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APPENDIX A 

Guide to digital archive training for host organisations 
 
Overview 
You’ll have one or more trainees with you for 15 months and they will be gaining work 
experience while also following the training schedule devised by your organisation. In 
parallel to this there is centralised training for all trainees. This guide gives you the main 
outline of this training and the activities that they are asked to do. 

Structure 
The centralised training is divided into five modules which last for 8 -10 weeks. Each 
module starts with a face-to-face workshop. Here the trainees will meet together and share 
experiences as well as be introduced to the module as a whole. This is intended to be a 
confidential environment for them and so they shouldn’t be accompanied. It’s important 
that these workshops are attended as this will be another form of support for them.  

The rest of the module is delivered online. There are activities, things to look at and 
explanation of content. They should be encouraged to read around the subject area and 
look at new sites, not just the ones indicated, particularly as things change so quickly.  

The activities suggested are intended to get them thinking and putting things into practice. 
There is no need for them to slavishly carry out every activity if they aren’t getting value 
from it. The main thing is that they get to grips with the key concepts being discussed. 

The modules 
Module 1 is an introductory section which looks at the structure of the sector and the basics 
of digital archive management. Module 2 looks at digital acquisition and how things are 
acquired by the archive. Module 3 is about digital preservation and looks at the main ways 
that things are preserved. Module 4 is about access and picks up on digitisation while 
Module 5 looks further at engagement. 

They are designed to be covered flexibly and can be dipped in and out of. Some trainees 
might prefer to use a chunk of time each month to run at things while others might prefer 
to do a bit every day. To help them manage their time, we’ve indicated content in weekly 
chunks of around 3-4 hours. If they do get behind, there is a sheet at the end of every 
module containing key concepts which they can read and then come back later to pick up 
on the detail. 

Competencies 
We flag up ARA competencies as something to work on and include those which are being 
suggested as an appendix to this guide. To gain professional recognition they need six 
competencies of which three must be at level 2. They can choose which ones to focus on 
individually.  

The portfolio that they must submit to ARA needs to have an evidence sheet for each of the 
six, a mentor reference and a CV. This will come later but we’re keen that they start 
thinking about this from the beginning. 
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Module 1 – introduction 
 

Indicative 
week 

Content covered 

Week 1 No online content, week 1 is settling in to the organisation 
Week 2 Attend workshop at The National Archives. 

 Settling in 
 Getting to know each other 
 What they already know about their host organisation 
 Acronyms 
 Self-directed learning  
 Guest speaker 
 Learning styles and associated experiential activity 
 Drivers of behaviour 
 Being a trainee 

Week 3  Think about why we would want to archive things 
 Introduction to the sector and its size with websites to look at 
 Artefacts now are digital and so we need to focus on digital 

preservation as well as analogue 
 Outline of the training as a whole 
 Stakeholder map – identify people such as supervisor, mentor and 

think about their expectations. Talk through the map 
Week 4   Outline of the modules 

 Planning when to work on the modules and thinking about their 
personal expectations and aspirations 

 The modules won’t cover software as things are moving so fast it 
would be out of date before the trainees start 

 The modules also won’t cover skills that are better taught elsewhere 
– example is spreadsheets and so if they’re not up to speed with 
these then they should identify where they will get those skills 

 Introduction to ARA competencies 
 Principles of time management 
 Definition of an archive 
 Think about something that interests them and see what they can 

find out, visit if possible 
Week 5  Look at weekend broadsheets for articles which refer to historical 

evidence 
 Reference to PAS 197 
 Reference to legal issues – data protection, freedom of information, 

intellectual property 
 Why digital preservation is important 
 Things that haven’t gone well, BBC Domesday Book project, NASA 

Viking project 
 Getting to grips with the host organisation – mission, what is 

important to preserve, what kinds of digital materials are considered. 
Write a brief report 

Week 6  Outline of archive management – create, acquire, select, store, 
catalogue, preserve, access 

 Key archive principles: provenance, original order, authenticity 
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 Choose a non-digital object in host organisation and work through 
the steps above answering a series of questions about the object and 
create a diagram 

 Then consider what’s the same about digital and where additional 
challenges exist 

 Introduction to DCC and their lifecycle model 
 Reference to OAIS 

Week 7  What we mean by metadata 
 Look at cataloguing in host organisation and compare and contrast 

what happens with analogue with digital  
 The role of an archivist, look at generally and then talk to archivists 

in host organisation 
 The role of a digital archives assistant 
 Introduction to DPC 

Week 8  Look at business plans of host organisation and the direction it’s 
moving in 

 Stakeholders could include depositors, staff, users, volunteers, 
funders. Choose a group and talk with 3 people in that group. 

