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INTRODUCTION |

INTRODUCTION TO MANAGING PUBLIC
SECTOR RECORDS: CASE STUDIES

Managing Public Sector Records: Case Studies supplements the modules in the
MPSR Study Programme by illustrating key issues of theory and practice through
real-life examples from around the world. A total of 34 case studies have been
developed, illustrating situations in such countries as Australia, Canada, Fiji, Ghana,
Jamaica, Malaysia and the United Kingdom. The case studies are designed to relate
directly to specific modules, so that they may be easily used as supplementary
teaching materials. The complete list of cases is included with this introduction,
along with an indication of the one or two modules the compilers felt could be most
closely linked with the cases. Users are encouraged not to limit their use of the cases,
however, and to seek creative ways to take advantage of the valuable information
presented.

These case studies are presented as they have been prepared by the authors; aside from
minor editing for production, language, style and content have not been altered. Thus,
for example, some cases might refer to ‘archival institutions’, others to ‘Archives’, and
still others to ‘the Archive’. Some include teaching notes; others do not. Some have
extensive appendices and others are quite brief. The compilers of these cases believe
that it is essential to retain the variety of terms used and ideas presented in order to
reflect accurately the diversity of approach in records and archives management around
the world.

Users of these cases are strongly encouraged to recognise the regional approach found
in each case and to adapt the studies to their own regional or institutional needs.

For more information on writing and using case
studies, see Writing Case Studies: A Manual,
included with this study programme.

CASE STUDIES: INTRODUCTION
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MPSR CASE STUDIES AND LINKS TO THE
MPSR STuDY PROGRAMME MODULES

Following is a list of all case studies included in the Management of Public Sector Records Study Programme.

This volume contains the case studies as identified on the contents page.

No | Author Country Title of Case Study Related Module Related Module
1 Candace Loewen Canada Appraisal of Common Administrative Records of the Human Resources Building Records
Management Function of Govt of Canada Appraisal Systems
2 Catherine Bailey Canada Macro-Appraisal: The Case of Income Securities Program Branch Building Records
Appraisal Systems
3 Rosemary Murray- Canada Managing Electronic Documents In Office Systems Using IMOSA Automating Records
Lachapelle Services
4 Laura Millar/Harry Ghana Developing an Automated National Records Centre Management System in Ghana | Managing Records Automating
Akussah in Records Centres Records Services
5 Victoria Lemieux/Brian Jamaica Automating the Archives and Records Management Program at UWI Automating Records | Managing
Spiers/Nicolas Maftei Services Archives
6 Laura Millar Canada Systems Downfall Or Organisational Shift?: Automation at Andover University Automating Records | Managing
Archives (a fictitious case study) Services Archives

CASE STUDIES: INTRODUCTION
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7 Andrew Evborokhai The Gambia Development of Records Management Programme in The Gambia Organising and Developing
Controlling Current | Infrastructures
Records
8 Pitt Kuan Wah Singapore Preserving Electronic Records at the National Archives of Singapore: A Balancing | Managing Preserving
Archival Act and a Shared Responsibility Electronic Records Records
9 Roger Craig Cayman A Disaster Preparedness Plan for the Cayman Islands National Archives Emergency Planning
10 | Chris Seifried Canada Management Decision Making and Teamwork Case Study Strategic Planning Automation
11 | Greg O’Shea Australia The Transition to Electronic Government — The Challenge for Records Managing
Management Electronic Records
12 | Victoria Lemieux Jamaica The University of the West Indies: Registry Filing Room Procedures Improvement | Analysing Business
Project: The Use of Total Quality Management in a Records Management Systems
Environment
13 | Musila Musembi Kenya Development of Conservation Facilities in the Kenya National Archives and Preserving Records
Documentation Services: A Case Study
14 | Cassandra Findlay Australia Development and Implementation of the Immigration Department’s New Automation Organising and
International Traveller Movements System Controlling
Current Records
15 | Pino Akatia Ghana Management of Financial Records: The Ghana Case Study Managing Financial
Records
16 | Kathryn Patterson New Zealand National Archival Authorities and Public Sector Reform: A Case Study of the Developing
National Archives of New Zealand Infrastructures
17 | Charles Gibson Belize Revising Archival Legislation in Zomora Developing
Infrastructures
18 | Gail Saunders and Elaine Bahamas Records Management - Building or Adapting a Records Centre Facility: The Case | Managing Records Managing
Toote of the Bahamas Records Centre in Records Centre Resources

