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1. Letter of Invitation 

 
Sir/Madam  
 
You are hereby invited by the British Museum to submit a tender for the evaluation of 
The British Museum’s Portable Antiquities Scheme PASt Explorers project activities. 
The project is supported by the Heritage Lottery Fund (HLF). The Invitation to Tender 
from the British Museum contains Instructions and Information for Tendering and 
Specification of Requirements. 
  
If you wish to submit a tender, you are required to return your proposal by e-mail or 
post. 
  
Tender submissions must be clearly marked for the attention of Claire Costin and 
submitted no later than 12 noon on 31 January 2017. Please send your proposal to: 
 
ccostin@britishmuseum.org 
 
Claire Costin 
PASt Explorers Project Manager 
Learning and National Partnerships 
The British Museum 
Great Russell Street,  
London  
WC1B 3DG 
 
We look forward to receiving your tender response.  
 
Yours faithfully  
 
Claire Costin 
PASt Explorers Project Manager 
T   (UK +44) 020 7323 8618 
 

 

mailto:ccostin@britishmuseum.org


2. Introduction 
 
This is a brief for the evaluation of the Portable Antiquities Scheme’s PASt Explorers 
project activities. The project is supported by the Heritage Lottery Fund (HLF). 
 
We are looking for an experienced external consultant to design and undertake the 
mid-term and final evaluation of the programme. The evaluation will: 
 

 assess project activities have been carried out to a high standard and meet 
the approved purposes of the HLF grant 

 make recommendations for improvements on project activities and their 
implementation going forward 

 make recommendations on the project’s legacy, establishing plans to sustain 
project activities after the life of the project and identifying potential projects 
that could follow-on from the work of the PASt Explorers project. 

 identify gaps that will be the basis of future projects, building on the current 
work of PASt Explorers. 

 

 
3. Project Background 

 
Portable Antiquities Scheme 
The British Museum's Portable Antiquities Scheme (PAS) records archaeological 
objects found by the public in England and Wales. Every year thousands of objects 
are discovered, many of these by metal-detector users, but also by people while out 
walking, gardening or going about their daily work. If recorded, these finds have great 
potential for transforming knowledge, helping archaeologists understand when, where 
and how people lived in the past. 
 
The PAS offers the only proactive mechanism for systematically recording such finds 
for public benefit. This data is made available to Historic Environment Records 
(HERs) and is published on the PAS website (finds.org.uk). This data is an important 
educational resource that can be used free of charge by anyone interested in learning 
more about the past. 
 
The PAS comprises a network of 39 Finds Liaison Officers (FLOs), locally based 
archaeologists who liaise with the public and record archaeological finds onto the 
PAS database. They are based in various museums, county archaeological units and 
universities. The work of the PAS is co-ordinated by a Central Unit of two (the Head of 
Portable Antiquities Scheme & Treasure and the Resources Manager) based at the 
British Museum plus four period specialists known as National Finds Advisors (NFAs) 
based elsewhere. 
 
Further information on the PAS can be found at the Scheme’s website, 
http://finds.org.uk/. 
 
PASt Explorers 
PASt Explorers is a PAS project funded by the HLF for five years. The project started 
in November 2014 and will finish in 2019. 
 
The primary aim of PASt Explorers is to create Community Finds Recording Teams 
(CRFTs) by recruiting and training volunteers from local communities around England 
and Wales. These teams work with their local FLOs to record archaeological objects 
found by members of the public locally onto the PAS database. They also help 
promote the activities of the PAS to new audiences in their areas, recruiting others to 
volunteer with the PAS and engage with the history and archaeology of their local 
areas. 
 