 Find out about users in the host organisation and their expectations 
then create a brief report 

Week 9  Opportunities associated with digital records 
 Threats to digital records 
 Identify an object in the host organisation that is inspiring and be 

ready to describe it at the next workshop 
 Get into social media  

 

Module 2 – acquisition 
 

Indicative 
week 

Content covered 

Week 0 Workshop 
 Warm up activity 
 Reviewing module one 
 Looking at what module two will bring 
 Bring an object (copy, not original) from host organisation and talk 

about why they chose it 
 Teamwork activity 
 Emotional intelligence overview 
 Reflecting on personal EI and ho wit can be developed 

Week 1  Simple outline of acquisition 
 Core purpose of an archive to help guide what’s appropriate 
 Core purpose of host organisation 
 Identify things that aren’t in the collection which would be of great 

interest to the host organisation (don’t need to actually really exist) 
Week 2  Limitations to what organisations can accept 

 Look at limitations in the context of host organisation 
 What we mean by appraisal 
 Where materials come from 
 Different storage media – talk to people in their 40s, 50s, 60s, 70s 

about storage types and share list with trainees 



Bridging the Digital Gap – Call for consortium applications from host archives (Cohort 2 - Oct 19-Dec 20) 

4 | P a g e  
 

Week 3  Identifying obsolete storage media 
 Look at sites (Lost Formats Preservation Society, DPC chamber of 

horrors, Museum of Obsolete Media) and consider why things 
became obsolete and what took over from them 

 It’s not just old things, apps and so on are under threat 
 Reading from obsolete media 

Week 4  Planned activity to acquire content 
 Potential depositors and what we might ask them 
 Talk with someone in host organisation about their experience of 

working with depositors and write a brief report 
 Selection and compare approach for analogue with digital 
 Find out about the collection policy with the host organisation 
 Consider of there are areas which would benefit from further 

clarification 
Week 5  Legal issues associated with acquisition: IPR, Content liability, 

Personal data and privacy laws, FOI 
 Depositor agreements 
 Find out about depositor agreements in host organisation 
 Preparing for data transfer 

Week 6  Standards for digital objects and documentation needed 
 Create a simple user guide of FAQ for potential depositors and get 

feedback on accuracy and usefulness 
 Transferring data 
 Accessioning and preparing for ingest 
 Checking folders and files 
 Quarantine and preparing the SIP 

Week 7  Introduction to DROID and PRONOM 
 Metadata 
 Dublin Core Metadata Element Set and using it to create a set of 

descriptive metadata 
 PREMIS and METS 

Week 8  Quiz around technical terminology (accessioning, quarantine, 
metadata, SIP, METS) 

 Ingest 
 Meet with another trainee and create a poster of the process as a 

whole 
 Self-assessment 

 

Module 3 – digital preservation 
 

Indicative 
week 

Content covered 

Week 0 Workshop 
 Warm up activity 
 Review module 2 
 Looking forward to module 3 
 Guest speaker 
 Behaviours that support success 
 Resilience 
 Flexibility  
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Week 1  Look online at a range of archives 
 Define digital preservation and differentiate from digitisation 
 Personal archiving 

Week 2  Apply concepts of personal archiving to host organisation (identify 
what we want to save, organising content, saving copies in different 
places) 

 Selection and ongoing review of what’s in the archive 
 Reasons to preserve digital objects 
 Authenticity and keeping the bitstream safe 

Week 3  Theoretical concepts – three legged stool 
 Applying this to host organisation: policy, technology, resources 

Week 4  Strategies: the computer museum, migration, emulation 
 Pros and cons of the ‘computer museum’ 
 Migration and challenges posed 
 Emulation 
 Find out about techniques used in host organisation and write a brief 

report 
Week 5  Legal and regulatory issues associated with digital preservation 

 NDSA levels and apply to host organisation 
 Risks to analogue materials and risks to digital materials 
 Keeping copies in different places 

Week 6  Fixity 
 Checksums and using a tool to generate a checksum 
 The digital asset register and finding if there is one in host 

organisation – if there is critique it and if not think about steps 
needed to create one 