CASE STUDIES: INTRODUCTION
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19 | Henry Kemoni Kenya Managing Medical Records in Kenya: A Case Study of the Moi National Referral Managing Hospital
and Teaching Hospital, Eldoret Records
20 | Barbara Craig Canada Central Childrens’ Hospital Merger and the Archives Managing Hospital
Records
21 | Setareki Tale Fiji Improving Records Control and Storage in Papakura Managing Organising and
Resources Controlling
Current Records
22 | Musila Musembi Kenya The Management of Legal Records in the Commonwealth: A Case Study Managing Legal
Records
23 | Ann Pederson Australia Storage/Preservation Case Study: Responding Effectively to a Disaster Emergency Planning | Preserving
Records
24 | Ann Pederson Australia Appraising the Records of the Australian Shipbuilding Engineers Association Managing Archives | Building
(ASEA) Records
Appraisal
Systems
25 | Ann Pederson Australia Scheduling the Records of the Wagga Wagga Outpost of the New South Wales Current Records Building
Forestry Commission Records
Appraisal
Systems
26 | Ann Pederson Australia Planning Reference Facilities and Services for a Provincial Archives Managing Archives
27 | Terry Cook, Ed Dahl and Australia/ Living with Your Conscience at the End of the Day: Ethical Issues and MPSR: Principles Managing
Ann Pederson Canada Archives/Records Managers and Context Resources
28 | Ann Pederson Australia Management Case Study: Revising the Record Keeping Programme for the Widget | Current Records Strategic
Manufacturing Company Planning
29 | Ann Pederson Australia Advocacy/Marketing for Record Keeping: A Case Study Strategic Planning MPSR:
Principles and
Context

CASE STUDIES: INTRODUCTION
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30

Ann Pederson and Trudy
Peterson

Australia/USA

Archival Control: Case Studies

Managing Archives

31 | Barbara Reed Australia Personnel Records: A Case Study Managing Personnel
Records

32 | Livia lacovino Australia Legal Records: A Case Study Managing Legal
Records

33 | Margot Thomas St Lucia Reinvigorating the National Archives of Verdant Isle Developing
Infrastructures

34 | Ann Pederson Australia Acquiring the Papers of Mary Historian Managing Archives
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Case Study: Scheduling the Records of the Wagga
Wagga Outpost of the NSW Forestry Commission

Ann PedersonEI

One of the functions of the NSW Forestry Commission (NSWFC) is to conduct
research on Australian native trees and shrubs in New South Wales, Australia (NSW).
In carrying out this mission, the NSWFC maintains seven outposts in different parts
of NSW. Each of these has two related facilities. A laboratory studies the
distribution and health of the native flora in its area, maintains a collection of plants
under controlled conditions, and carries out important long-term research as to the
causes and spread of plant diseases. A nursery breeds native plants for distribution
free to citizens as part of a programme to encourage the growing of Australian flora
and to replace natives in areas that have been depopulated from disaster or human
intervention. The Outpost Administration Office serves as a central, co-ordinating
point for record keeping activities.

The nursery operation in particular generates a number of records that are creating
space problems in the offices. You have been retained to develop a functional
retention schedule for these records which are described on the forms attached. The
Government Records Repository at Kingswood has space available to store them, if
needed, but remember that moving things takes time and effort and is not worth the
trouble for under a three-year retention total. As you work, you may notice a number
of inefficiencies with the record keeping and retrieval system. Please make
suggestions for improvements as you will be required to upgrade the overall record
keeping system starting next year.

YOU ARE TO MAKE DISPOSAL RECOMMENDATIONS: On the two sided
forms provided (use one side for each series), work out your recommendations in
pencil, discuss them with your colleagues to achieve a final, harmonious result for all
SIX.

