
Hosts Groups for Transforming Archives: Bridging The Digital Gap: expressions of interest for 2018 
cohort 
 
The National Archives and partners are seeking expressions of interest for archive services to come 
together to form two host groups to host four 15-month traineeships which will run October 2018-
December 2019. There will be eight traineeships in total across the two host groups. The 
traineeships will focus on developing a range of digital archives skills, as detailed in Appendix A, 
following a personal training plan which engages them in the work of their host archive service. At 
the end of their traineeships, their learning will be recognised via an assessed Foundation-level 
portfolio under the ARA Continuing Professional Development programme.  
 
Two further expressions of interest will be issued for cohorts beginning October 2019 and October 
2020.  
 
Host Group boundaries: 

• Applicant host groups should identify host archive services which have the capacity to host 4 
traineeships October 2018-December 2019 and which are within reasonable travelling 
distance from one another: trainees will meet multiple times during a traineeship and 
should be able to visit other services and converge on training venues without excessive 
time/difficulty of travel 

• Groups may be regionally based or otherwise based on a reasonably contiguous area 
• Groups should demonstrate why this is a meaningful grouping of host services, due to 

existing or developing links around archives practice, such as for shared training or 
collaborative projects 

• Bridging the Digital Gap is a programme for traineeships located primarily in England. A Host 
Group may include an archive service from Northern Ireland, Scotland or Wales where this 
relationship adds value to the traineeship experience  

Lead host archive: 
• The Group should clearly identify a lead archive. For the 2018 Groups, this should be an 

archive service which has previously hosted Transforming Archives trainees and is prepared 
to share experience of successful hosting in an initial training day for supervisors 

 
Each host archive within the Host Group must: 

• Identify one or more distinct projects/pieces of work to which their hosted trainee will 
contribute 

• Have the capacity to give the trainee practical experience across the range of traineeship 
skills outlined in Appendix A (it is anticipated that traineeships will vary in their major focus 
depending on Group and host priorities)  

• Be able to develop an individual training plan for their trainee between June and August 
2017, taking into account the timetable for training modules and the outline of their content  

• Commit to providing a supervisor for the trainee, who will act as a line manager and first 
point of contact for day to day work 

• Sign a host agreement committing to participation in the programme as agreed (see 
Appendix B) 

 
The Host Group must collectively: 

• Provide venues for 4 training sessions for the trainees and any supervisors attending, with 
space for approximately 8 people plus trainers 



• Commit to delivering 2 training days on digital archives subjects over the course of a 
traineeship, showcasing their activity to the Group trainees. These may be open to wider 
local/regional audiences if appropriate 

• Identify a member of staff from the lead host who will act as a project board member for the 
duration of the traineeships and represent the Group 

• Commit to providing mentoring for trainees through a formal mechanism which takes 
account of local capacities (examples might include a mentor at each host service separate 
to the supervisor, or a shared Group mentor), providing a non-line manager perspective on 
activity and transition into employment 

• Identify whether the Group wishes to train its own Foundation-level assessors under ARA’s 
Continuing Professional Development framework [link will be added when this is live later 
2016] as part of the traineeship or will require an external assessor  

• Provide input into the recruitment strategy to ensure a diverse group of trainees, including 
suggesting key local agencies and institutions to work with for recruitment and hosting a 
taster day at one of the Group hosts 

• Contribute to recruitment practicalities, including sifting initial applications and hosting an 
assessment and interview day for shortlisted applicants 

• Identify additional funding to cover travel costs if a host archive service located outside 
England is not within a reasonable travelling distance from other host archives 

 
Criteria for selecting Host Groups: 

• Capacity to deliver 4 practical traineeships over the period identified, offering experience of 
the full range of traineeship skills (35%) 

• Identified individual host and collaborative Group activities to which the trainees can 
contribute (30%) 

• Identified supervisors for each trainee and a Group mentoring approach (10%) 
• Contribution of supporting resource to the project (Board member, training venues, regional 

training, recruitment process) (10%) 
• Evidence of commitment to share learning from the project (10%) 
• Reasonable accessibility of the four hosts to one another (5%) 

 
Expressions of interest: 
Should be received by noon on Wednesday 31 May via email to asd@nationalarchives.gsi.gov.uk 
with the subject line Bridging the Digital Gap – Host Group Expression of Interest. 
 
