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Researching Historic Designed Landscapes for Local Listing  

Historic Landscape Project – Southeast

NOTES AND GUIDANCE FOR CGT TRAINERS

With:

Appendix 1 – Example flyer
Appendix 2 – Example risk assessment form

Appendix 3 – Blank risk assessment form
Appendix 4 – Example joining instructions
Appendix 5 – Feedback form
1.  INTRODUCTION
Congratulations on undertaking delivery of this important training course!  These notes are designed to assist you in setting up and delivering this training day, specifically aimed at CGT volunteers, to develop their skills in approaching research of designed landscapes in order to write them up for local listing and other conservation purposes. The course concentrates on two major aspects of creating a description of an historic designed landscape: 

· Linking archival materials and site survey 

· Format of, and approach to, writing up the site description

These notes are intended to give you as much support as possible so that you feel fully prepared on the day and can concentrate on delivery of the materials and enjoy working with your CGT volunteers.  Some of this guidance might seem ever so obvious and simple, but it is amazing how easy it is to overlook fundamental issues when trying to organise events.  The more focused preparation you carry out, the more likely it is that the day will run smoothly, volunteers will enjoy the day and indeed get a lot out of it.  They are of course volunteers and their time is given to CGTs on this basis – we have a responsibility to use it wisely!

2.  COURSE MATERIALS PACKAGE

This course has been put together to be ‘off the shelf’.  There are three Powerpoint presentations to be delivered:

Presentation 1: 
Introduction / The Rationale Behind Local Listing

Presentation 2: 
Introduction to Using the English Heritage Format for Site Descriptions

Presentation 3: 
Site Research and Recording – A Brief Introduction

The presentation slides are accompanied by notes for the trainer.  The content of the slide is designed to be verbally added to, and talked through, by the trainer.  Do not feel that you have to read every line on every slide.  Some will speak for themselves if you pause and let people read them; others you can highlight particular aspects.  Some slide content indicates that content should be added by the trainer to be ‘site specific’.  Notes for the trainer that are explanatory to help in delivery are shown in square brackets [xxxx].  The ‘script’ for each slide is below the slide when in ‘normal’ view ie before the slideshow is played.  In order to have the speaker’s notes in front of you when you deliver the training you will need to print them out: 

PRINT (PRINT WHAT: choose NOTES from the drop-down list of options(PRINT.

This will produce each slide on a page with notes underneath.  You can, of course, alter the presentation notes on screen or annotate them in any way that you think will suit your CGT group better.

The slides have ‘transitions’ put on them ie they have been formatted as to how much text appears on each click of the mouse, press of the ( key on the computer keyboard, or, better still, press of the ‘forward’ button on a remote control type presenter tool that can be plugged into your computer USB point (eg made by Kensington, Targus etc).  

Reference is made to the handouts in the notes against the slides so that volunteers can follow the related content and make notes as they wish.  The handouts are written in such a way that volunteers need not make notes as a matter of course.

There are six accompanying handouts for volunteers:

Handout 1:  
Local Lists: Parks and Gardens of Importance in Local Districts or Boroughs

Handout 2:  
Site Descriptions of Parks and Gardens: A guide to writing site descriptions in the

English Heritage format, suitable for use for local listing

Handout 3:  
Notes to help in defining the boundary of a site’s designed historic interest

Handout 4:  
Site Survey and Site Recording

Handout 5:  
Site Survey Checklist

Handout 6:  
Further References and Reading

Whilst these are available via the AGT website, Historic Landscape Project Web Forum, they are saved as ‘Read Only’.  If you want to make alterations, you can download them and then save them to your computer with a different filename.  You might want to alter the examples used, add something you think would be helpful to your group, and indeed make sure that the links in Handout 6 work and are still relevant.  

It might seem very obvious but do read through the slides, notes and handouts and make sure you are fully familiar with their content prior to delivering this course.

3.  CHOOSING YOUR SITE

Bearing in mind that there is relatively limited time in a one-day training course, it is helpful to consider the following in selecting a suitable site:

· Accessibility – a site which can be reasonably easily reached by volunteers from across the county, either by car or public transport

· Comfort – ensuring toilet facilities are available, and there is somewhere for muddy boots etc. 

· Training room – fundamental and essential! Preferably a room with good natural light, and certainly heated in winter.  It must be possible to use a projector (onto screen or wall), with flip chart – either on the wall or easel.  It needs to be able to accommodate your group in small clusters eg 3 people should be able to sit around a table, or part of one, to examine maps, materials etc.