! Ms. Ann Pederson is a Senior Lecturer in Archives Administration and Records Management in the
School of Information, Systems, Technology and Management at The University of New South Wales
in Sydney, Australia.

Born and educated in the USA, Ann holds BA [Hons.] and MA degrees in history and is a qualified
secondary teacher. She spent ten years with the Georgia Department of Archives and History in a
number of capacities, including five years as Director of the Archives Division, with responsibility for
all archival functions.

Her professional achievements include prime responsibility for the first edition of Keeping Archives
(1987) and principal authorship of Documenting Society (1998), a multimedia training course in
archives/records management. She represents Australia on the Steering Committee of the Section on
Archival Education and Training of the International Council on Archives (ICA/SAE) and is both a
Fellow of the Society of American Archivists (SAA) and a Laureate of the Australian Society of
Archivists (ASA).

CASE STUDIES 25: PEDERSON
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Designate the ‘office of record’ ie the office with the ultimate authority for
managing the series concerned.

Prepare disposal recommendations for each of the six series.
Explain your considerations and justify your recommendations.

Describe any changes to the current records systems that you would suggest
and write amended disposal recommendations that are needed to incorporate
these changes after they are implemented.

CASE STUDIES 25: PEDERSON
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RECORD SERIES TO BE SCHEDULED: Six in all (see attached summary
descriptions)

Applications to Obtain Native Plants Nursery Operations Monthly Statistics
(1952- ) 28 metres. (1976- ) 2.5 metres.

Catalogues of Native Plants Available Seedling Recipients Card Files (1925-) 20
At Wagga Wagga (1928- ) 20 metres. metres.

Native Seedling Distribution Receipt Wagga Wagga Forestry Commission [FC]
Books (1945- ) 600 books. Outpost Annual Reports (1939-) 2 metres.

NOTE: If a series has multiple copies or versions, your instructions for that series
must explain what is to happen to each one of them.

DISPOSAL RECOMMENDATIONS: Use the form of words below for expressing
disposal recommendations. Remember, clarity, consistency and completeness are the
hallmarks of good disposal instructions. They must be understood by administrative
staff without need for further consultation.

Form of Words to be Used in Writing Disposal Instructions:

Close OFF by at the end of ;
(how - by what methods) (interval/date)

Hold in current office area for :

(time period)

Transfer to for X
(location) (time period)
then

(Retire to Archives OR Destroy)

CASE STUDIES 25: PEDERSON
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Example of Disposal Instructions: RECORD REQUEST FORMS( 3 PART FORM)

Original:

Close by opening new part at the end of the calendar year;

Hold in current office area for 1 year;

Then Destroy

Yellow Copy: Retained by requestor as a record of his/her work. Do not file.

Pink copy:

When retrieving records, place in carton as a record of removal
of documents; upon refile of records, remove from box; check
against documents and original of form to insure correct refile
and completeness/condition of records; then destroy. Do not
file.

CASE STUDIES 25: PEDERSON
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WORKSHEET FOR SUMMARY DISPOSAL SCHEDULE WAGGA WAGGA FORESTRY COMMISSION

OUTPOST
SERIES INFORMATION/REASONS DISPOSAL RECOMMENDATIONS/INSTRUCTIONS
Series Title/Inclusive Dates: Present Accumulation & Future (if no change to overall system)
Critical Characteristics/Factors/Reasons Affecting Retention Designated Office of Record All Other Offices
Instructions: Instructions:

New Instructions to accommodate recommended changes in system described at left.

Recommendations for changes to the management/handling
of this series in future: Designated Office of Record All Other Offices

Instructions: Instructions:

CASE STUDIES 25: PEDERSON
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JUSTIFICATIONS/EXPLANATIONS:
SERIES 1. Application to Obtain Native Plants. 1952 - date
Reasons to Keep:

Name, address, application and reason for wanting plants are all important and
this is the only series that has this info. Knowing where plants are going and
reasons for obtaining useful for long-term study of plant diseases and forestation
patterns which is main research of lab.

Reasons to Toss:

Voluminous and overlaps with Seeding Recipient Cards. Does not document
actual receipt of plants which form the basis for long-term study.