They should contain a short overview of the Host Group approach, identify the lead host, and 
provide no more than 2 A4 sides of supporting information outlining each individual traineeship, 
with signed confirmation from all host services in the group that they commit to the Group approach 
and to their individual traineeship. 
  

mailto:asd@nationalarchives.gsi.gov.uk


Appendix A: outline of traineeship modules and skills 
 
The training modules will be fully developed during 2017 but will cover, at a minimum, the following 
areas:  
 
Module 1: Introduction to the Archives Sector and Archives Management Principles  
This module should cover:  

• Understanding the principles of archives management: analogue and digital 
• Understanding the structure of the archives sector 

 
After completing this module, trainees should be able to reach at least level 1 in the following 
competencies, with a particular focus on digital records. Please specify in your response which level 
you anticipate aiming to reach for each competency: 

• A2 Developing and using policies and procedures 
• A8 Contributing to/understanding internal/external professional environments 
• B6 Archival collections management  

 
Module 2: DIGITAL ACQUISITION  
This module should cover:  

• Working with external and internal depositors to accession records in formats that can be 
accessed and preserved  

• Selecting digital records 
 
After completing this module, trainees should be able to reach level 2 in the following competencies, 
with a particular focus on digital records: 

• B7 Acquiring and accessioning archival records in all formats 
• B8 Appraising and selecting archival records in all formats 

 
Module 3: DIGITAL PRESERVATION  
This module should cover:  

• Assessing institutional readiness for digital preservation 
• Ensuring the longevity and integrity of digital materials 
• Identifying risks to preservation, whether systemic, media/format-based or file-level 
• Understanding metadata for preservation 

 
After completing this module, trainees should be able to reach level 2 in the following competencies, 
with a particular focus on digital records: 

• B11 Preservation management: assessing needs 
• B14 Digital curation: preserving born-digital (and digitised) records and archives 

 
Module 4: DIGITAL ACCESS  
This module should cover:  

• Understanding metadata for access 
• Providing access securely and within legal frameworks 

 
After completing this module, trainees should be able to reach level 1 or level 2 in the following 
competencies, with a particular focus on digital records. Please specify which: 

• B9 Arranging and describing archives 
• B10 Providing access to and retrieving archives 
• C5 Providing intellectual access to the content of records and archives 

 



Module 5: DIGITAL ENGAGEMENT 
This module should cover:  

• Developing tools and activities to ensure widespread access to digital materials 
• Using digital methodologies to reach broad audiences to engage with archives, including 

analogue collections highlighted through digital means 
 
After completing this module, trainees should be able to reach level 1 or level 2 in the following 
competencies, with a particular focus on digital records and methods: 

• C2 Planning and delivering activities to meet the needs and wants of internal and external 
users/stakeholders 

• C7 Developing and sustaining local/virtual user and community networks 
• C9 Undertaking marketing, advocacy and outreach activities to reach new communities, 

inform employers and other stakeholders 
 
 
 
 
  



Appendix B: Host Agreement 
 
Bridging the Digital Archive Gap Host Responsibilities 
 
To their trainee: 
 
Trainees will undertake a 15 month placement, working 32 hours per week. They will otherwise 
follow the terms and conditions of employment at their host services. During this time they will: 

• Have a named supervisor from the host service to act as line manager and to oversee their 
training experience. If the supervisor leaves the service, a replacement will be ensured in 
good time. Supervisors will attend introductory training. 

• Be supported in the event of any issues arising with the traineeship through liaison with the 
supervisor and Project Manager 

• Have a mentor, within or outside the host archive service, to help guide their future career 
and ensure they get the most from a traineeship 

• Have a full induction to working at the host archive service including health and safety 
procedures 

• Be supported to complete the programme’s formal training and to achieve the ARA 
Foundation Level certification, including by in-service assessment or a clear notification that 
an external assessor will be required. 

• Receive an individual training plan at the start of their programme, approved by the ARA 
Project Board representative, and have this regularly developed and reviewed in response to 
opportunities and challenges encountered during their traineeship. 

 
To the wider project: 
 
Hosts are a critical bridge between individual trainees and the project’s management and success. 
They will therefore: 
 

• Deliver the collaborative elements of the project as outlined in their Host Group application 
• In collaboration with the other hosts in their Host Group, promote the value of the project 

and its outputs, particularly the experience of working with trainees from diverse 
backgrounds, recruited for their digital confidence 

• In collaboration with the other hosts in their Host Group ensure that practical matters such 
as spaces for training and a regional/local training offer in support of the programme are 
provided 

• Allow supervisors the time and opportunity to attend modular training where appropriate 
(and costs for travel) 

• Share their experiences and lessons learnt with new hosts during cohort cross-over period 
(months 13-15) 

• Ensure that their own feedback on the programme reaches the Project Board, either 
through direct liaison with the Project Manager or through the Group’s nominated Project 
Board member 

 
 
On behalf of the host archive service:______________________________________ I agree to  
 
provide the traineeship as outlined.  
 
 
Signed:______________________________   Name (please print) _______________________ 



 
Job title:___________________________________________________________ 