NB: The room location and site for survey need not be in the same place, but if, for example, the room is in a village hall and the site 3 miles away, you will need to allow at least half an hour to get everyone there and another to get everyone back.  This is not ideal for this course when there is so much to cover, but might be manageable if volunteers would agree to extended training hours, eg to 5pm 

· Refreshments – preferably there should be ready access to tea and coffee facilities, or the facility to take a kettle etc.  People concentrate better with a cup of tea!

· Lunch – it is perhaps more attractive to volunteers if lunch is provided or can be purchased on site and charged to the CGT, but some circumstances will warrant a request to bring a packed lunch

· Features – bearing in mind the limited time for site survey, the furthest point you probably want your volunteers to reach in the allotted time slot is 10-15 minutes’ walk from the training room / entry point on to the site.  This will ensure that volunteers will take in a good cross-section of the site and features (ie 10-15 minutes from house through garden, pleasure ground on to the start of parkland etc) – but are unlikely to cover the whole of it, or wander off for too long.  If possible, choose a site that is not on the English Heritage register as these sites are more likely to be the type that volunteers will be researching themselves.

· Archives – check generally that there is archival information on your chosen site.  If it is obscure, little apparently known, and archive catalogues show little or nothing, it is unlikely to be a good candidate for this course!  It will make your job extremely time-consuming and difficult.  Use archival catalogues online or your local history library to just do a preliminary check that materials do emerge, and not just title deeds (which can be extremely difficult to get copied, or indeed to interpret).

Visit your chosen site, at least once.  Do not rely on website information, phone calls and leaflets.

4.  PROMOTING THE COURSE

Ensure that your CGT advertises the course as widely as possible.   Make sure that you describe what level of experience the course is aimed at, what it is that volunteers might get out of it, and what they might then be able to do (see course aims below).  An example of the flyer AGT used in 2011 is attached at Appendix 1, although of course it need not be as elaborate!  As a minimum include:

· Name of course

· Date

· Time

· Venue location

· Cost (if any)

· Overall aim

· Name of trainer

· Level of experience needed to attend

· How to book and by when – limited places

· Contact details

For manageability and effectiveness, probably do not have more than 16 places for delegates on the course.  It helps enormously if the group of delegates are quite mixed in experience as they will learn from each other and contribute interestingly to discussions.  You might decide not to run the course if you get less than 4 delegates book.

5.  THINGS TO TAKE (including a load of things just in case…)

As you are responsible for the day and the good use of people’s time in being there, you will want to be prepared for all eventualities!  The following list is intended as a guide only:

· Presentations on memory stick and/or CD (depending on laptop – memory sticks are a safer bet)

· Set of speaker’s note pages printed off from each of the three Powerpoint presentations

· Mobile phone – essential in case of emergencies

· Risk assessment (see later)

· First aid kit – especially if there are no staff on site at the venue/no offices

· Unless provided by venue: 


· Projector

· Extension lead with 2 sockets

· Laptop

· Flip chart paper and pens (take pens anyway as they are always dried out at venues!)

· Handouts

· Feedback forms

· Site archival information (see later)

· Spare biros / pencils (inky pens will run in rain)

· Spare clipboards 

· Plastic wallets (for maps in damp weather)

· Paper 

· Folders for delegates 

· List of delegates

· Name badges

· AGT Yearbook / CGT/relevant literature and leaflets

· Sticky labels

· Blu-tak

· Masking tape – can come in handy for sticking down cables etc

· Sellotape

· Post-It notes

· Scissors

· Highlighter pens

· Paper clips

· Stapler

· Plastic carrier bags/old newspaper (to put muddy boots in to preserve venue…)

· Tree guides

· Compasses – especially useful on sites which can be disorientating, or woods

· Tape measures

6.  REFRESHMENTS

Remember to ask volunteers beforehand if they have special dietary needs – and indeed access needs.  Of course, you need to accommodate these as far as is practically possible.

7.  RISK ASSESSMENT

Whilst this might seem ‘overkill’ for a small, voluntary organisation event, it is worth spending the (relatively short) time it takes to run through eventualities and make sure you know what you might need to be thinking about on site.  For example, AGT ran this training course in Surrey on a site which had a tower on a steep hill – an outlying eyecatcher.  We had planned for the group to visit as part of their site survey but it rained heavily nearly all day and the ground was a mire.  Having walked the site previously, we knew that the hill, even with steps up it, was slippery.  We took the decision to cut that bit of the survey as it was too risky to expect volunteers to climb the hill in limited time without crampons!  It didn’t effect the day as we had planned for this and thought about how else we might discuss the tower – we could have had a slide of the view from the tower ready to show delegates.

