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Introduction and getting started


Archivists in New Zealand are part of a reasonably large and mutually supportive archive community with active associations and Internet list discussion groups. The archive associations welcome new members and provide opportunities to meet people doing similar projects and archives work. There are also many books, articles and other sources of information on archives that can be bought or borrowed from libraries or found on the Internet. This guide will help you get started or learn a little more about managing and preserving community archives. The appendix has further information on contacts, selected reading and where to find further training.


Usually community archives do not have a lot of choice about their premises and the archives are housed in the most suitable space available. Archives need a clean, secure environment that minimises the risks of deterioration, damage and loss. Selecting and adapting facilities to protect the archives is discussed under Preservation, section 3.

The ideal facility has a large workbench or table (at standing height rather than sitting) where the various records can be spread out, organised and boxed. It is preferable to have a secure area where you can work without too many interruptions.

You will also need general office furniture, equipment and office stationery to carry out administrative and processing work.


You will find that good policy and planning documents are more likely to guarantee ongoing support for funding and authorisation for the archive to operate. You could look at archive policies that are already being used by similar archives, included in other archive publications (see Appendix I) and on the Internet. You may need to make only a few changes to adapt existing documentation to your requirements.

At the very least you will want to have a brief policy statement that clarifies the purpose of the archive, why the collection exists, and what materials will be collected. You will also find it useful to identify the role and responsibilities of the archivist. You may find later that your initial policy does not meet the changing role and expectations of the archive and you will want to review and clarify more details.


Take time to organise your administration records, as you will need to rely on them for almost every activity. Also allow space for developing your own archive reference information. Finally, keep duplicates and back-ups of all your most important office records (paper as well as electronic) to help with any disaster recovery.

Acquiring and Processing Archives
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Processing is the practical side of working with archives. The archivist’s skill of arranging and describing inaccessible information from the past can often result in exciting discoveries. It can also mean long hours and days of careful attention and tiring work so you need to be well prepared for the process with sufficient background information and a suitable workspace. Processing archives involves the following steps:

· Acquisition: receiving the archives

· Accessioning: documenting what they are and where they are from

· Appraisal: surveying the records and selecting which ones will be kept as archives

· Arrangement and Description: organising and describing the contents of the records

Ideally, archivists appraise records before accepting any material, whether donated, transferred, purchased or loaned. If possible the appraisal process should be carried out to determine if it is worth bringing the material into the archive. However, when material arrives unexpectedly or there is insufficient time to appraise it then follow the acquisition and accessioning process as soon as possible. This method avoids the accumulation of large volumes of records with insufficient information about their background and contents. You will need to explain to donors that after you have examined the material there may be items that you won’t be able to accept. Ask what they would like you to do with them as they may want them returned, destroyed or offered to nother archive. Make a note of this on the donor form (which is discussed later).

Acquisition


The process involves the physical possession and ownership of the records. It is important to have an agreed acquisition statement that identifies what the archive is authorised to accept; you can include this in the archive policy or mission statement or have a separate policy. It does not need to be long or too detailed provided you cover what may be collected. 

Donation, transfer or purchase are the preferred methods of acquisition. Archives accepted on loan can often have custody and ownership difficulties that arise in the future. 

The use of forms will make the acquisition process easier and will avoid misunderstandings so it is worthwhile developing and using a deed of gift or donation form to give to the donor and keeping the original in your filing system. You may be able to adapt other archive repository donation forms to your needs. Ensure that the donor understands the finality of the gift and permanently retain all records relating to the acquisition of archival material. Your archive may already possess a large volume of material that has been accumulated without any formalized acquisition process. Furthermore, the material may continue to arrive regularly without notice. If this is the case begin the accessioning process to gain immediate control and understanding of the current holdings.

Accessioning


The process involves documenting where the records came from (their provenance), a summary of their content and their physical condition. Each new acquisition, from the same source, whether it is one letter or several boxes, is treated as a separate accession and not mingled with other material in the archive.

The Accession Register

The accession register is crucial for keeping track of what has arrived in the archive, whom and where it is from and where it is kept. The register provides standardised information about each new acquisition, regardless of format (paper, photographs, memorabilia, etc.) and it is a permanent record of all material received, providing important basic control over the archives. In many small archives it is the main guide to archive collections. Before developing the format for your register, have a look at how other archivists list their accessions. Some archivists will have comprehensive lists and others will use brief versions. It will depend on the main function of the register. The accession register needs to show:

· A unique accession number: use a consecutive number for each new accession.  The same number is used for the whole accession which may be one or many items

· An accession title: this may initially be a working title that is changed when you have more information

· Provenance: this is the origin of the records (see note below)

· Contents: a brief description of the contents and format of the records

· Date range: give the first and last year of the entire accession

· Quantity: provide an estimate of the volume of the material. If there are more than a few items you can roughly estimate the linear metres based on each metre of shelving holding the material
· Box list and numbers: write a brief list of the box numbers and their contents

· Location: initially this stage may be a temporary location in the archive

· Restrictions to access, use and photocopying

· Name of donor / previous custodian

· Date of receipt

· Related records

· Notes that are useful for arrangement and description

· Compiled by and date

· Acknowledgement to donor letter/receipt date

Note: Documenting provenance means recording the organisation or person that created, received or accumulated and used the records. It does not mean a particular individual who may have donated the material after providing temporary storage. But it does mean an organisation that took over a previous organisation’s responsibilities and assets including the records. The matter of provenance is discussed further under Arrangement and Description.