PASt Explorers aims to: 

 engage a wider audience of volunteers; 

 through volunteers, engage a wider audience at a local level, beyond the 
traditional archaeological and historical groups, who will help inspire interest in 
heritage in others; 

 enable members of the local community to adopt an integral role in recording finds 
and building up knowledge of the archaeology and history of their local area; 

 increase the capacity of the PAS to record finds, many of which would otherwise 
be lost to the local archaeological record; 

 provide training for volunteers to enable them to learn more about archaeological 
finds and how to record them, providing a broader understanding of 
archaeological processes; 

 provide care and protection for the historic environment delivered by local 
communities through fostering an interest in the care of their archaeological 
heritage and by providing knowledge of the issues threatening the survival of the 
archaeological record. 

 
PASt Explorers objectives are to: 

 recruit and train volunteers from local communities who will operate as 
Community Finds Recording Teams around their local FLOs to help record finds 
presented by the public; 

 create a new means of communicating with the PAS’s audiences through the 
County Pages on the PAS database. These will provide a medium for 
disseminating information about the archaeology of the local area and for the 
volunteer network to contribute to this knowledge; 

 produce resources (published online, but also in print where required) to enable 
volunteers to identify and record archaeological finds from their local area, to 
guide the development and maintenance of County Pages, and to guide the 
delivery of outreach programmes, tailored for local use; 

 create a sustainable outreach structure in each FLO region, manned by PAS 
volunteers who will help deliver finds recording events, talks, displays and 
exhibitions, finds handling sessions and other activities; 

 encourage and foster bonds within the CFRTs. 
 
The team comprises the PAS Resources Manager, who oversees the management of 
PASt Explorers, as well as an Outreach Officer, two 0.6 Project Officers and an ICT 
Officer, who are specifically project funded. 
 
Outreach Officer 
The main duties of the post are to implement a volunteer recruitment programme to 
reach individuals not currently engaged with PAS; provide additional volunteering 
opportunities for those already engaged; co-ordinate a volunteer training programme; 
maintain online communities; coordinate outreach, creating a toolkit to give CFRTs a 
resource for programming outreach events at a low cost in their local areas; pursue 
PASt Explorers partnerships with local and national organisations, and to publicise 
the project in local communities. 
 
Project Officers 
The main duties of the posts are to check and validate volunteer data; in collaboration 
with the Outreach officer, to develop, co-ordinate and deliver the volunteer training 
programme; produce training and other resources to enable volunteers to identify and 
record finds across archaeological and historical periods. One of the Project Officers 
will have specific responsibility for self-recorders and other for individuals volunteering 
remotely. 
 
ICT Officer 
The main purpose of the ICT Officer post is to monitor PASt Explorers data flow 
systems and data recorded to ensure it is of a high level and of a useable standard to 



all who need it; and to develop and maintain online communities, recording resources 
and the County Pages. 
 

 
4. Evaluation Outputs 

 
Below are the aims, objectives, quantitative and qualitative outcomes for the project 
as specified in the project’s Activity Plan (Appendix A); the mid-term and final 
evaluations should establish whether the project has met them. 
 
PASt Explorers aims and objectives 

 recruit volunteers from local communities who operated as Community Finds 
Recording Teams around their local FLOs to help record finds presented by the 
public 

 engage a wider audience of volunteers 

 through volunteers, engage a wider audience at a local level, beyond the 
traditional archaeological and historical groups, who helped inspire interest in 
heritage in others 

 enable members of the local community to adopt an integral role in recording finds 
and building up knowledge of the archaeology and history of their local area 

 increase the capacity of the PAS to record finds 

 provide training for volunteers to enable them to learn more about archaeological 
finds and how to record them, providing a broader understanding of 
archaeological processes 

 provide care and protection for the historic environment delivered by local 
communities through fostering an interest in the care of their archaeological 
heritage and by providing knowledge of the issues threatening the survival of the 
archaeological record 

 create a new means of communicating with the PAS’s audiences through the 
County Pages on the PAS database which provided a medium for disseminating 
information about the archaeology of the local area and for the volunteer network 
to contribute to this knowledge 