Each site will have its own foibles.  Speak to the owner/manager if you can about any potential hazards on site, or any works that might be carried out when you are planning to be there.  

At Appendix 2 you will find an example of a completed risk assessment, and there is a blank copy at Appendix 3.  The potential risk is shown in the first column and the potential impact of that risk is shown in the next.  The impact is graded as to whether, if that risk becomes a reality, the resulting injury or effect would be High, Medium or Low.  For example, tripping over a lead and coming crashing down on to the floor or table edge along with all the equipment could potentially be quite serious.  The next column shows things you will do to mitigate that risk and the final column shows the likelihood once you have done that.  For example, sticking down the lead with gaffer tape or masking tape and positioning the device sensibly could make the risk of this occurring very low, and this revised risk is shown in the final column.

Complete the form after visiting the site and training room.  Take it with you on the day and just check at the beginning whether there are points that you need to include in your introductory announcements e.g. “The room is quite cramped so please make sure you tuck bags and coats carefully under the tables/at the side of the room to avoid tripping.”  Simple point, nothing dramatic, but can avoid a lot of distress.  

Insurers will also appreciate efforts made by organisers to assess risks in the eventuality of anything going amiss.  And everyone will enjoy the day safely.

8.  SITE ARCHIVAL INFORMATION

Fundamentally, this course guides volunteers to use archival information combined with practical site survey in order to understand the development of the site, and lead to a substantiated written report.  You need to gather a range of materials on your chosen site to demonstrate this approach.  You are, in effect, carrying out the archival research and materials-gathering part of the exercise in order that your volunteers can then use them for site interpretation.  You therefore need to understand the site development and features too – not exhaustively, but enough to guide the group through making connections and drawing out theories.

A relatively easy point to start is to talk to your local history archivist to explain what you are intending to do and therefore why you need materials.  This is very likely to provoke support for your efforts, and smooth the way.  Having got your archivist on board, just check regarding copyright of materials.  99% of the time, archivists are very happy for copies of maps, documents etc to be used for volunteer training – you are not officially publishing them for wide public use – but you should check this with them. 

Documents to gather, as a minimum, specifically of the site area:

· Old county maps, such as Andrews’ and Dury’s

· Tithe map and apportionment

· OS maps – from the OS Surveyor’s drawings to at least 1930s, if not beyond (particularly if your site has had major changes since then)

· Modern OS map (for volunteers to annotate when in the field)

· Illustrations of some sort

· Accounts of visits/guidebooks/topographical accounts

If available:

· Estate maps

· Sales particulars

· Photographs

· Engravings

· Anything else that might arise eg accounts books, diaries, paintings etc etc

As with any research in an archive, take photographs of documents if allowed and if you can’t get photocopies.  When you know how many volunteers you are likely to have attending, decide how you would like them to approach studying the maps on the day.  It will probably work best to have people in groups of 3 to one set of archival information.  There might be some items that you think would be helpful for everyone to have a copy.  

9.  JOINING INSTRUCTIONS AND MATERIALS

As time is limited on the day, you are strongly advised to send out most archival information beforehand, possibly selected handouts, plus clear joining instructions.  See Appendix 4 for a suggested basis for joining instructions.

Along with the joining instructions, also send out:

· A set of old OS maps to each delegate - this will ensure that they can begin to familiarise themselves with the site, become orientated, pick out features etc  

· You might decide to send out all the other archival information, particularly if it is quite dense – delegates may be daunted byt can choose whether to study them in depth

· Handout 1 – Local Lists: Parks and Gardens of Importance in Local Districts or Boroughs – this will ensure a general understanding of local listing and mean that the session on local listing can be kept short and include more time for questions or discussion of experiences

· Either an example of a full description of a similar site taken from the English Heritage Register (of Historic Parks and Gardens of Special Historic Interest) available online on EH’s site, under ‘National Heritage Register’

 or
An example taken from the Kent Gardens Trusts dossiers from their project to review sites on the local list (available from KGT or http://www2.tunbridgewells.gov.uk/default.aspx?page=3148).

This shows delegates what they are working towards producing, or similar if local approach is slightly different.