Other categories of information can be added to the accession register especially if the register is the main method of identifying and selecting archives to use.

It is useful to keep the register on a computer file. There are various computer software programs to manage archives but on a limited budget you can use a common word processing or spreadsheet program. If using a computer register, remember to print a copy regularly. This is a vital record for the archive’s ongoing operation.

Checklist For Accessioning

	Yes/no
	Questions and Tasks

	
	Does the accession comply with the archive’s–collection policy?

	
	Has the accession register been completed?

	
	Have any–access restrictions or copyright been recorded?

	
	Has each new accession item or accession group of items been 

allocated an accession number?

	
	Has the accession number been marked on all of the containers in 

which the new accession is stored?

	
	Has the accession number been recorded in the Accession Register 

and in any guides about the collection?



Try to fill all the entry fields in the accession register as later, you may not remember whether you forgot to fill them in or there was no information.

Appraisal

The appraisal process is an important task in the archive; it determines the quality and value of your collections. Deciding which records will be held in the archive and which ones are not required involves understanding the content, structure and context of the records. Disposing of valuable records may have unexpected and unfortunate consequences. On the other hand keeping records that have limited archival significance will take up valuable and expensive storage space. Archivists need to justify keeping or disposing of records, therefore, before carrying out this process you should gather as much information as possible about the collection. You will need to have a clear understanding of who created and used the records and what they were for. 

If there is any doubt about keeping certain records, seek advice from experienced archivists, look at other organisations’ guides and instructions about retention and disposal of records and take your time in making a final decision. (See the contacts list and resources in the Appendix for further help.)


While examining the records it is helpful to consider the following questions:

· Do the records comply with the archive’s purpose?

· Will the organisation that created the record wish to use it again in the future?

· Would the archive find it useful for its own administration and marketing/display requirements?

· Will other areas in the organisation have an interest in the record?

· Would archive users such as historical researchers, genealogists or others find the record useful?

· Would it be a useful addition for local school or community historical publications or exhibitions?

· Would it add to any collections already held in the archive?

· Would it be more appropriately held in another archive?

The most sought-after records of enduring value usually include the following types:



Although it is difficult to turn away records, keep in mind that archives are an ongoing operation. Keep to the objectives of the archive collection. Do not let the archives become a dumping ground for items that happen to be old. Be prepared to justify your decision to keep some records and not others.

Reasons for not keeping the records may include: the records are duplicates, they are listed on a specified records disposal schedule (discussed later) for only short term retention, they are about minor administration or physically too large for the archive’s storage facilities or they do not meet the collection policy, etc.

Checklist for Appraisal

	Yes/no
	Questions and tasks

	
	Do the records fit your archives collection policy?

	
	Do the records have significance to the past, present and future 

generations?

	
	Do the records have important historic, aesthetic, scientific, social, legal, administrative or other values?

	
	Does an identical group of records exist? If so, where is it held?

	
	Can your archive take care of the records and make them accessible 

over time? (If not they may better going somewhere else.)

	
	Are there any retention and disposal schedules relevant to the these 

records? (This is discussed later.)

	
	Have the donor’s instructions about what to do with those records not 

required been checked? Are they to be returned to the donor, offered to a more appropriate repository, destroyed, or other options?

	
	Have the appraisal notes been completed about the decisions?


Appraisal Notes

Make notes as you carry out the appraisal. These notes, often referred to as an appraisal report, will be useful if there are any questions about why certain records were or were not kept. They will also be used later when you are describing the collection for reference services.

The report should explain:

· Who created and used the records

· Where the records came from

· What they were used for

· The type and quantity of the records

· Your reasons why the records were selected for preservation and why others were recommended for disposal

It should also contain examples to support appraisal decisions and provide any further useful information about the collection

Attach a list of the records recommended for retention and disposal. State how they are to be disposed of: returned to the donor, transferred to other relevant organisations, e.g. museums or archives, or destroyed. If required seek agreement to carry out the disposal or destruction. Use a secure destruction method.

Retention and disposal schedule


Records retention and disposal schedules can help the archivist make consistent appraisal decisions and provide the authority for the destruction of records. This is particularly important in the case of legal disputes. The schedule can be used to show that the records concerned have been destroyed under an approved policy. Creating a schedule for an organisation is a significant project and you may need a records management professional to assist with the work. There are several records disposal schedules covering many types of records available from Archives New Zealand and from other sources. (Refer to Appendix 11 for contacts and further information.)

Arrangement and Description


Arrangement and description are tasks that are done at the same time. The process is best managed by planning what needs to be done first. Once you know that all of the records held in the archives are under basic control through following the acquisition, accession/appraisal processes, set the priorities for arrangement and description.

Remember the accession register will tell you what you have and where it is. The organisation and description will provide the next level of processing. As time allows: identify which collections to do first and what level of detail you need to begin with. The first priority is to have information that describes the collection at a record group or series level. This is discussed later.

Arrangement

The purpose of arrangement is to organise the records in a way that makes them accessible but does not change their original order. This process includes examining the records, taking notes, then repacking, labelling and shelving the material. Records are first examined to determine their original order, then physically re-organised into that original order if required – this may involve re-boxing, re-labelling and re-shelving the records.