DISPOSAL RECOMMENDATIONS/INSTRUCTIONS:

Disposal Instructions for Existing Accumulation: 1952-Date
Office of Record: NURSERY

Yellow: Transfer to client with plants.

Pink:  Close file when Monthly Reports are prepared; cut off when new
annual report prepared, hold in office for | year; then destroy.

White Original: Transfer to Outpost Administration Office

All Other Outpost Administration Office.
Offices:

Future Accumulation: Present year onward. White Original:

1 Research value of information is high and applications are origination | 1952-1995: Close file following input to Seedling Recipient Cards; verify
of process of marketing and distribution of plants. Consolidation of this | accuracy of data; cut off when new annual report issued; then transfer to State
series with Receipts series is more efficient, then use resulting hybrid | Archives. Note: Retrospective conversion of old applications may be necessary
record as the input or source document for a new Seedling Distribution | to get reasons, but it is very important for research and may be done off-site ie at
Database. This database becomes a source for plant distribution data | archives repository) so that office space can still be freed up.
needed for monthly and annual reports. .

) ) o ) Future Accumulation:
2 Documentation of disapprovals is important as it sets precedents. ] ] ) ) )
Separate into 2 series: Approved Applications to Obtain Native Plants | ) Disposal instructions for Disapproved Series would read
and Disapproved Applications to Obtain Native Plants. Yellow: to client.
Pink: destroy.
Disapproved Series: Has evidential importance as it sets precedent for | \white: Close file after input to Monthly Reports; cut off when new Annual

policy on distribution. Important to retain for research purposes;
explain why some requests were refused.

Report prepared, hold in office for | year; then retire to archives.

CASE STUDIES 25: PEDERSON
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Approved Series: Check on information that goes into Nursery Monthly
and Administration Annual Reports. Be sure that information about
Recipient’s address, reason for wanting plants, and proposed planting
location are recorded on Seedling Distribution Database

b) Approved Series.
Yellow: Transfer to client with plants.

Pink: Close file when Monthly Reports are prepared; cut off when new
annual report prepared, hold in office for | year; then destroy.

White Original: Transfer to Outpost Administration Office

All Other Offices: OAO:
White Original: Close file following input of selected information (as above)

into New Seedling Distribution Data Base, verify data cut off when new
annual report prepared, hold in office for 1 year and destroy.

[See justification/explanation notes on management of new electronic database
and related records under Seedling Recipient Card Files series]

CASE STUDIES 25: PEDERSON
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SERIES 2. Catalogues of Native Plants Available at Wagga Wagga
Outpost. 1928-date

Reasons to Keep:

Important to document varieties available, terms and conditions for obtaining
plants, as well as types of feature articles the NSW Commission prepared for the
public ie show attitude of agency to public, changes in advice. Continually
useful in nursery office as sources for terms of distribution, ‘how to’ articles and
design features for producing new catalogues ie may want to reprint items from
earlier catalogues. Also, it is a general archival rule to keep a ‘record or archival
set’ consisting of | security and I reference copy of all issues of all publications
issued by an entity. Thus it is important to have a complete set accessible in the
creating office and a record set sent to archives.

Reasons to Toss:

Lots and lots of copies. Once each growing season is ended, information is less
and less relevant. Not all catalogues have date of issue. Key problem is the
large backlog of multiple copies of superceded catalogues and need to control
excess copies.

Changes or Cautions: Need to discern how many issues were produced so you
can be sure you have a minimum of three copies of each. May need to draw up a
‘want’ list of those missing to circulate among former staff or clients. Be sure
that production procedures include putting date of issue on each new catalogue.
Filming or scanning may be an option for complete series, but it should be
considered only if sufficient research demand. In general, such filming would be
undertaken by the archives, not the outpost and thus would lie outside your brief.
[See notes on micofilming/scanning of Annual Reports]

Disposal Instructions for Existing Accumulation:
Office of Record: Nursery

Close file upon issue of new catalogue;

1) Send set (2 copies of each new catalogue) to archives.

2) Retain one copy as part of ‘master’ set in current office area for
continuing reference.

3) Distribute individual copies en masse according to policy and as

requested over 1 year:

Then, destroy 50% of all copies remaining for each year over 5 years; destroy all
remaining copies more than 5 years old;.