Feedback from CGT courses has been mixed in terms of whether delegates would have preferred to receive all the handouts prior to attending the course so they could familiarise themselves with them prior to the training day.  Others might feel daunted by this.  If you send them all out, you need to either make it clear that they need to read them all and that you will assume this, or that you will approach covering the information in the sessions as if they have not read it, risking that some will lose interest.  The decision is yours. 

10.  PROGRAMME

The timings through the day are fairly tight but you can of course make adjustments according to the needs of your group.  The critical points are start time and finish time – these should be absolutes if at all possible.  Keep an eye on the time all the way through.  Some slides will need little explanation so don’t labour over those.

Allow half an hour before the start for people to arrive, settle, have a cup of tea and meet others.

Have a list of delegate names and ask them to sign in; collect folder and badge.  Have the title slide of presentation 1 on the screen.  

10.00am   
PRESENTATION 1

Housekeeping – toilets; fire escape/alarm; any issues from the risk assessment; tea/coffee; waterproofs and muddy boots; lunch arrangements; programme (slide 2)



Whys and wherefores of this training – why the training is being run by your CGT; what your CGT hopes volunteers will work towards after the training etc. 

10.10am
Session 1: Introduction to local listing 
PRESENTATION 1 cont’d – from Slide 3

HANDOUT 1

If you have sent out Handout 1 prior to the training and asked delegates to make sure that they have read it, you will be able to move fairly swiftly through this session.  It is likely that volunteers will want to discuss local experience with local authorities.

10.40am
Session 2: Introduction to Using the English Heritage Format for Site 

        Descriptions

PRESENTATION 2

HANDOUTS 2, 3 & 6

This session is crucial to the day so make as much time for it as possible.  The presentation assumes that volunteers will need an introduction as to why this is a good format to use.  It is a different approach from that used by many researchers in that it focuses on the site as it is now and so does not allow for so much very detailed and in depth historical information.  The slides attempt to make the case for using the EH format for ease of use in conservation applications, such as in planning applications, but does not rule out the use of more in depth research for journal articles, newsletters, dissertations etc etc.

11.30am
Tea and coffee

11.45am
Session 3: Site Research and Survey – A Brief Introduction



PRESENTATION 3



HANDOUTS 4 & 6

This could, of course, be a whole training course in itself.  This session seeks to give an overview of the approach that could be taken to building up historic information on a site and relating this to features and observations from an on-site survey.  The slides are designed to give ideas of what to look for in archives and lead into how this might be translated into building up a chronology of the site.

 The slides allow for examples to be inserted specific to the site – if time allows, you can have group discussions on the examples shown (this is only likely if you have an experienced group and you don’t necessarily need to go through all the different kinds of archival material they might look for).

There are a number of approaches you can take to this section.  You can run through the slides and then ask each group to go through the materials you have put on each table to piece together a list with dates and key features.  These will be what they are looking for evidence of on site.  They are looking for the ‘who did what, when’ and key dates and changes.

In directing the group to start this exercise, use the penultimate slide presentation.  Make sure that they know they only have about half an hour or so to go through the materials, and to aim to get the headline points from the maps and documents and list these. We have found it most useful to include a chronology sheet accompanying the archive materials – a covering sheet listing all the materials in date order with a few lines of blank space below for delegates to make notes on what features/changes etc that document reveals.  This seems to save a lot of time and confusion.  For example:

	Date
	Document type
	Reference

	1872
	Map
	1st Edition OS 25” Sheet XXV.12 First Edition 1872, extract

Greenhouses south of house; kitchen garden in three sections divided by walls(?); tree clumps in parkland

	1892
	Map
	2nd Edition OS 25” Sheet XXV.11  Second Edition1892, extract

Tower shown on hill; greenhouses removed; new orchard east of stables; lake extended northwards beyond boat house

	1895
	Extract, book
	Watkins, E A Journey through Surrey London (1899)

New owner of main house: Mr Brian Thornton – “immediately sold north lodge”


However, volunteers need to be aware that later documents can give earlier information, as with the 1899 book shown above which indicates an event in 1895.

They might also want to divide up the materials, or have one in the group keeping notes as they go.  Any of these will help keep things moving along.  Suggest a starting point e.g. pick out the key features on the 1st Edition OS map (as they will all have had these maps to look at beforehand) and then, having orientated themselves and ‘got their eye in’ they can move forward or backward through the chronology.