Preserving provenance and original order

Archivists follow two important principles when working on the arrangement of the archives: respect for provenance and original order. The first means respecting where the records came from by not mingling records from one person or organisation with those from another. Respect for original order means preserving the records in the  order in which they were originally created, maintained, and used, not according to any artificial or arbitrary arrangement.

Before starting on the arrangement and description process it is important to know as much as possible about the collection. Use the information gathered from the appraisal process. Refer to organisation charts, historical information and any knowledge about the filing systems to assist with understanding how the records may have been created and used. Have as much information as possible on hand to refer to during the arrangement and description work.

There are five levels of organisation that are useful to consider when sorting the archives and later when describing them:

· The collection or record group and subgroups (such as the organisation the records came from).

· The series within the record groups. These are records or groups of records created from a particular filing system or kept as a group of records because of their relationship to one another. A series may be organised by original order, subject, function, or type of material such as the organisation’s board minutes, financial records, staff files, publicity photographs.

· Each of the file units. (For example, this may be one bound volume of the minutes from 1864 –1865, one file or several files on a significant event).

· Each document or item (such as one letter or a photograph).


Sample of levels of organisation:

Name of collection or record group The ABC Choral Society

Series Minute books 1898 –1960, correspondence 1930 –1955, newsletters, posters, scrapbooks 1900 –1975, photographs 1960s

File unit or items 2 LP records

Remember to keep each section of the collection in its original order as much as possible.  If the original order is a haphazard and messy accumulation of records making them difficult to use, then you may need to recreate the original order or impose a new one.  Take great care when considering rearranging the material as there may be a reason for the apparently haphazard order that is not immediately obvious.


Organising photographs

In most cases the original order of photographs needs to be retained. Preserving the integrity of the context can be especially important for old photograph albums. The need for direct access to photographs on particular subjects can be resolved by making copies of the photographs and holding these by subject order in reference collections or guides.

You will also need to have regard for their special handling and storage requirements.

If you are holding loose photographs (such as large framed items or other various formats) in an artificial order it is important that the accession number and photograph number is recorded on the back of each photograph (without damaging the photograph). These numbers will link to your processing documentation about the original order and provenance.

Labelling archives

While arranging the archives you will also be writing the accession number and other labelling information on the boxes and on individual items. There are many useful guides to systems about labelling archives in the references noted in the appendix on further reading. It is important to use only pencil (a 2B pencil is recommended) for most archives.


Description

Definition: Description is the process of documenting what the archivist knows about the collection and the context of the collection.

The point of describing the records is to provide useful guides (called finding aids) to assist archivists and researchers to find relevant material. There are two parts to the description of archives:

· A description of the collection itself. Describe the provenance by compiling a brief history of the organisation, person or the bodies involved in creating the records. You may need to create several separate histories if there are merged groups. Also describe any restrictions to access or other relevant information. Other important notes include how the records were created, used and maintained and how they relate to other records.

· A description of the contents of the collection. List the types of records, the date range, the volume, the physical condition. Listing the archives is an important step in the description process as an accurate list will clearly show researchers and other users what is available so they are able to request specific boxes or files.

If you plan to let people know about the archives by describing them on the National Register of Archives and Manuscripts (NRAM), it can be useful to base your design of the description categories on the NRAM register. Discuss this with the NRAM administrator and use the NRAM Contributor’s Guide on how to describe the archives. (See Appendix 11 for details).

Describe the series by making lists of the groups of records that share content and format. This may be a set of conference or financial files, staff or social event photographs, hui, Christmas or other event photographs, premises files, plans and photographs. Make notes about the format such as: photograph albums, loose sheets, bound volumes or small box.

Finally, in your description notes, add the box numbers or containers for all of the material as you pack and label.

Tip : Descriptions can be general or specific depending on the time available – or the significance of the records, but as a minimum they should facilitate the retrieval and use of the records.

Descriptive guides are discussed further under Access and Reference Services, Section 4.

Preservation


Archivists are concerned with preventive conservation: the steps taken to prevent damage occurring to material. When the archives have been damaged and need repair then conservation treatment needs to be carried out by a professionally trained conservator.

Preventive conservation includes all the factors that help to maintain the stability of records, which can be broadly listed as: an appropriate building and security, stable environmental conditions, the absence of dust, insects, vermin; high quality storage systems that are well maintained, good housekeeping, a disaster preparedness plan and a copying policy where appropriate. All this may sound very expensive but much of it is common sense and a matter of setting priorities and making good choices at a basic level.

Storage

The Building

The building that your archives are in is crucial to their preservation. It will not always be possible to choose the building but it may be possible to make alterations. The following suggestions contribute to a suitable environment:

· Ensure that there are no leaks in the roof or windows and try to avoid storing archives beneath a kitchen or bathroom

· Ensure that the electrical wiring is safe and well maintained

· The storage room should, if possible, be above ground, as underground rooms are often damp and prone to mould outbreaks

· Good ceiling and wall insulation will help maintain a stable environment and reduce the cost of heating

· Keep the roof gutterings clear of leaves, birds’ nests, etc.

Storage Security

It is necessary to protect the archives from theft and vandalism. Ensure that all doors and windows on the outside of the building can be locked and install an alarm system if this is possible and appropriate. The archives should be stored in a room that can be locked when not in use. Other security procedures are discussed in the Reference section.
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The Storage Room

Even if you have only a small archive it is a good idea to have a specific space just for storage.