 DRAMBORA, ISO 16363 
 Data Seal of Approval 

Week 7  Think about what needs to be considered in a new digital 
preservation initiative 

 What a business case includes and looking for examples 
 Write a short business case 

Week 8  Storage options and NDSA levels 
 The cloud 
 Parsimonious preservation 
 Self-assessment quiz 
 Formal personal review and feedback from mentor 

Module 4 – access 
 

Indicative 
week 

Content covered 

Week 0 Workshop 
 Warm up activity 
 Review module three 
 Looking forward to module four 
 Business cases and voting whether examples should be accepted or 

not 
 Guest speaker 
 Behaviours that support success – communication 
 Customer service 
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Week 1  The importance of access 
 Access in different places – the National Holocaust Centre and 

Museum 
 Look at three different organisations and what they do to promote 

access, compiling a brief report about what’s done and how it could 
be improved further  

 What users might want 
 Considering, with views of colleagues, what users might want from 

the host organisation 
Week 2  Getting information from users: questionnaire, interview, workshop, 

monitoring, other 
 Plan a small-scale project to find out more from host organisations 

user population 
 Pull together a business case to carry out the project and get 

feedback 
Week 3  Why materials might be digitised and looking at papers, sound, 

pictures and film 
 Find out what has been digitised in host organisation and any future 

plans and compare with another trainee 
 Deciding what to digitise: JISC media decision tree, digital NZ 

scorecard 
Week 4  Digitising materials and find out about equipment used in host 

organisation 
 Experience using the equipment and becoming competent 
 Technical considerations and what we choose to give to the user 
 Cataloguing and looking at a variety of catalogues 
 Critiquing the catalogue in the host organisation 

Week 5  ISAD (G) and revisiting PREMIS 
 Look at how metadata is captured, stored and given to users in host 

organisation and critically appraise 
 Challenges associated with providing access including legal issues 

and restrictions 
 Creative Commons Licences 
 Policies and procedures applying to users in host organisation and 

where levels of access differ and why 
Week 6  Specific challenges with providing access to born-digital and 

practical workarounds such as read-only 
 Brief introduction to web archiving and looking at the Internet 

Archive 
 The welcome pack and critiquing information that is given to users 

at host organisation 
 Create a set of instructions for users to search and access objects in 

host organisations digital archive 
Week 7  Expectations of users and looking at Paddington visiting the 

Geographer’s Guild 
 Talk with colleagues about unusual user requests 
 Customer service skills 
 Self-assessment around developing customer service skills further 

and demonstrating this to a potential employer 
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 Examine the host organisation from a variety of visitor perspectives 
and write a brief report around where things are done well and what 
might be improved 

Week 8  Look at ARA competencies and review – discard ones that aren’t 
interesting 

 Consider how many can be demonstrated at level 1 and level 2 
 Work on portfolio ready for submission to ARA 

 

Module 5 – engagement 
 

Indicative 
week 

Content covered 

Week 0 Workshop 
 Warm up activity 
 Review of module four 
 ‘chat cards’ 
 Guest speaker 
 Preparing a presentation 
 Meeting with new cohort of trainees 
 Exploring The National Archives 

Week 1  Examples of engagement in host organisation 
 Getting a CV together 
 Look back through learning journal and consider what kind of job is 

of most interest 
 Getting ready for ARA submission 

Week 2  Benefits of engagement 
 Talk with colleagues about engagement 
 Critically evaluate types of people and communities that might be 

attracted by different engagement plans 
 How different organisations are going about engaging more broadly 

Week 3  Interpretive planning 
 Examples of interpretive planning in host organisation 
 Look at an engagement plan and identify what’s been achieved 
 What can be done to engage more broadly? 
 Look at strategy and engagement plans of host organisation and 

analyse who is being targeted and where others might be reached. 
Write a brief report 

Week 4  Social media and fake news 
 Evaluating an engagement initiative 
 What volunteers do and finding out about volunteers in host 

organisation 
 Opening up work more widely and associated benefits 

Week 5  Collaboration, crowdsourcing and Wikimedians 
 Benefits of different approaches 
 Difficulties associated with broad public engagement 

Week 6  Possible ways to open up the work done with volunteers in the host 
organisation 

 Identify one specific project which could be carried out and write a 
short business case 

Week 7  Submitting to ARA 
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 Identifying legacy to leave with host organisation 
Week 8  Self-assessment against learning objectives 

 Compiling concise summary of understanding to share with 
prospective employers 

Week 9 Workshop 
 Overview 
 What’s great about you? 
 What are employers looking for? 
 Getting the marketing right – personal brand, CV, covering letter, 

online applications, etc 
 Preparing for interview 
 Interview practice 

 

Learning objectives 
These are deliberately not made explicit to trainees until the end of the programme as, 
because of the nature of the role, looked far too daunting and scary when tested. However, 
they will have been covered over the full year and should make sense to them now. 