You are strongly advised to scan in your maps and illustrations to make slides in date order so that when these are discussed or queries arise, you can put them up on the screen so that everyone can see what is being discussed.

NB: The Volunteer manual on the Parks & Gardens database gives invaluable guaidance for researchers in approaching archival documents.  Make use of it and advise delegates to use it too.  It was created specifically for this purpose.

Preparing for the field survey:  (probably) before everyone goes for lunch, explain that the site visit will take place immediately after.  Use the final slide of the presentation to help.  Volunteers will need at least Handout 5, clipboards, biros or pencils and outdoor clothing.  Remind them of any safety points from the risk assessment you have carried out.

It is best if volunteers work in pairs or their ‘table’ groups of three or four.  Either way, it is important that less experienced volunteers are paired or grouped with more experienced volunteers.  You might decide to stagger the groups as they go off, or in different directions, in order to avoid over-crowding. 

If your site is small enough, you can ask everyone to try to walk the majority of the site in the one hour.  If your site is probably too large for this you could divide it up into the various sections of the EH report and allocate a section to each group or pair(s).  For example, this could be divided up as follows:

· Location, area, boundaries, landform, setting – plus Entrances and Approaches (and the principal building if it is not already described in a Listed Building description)

· Gardens – and possibly Pleasure Grounds

· Park – and possibly Kitchen Garden

Of course, this approach doesn’t work quite so well if you are not intending to cover more than just the gardens and pleasure grounds or park in the afternoon write-up.

Volunteers should take their modern OS map and mark features they observe in the field on the map and note comments on their checklist.  They should also take at least the old OS maps, but preferably more, as it is useful to try to find, for example, the location a photograph was taken etc, but they do have limited time.  You can offer compasses for orientation, and basic tree guides for identification of obvious specimen trees.  These are optional! 

12.45

LUNCH 
Try to have lunch as near to the training room as possible so that you don’t lose

people!  Ask volunteers to be ready back in the training room with jackets, clipboards,

boots etc for 13.30 sharp in order to allow enough time for the survey.

13.30

Site Survey visit – with tea and coffee available on return



Handout 5

Walk the site too and keep an eye on the groups in order to be available for queries and assisting and moving groups on if they get stuck at a particular area.  Make sure they return to the training room in time to collect a hot drink and settle back.

14.30
Writing the Description

There are a number of ways to approach this and you must decide what might work best for your group, depending on experience, dynamics, site etc.  Even if the pairs or groups have covered the whole site, it is probably best to allocate one section of the report for them to feedback on unless your group is so small that it could work as an entire group.

Ultimately, given masses of time, you are aiming for notes on flipchart under each section of the EH description, starting with the ‘Location…’ section. However, we have found the starting with the ‘Gardens and Pleasure Grounds’ section for inexperienced groups works very well, possibly then doing any parkland description after.  Ideally, you want to get to write the ‘Summary of historic interest’ at the end.  

Ask the group(s)/pairs to tell you what they think should be written under each section. Question any subjective information offered eg ‘a grand tarmac drive leading…’ Or ask the whole group whether they think it is appropriate. Elicit information and discussion. They need to be following the guidelines in Handout 2.  Make notes on the flipchart of what they have said.  Build the descriptions under each area.  Question what evidence they have used to draw their conclusions and reference this appropriately.

Verbally highlight as you go what material goes in which section; the appropriate degree of detail; where the best location(s) to start the description in each section might be to make it as logical and unambiguous as possible to the reader; how to support the description of the appearance of a feature now with information about its historic origin; treatment of features that have been completely lost and how far, if at all, you should describe them.

Three approaches are offered for running this session – equally you might have an alternative approach of your own.

Approach 1:

If your group was split into the different description areas, ask them to give you suggested text for those areas. Bear in mind you need to get round all the groups and give time for each section.  Keep things moving.  This can be tricky!

Approach 2:

Give each group 10-15 minutes to draft out their/a section of the site description.  It is probably best not to ask them to write this directly on to the flipchart paper as you are then faced with the challenge of editing this directly on paper.  

Once they have completed a few draft sentences in their group or pairs, ask each group in turn to feedback their section, sentence by sentence.  Note the agreed sentences on the flipchart. Consider, question, discuss as described above.

Approach 3:

As a whole group, but bearing in mind you want everyone to say at least one thing, ask them to suggest the wording while you scribe – edit and question as you go, as described.  You should be able to get at least 2 sections done in this way, starting with the gardens, and finish up with the ‘Summary of Historic Interest’.  