· It is important to have a space that will easily accommodate the present archive and allow space for growth.

· Remember when estimating space requirements that when transferring material from poor storage to well designed storage it will take up more space.

· If possible choose a part of the building that is environmentally stable: this usually means an area with no, or minimal, outside walls.

· If you need to have shelving or other storage furniture against an outside wall, then leave a 30cm gap between the wall and the furniture. This is to keep the archives away from the wall. If possible use the area by an outside wall as a work area or an access corridor i.e. arranging the storage furniture in the centre of the room.

Shelving

The furniture that you use for the storage of archives needs to be robust and well built. Powder-coated steel is the best material for shelving as it is strong and does not contain any contaminants that would damage archives. If using second-hand shelves ensure they are clean, not badly dented and contain no scratches that go through to bare metal. If wooden shelving is being used ensure it is sealed with polyurethane. MDF (medium density fibre board) is not a good choice for shelving material because it emits chemicals that cause damage to archive material and will bow unless well supported. Mobile shelving will increase the storage space; however, it will also increase the expense. If you are installing mobile shelving have the floor checked to make sure it is strong enough to take the weight and make sure the tracks are set into the floor – this will minimise problems with vibrations.

It is vital that archives are stored off the ground. If you find that you do not have enough shelving for all of your archives then ensure they are not in contact with the ground by using pallets or blocks. 

You can also contribute to the ongoing preservation of archival material by using suitable methods for shelving.

· Shelve books upright so they are held firmly. If they are spiral bound place in document boxes and store upright.

· Heavy books including registers and ledgers are best stored flat on shelves that are about waist height to make lifting as easy as possible. Place no more than two or three on top of one another.

· Fragile books may need the support of a tailor-made box which should be stored flat. (Contact the National Preservation Office, Te Tari Tohu Taonga for information about designs.)

· Document boxes containing papers should be stored flat thus preventing the papers from slumping. If you are short of space then arrange the contents in the box so that slumping can’t occur. Use suitable card as packing to hold the papers in place.

· Material in folders awaiting boxing should be stored flat.

· Large items, such as maps and plans, are best stored in plan cabinets or flat on shelves that are large enough not to overhang.

· All negatives (including glass plates) and colour transparencies should be stored upright.

· All disks and tapes should be stored vertically.

Enclosures

Archives should be stored in enclosures (such as boxes and folders). This will help provide protection against potential damage from light, humidity, pests, water and dust.

Having archives in boxes also means they can be arranged in a logical order, labelled and moved easily.

Archives come in all shapes and sizes and require a range of storage enclosures such as simple folders, wallets, standard document boxes, and tailor-made boxes. These enclosures need to be made of high quality material such as acid-free paper and card, polyester or polypropylene.

There are a variety of plastic sleeves that can be used for the storage of archives.

Plastics that are safe for this purpose are polyester, polyethylene and polypropylene.

Mylar, which is often recommended for the storage of archives, is polyester. Each of these plastics has a standard abbreviation and recycle code and this is a good way to identify them.

· Polyester, PET, Recycle Code 1

· High Density Polyethylene, HDPE or PE-HD, Recycle Code 2

· Low Density Polyethylene, LDPE or PE-LD, Recycle Code 4

· Polypropylene, PP, Recycle Code 5

Avoid enclosures made from polyvinyl chloride (PVC, Recycle Code 3). Over time PVC breaks down to a strong acid that damages paper and photographs. 

Photographs, which often make up a large part of archive collections, also require special chemically stable enclosures. Many of the materials used to store photographs in the past have caused serious damage, including PVC plastic storage pages, many papers and cardboard. Polyester pockets can often be used and have the advantage of making the material easily visible. However, if the environmental conditions are poor (particularly high humidity) or the photographs have flaking emulsion, then paper enclosures should be used.

Archive enclosures are expensive and you will need to have a priority plan to store and upgrade over a number of years. It may not be possible for all of the enclosures in your archive to be of archival quality due to the expense of the materials or size of your collection. It is a good idea to make the enclosures that are in direct contact with the archives of the highest quality. If the archives are protected by high quality archival folders, then you do not necessarily need to place the folders in an archival box.


Environment

A good rule of thumb is that archives enjoy the same sort of conditions that people do.

That means the environment should not be too hot or cold or too dry or wet. There also needs to be active air circulation.

Ideally records are stored at temperatures of 18-22(C and a relative humidity of 50-55%. What should be aimed for is a stable environment where there is not a large night/day variation. It is the fluctuations that are particularly damaging to records as paper fibres are forced into expanding and contracting. It is essential that relative humidity be kept below 65% because above this level mould can occur. It can be difficult to achieve these standards without an air conditioning system but you can take several less expensive steps to provide a stable environment. Air conditioning that does not work properly and cannot be kept on for 24 hours is not appropriate.

Make sure the room or building is well insulated and that there is not an unflued gas heater (these put an unacceptable level of moisture into the air). Relative humidity (RH) is dependent on temperature i.e. as the temperature rises the RH drops and vice versa. Therefore raising the ambient temperature will reduce high RH. Raising the temperature may be useful to help with relative humidity levels, but remember the heating will probably have to be on 24 hours and must be controlled by a thermostat. In more serious situations a dehumidifier may be necessary and you will need to seek further advice about installation in an archive. (Contact the National Preservation Office, Te Tari

Tohu Taonga about this).