Module 1 – Introduction to the Archive Sector and Archive Management Principles 

You should be able to: 

 Explain what an archive is and why it’s important. 
 Distinguish between records management and archives. 
 Distinguish between books and published materials and records and archives 
 Describe different types of archives and their context. 
 Describe the similarities and differences in challenges posed by analogue and digital 

archives. 
 Describe the role of archivist across a range of organisations. 
 Describe the broader archive sector and of relevant bodies within it. 
 Describe in general terms the principles of archives management. 
 Itemise relevant legislation and regulation regarding archives, in particular FOI and 

Data Protection. 
 Describe the structure, key stakeholders, and strategic plans relating to your host 

organisation.  
 

Module 2 – Digital Acquisition 

You should be able to: 

 Understand and articulate what needs to be preserved and why within your host 
organisation, with reference to the collection policy.  

 Understand where new acquisitions come from to the host organisation. 
 Have an awareness of the technological capability of your host organisation and 

limitations that may be posed.  
 Be able to articulate the selection process in your host organisation. 
 Compare and contrast the approach to selection with other organisations’. 
 Understand digital deposit agreements and licences, what they include and why. 
 Have an appreciation of your responsibility regarding rights, ownership, permissions, 

copyright and other relevant legislative and regulatory considerations. 
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 Understand how to work with external and internal depositors to accession records 
in appropriate formats. 

 Be able to identify and carry out suitable pre-ingest tests e.g. virus checking. 
 Be able to demonstrate practical approaches to data transfer including file naming 

conventions, retention schedules, accessioning. 
 Know about and be able to use a range of tools including characterisation tools (e.g. 

DROID, PRONOM). 
 Understand the basic concepts underpinning Emotional Intelligence and raise 

awareness of your own levels of EI (particularly around Teamwork, Collaboration and 
Self-Awareness). 
 

Module 3 – Digital Preservation 

You should be able to: 

 Articulate what is meant by digital preservation and what is not. 
 Describe similarities and differences between archiving items that are born 

digital to those that are analogue.  
 Describe what is meant by authenticity in a digital context. 
 Describe the digital preservation workflow within your host organisation. 
 Describe the content of digital preservation policies and procedures and identify 

those of your host organisation. 
 Itemise risk factors and of processes to mitigate these risks. 
 Describe the key preservation methods and their limitations, including migration 

and emulation. 
 Describe what is meant by digital archive storage and options available. 
 Describe what metadata is and how it is used in the digital preservation context 

and ways to capture it. 
 Describe fixity information and how it is verified (such as checksums for files). 
 Discuss new solutions for recording and managing new digital information. 
 Increase your personal resilience and flexibility in your approach to work.  
 

Module 4 – Digital Access 

You should be able to: 

 Describe digital access and the challenges that need to be overcome.  
 Explain how creating digital content (description, digitised images) enables analogue 

collections to be found and used differently 
 Apply basic principles of digitisation in your host organisation.  
 Itemise key digitisation models and standards. 
 Describe how decisions about format for digitisation affect use 
 Describe how metadata supports access and how to create meaningful descriptions, 

titles and levels of cataloguing under appropriate guidance. 
 Describe policies and systems regarding data access in your host organisation 

including levels of access, take-downs and how access differs between different 
materials. 

 Describe the differences in providing access to born-digital and digitised materials. 
 Respond to and log queries and enquiries while knowing when to escalate and who 

to. 
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 Provide access as appropriate and within legal/policy frameworks including FOI, IPR, 
copyright, closure periods, privacy. 

 Respond appropriately and sensitively to the different requirements of different 
customers.  

 Demonstrate proficiency in technical skills (handle, transforming data protecting 
through read-only quality control, provision of access copies). 
 

