3 Negotiation & Influencing Guldhall Lane Leiceste L£ 550
o . )
c Cost: Free, including tea/coffee and lunch
[} Thursday 26 March 2009 Coffee 9.30am, starts 9.45am - 4.30pm - ) J ) ;
= Training Provider: Renaissance East Midlands (A)
Exploring the complex relationships between management and staff, this event will
identify the opportunities for influencing and negotiation. Participants will then work
with models, which will help them to prepare for and develop their skills in this area.
Who Should Attend?
First line managers and above who need to influence and negotiate with staff in
order to gain their commitment and agree workloads, objectives, etc.
44 Workforce Development & Training Programme
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Basics of Team Working
Thursday 16 April 2009  Coffee 10am, starts 10.30am - 4.30pm

‘Transferable’ skills are key to successful working and building an effective CV.
Neville Stankley introduces a key concept that underpins activities across the
heritage sector and that are fundamental to effectiveness in the workplace.

Who Should Attend?

All museum, library, archive and heritage staff and volunteers; AMA candidates;
students.

Introductory level.

Trainer/Tutor: Neville Stankley

Venue: George Eliot Building,

Centre for Museum & Heritage Management,
Nottingham Trent University, Clifton Lane, Clifton,
Nottingham, Notts, NG11 8NS

Cost: £50 full price, £45 EmmS members, includes lunch
and refreshments. Funded places available via
Renaissance East Midlands.

Training Provider: Nottingham Trent University (A or C)

www.rengissanceeastmidlands.org.uk



g BGS'C PrOIQCT N\Gn(]gemem Trainer/Tutor: Sue Nock,
= . . . . Development Opportunities
) Lincolnshire Archives: Tuesday 21 April 2009 ; ) :
(o)) Venue: Lincolnshire Archives,
2 Coffee 9.30am, starts 9.45am - 4.30pm St. Rumbold Street, Lincoln, Lincolnshire,
(o] .
= Newark Town Council: Tuesday 19 May 2009 tNZ 5AB -
Coffee 9.30am, starts 9.45am - 4.30pm Cost: Free, including tea/coffee and lunch
_ . _ _ Training Provider:
Provides an overview of managing projects including the roles and responsibilities of everyone Renaissance East Midlands (A)
concerned. Managing and organising project tasks will be covered in detail and practise in
using the models will be given to assist you to develop your skills.
By the end of the programme you will;
® Understand the formal roles of the sponsor, the steering committee, the project manager
and the project feam. Trainer/Tutor: Sue Nock,
® Have considered how these roles and responsibilities are to be fulfilled in relation to Development Opportunities
your own project. Venue: Newark Town Council,
® Have explored different methods and approaches to project management through Town Hall, Market Place, Newark,
exercises and discussion. Nottinghamshire, NG24 1DU
® Be able fo use fechniques for dealing with contingencies in the project Cost: Free, including tea/coffee and lunch
planning process. . .
. . L Training Provider:
® Have developed your own action plan relating to your work situation. Renaissance East Midlands (A)
Who Should Attend?
Managers and staff new to project management.
46 Workforce Development & Training Programme
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Disability Discrimination Act 1995 -

An OverVieW (Focusing on part lll of the Act)

Lincolnshire Archives: Wednesday 29 April 2009
Coffee 9.45am, starts 10am - 4.30pm tbc

New Walk Museum & Art Gallery: Thursday 21 May 2009
Coffee 9.45am, starts 10am - 4.30pm tbc

Derby Silk Mill: Monday 22 June 2009
Coffee 9.45am, starts 10am - 4.30pm tbc

Obijectives of the course are:

® To define what disability means under the law

@ To understand how the DDA benefits people with disabilities, employers and service providers
® To develop an understanding of service providers’ and employers’ obligations under the Act

Who Should Attend?

Anyone who works with disabled people, wants to promote services to disabled people, wants
to understand the framework of the Disability Discrimination Act 1995 or works in HR and Senior
Management.