To measure the temperature and RH you can purchase (or possibly hire or borrow) a data logger that continuously records the temperature and RH.


Light

Light causes irreversible damage to archives. Prolonged exposure to light will speed up the deterioration of archives, cause brittleness in paper and fading of inks, dyes or pigments. For these reasons archives should be kept out of the light as much as possible.

If possible choose a storage room that does not have windows but, if they are present, blinds or curtains can be used to control the amount of natural light entering the room. The most damaging form of light is UV light. UV barrier film can be applied to windows and low UV emitting light fittings can be put in to reduce the harmful effect of UV light. When there is no one in the storage room keep lights off to protect the archives.

Monitoring and Maintenance

This is an important and often underrated aspect of preservation and it is critical if the environment is to be maintained to a high standard. Regular monitoring and maintenance duties will also provide an opportunity to identify problems such as pest infestations or leaks before damage occurs.

· Work out a cleaning programme that will include weekly duties such as vacuuming and dusting plus less frequent cleaning such as floor mopping (e.g. monthly) and a high clean (e.g. six monthly).

· Have cupboards or drawers to store materials that are used daily and make sure the areas are left tidy at the end of the day.

· The archive material itself will also have to be cleaned e.g. books and boxes dusted.

Dust and air pollution

Dust is damaging to all archive materials and needs to be removed by regular cleaning. You can also reduce internal sources of air pollution by choosing building materials that do not emit noxious chemicals and by keeping the archive well ventilated.

Insects and pests

Insects and rodents are attracted to archives as a source of food. It is best to prevent these visitors rather than trying to eliminate them. Keep the archives building free of food, ensure there is no rubbish in the vicinity of the building and block any holes or cracks that may allow insects or rodents in. It is important to be vigilant and carry out checks for insects as they can cause considerable damage to organic materials such as paper and it is important to maintain a high level of housekeeping. Check for any evidence of an outbreak of silverfish, moths, cockroaches, book lice, beetles or house flies. If you have a significant insect problem seek professional help. Remember one insect does not necessarily indicate an infestation, but always check to determine whether there are more.

Avoid using mothballs, naphthalene or camphor; the vapours from these will harm archives.


Mould

Mould can cause serious damage to archives. Mould outbreaks will occur in damp environments so ensure the relative humidity is kept below 65% and that there is air circulation. Separate any archives that look or smell mouldy. Mould can also be very damaging to human health. If you do have to handle mouldy items wear protective clothing such as gloves and masks.

Handling

The time of greatest risk for damage to occur to archives will be when they are being handled. Encourage safe handling of archives by:

· Having a clear table and a dedicated work area

· Having white cotton gloves available, especially for photographs

· Ensuring readers use pencils (rather than pens) to make their own notes

· Making sure the area is free of food or drinks

· Having cushions for heavy books to rest on while being examined and small weights to hold rolled material while it is being examined

· Getting someone to help you if you are handling archives that are very large or heavy

Disaster Preparedness

Despite your greatest efforts to establish and maintain an archive there is always the possibility of it being affected by a disaster. Disasters can be on a small or large scale ranging from a running tap to fires, floods or earthquakes. You can’t always prevent such disasters but you can minimise their effects on your archives.

Many archive buildings pose a significant fire risk, particularly if they are wooden.

Smoke detectors and sprinklers provide the highest level of protection from fire. Smoke detectors give an early warning of fire and sprinklers stop its spread and may save your archives. It is strongly recommended that sprinklers be installed in all archive buildings, especially wooden buildings. An archive which gets wet can often be repaired, but an archive which is burnt is lost forever.

Having a disaster plan that identifies actions to take if a disaster occurs can help reduce any further harm to the archives. The plan needs to include the following:

· A list of people and organisations to contact

· Emergency supplies

· Salvage procedures

It is useful to have a list of the contact details of organisations and people who can help if a disaster threatens your collection. This will include organisations such as Civil Defence and the Fire Service as well as staff from museums and libraries in the area. Most large museums or libraries have staff trained in dealing with disasters who are usually willing to help if needed.

Also have some basic supplies on hand for use in an emergency. These may include absorbent paper, sheets of plastic, string or fishing line, zip-lock bags and stationery items (paper, pencils, clipboards).

Water damage is one of the most common forms of damage in a disaster. When archives are wet they are vulnerable to physical damage as well as mould. It is important to dry the wet material quickly. This can be done by a variety of methods including:

· Air drying: lying or hanging archives out so that fresh air or air from a cool fan evaporates the moisture (avoid using the warm setting of a fan – the combination of heat and moisture will cause mould growth). Stand books upright on a flat surface with the pages fanned out.

· Interleaving: placing an absorbent paper such as blotting paper or tissue between separate pieces of paper to absorb the water.

In some circumstances freezers can be used to allow more time before the drying out process. There are some items that should never be frozen. These include magnetic material (tapes, disks, CDs), oil paintings and items made from or containing metal.

If you are ever in doubt about what to do with a damaged archive, consult a conservator. Even when an archive appears completely destroyed all may not be lost.

Copying

There are two main reasons for copying archives. These are:

· preservation: to prolong the life of the original by using the copy for access. This also provides a back up in case of disaster, and

· access: to make the archive more widely available.

Methods of copying include photocopying, microfilming and scanning.