Module 5 – Digital Engagement 

You should be able to 

 Identify the ways in which engagement benefits both the organisation and the 
audience. 

 Describe your host organisation’s approach to engagement. 
 Characterise the potential audience that your host organisation might engage 

with. 
 Describe your host organisation’s brand and engagement aims, liaising with 

marketing/communications professionals if available. 
 Articulate what your host organisation can provide in a way that is appropriate 

and meaningful to the audience addressed. 
 Describe the key stages of an engagement plan/project including timescales, risk, 

promotion and evaluation.  
 Explain how volunteers can support archives outreach. 
 Understand how you might evaluate an engagement activity. 
 Identify opportunities to proactively promote engagement within your host 

organisation. 

 

ARA competencies 
We have introduced competencies in every module for them to consider. They need to 
demonstrate six competencies and at least three of these must be at level 2. They are free 
to consider which are of most interest to them and choose accordingly. 

A2 - Developing and using policies and procedures  

Level 1. Understands and applies own workplace procedures appropriately  

Level 2. Discusses the context and content of immediate workplace policies and applies 
them appropriately; can advise on correct procedures 

A4 - 4. Working with people  

Level 1. Identifies and can describe roles and responsibilities of those in immediate working 
environment; contributes actively and inclusively to team working  

Level 2. Operates effectively as team member; uses team dynamics to foster good team 
working and inclusivity; interacts well with volunteers and internal/external groups sharing 
expertise with others; acquiring training where required  

 

A6 - Managing risk and business continuity   
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Level 1. Understands and can describe the nature of potential risks in own work area and 
how to avoid these  

Level 2. Demonstrates knowledge of relevant risk processes and complies with workplace 
risk policies and processes 

A8 - Contributing to/ understanding internal/external professional environments  

Level 1. Has basic knowledge of the nature of records/archives, the range of UK 
archives/records/information management/conservation (or museum/library) services  

Level 2. Displays broad general knowledge of key functions/characteristics of 
archives/records/conservation (and/or museum/library items/objects); chief legislative and 
regulatory standards/requirements for at least one sector; contents of core 
collections/resources in own workplace and their use; member of professional society 

A9 - Developing self and others (work force development) 

Level 1. Describes own strengths/weaknesses in generic (e.g. communication, time 
management) and professional skills and knowledge and has plans to develop these, with 
guidance; seeks alignment with appropriate benchmarks to assess level of knowledge, 
experience and skills; shares knowledge with others  

Level 2. Organises own work effectively and supports others in theirs; identifies own 
learning needs and in consultation plans and follows own professional portfolio and 
development timetable; participates in development opportunities, contributing openly and 
competently to workforce agenda and staff/volunteer development 

B2 - Capturing and maintaining paper and digital records  

Level 1. Knows what records should be created and maintained to support own work 
processes and can do so competently when following guidelines  

Level 2. Discusses the principles of record keeping including the justification for creating 
authentic and reliable records for evidence/accountability/business processes of the 
service/project and its delivery of effective services; can apply these, and assist others, in 
relation to records in own area of responsibility; applies professional standards and best 
practice 

B5 - Providing intellectual and physical access to, and retrieving records  

Level 1. Describes retrieval and access processes within own workplace; applies processes 
appropriately, following the rules for allowing/disallowing access  

Level 2. Locates, retrieves, presents and interprets records for those with permission to 
access them in a timely manner, following access guidelines relating to privacy, security, 
freedom of information, personal, commercial or other sensitivity 

B6 - Archival collections management 

Level 1. Describes the functions involved in the management of collections within own 
service (including e.g. accessioning; acquiring; appraising; cataloguing; storing and locating; 
providing access; preserving and conserving) and undertakes basic processes in related 
activities in own workplace  

Level 2. Operates systems that support collections management functions effectively; can 
discuss the effects of the differences and similarities between archival and other cultural 
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collections (e.g. libraries, museums) on practice; applies processes relevant to specific work 
area/project competently 

B7 - Acquiring and accessioning archival records in all formats  

Level 1. Describes the archives acquisition remit and collection policy within own service 
and inputs accession and other acquisition data with guidance  

Level 2. Discusses context of the acquisition of archival collections across UK collecting 
institutions (national, local, business, museum, etc.); applies basic acquisition/collection 
policies/processes in own service/project including those relating to donors/depositors and 
range of media and formats in which collections are acquired  