Trainer/Tutor: Lewis Training

Venue: Lecture Room, Lincolnshire Archives,
St. Rumbold Street, Lincoln, Lincolnshire,
LN2 5AB

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

Trainer/Tutor: Lewis Training

Venue: New Walk Museum & Art Gallery,
53 New Walk, Leicester, LE1 7EA

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

Trainer/Tutor: Lewis Training

Venue: Derby Silk Mill,
Silk Mill Lane, off Full Street, Derby, DET 3AF

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

www.rengissanceeastmidlands.org.uk
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Basics of Human Resource Management:
Thursday 30 April 2009  Coffee 10am, starts 10.30am - 4.30pm

Organisational structures, recruitment, appraisal and disciplinary procedures, management
of change, leadership and motivation. This also includes What should a Manager Do? And
Managing Change.

Who Should Attend?

All museum, library, archive and heritage staff and volunteers; AMA candidates; students.

Introductory level.

Engaging Communities
Wednesday 6 May 2009 Coffee 10am, starts 10.30am - 4.30pm

This seminar will look at how local museums can be involved with communities through
examples of recent projects and initiatives.
Participants will gain:

® An understanding of the principles of community engagement
® The ability to develop a community focus and responsive thinking
® The ability to plan for community engagement

Who Should Attend?
All museum/ heritage staff and volunteers, AMA candidates, students.
Introductory / refresher level.

Trainer/Tutor: Neville Stankley

Venue: George Eliot Building,

Centre for Museum & Heritage Management,
Nottingham Trent University, Clifton Lane,
Clifton, Nottingham, Notts, NG11 8NS

Cost: £50 full price, £45 EmmS members,
includes lunch and refreshments

Funded places available via Renaissance East
Midlands

Training Provider:
Nottingham Trent University (A or C)

Trainer/Tutor: Graham Black

Venue: George Eliot Building,

Centre for Museum & Heritage Management,
Nottingham Trent University, Clifton Lane, Clifton,
Nottingham, Notts, NG11 8NS

Cost: £50 full price, £45 EmmS members,
includes lunch and refreshments

Funded places available via Renaissance East
Midlands

Training Provider:
Nottingham Trent University (A or C)

48
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Learning

Caring for Archival Collections
Monday 11 May 2009 Registration 9.45am, starts 10am - 4.15pm

Museums, archives and galleries have a duty of care to the collections they hold.
These collections can include paper and parchment documents, volumes, maps and
photographs. Many factors can affect these unique and irreplaceable artefacts causing
them to decay. However, we can prolong the life of collections by careful storage,
handling and exhibitions.

Who Should Attend?

Museum volunteers and staff .

E-learning Resources: Evaluation
Monday 11 May 2009  Coffee 9.45am, starts 10am - 4.30pm tbc

Overview of evaluation and testing techniques with examples including concept testing /
audience consultation, formative evaluation, card-based sorting, user testing, full trialling,
summative evaluation, web stats, online questionnaires. Includes tips on conducting your
own evaluation and user testing.

Who Should Attend?
Learning or audience development staff developing e-learning / online resources

Trainer/Tutor: Juliette Baxter

Venue: Peak District Mining Museum,
The Pavilion, Matlock Bath, DE4 3NR

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

Trainer/Tutor: Martin Bazley

Venue: Appleby Online Centre,

The Coach House, Sir John Moore Foundation,
Top Street, Appleby Magna, Swadlincote,
Derbyshire, DE12 7AH

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

www.rengissanceeastmidlands.org.uk
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E-Learning: Podcasting and using

Audacity software
Wednesday 13 May 2009 Coffee 9.45am, starts 10.00am - 4.30pm

Introduction o podcasting - what are podcasts? Examples from the cultural sector and
elsewhere. Learn to plan a podcast series — including: interviewing tips and scriptwriting
exercises. Understand the equipment available, record an interview on a given topic, edit

using Audacity and add music and other effects. You will get the chance to listen to each other's
finished results and review lessons learnt.

There will be a discussion on opportunities and barriers likely to face you in further podcasting.

Who Should Attend?

Anyone wishing to develop podcasts as part of their learning, audience development
or communication provision.