Photocopying is perhaps the simplest method of duplication and one you can do yourself for a very small cost. Producing a photocopy is a simple solution for documents or photographs that are fragile or constantly being handled. The original can be safely in storage while the photocopy is being used. This is also a good option for news clippings as newsprint deteriorates very quickly. These days standard photocopy paper is of reasonably high quality and ages well. It is useful to make several photocopies of an archive at the same time to avoid having to repeatedly handle the original. When photocopying bound volumes do not press down too firmly as this will damage the spine.

Microfilming is a good option, especially for large collections such as newspapers, or for popular material subject to heavy use, such as genealogical records. Microfilms hold microcopies of printed material on a reel of film. They can be viewed using a microfilm reader. Microfilming is a cost-effective and viable option for long-term preservation. You will need to have the microfilming processed to the appropriate archival standard and carried out by a company familiar and experienced with this. You may also need to have a microfilm reader in your archive, especially if you do not also have digital copies.

Making a digital copy of an archive by scanning has become easier. The advantage of digitising an archive is that it can make information accessible to more people. It is now relatively inexpensive to produce a CD from a microfilm. 

However, scanning is not a solution for preservation. Many files or disks only a few years old are now unreadable. For this reason scanning archives to make a digital copy is not considered a good option for long-term preservation.

Access and Reference Services

Definition: Access and reference services are about making the archives available with regard to the available resources, ethical and privacy obligations and the physical integrity of the material.

Principles and activities

The main reference service activities are:

· To provide information about the archives 

· To assist researchers to find material they require

· To provide reproductions where appropriate

· To provide remote reference services for those unable to visit

Archivists try to make their holdings equally accessible to all researchers. However, there will usually be some records that need to be restricted.

To provide reference services the archive needs a space for viewing the records, information about the collections and the resources to answer queries and retrieve the records. It is also important for the archivist to comply with four key provisions:

· Equal access – archivists are ethically obliged to make archives available to researchers on equal terms.

· Full access – archivists try to grant access to all material that can help researchers.  Archivists therefore need to have a good understanding of their material and make use of up to date finding aids.

· Competing rights and access – archivists need to be aware of the conflicting ethics of the right to know and the right to privacy and confidentiality.

· Restrictions – archivists need to protect the records and apply restrictions based on the fragility of material, state secrets, business security, personal, privacy and donor requirements.

When providing public access to the archives you will need to be aware of the following legislation: the Copyright Act 1994, the Privacy Act 1993 and, for public records, the Official Information Act 1984. Also check the Public Records Act 2005. The relevant government departments will provide helpful information.

Security measures

You will want to encourage people to use the archives by providing a friendly, helpful service but you will also need to have regard for security measures to minimise loss or damage to the archives. These measures include:

· Users are supervised at all times (for sole charge archivists this can mean asking users to pre-order archives)

· Users should deposit bags and coats in lockers or a secure place while they are using the archives

· Archives issued to users should be well documented in an Archives Issues and Returns Register

· Food and drink should not be allowed near archives

· Users must use only pencils for taking notes

Access and reference services policy and forms

It is important to have an agreed policy on how access and reference services will be provided. A policy that clarifies the terms of access to the archives will help you solve unexpected or awkward requests that may be difficult to refuse. Have a look at the access policies held by similar archives: there are many examples on the Internet.

Develop forms for user access. Forms provide safeguards against potential misunderstandings over conditions and restrictions, they save time, and provide consistent information. They also provide a record of the user’s details in case of any misuse of the access conditions. The most important forms that need to be signed by the users are:

· The user registration form (all researchers and users of the archives should be registered on their first visit)

· The conditions of access terms of agreement

· A permission to quote or publish agreement

The above conditions may be combined into one form or provided separately. Other forms related to photocopying and copyright can also be provided. It is useful to keep an enquiries register (on computer if possible) to briefly document written enquiries. Keep a note of whom it was from, the subject and a summary of the reply and references used. You may also wish to note the time it took.

Archives Reading Room

Ideally a separate room should be set aside for users to view archives. In many small archives, space is made available in the workroom. If this is the case, a clearly defined space should be set aside separate from the archivist’s processing area.


Provide visitors to the archives with helpful guidelines on handling archives and how to request items. Also include information about how to comply with any restrictions or other requirements for using the archives.

Guides to the archives – the finding aids

Definition: Finding aids is a general term used to describe the information about the archive holdings. They include register lists, description notes, subject guides, inventories, card catalogues, indexes, and other lists.

You will need various guides (the finding aids) to the archives and the processing documentation will provide some of these. The main ones are the accession registers and the collection, record group or series descriptions that you will use frequently.

When it comes to finding information for visitors, it is tempting to rely on your memory and your own systems of finding information. However, creating various finding aids about the archives is an important task not only for your current visitors but also for any successor to your caretaking role.

If you have the accession register on a computer you can print out the accessions related to the researcher’s interest. You may also find that specific subjects are frequently requested and providing specific subject guides will be helpful. (Common areas of community research interest include World War II, transport, rural activities, community events, whakapapa, local businesses and community organisations).  Developing subject guides is an activity that can be done by keen volunteers who can use the information from the accession registers and other processing notes.


Promotion

There are many activities that can encourage use of the archives. One of the easiest ways to let people know about the archive collections is to make an entry on the National Register of Archives and Manuscripts (NRAM). This is a centralised online register of archives held in New Zealand repositories. See Appendix II for details.