 produce resources (published online, but also in print where required) to enable 
volunteers to identify and record archaeological finds from their local area, to 
guide the development and maintenance of County Pages, and to guide the 
delivery of outreach programmes, tailored for local use 

 create a sustainable outreach structure in each FLO region, manned by PAS 
volunteers who will help deliver finds recording events, talks, displays and 
exhibitions, finds handling sessions and other activities 

 encourage and foster bonds within the CFRTs 
 
Quantitative outcomes 

Outcome Year 1 Year 2 Year 3 Year 4 Year 5 Total 

Volunteers are recruited as 
part of the CFRTs 

200 75 75 75 75  

Senior Volunteers are 
recruited as part of the CFRTs 
by the end of the project 

    30  

Additional complete database 
records in year 1 

3,000 4,000 5,000 5,000 5,000  

Volunteer conference is held 
at a changing venue in local 
regions 

1 1 1 1 1  

Volunteer celebration is held 
at the British Museum 

1 1 1 1 1  

Volunteers learn new skills 200 75 75 75 75  

Volunteers complete the 
training programme 

40 40 40 40 40  



Organisations contacted (local 
and national to engage people 
with the project, the PAS and 
wider heritage) 

20 5 5 5 5  

Outreach activities 1,000 2,000 2,000 2,000 2,000  

People reached 50,000 62,000 62,000 62,000 62,000  

County Pages (website) visits 35,170 36,928 38,775 40,713 42,749  

No. of people join the project 
Facebook group 

    300  

 
Qualitative outcomes 

 bring people together through the project contributes to an improved sense of 
community 

 foster an understanding of local heritage that helps people celebrate the specific 
character of their local communities 

 facilitate community engagement and a sense of ownership where local people 
take on a more integral, sustained role in recording finds, building up a deeper 
understanding of archaeology and history in general, in particular that of their local 
area 

 enable local people to take an active part in planning and guiding the work of the 
CFRTs and the information disseminated though the County Pages and other 
outreach work 

 foster partnerships between finders, museums and archaeologists that increase 
participation in archaeology and advance our understanding of the past 

 facilitate use of PAS data beyond academic and related audiences, to create new 
narratives about local communities that can be constructed, explored and shared 
by local people 

 fully acknowledge volunteers at both local and national levels, through annual 
conferences and events celebrating their achievement, and developing online 
profiles 

 lead to high quality and more complete records entered onto the database, which 
will reduce time spent on monitoring data and subsequent validation of records, 
allowing FAs to both complete a greater number of validated records and to 
concentrate on other aspects of their work, such as providing object training and 
delivering public outreach 

 generate increase quantity of data to be used to build up HERs and guide 
archaeological excavation, including development control work 

 lead to acquisition of further important material by museums leading local 
economies to benefit indirectly as finds acquired by regional museums as a result 
of the project draw new visitors to local areas 

 lead to validated records appearing on the database faster, giving the public 
access to the information and enabling finders to have their objects returned 
quicker 

 lead to finders benefiting from an increased volume of finds recorded on the 
database, a basis on which to understand and learn more about their own finds 

 relieve pressure on FLOs from finders to record finds is reduced by increasing the 
capacity to record through the CFRTs 

 provide professional training and skill development for local people in finds 
identification and recording, finds photography, antiquities legislation, website 
development, writing and editing online, outreach work, public speaking and other 
skills 

 lead to training that boosted personal confidence in participants and provided 
people with transferable skills 

 lead to FLOs and Senior Volunteers benefiting from the skills they gained through 
the project in managing and training volunteers 

 ongoing evaluation surveys indicate a high level of satisfaction with outreach 
events, training opportunities and with the County Pages from participants 



 lead to resources being regularly accessed and downloaded from the County 
Pages, Mini PASt Explorers website, Facebook and Twitter 

 
Learning 

 challenges encountered along the way and how to improve 

 what worked 

 what didn't work 

 lessons learned in best practice that can be shared after project completion. 
 