All other Offices: Destroy when superceded and no longer needed for reference
or after 5 years.

CASE STUDIES 25: PEDERSON
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SERIES 3. Native Seedling Distribution Receipt Books. 1945-date

Reasons to Keep:

Documents actual distribution of plants. Even though plants are given away
free, transaction has financial implications (expenditure of public money to
grow/care for/distribute plants); therefore, records may be required for fiscal
audit (3-7 years).

Reasons to Toss:

Duplicates some information on Applications to Obtain Native Plants. Receipts
are a voluminous, low level routine record; authoritative aggregated data ie cash
journals, summary reports are much preferred.

Changes:

Eliminate this series by revising Application to Obtain Native Plants form to
include types and quantities of plants actually supplied and date of pick up and
authorising officer. No future records, therefore no new instructions required.

Disposal Instructions for Present Accumulation:

Office of Record: NURSERY

Original: Transfer to client with plants.

Bound Copy Close file at end of each book;

Transfer completed books to Outpost Administration Office.
All Other
Offices:

Outpost Administration Office

Bound Copy: Close after recording selected information on Seedling Recipient
Cards; cut off at end of calendar year; hold 12 months; transfer to storage (or
repository); hold for 6 years, destroy.

Future: Series is eliminated through consolidation with Application Series.

CASE STUDIES 25: PEDERSON
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SERIES 4. Nursery Operations Monthly Statistics. 1976-date

Reasons to Keep:

Information on resources utilised in operations, amount of saleable plants
produced, amount of same distributed, distribution of work of staff and narrative
of problems/issues are all valuable in gaining a picture of operations; small
volume of series.

Possible long-term significance for Worker’s Compensation Cases, i.e.
insecticide handling would show up in staff duties...+ Reports may be used to
allocate future staff duties or alter job descriptions...so one copy (preferably
WHITE) might have a longer retention - depends on whether or not similar
documentation is present in other personnel records generated and held by
Human Resources section of Forestry Commission.

Reasons to Toss:

Considerable duplication of information in Annual Reports for Outpost. The
archival rule is that, in general, information should be kept in most concise form,
ie Annual Reports instead of Monthly, unless important data is not recorded
there. Thus it is critical to check degree of overlap in info (annual reports and
personnel records) and to ensure that the narrative segments of the monthly
reports which have legally important data are kept for the necessary time

Changes:

1) For conservation reasons, send PINK copy to Outpost Administrative
Office and keep original in nursery since it has a long retention.

2) Better to schedule effective review of what information is transferred to
Annual Report series and of information regarding workers’ duties held
in personnel records with the aim of eliminating the need for long

retention of these records.

Disposal Instruction for Existing Accumulation
Office of Record: NURSERY.
Original: Transfer to Outpost Administrative Office

Copy: Cut off upon issue of annual report; hold in current files in nursery for 5
years, destroy.

All Other Offices: Outpost Administration Office

Original: Close file upon issue of new Wagga Wagga outpost Annual Report,
hold in current files area for 1 year, then transfer to records repository, hold for
75 years, then destroy.

Note: This assumes that personnel does not hold similar or better documentation
of narrative information on work assignments with hazardous substances.

CASE STUDIES 25: PEDERSON
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SERIES 5. Seedling Recipients Cards Files 1925-date
Reasons to Keep

Began 1925 and is earliest/only series reflecting activity before 1939, important
to know who received what types of trees, when, and where to trace plant
diseases, catastrophes, forest expansion, and growth of appreciation of natives,
etc. This series is the most important for the laboratory’s ongoing research
function into the health and reforestation of the native flora across the state.

Unclear whether reasons for requesting plants are recorded here at all and, if so,
were recorded before 1952 ie when application forms were introduced. If not,
then pre-1952 records are not as valuable as post, assuming that the reasons
HAVE been recorded on the Cards. If the reasons have not been recorded, it
will be necessary to keep the Applications as well to obtain a complete record.