Discuss in the group what you consider the key importance - significance - of the site is; if you have criteria, which of the site’s attributes might make it worth adding to the list of locally important gardens and why?   If there is time, you could ask the group to spend a few minutes writing the ‘Summary of historic interest’ and then ask for a few volunteers to read theirs out.  You will need to write one too so you can all compare and contrast and consider their various merits.

When you have drafted the description, discuss whether there are areas where additional information is needed; what it might be and which known sources would be appropriate to search?

16.00

Feedback

This is important for your CGT to understand the value of the course to the development of volunteers.  You might wish to develop your own form according to what would be useful for your CGT in order to develop future events.  Alternatively, you could use the generic form given in Appendix 5.

It is also extremely useful to AGT to receive feedback on the use of the materials in order to be able to share your experience with other CGTs.  Improvement is always possible!  You can do this via the AGT Historic Landscape Project Southeast WebForum.

16.15  
Close

Time to clear up and go home…

V McCaig and V Hinze 

For the Historic Landscape Project 

Association of Gardens Trusts

Revised November 2012

Appendix 1 – Example flyer
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Historic Designed Landscapes
for Local Listing

A Historic Landscape Project (Southeast Region) Training Workshop

Juniper Hall, Mickleham
Surrey

South Hill Park, Bracknell
Berkshire

Wednesday 26th October 2011 or Monday 21st November 2011

10am to 4pm

10am to 4pm

This FREE training day is aimed at County Gardens Trust volunteers in the south east who
wish to be actively involved in researching and surveying historic landscapes in their county

in order to support their conservation.

Over the course of the day, volunteers will
become familiar with the basic concepts

of using maps and archive resources to
understand a historic designed landscape

and carry out a ‘walk-over’ survey of the

site. Volunteers will also be introduced to the
methodology of writing up research and survey
results in line with the format used for entries
to the English Heritage Register of Parks

and Gardens of Special Historic Interest, an
invaluable tool in ensuring that sites are written
up in a consistent and professional format for
wide use in their conservation.

Provisional Programme

0930 Registration; Tea and coffee

1000 Introduction to local listing and
report structures

1030 Interpreting and using maps

11:30 Interpreting and using historic
documents

1230 Lunch (provided)

1315 Site Survey visit

1415 Tea and coffee

1430 Writing up the site description

16.00 Feedback and close

The day will be led by Virginia Hinze, formerly of English Heritage and with extensive experience of training
in this topic, with Verena McCaig, Historic Landscape Project Officer for the AGT.

f Gar

If you would like to attend, please contact Teresa Forey-Harrison, Co-ordinator at the Association
of Gardens Trusts: gardenstrusts@agt.org.uk or telephone 020 7251 2610
For more information on the project, visit www.gardenstrusts.org.uk/12-proj-historiclandscape





Appendix 2 – Example Risk Assessment

Risk Assessment – Researching a Site for Local Listing – Juniper Hall 26 October 2011

	Area of Risk
	Risk
	Impact of Risk
	Likelihood of Risk
	Mitigating Actions
	Revised Likelihood

	Equipment use
	Trip hazard
	H
	L
	· Ensure that set up is carried out in such a way as to minimise trip hazards: use extension lead to give slack to leads and tape cables to the floor with masking tape

· Position projector and laptop in such a way as to avoid major gangways


	L

	Site Visit
	Slippery grass and path surfaces due to mud/gravel
	H
	M
	· Instructions given to delegates before the course include information on possibility of slippery surfaces and advise appropriate footwear

· Trainers to advise delegates again prior to the site visit to take care and point out any particularly hazardous areas

· Trainers to advise frailer delegates not to attempt to climb the steps up the hill / descend from the tower 

· Abandon attempts to climb to the tower in the event of heavy/continuous rain causing deteriorating conditions

· Ensure that delegates carry out the survey in a minimum of twos and carry a mobile phone with the organiser’s number in case of difficulty

· Ensure that floors in training room are kept water/mud free as far as possible through use of newspaper at room entrances

· Organiser to check emergency procedures with Juniper Hall staff including identifying qualified first aiders


	M

	
	Over-exertion of less fit delegates in climbing hill
	H
	L
	· Trainers to advise frailer delegates not to attempt to climb the steps up the hill / descend from the tower

· Ensure that delegates carry out the survey in a minimum of twos and carry a mobile phone with the organiser’s number in case of difficulty