B9 - Arranging and describing archives  

Level 1. Explains why it is necessary to apply office/project policies and procedures when 
arranging and describing archives; can arrange and describe basic series under supervision 
using simple catalogue entries and access or indexing terms  

Level 2. Arranges and describes archival collections of medium complexity using accepted 
classification and arrangement schemes, local guidelines and other standards, completing 
required cataloguing/description processes consistently and accurately using technology as 
required  

B10 - Providing (intellectual and physical) access to and retrieving archives  

1. Demonstrates understanding of how archives are retrieved and accessed within own 
workplace/project using physical and digital processes, the nature of the user base and the 
basis of rules for access to the collections and can apply these; helps users to use finding 
aids  

2. Retrieves, presents and interprets archives in a timely manner, following access guidelines 
relating to privacy, security, freedom of information, personal, commercial and other 
sensitivity 

B11 - Preservation management: assessing needs  

Level 1. Describes and applies processes for ensuring preservation of the information 
resources/archives/records in workplace (locking storage areas; saving/ filing records)  

Level 2. Discusses/applies best practice in the preservation of records/archives in own 
service/project; administers/completes surveys of preservation needs with guidance 

B12 - Undertaking and managing processes relating to buildings, environments, security, 
storage, packaging, handling and use (all media)  

Level 1. Describes and applies rules and processes regarding the safety, security, 
environmental monitoring, handling and use of records and archives in own workplace  

Level 2. Discusses/applies service/project-specific processes for the safety, security, 
environmental control, handling and use of records/archives; assists/supports others 

 

 

B14 - Digital curation: preserving born-digital and digitised records and archives  
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Level 1. Describes and applies processes relating to safe preservation of born-digital and/or 
digitised records and/or archives as appropriate to own workplace, appreciating the 
differences where these apply; those in technical roles (e.g. scanning) undertake simple 
processes for operating equipment and any products  

Level 2. Discusses and applies principles and processes (including technical) of digital 
curation and preservation in relation either to born-digital documents created within the 
service or to records/archives that have been digitised (e.g. as part of a digitisation project), 
and the systems that support them, addition of metadata etc. 

C1 - Identifying and developing policies for supporting internal and external 
users/stakeholders including individuals and community groups  

Level 1. Identifies, understands and can describe the nature and role of user, individuals and 
groups, including volunteers, encountered in daily work activities  

Level 2. Supports internal/external user and stakeholder groups impacted by and impacting 
on the workplace/service in line with policies and procedures 

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

Level 1. Undertakes satisfactorily, under supervision, activities involving relevant service 
users, including volunteers  

Level 2. Assists in delivering activities in partnership with key users and stakeholders 
(onsite/on-line) responding appropriately to specific requirements; welcomes 
new/unfamiliar users  

C5 - Providing (intellectual) access to the content of records and archives (web, finding aids, 
digitisation projects etc.)  

Level 1. Responds appropriately under supervision to requests from service users for basic 
information  

Level 2. Facilitates users’ use of finding aids in relation to specific information requests; 
assists in projects that disseminate content more widely (e.g. digitisation projects)  

C6 - Learning and development: providing opportunities for users and stakeholders  

Level 1. Describes the provision that the service/project makes in supporting and developing 
users to optimise their use of it (e.g. training, open days, community forums)  

Level 2. Assists appropriately in delivering guidance and support to users of the service in an 
open, friendly and consultative manner 

C7 - Developing and sustaining local/virtual user and community networks   

Level 1. Understands and can explain the value of maintaining good relationships with users 
and communities, including volunteers, in relation to own work environment  

Level 2. Interacts effectively and maintains good relationships with existing users and 
community groups, suggests ideas for new user activities and groups 

 

 

C8 - Encouraging user and community engagement with service evaluation  
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Level 1. Describes the advantages that are derived from consulting the service’s user base as 
part of the process of improving it  

Level 2. Assists in the processes that are in place for engaging with users and proactively 
encourages their feedback and evaluation of the service 

C9 - Undertaking marketing, advocacy and outreach activities to reach new communities, 
inform employers and other stakeholders  

Level 1. Works alongside colleagues undertaking outreach activities and contributes to these 
under supervision  

Level 2. Discusses workplace advocacy and outreach aims and objectives and undertakes 
some outreach activities (assisting preparation of exhibitions; guidance leaflets) 
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