Trainer/Tutor: Martin Bazley

Venue: Leicester City Council tbc

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

] Creating resources for Interactive Trainer/Tofor: Martn Bazley
c ) -
= H Venue: Bosworth Battlefield Visitor Centre
E Wh ”e boo rds & County Park, Sutton Cheney, Nr Nuneaton,
Warwickshire, CV13 0AD
Wednesday 3 June 2009 Coffee 10am, starts 10.15am - 4.30pm tbc
Cost: Free, including tea/coffee and lunch
R.evi.ew people’s current expertise and experience regarding vyhiteboords and assess websites Training Provider: Renaissance East Midlands (A)
finding out who they're for, what they’re for and how they get information across.
Learn how teachers use their whiteboards and get ideas for using yours if you have
one. Particular considerations for developing resources for whiteboards.
Who Should Attend?
Learning and educational staff participating in educational sessions at schools.
50 Workforce Development & Training Programme
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Management

Developing Diverse Audiences conference
Wednesday 10 June 2009 time tbc

Who Should Attend?

Anyone interested in diversity.

Effective Report Writing

Wednesday 17 June 2009 Coffee at 9.30am, starts 9.45am - 4.30pm

This will assist you in preparing reports, which meet your purpose, are concise and relevant to the
needs of your audience. By the end of the event you will have:

Materials to use for future reference including a checklist and clearly defined steps to assist your
planning.

Identified techniques to select, develop and sequence the information to be included in a report.
An understanding of the different elements contained within reports.

Reviewed and critiqued different reporting styles.

Prepared the outline of a report that meets the needs of the recipient(s) and best presents your
point of view.

Who Should Attend?
Staff and volunteers involved in report writing.

Trainer/Tutor: Rachael Evans

Venue: thc

Cost: Free

Training Provider: Renaissance East Midlands (A)

Trainer/Tutor: Sue Nock

Venue: Lincoln Central Library,
Free School Lane, Lincolnshire, LN2 1EZ

Cost: Free, including tea/coffee and lunch
Training Provider: Renaissance East Midlands (A)

www.renaissanceeastmidlands.org.uk
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PRINCE2™ — QOverview
Monday 29 June 2009 - Coffee at 9am, starts 9.30am - 4.30pm
One day introduction to PRINCE2™. Deals with:-

Processes

Organisation

Quality review technique
Product based planning
Plans

Change control technique
Business case
Management of risk
Configuration management
Controls

Quality in a project environment
Change control

Who Should Attend?

Senior managers, project team members, project support, general managers,
project managers and anyone else interested in project management.

Trainer/Tutor: Remarc

Venue: The Voice Box, Kensington Mews,
Foreman Street, Derby, DE11JQ

Cost: Free, including tea/coffee and lunch.
Training Provider: Renaissance East Midlands (A)

52
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Foundation Degree in Public History

Fact File

This innovative two-year Foundation degree has been specially
designed to provide focused professional training for those
interested in a career in the museum and heritage sector. The
course has been developed and designed by Nottingham Trent
University in conjunction with Renaissance East Midlands,

MLA East Midlands and Nottingham City Council. One of its
important features is the opportunity it gives you to work on
real-life projects. This focus on workplace experience includes
case studies, visits and talks by practising professionals, as
well as work placements.

You'll be taught by academic historians as well as
award-winning professional practitioners who have extensive
experience and expertise, recognised at a national and
international level.

Modules include...
¢ The Past in the Present: History at Work
¢ The Custodians of History

¢ The Heritage Industry
¢ The Work Environment and Professional Development

Your future career

This course will equip you for a range of career opportunities
in central and local government heritage services, as well as
independent and public sector trusts in the UK and overseas.

These could include conservation charities; district, city and
county councils; education and outreach organisations;
independent museums; project-funded enterprises;
government agencies; publicly funded bodies; research
organisations; and private heritage companies.

Following satisfactory completion of a summer school, you can
also opt to join the final year of the BA (Hons) History degree.

If you would like an informal chat about the course,
please contact the Programme Leader, Neville Stankley
on 0115 848 3389 or email neville.stankley@ntu.ac.uk

For further information and application procedure, please go
fo:
http://www.ntu.ac.uk/prospective_students/course_finder/course
/Public-History/77ED82A6-2524-470B-9FC4-2EC5ED719C52

www.renaissanceeastmidlands.org.uk
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For further booking information about the courses and availability of places, please contact the relevant
provider (Bookings can only be made direct to the provider).

Booking route A: Renaissance East Midlands Courses or to apply
for a funded MODES or Nottingham Trent University place.