· Organiser to check emergency procedures with Juniper Hall staff including identifying qualified first aiders


	L

	
	Delegates lose their way on the site 
	M
	L
	· All delegates will have maps and compasses and the ability to use them

· Ensure that delegates carry out the survey in a minimum of twos and carry a mobile phone with the organiser’s number in case of difficulty


	L

	Hot Drink Provision
	Scalding in use of urn/kettle or similar


	H
	L
	· Ensure urn/kettle area is only used for this purpose and documents etc are not in the same area
	L


Signed:   Organiser        




Date:

Appendix 3 – Blank Risk Assessment Form

	Area of Risk
	Risk
	Impact of Risk
	Likelihood of Risk
	Mitigating Actions
	Revised Likelihood

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Signed:   Organiser        




Date:

Appendix 4 – Example Joining Instructions
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Researching Historic Designed Landscapes for Local Listing


Historic Landscape Project – Southeast

JOINING INSTRUCTIONS – and reminders!

Course Aim

To enable researchers to focus site survey and documentary research towards production of a description of an historic designed landscape to the approach and standard used by English Heritage to register sites of national importance; to encourage researchers to produce reports in this format so that County Gardens Trusts can provide the best quality assistance to local authorities and others in all conservation applications, including preparing a list of parks and gardens for a local list of heritage assets.

Objectives

· To enable volunteer researchers to be selective and succinct in the choice and presentation of their information in writing site descriptions of designed landscapes

· To develop volunteer researchers’ basic site survey, recording and report-writing skills.

Before you attend:

Please generally familiarise yourself with the old Ordnance Survey maps of the site (enclosed).  This will help you get the most out of the sessions and participate in discussions.  We shall be studying the documents in more detail on the day.  Also, please read the enclosed handout on ‘Local Listing’.  If you have time, have a look at the ‘Finchcocks’ report prepared by Kent Gardens Trust, given as an example of presenting site information for local listing.  Please bring all materials on the day.

If you have time, you could browse through the advice on site survey given in the Parks & Gardens UK Volunteer Training Manual which is available to download in sections online, and each County Gardens Trust has at least one hard copy for members’ use:

www.parksandgardens.ac.uk/323/research-and-record-42/downloads-193
The ‘Research & Recording’ section is particularly relevant.

It will be of considerable benefit to you on the day if you can have a look at the English Heritage guidelines on local listing (described in the handout): www.english-heritage.org.uk/caring/listing/local/local-designations/local-list
Date and Time

The training will take place on Monday 21 November 2011.  Registration and tea and coffee are available at the venue from 9.30am.  The course itself will start promptly at 10am.  The day will formally finish at 4pm, with all participants asked to complete a course feedback form prior to leaving.  Please plan to be at the venue for the whole of this time so that you get the full benefit of the day.

Programme for the Day

Indicative sessions and timings are as follows:

09.30

Registration; tea and coffee

10.00 

Introduction to the day

10.10

Local listing

10.40

Introduction to the EH site description methodology

11.30

Tea and coffee

11.45

Interpreting and using South Hill Park maps and documents 

12.30

Lunch (provided)

13.15

Site survey visit followed by tea and coffee

14.15

Writing up the site description

15.45

Feedback

16.00

Close

Trainers

The day will be led by Virginia Hinze, formerly of English Heritage and with extensive experience of training in this topic, with Verena McCaig, Historic Landscape Project Officer - Southeast for the AGT.

Things to Bring With You

Please dress appropriately for the weather – you might want to bring additional layers in case you get cold or wet.  Please bring wet weather gear and strong shoes or boots.  The terrain is likely to be muddy and with wet grass.  PLEASE BRING A CHANGE OF SHOES /BOOTS as the park is likely to be muddy and we are in a room with carpets.  There will be an area just inside the door to leave muddy boots.  

Please also bring a clipboard, biros/pencils.  You might also want a bottle of water to take out on the site survey, and perhaps even sunscreen!

Catering

Lunch will be provided, and there will be tea and coffee breaks. If you have any particular dietary requirements, and have not already informed us on your booking form, please let us know as soon as possible.  

Expenses

Expenses are not available from the AGT for this course but your local County Gardens Trust may be able to contribute (but policy on this will differ for each CGT).  Please contact your CGT directly for information on this.

Location

The whole day will be spent based at South Hill Park, Ringmead, Bracknell RG12 7PA.