Other methods to raise awareness include:

· Electronic publication of resources

· Exhibitions

· Newspaper articles

· Public and in-house presentations and tours

· Brochures – paper and electronic

Remember the archives are there to be used and the more people who use and support them the greater the benefit to the community. Do not forget to ask for help if you need it: there is a wealth of knowledge and experience in the New Zealand archive community with many people happy to give a helping hand.

Appendices

Appendix I

Further Reading

Note: There are many more helpful sites on the Internet. If you don’t have a computer at home or work, check with your local library to see if they offer public access to the Internet or provide reference services. Some of the following Internet addresses may change over time.

Archives Association of British Columbia (AABC). Archivist’s Toolkit. Retrieved from.

http://aabc.bc.ca/aabc/toolkit.html. Includes a link to Coles, Laura. (1988). A Manual

for Small Archives. Archives Association of British Columbia (AABC).

Archives New Zealand. Record keeping publications. Continuum. Retrieved from

http://www.archives.govt.nz/continuum/rkpublications.html

Auckland Art Gallery (1998). Artcare: The Care of Art and Artefacts in New Zealand,

Auckland Art Gallery. http://www.aucklandartgallery.govt.nz/services/conservation/

artcarebook.asp

Bergerson, Jeanette (1999). Manual for South Carolina religious archives and

recordkeeping. State Historical Records Survey Board. For copies of this publication,

contact Jeanette Bergerson, James R. Crumley Jr. Archives, Lutheran Theological

Southern Seminary, 4201 N. Main St., Columbia, SC 29203, 803-786-5150 x234,

e-mail: archives@ltss.edu

Ellis, Ellen (1994). Preserving our Story. Women’s Studies, Victoria University of

Wellington, P.O. Box 600, Wellington.

Ellis, Judith (ed.) (1993). Keeping Archives. 2nd edn, Thorpe & Australian Society of

Archivists: Melbourne.

Ham, Gerald F. (1992). Selecting and Appraising Archives and Manuscripts. Society of

American Archivists. Retrieved from http://www.archivists.org/catalog/

pubDetail.asp?objectID=139

Hunter, Gregory S. (1997). Developing and Maintaining Practical Archives. A How To

Do It Manual. NY. Neal-Schuman Publishers. Retrieved from

http://www.neal-schuman.com/db/3/353.html

International Council on Archives (ICA). Code of Ethics. Retrieved from

http://www.ica.org/old/biblio/c_ethics_e.html

National Library of New Zealand. Advice on protecting heritage material, brochures.

Retrieved from http://www.natlib.govt.nz/en/services/2protect.html#brochures

National Library of Australia. Preserving Australian Multicultural Documentary

Heritage: A Starter Kit. Retrieved from http://www.nla.gov.au/multicultural/kit/

National Register of Archives and Manuscripts (NRAM).

Retrieved from http://www.nram.org.nz

Ritzenthaler, Mary Lynn (1993). Preserving Archives and Manuscripts. Society of

American Archivists. Retrieved from http://www.archivists.org/catalog/pubDetail.asp?objectID=134

Ritzenthaler, Mary Lynn et al. (1999). Archives and Manuscripts: Administration of

Photographic Collections. Society of American Archivists, Chicago.

Society of American Archivists. (SAA) On-Line catalogue. Society of American

Archivists. Retrieved from http://www.archivists.org/catalog/index.asp

State Library of Queensland. Local history and Small Archives Tutorial: Archival

Collection Management. Retrieved from http://www.slq.qld.gov.au/jol/lhsa/ch1.html

Yakel, Elizabeth (1994). Starting an Archive. Society of American Archivists.

Retrieved from http://www.archivists.org/catalog/pubDetail.asp?objectID=241

Appendix II

Contacts

Associations and networks

Archives and Records Association of New Zealand (ARANZ). PO Box 11-553, Manners

Street, Wellington. http://www.aranz.org.nz.

Te Röpu Whakahau – Maori Library & Information Workers Network. Te Röpu

Whakahau, P.O. Box 5409, Lambton Quay, Wellington. http://www.trw.org.nz/

There are also other groups such as the sole archivist groups in Wellington and

Auckland. Contact your local professional association for further information.

Institutions and further education

Archives New Zealand Library. 04 499 5595 ext. 270

library@archives.govt.nz. Retrieved from

http://www.archives.govt.nz/doingresearch/library.html

The Open Polytechnic of New Zealand. Managing Archives. Private Bag 31914, Lower

Hutt. Retrieved from

http://www.openpolytechnic.ac.nz/programmesandcourses/courses/cm/72176.html

Or http://www.openpolytechnic.ac.nz

Te Wananga o Raukawa. Maori and Information Management, PO Box 119, Otaki.

Retrieved from http://www.twor.ac.nz/kowhiria_he_tohu/info.html

Victoria University of Wellington.

School of Information Management, Te Kura Whakaipurangi Korero. Introduction to

Archives Management. PO Box 600, Wellington 6001. Retrieved from

www.vuw.ac.nz/lis/courses/534/ -

Also see the New Zealand Conservators of Cultural Materials Pu Manaaki Kahurangi

website for a list of conservators and other information. www.conservators.org.nz

Preservation Advice

The National Preservation Office, Te Tari Tohu Taonga, offers free advice and can provide information about conservators. 