Please send your completed booking form to:
Lorraine Edminson, Workforce Development Support Officer at Lincolnshire Archives, St. Rumbold Street, Lincoln. LN2 5AB.

Tel: 01522 526905, Fax: 01522 522913. Email: lorraine.edminson@lincolnshire.gov.uk

Renaissance East Midlands Booking Conditions

We will accept provisional bookings over the telephone or by email subject to receiving a completed course booking form.

Please remove and photocopy the course booking form and equal opportunities form found later in the booklet. This form can also be found online at
www.renaissanceeastmidlands.org.uk.

When we receive your booking form, you will be sent a confirmation email/letter. Please contact us after five working days if you have not received this.

Should the event be oversubscribed and a place is unavailable to you, your details will be placed on a waiting list. We will consider running an additional
course if there is sufficient demand for it fo be repeated. In this case, everyone on the waiting list will be informed of the next available date.

Approximately ten days before the event you will receive joining instructions. These will contain details of the venue, car parking, a map (if available)
and any relevant pre-course information. Please contact us if you do not receive this information within five working days of the event.

All places are limited and booked on a first come, first served basis, so please book early to avoid disappointment. Please let us know if you are unable
to attend so we can reallocate your place. Late cancellations could deny others the opportunity to attend.

Workforce Development & Training Programme
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Booking route B: EmmS Courses

Contact:
Susan Lansdale, East Midlands Museum Service (EmmS),

Nottingham Trent University, Centre for Museum and Heritage Management,
School of Arts and Humanities, Clifton Lane, Nottingham, NG11 8NS,

Tel: 0115 848 3562, Fax: 0115 848 6385, Email: emms@emms.org.uk , Website: www.emms.org.uk

Booking route C: Nottingham Trent University Courses

contact:
Administration: Janet Elkington Tel: 0115 848 3175, fax: 0115 848 6385 janet.elkington@ntu.ac.uk

Seminar information: Deborah Skinner Tel: 0115 848 3494 deborah.skinner@ntu.ac.uk
Seminar tutors: neville.stankley@ntu.ac.uk, graham.black@ntu.ac.uk, deborah.skinner@ntu.ac.uk

For all other events please follow their specific instructions given in the text.

Cancellations for Renaissance East Midlands/ EmmS training courses received less than two weeks before the course will be charged at the full cost unless
there are mitigating circumstances or a substitute can be found (if a colleague cannot use your place, do check with provider in case there is a reserve list).
An administration charge of £25 will apply to all changes to delegate lists.

All places are limited so please book early to avoid disappointment. Please let us know if you are unable to attend, so we can reallocate your place and
avoid a cancellation charge.

All details are correct at time of going to print but may be subject to change. Venues and times to be confirmed on booking.

museumaker courses

The museumaker training sessions are open to all museums - of all types of collection — interested in how contemporary crafts can partner with heritage.
Museums interested in taking part in museumaker 2 are urged to attend the training sessions. For more information on museumaker 2 please
visit www.museumaker.com

www.renaissanceeastmidlands.org.uk 55



RENAISSANCE EAST MIDLANDS
museums for changing lives

Booking Form

COUISE DOTE: ...
VBNUEB: ...
NGIMIE: s
EMQIl AAAreSS: ... oo
JOD THIE:
OrgaNISATON: ...
AAIESS: e

FOIX: e,

*Out of hours contact NUMDET: ...

Would you be interested in car sharing? YES/NO (please delete as applicable).
If YES, you are agreeing for us to forward your contact details onto individuals you may be
able to car share within your area.

Any special dietary or mobility requirements: ...,

Status of employment: Part time/Full time/Voluntary/Temporary
(please delete as applicable)

* We request an out of hours telephone number so we can contact you if the course
has to be cancelled due to unforeseen circumstances.

Name of LN MANAGET: ..o
JOD THIE: oo e e

Signature of LINe MANAGEN: ..o

How to Book - please complete one booking form per person, per course
(and photocopy as required).

Please send this completed form to: Lorraine Edminson,

Workforce Development Support Officer, Renaissance East Midlands,
Lincolnshire Archives, St. Rumbold Street, Lincoln, LN2 5AB.

Tel: 01522 526905.  Fax: 01522 522913

Email: lorraine.edminson@lincolnshire.gov.uk

Your place will be confirmed after receipt of booking form.
Course details will be sent approximately seven days before the event.
Places are limited so please book early to avoid disappointment.