T: 01344 484123.  We shall be in the Haversham Room of the Arts Centre.

The Arts Centre is a Grade II listed building set in landscaped gardens and parkland.  The course will take place in the Arts Centre itself, and site survey in the surrounding landscape.  Please note that the outdoor areas can be muddy and slippery in damp weather so please choose your footwear accordingly, and bring a change of footwear, as explained above.

If you have any particular needs regarding the venue or equipment, please contact Teresa Forey-Harrison, AGT Co-ordinator, using the contact details at the end of this sheet; contact Verena McCaig direct after 18 November.

Travel 

By Car: South Hill Park Arts Centre is in the Birch Hill area of Bracknell about 7 minutes drive from the Town Centre just off the A322 Bagshot Road near the Hilton National Hotel. It is easily accessible from the M3 (Junction 3) and the M4 (Junction 10). It is well sign posted – look for the brown road signs saying ‘Arts Centre’ or showing a comedy mask. Parking: FREE Parking is available at South Hill Park for up to 170 cars.  

By Train: Bracknell is well served with train services from London Waterloo, Reading and towns in the surrounding area. The central bus station is just outside the rail station, alternatively there is a taxi rank.  For more information and timetables contact National Rail Enquiries or call 08457 48 49 50 (24h).  

By Bus: Bracknell is well served with bus services from Reading, London Victoria and towns in the surrounding area. There is a taxi rank just outside the central bus station. Estimate travelling time to Birch Hill, Waitrose.  For further information on local bus services visit the First Group website or call 01344 782222 (Mon-Fri 9am to 5pm).  Destination: Birch Hill, Waitrose and Birch Hill, Sainsburys bus stops.

Contacts

If you have any queries about this course, please contact xxxxxxxxxxxxxxxxxxx

If you are delayed on your journey to the course or have problems on the day, please call xxxxx.

We look forward to seeing you then!

Appendix 5 – Example Feedback Form

CGT Training – Researching Historic Designed Landscapes for Local Listing - Feedback

South Hill Park, Bracknell, Berkshire  21 November 2011

Thank you for coming to this Historic Landscape Project training session for CGTs.  In order to help us assess the success of this event and decide how to develop future events, we would be grateful if you would complete and return this feedback form.  You can complete the form anonymously if you wish. The information will only be used for monitoring and development purposes.

Name (optional) _____________________________________

Have you ever written up your research and survey of a site in a format similar to the of an English Heritage Register entry, or similar?    YES  /  NO  / Never

Please indicate how confident you feel about carrying out site surveys of historic designed landscapes in order to write an EH-type report:

Not confident at all






Very confident

1
2
3
4
5
6
7
8
9
10

	Content
	Pace


	Materials and handouts

	Entirely relevant
	(
	Too fast
	(
	Very useful
	(

	Mostly relevant
	(
	Too slow
	(
	Mostly useful
	(

	Of some relevance
	(
	About right
	(
	Moderate
	(

	Mostly irrelevant
	(
	
	
	Not very useful
	(

	Entirely irrelevant
	(
	
	
	Very poor
	(


How would you rate the following? (please tick)

Please comment on the venue e.g. in terms of location, catering, facilities etc:

Please say what you liked most about the day and why:

Please say what you liked least about the day and why:

Do you think this training event is likely to be helpful in the ongoing development of your volunteer role in your CGT?

Definitely 

(
Not sure 

(
Unlikely

(
Please state one action you intend to take as a result of today’s event:

Within one month:

Within 3 months:

If you have any additional comments on the day, please write them here:

Are there topics on which you would particularly like training?
About You (please note that this information is anonymous).

Gender

Male / Female

Age group
16 to 25    /      26 to 49  /       50 to 65    /         over 65

How long have you been a volunteer for your CGT?

1.  Are you studying or have you studied any of the following in higher education? (please tick all those that apply)

Archaeology

Architecture

Architectural history

Art history

Design history

Parks and gardens history

Landscape architecture

Landscape history

Town and County / Regional planning

Heritage interpretation

Heritage management

2.  Are you working or have you worked as a professional in any of the following? (Please tick all those that apply)

Archaeology

Architecture

Architectural history

Art history

Design history

Parks and gardens history

Landscape history

Town and County / Regional planning

Heritage interpretation

Heritage management

Landscape Conservation

Landscape Architect

3.  Have you ever used the Internet to search archive indexes?

Yes  /  No  /  Never

Many thanks.

�





�
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