Email:preservation@natlib.govt.nz

Phone: 04-474 3000

National Preservation Office, Te Tari Tohu Taonga

National Library of New Zealand, Te Puna Matauranga o Aotearoa

PO Box 1467

Wellington

Appendix III

Glossary

Accessioning: Accessioning means formally recording the receipt of records into the archive.

Appraisal: The process of physically looking at the records and determining the significance, value and suitability of the records for keeping in the archive.

Archival value: The permanent and continuing worth of records based on their administrative, legal, financial, or historical usefulness.

Archives:

1. archive records, also referred to as archive materials. They may include written or printed documents or photographs, maps, audio and visual recordings, computer disks etc. Manuscripts is another name used for personal papers (published and unpublished) of an individual;

2. the building or place that houses the archives. This is often referred to as the archive repository and may include archives, libraries and museums;

3. the Archives institution or agency responsible for the material. (Often a capital letter is used when referring to an archive institution or department).

Arrangement: The act and result of physically organising records in accordance with archival principles such as provenance and original order. The process includes sorting, packing in file folders and boxes, labelling, and shelving.

Collection: The term used to describe a group of archival records or the whole archive holdings.

Description: This is the process of documenting what is known about the collection and the context of the collection.

Ephemera: Miscellaneous printed and published materials, such as advertisements, posters, cards, and brochures.

Finding aids: This is a general term used to describe the information about the archive holdings. Finding aids include guides, inventories, card catalogues, indexes and lists.

Original order: The order and organisation in which records were created and/or stored by the creator or office of origin.

Preservation: This includes all of the steps that can be taken to minimise the deterioration of the archives. This can be in the form of preventive conservation and conservation treatment.

Processing: The activities of appraisal, accessioning, arranging, describing, and properly storing archival materials.

Provenance: The organisation or person that created, received or accumulated and used the records in the course of their activities.

Record group: A body of related records created or collected by the same individual or agency as part of its functions and activities.

Records: Recorded information, regardless of physical format or characteristics, created, received and maintained as evidence of activities.

Records retention and disposal schedule: A timetable for keeping types of records.

Repository: A place where archival materials are housed.

Series: These are records or groups of records created from a particular filing system or kept as a group of records because of their relationship to one another. A series may be organised by original order, subject, function, or type of material.

Further reading about terms

Archives New Zealand. Glossary of recordkeeping and archival terms. Retrieved from

http://www.archives.govt.nz/continuum/dls/pdfs/g5-glossaryofterms.pdf
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Definition: The word ‘archives’ has three meanings:


archive records, also referred to as archive materials. They may include written or printed documents or photographs, maps, audio and visual recordings, computer disks, etc;


the building or place that houses the archives. This is often referred to as the archive repository and may include archives, libraries and museums;


the Archives institution or agency responsible for the material





Other definitions are included throughout the guide.





Tip : Subscribe to the Archives New Zealand library for access to the best library service about archives.





Tip : When considering archive facilities, always plan for growth.





Tip : Even the smallest archive needs to have a policy.





Definition: Acquisition is the process of accepting material as a donation, tansfer, purchase or loan to the archive.





Tip : Having an acquisition policy will help with sensitive situations when refusing material not relevant to the archive. The policy clarifies that the refusal is not personal and is based on the authorised collecting criteria.





Definition: Accessioning means formally recording the receipt of records into the archive.





Definition: Appraisal means physically looking at the records and determining the significance, value and suitability of the records for keeping in the archive.





Tip : When in doubt do not destroy. Make a note to review the appraisal decision at a later stage.





Definition: A records retention and disposal schedule is a timetable for keeping certain types of records.





Definition: Arrangement means organising the archive acquisitions and description is documenting what is known about them.





Tip : The terms record groups, series and fonds have different meanings in different countries.





Tip : If you need to rearrange your material seek advice from an experienced archivist.





Tip : Mark restricted items clearly as a reminder to check the terms of access.





Definition: Preservation includes all of the steps that can be taken to minimise the deterioration of the archives. This can be in the form of preventive conservation and conservation treatment.





Tip : Having archives stored at least 10cm off the floor will lessen the risk of damage from water, damp, pests, dust and other factors.





Tip : Avoid plastic unless you are certain that it is safe.





Tip : Building insulation and enclosures for the archives will help maintain a stable environment and reduce damaging fluctuations in temperature and relative humidity.





Tips: Writing the accession documentation as soon as possible after receiving the records will avoid potential muddles.








Administrative records			


Policy files


Statements of function


Organisational charts


Procedures and instructions


Minutes of meetings


Reports on major projects


Regulations





Legal value


Contracts


Leases


Original acts


Instruments of appointment


Treaties


Significant agreements





Financial accountability


Financial returns and reports


Final budgets


Audit reports


Significant expenditure and income








Historic interest


All of the other types and;


Diaries


Letters


Photographs


Posters


Postcards


Gifts, souvenirs and other memorabilia


Catalogues








Tip : Well-designed storage enclosures protect material from the adverse effects of light.





Tip : Inspect incoming archives for insects and remove any before storing with other archives.





Tip : A copy is never a replacement for the original - always retain the original.





Tip : Supply cotton gloves to readers using fragile items and pencils for their notes.





Tip : It is helpful to provide a brief description of all of the finding aids in a guide about the archives.
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