Reasons to Toss:

Voluminous (ie two shelf metres annually). Two files of overlapping, but not
fully duplicated information; are both needed and used equally? Because
researchers are interested in health of trees/plants, it is likely the Plant file will
be most heavily used. Whether or not recipients are deceased is irrelevant, as
many requests are in the names of organisations or businesses and anyway, some
plants, particularly trees, live longer than people.

Changes:

This series and Applications to Obtain Native Plants can be consolidated and
appear to be suitable for automation to create a most interesting and valuable
cumulative database. With automation, receipts could be generated by computer
and the applications series would provide the major information input.

If changes were made to create a new Seedling Distribution Database, existing
affected series would be given one-time disposal schedule to handle all
retrospective material and new ongoing schedule would need to be drawn up to
ensure proper documentation.

Disposal Instructions for Existing Accumulation: 1925-date
Office of Record:
OUTPOST ADMINISTRATIVE OFFICE

a Card File Arranged by Type of Plant:
Close by opening new part when card is full cut off at end of calendar
year; hold in current files area 2 years, retire to State Archives.

b Card File Arranged by Name of Recipient:

Close by opening new part when card is full cut off at end of calendar
year; hold in current files area.
All Other Offices: N/A.

Future Accumulations: Disposal Instructions: Instructions will need to be
devised for the following records:

1) Native Plant Seedling Distribution Database Source/Input Documents:
Originals and Copy(ies): See recommendations made under changes to
Series 1: Applications to Obtain Native Plants.

2) Native Plant Seedling Distribution Database Documentation:

instructions needed for vital records protection of ‘live’ database by
prescribing interval at which an archival security back-up is to be
downloaded and what media/format will be used for that purpose ie
magnetic or optical media, hardcopy, microform, etc. This will have the
effect of ‘closing’ the file, then you should have attempted to write
instructions on where, when, what format and how long you would
retain the following types of system documentation: Fr Example:

a) Archival Security Back-up of Cumulative Master File: Seedling
Distribution Database Master Computer Tapes: Create back-up
security master after each update and send to archives. After
verification of each new update, hold superceded master tapes in

archives for 2 updates then destroy or re-cycle.

CASE STUDIES 25: PEDERSON
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Disposal Aspects of Electronic Information and/or Record Keeping
Systems:

Native Plant Seedling Distribution Database - Input based on hybrid source
document series (applications, receipts) and incorporating information elements
drawn from old series (card files). Two tasks need to be addressed: 1) design of
new database (based upon desired elements from old series and any new data
that they might not have previously recorded, but which would improve research
in future AND 2) retrospective conversion of data from card files to database.
Assuming that the Client and Plant versions are different configurations of the
same data, the old card files series could closed at the end of the year following
the implementation of the new database and one of them (whichever the office
prefers) transferred to a quiet location where the conversion project could
proceed without the hurly burly of daily reference.

b)

c)

Any Outputs in any format: Consists of a number/variety of
Occasional or Regular Reports from the database which are used
for research and to provide input into Monthly and Annual
Reports.

Metadata of Database Design & Management: any information
needed to document and operate the database

CASE STUDIES 25: PEDERSON
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SERIES 6.

Reasons to Keep:

Wagga Wagga FC Outpost Annual Reports. 1939-date

Required by law of all public offices. Appears to be the most concise and fullest
summary of post activities. Relatively compact series which acts as an ‘index’
to important occurrences. Again, archival guideline of sending a ‘record set’ to
archives holds. (see instructions for Catalogues). Unknown disposal
arrangements for annual reports of all outposts presumably held by Head Office
of the NSW Forestry Commission (NSWFC). Certainly if the Head Office kept
reports of all Outposts, it would be more efficient for the ‘record or archival set’
to be sent from them rather than from each issuing outpost, so that would need to
be incorporated in the schedule.

Reasons to Toss:

Have many extra copies from present and past years lying around so these and
the total number being produced need to be reviewed.

Future Accumulation:

Notes: Microfilming is a possibility, but should be studied for implementation at
State-wide level, not just one Outpost. It should not be done unless full
documentation i.e. complete runs of reports are available and must be planned at
intervals so as to film in complete reels or fiche, not fragments.

Disposal Instruction for Current Accumulation:
Office of Record:

OUTPOST ADMINISTRATION OFFICE

Close file upon issue of new Annual Report;

1) Send 2 copies of each new report to archives.