If you have any queries about the process or the application form
please contact: Ellie Spence or Tracey Newby,

Regional Workforce Development Officer (Lincolnshire County Council)
Tel: 01522 522905 Email: ellie.spence@lincolnshire.gov.uk or
tracey.newby@lincolnshire.gov.uk

Cancellations

Cancellations for Renaissance East Midlands/ EmmS training courses received
later than two weeks before the course will be charged at the full cost unless
there are mitigating circumstances or a substitute can be found (if a colleague
cannot use your place, do check with provider in case there is a reserve list).

An administration charge of £25 will apply to all changes to delegate lists.
Please sign to accept this agreement.

56 Workforce Development & Training Programme



EQUAL OPPORTUNITY MONITORING SHEET

In order to assist Renaissance East Midlands undertake equal opportunity
monitoring of take-up on training courses, please could you complete the
following information and return with the booking form.

COUISE AOTE: ...
Surname: (Prefer Not 1o @nter) ...
Title: (Prefer notto @nter) ...
Forenames(s): (Prefer not to enter) ...
Paid EMpPloyee/VOIUNTEET: ... .. ..ot
GIOAE: .ottt
Full Time O PartTime O

1. Areyou Male? O Female? O

2. What is your Nation@lity? ............cccovieeiiiieeee e

3. To which of the following ethnic groups do you consider you belong?
Choose one selection from (a) to (e) then tick the box to indicate your
cultural background.

(a) White: British O  Irish O

Any other White background please write in below

(b) Mixed: White and Black Caribbean O  White and Black African O
White and Asian O  Any other Mixed background please write in below

(c) Asian or Asian British: Indian O  Pakistani O  Bangladeshi O

Any other Asian background please write in below

(d) Black or Black British: Caribbean O  African O
Any other Black background please write in below

5. Do you consider yourself to have a disability? YES O NO O

Do you have any special requirements in relation to the training course?

6. Where did you learn of this COUrSE? .............ccocoiiiiiiiii
7. To which age band do you belong? (Tick one box only)

16-19 O 20-24 O 2529 O 30-34 O 3539 0O

40-44 O 45-49 O 50-54 O 5559 O 60-65 O

Thank you for your co-operation

All information provided on this form will be dealt with in accordance with the
Data Protection Act 1984, amended 1984, amended 1988. This information may
be computerised and used for administrative purposes within Renaissance East

Midlands.

OFFICE USE ONLY

Successful O  Unsuccessful O in application to attend course

www.renagissanceeastmidlands.org.uk



Vocational Qualifications in Cultural Heritage

Renaissance East Midlands offers NVQ qualifications to all staff and
volunteers working in the Cultural Heritage Sector. Renaissance East
Midlands will meet the cost of all registration fees.

Museums, Galleries and Heritage NVQ Level 2

This qualification gives wardens, attendants, advisors, assistants and
volunteers the opportunity to have their skills recognised. It gives a
thorough grounding in heritage and dealing with visitors.

Cultural Heritage Operations NVQ Level 3

This qualification is based on the day-to-day demands of working in the
culture and heritage sector, developed by people working in museums,
galleries, stately homes and other heritage sites throughout the country.
The NVQ has four pathways — Conservation; Education and Interpretation;
Curatorial; and Technical.

Cultural Heritage NVQ Level 4
This qualification is aimed at middle management and individuals who
wish to further their career.

Cultural Heritage Management NVQ Level 5
The qualification has been designed for senior managers, to meet their
specific needs and build on their general management skills.

Could you be an NVQ Assessor?

Would you like to help staff and
volunteers at your museum or
heritage site learn and develop
through NVQ qualifications?

If so please contact the number
below.

We also offer NVQ qualifications in
Archaeology, Business & Administration,
Management, Customer Service and
Retail Operations.

For further details contact

Sharon Gerrard,

Regional NVQ Development Officer,
Lincolnshire Archives,

St Rumbold Street, Lincoln LN2 5AB
Tel: 01522 526905 Fax: 01522 522913
Email: sharon.gerrard@lincolnshire.gov.uk
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For more information, contact:
Email: workforcedevelopment@lincolnshire.gov.uk

Tel: 01522 526905
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