Plans for the Future 

 establish plans to sustain project activities after the life of the project, highlighting 
areas of the operation where additional support beyond the funded project could 
be beneficial, targeting existing resources in-kind that will contribute to sustained 
activity. 

 establish fundraising strategies on both local and national levels, should 
additional financial support be desirable to maximise the long-term benefits of the 
project 

 establish plans to continue to monitor PAS data, reviewing volunteer-generated 
database records before validating them for public viewing to ensure that records 
are of a standard usable in academic research 

 establish plans to coordinate volunteers nationally at the end of the project to 
ensure that volunteers continue to have a level of management and support after 
the Outreach and Project Officer posts have ended 

 establish plans to monitor volunteer activities, setting annual measurable outputs 
for monitoring and maintaining the project after its completion 

 establish plans to maintain volunteer engagement, encouraging volunteers to 
stay with the project long term 

 establish plans to sustain partnerships created and developed during the project 
after the project ends 

 establish plans to sustain relationships with local communities through outreach 
work 

 identify potential projects that could follow-on from the work of the PASt Explorers 
project. 

 

 
5. Summary of evaluator consultant services 

 
In summary, the consultant will: 
 
1. Produce a detailed mid-term evaluation of the PASt Explorers project with 

recommendations for project improvement that are actionable during the final year 
of the project. 
 

2. Produce a detailed final evaluation of the PASt Explorers project. 
 
3. Both stages of the evaluation should evaluate the following: 

 

 PASt Explorers aims and objectives 

 quantitative outcomes 

 qualitative outcomes 
 

4. Both stages of the evaluation should report on learning. 
 

5. Both stages of the evaluation should produce recommendations for the following: 
 

 improved methods to achieve PASt Explorers aims and objectives 

 improved methods to achieve PASt Explorers quantitative outcomes  



 improved methods to achieve PASt Explorers qualitative outcomes 

 gaps in the PAS relating to the PASt Explorers project  
 
Full and final ownership of the mid-term and final evaluations will reside with the 
British Museum. 
 

 
6. Budget 

 
The total budget for the work is £15,000. This fee will include all expenses incurred 
and any VAT required. 
 

 
7. Delivery schedule 

 
The PASt Explorers project ends in December 2019. The project team aims to 
implement recommendations including improvements indicated in the mid-term 
evaluation in the final year of the project. 
 
Mid-term evaluation 
31 January 2018 – tender submission deadline 
28 February 2018 – interviews and evaluator selected  
15 March 2018 – start-up meeting with evaluator 
End March 2018 – evaluation methodology agreed 
31 July 2018 – draft evaluation report submitted 
31 August 2018 – final evaluation report submitted 
 
Final evaluation 
01 July 2019 – meeting with evaluator to discuss methodology for final evaluation 
31 October 2019 – draft evaluation report submitted 
30 November 2019 – final project evaluation completed and report submitted 
 

 
8. Proposal format 

 

 A brief written response to the programme overview provided 

 An introduction to and credentials of your organisation 

 Examples of relevant projects you and/or your organisation have previously 
undertaken 

 Details of the personnel proposed to carry out the work 

 Details on how you would propose to satisfy the requirements of the brief 

 Reference to how you propose to deliver this work (frameworks, 
methodologies and approaches) 

 Budget breakdown for the project, including any VAT expenditure required. 

 A statement of the number of days each team member will work on the project 
along with their job title and daily rates 

 Details of other costs, including travel. These should be described in sufficient 
detail to allow assessors to consider the reasonableness of the costs and 
more generally the efficacy of the proposed approach 

 Ability to meet the timescale outlined 

 2 References 
 

 
9. Contact 

 
For further details regarding this project please contact: 
 
Claire Costin 



PASt Explorers Project Manager 
Learning and National Partnerships, The British Museum, London, WC1B 3DG 
ccostin@britishmuseum.org 
Tel: +44 (0)20 7323 8618 

mailto:ccostin@britishmuseum.org