2) Retain one copy as part of ‘master’ set in current office area for
continuing reference.

3) Distribute individual copies en masse according to policy and as
requested over 1 year:

Then, destroy 50% of all copies remaining for each year over 5 years; destroy all
remaining copies more than 5 years old.

All other Offices: Destroy when superseded and no longer needed for reference
or after 5 years.

CASE STUDIES 25: PEDERSON
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Abstracts from Applications for Records
Disposal/Retention Schedule Descriptions of Series at
Wagga Wagga

***************************************************S E R I ES 1*********

APPLICATION FOR RECORDS RETENTION SCHEDULE

INSTRUCTIONS: Prepare one application form for each series. Read the separate
sheet entitled ‘Instructions for Completion of Application for Records Retention
Forms’ and ‘Appraisal Guidelines for Records Retention Schedules’. Final copies the
applications should be typed or printed in ink using block letters.

FOR AGENCY USE:

Name of Responsible Archival Authority: Erewhon National Archives
Application Filing Date: 10-11-98

Application Number: 99-1

Date Completed: 12-01-99 Date Approved/Implemented:

1 Agency Applying: Nursery Section, Wagga Wagga Outpost NSW Forestry
Commission

2 Person to Contact: Jim Stokes Working Title Nursery Manager Tel/FAX/
email:

3 Action Requested:

a [ X ] Establish Retention Schedule: record will continue to accumulate
b [ ] Dispose of present accumulation. no further accumulation
anticipated

c [ ] Amend Application No. () Check One: [ ] Change [ ]
Supersede: [ ] Void:

4 Creating/Custodial Agency: as above
Predecessor/Successor Custodial Agency(ies) to 4.: N/A not applicable
6 Recommended Records Series Title: Applications to Obtain Native
Plants
7 Dates of Series: Earliest 1952 Latest to date

8 Creating/Custodial/Office Function/Work Activity Related to Records:

The Wagga Wagga Outpost of the New South Wales Forestry Commission
(NSWFC) conducts research on Australian native trees and shrubs, as one of

CASE STUDIES 25: PEDERSON
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10

11

seven outposts across the state. Each of these outposts has two related
facilities: 1) a laboratory which studies the distribution and health of the native
flora in the area and maintains a collection of plants under controlled
conditions, AND 2) a nursery which breeds native plants for distribution free
to citizens as part of a programme to encourage the growth of Australian flora
generally and to replace natives in areas which have been depopulated due to
disaster or human intervention. The forms in this series are issued by the
Nursery Office.

Record Series Description: (Attach samples of the file if needed for
clarification)

a Records relating to: Requests from citizens, garden clubs, down
officials, etc. for the free distribution of native plants grown by the
nursery.

b Included are: Form FC101 (3 parts. original. pink copy, yellow copy),

16 cm x 24 cm. which contains the following information: requestor’s
name, address, and institutional or organisational affiliation (if
applicable and not stated previously); type and quantity of plants
requested; reason for request (boxes to tick list beautification/
landscaping. reforestation with sub-categories of why reforestation is
needed, and other which requestor must explain; approval/disapproval
of request. the latter requiring some explanation, authorising officer,
and date of authorisation.

NOTES: Requests generate 3 parts. Yellow and pink copies go to
nursery as order to be filled, with the yellow going to the client with
the plants and the pink staying in the nursery files for input to monthly
statistics. White goes to the WWFC Outpost Administration Office
and provides input to Seedling Recipient Cards and Annual Reports.

c Representative or notable content:

d Series is arranged: Chronologically by running number

Related Series: Native Seedling Distribution Receipt Books, Nursery
Operations Monthly Statistics, Seedling Recipients’ Card Files, Outpost
Annual Reports

Monthly Reference Rate: How often in any month are records referred to
which are:

One to six months old: 300 : Seven to twelve months old: 150 Thirteen to twenty-four
months old: 10 twenty-five months & and older: 0
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13

Current accumulation of Records: 28 s.m.
a Current Office: 28 S.M. Total

Drawers: (1 M.) Shelves ( 2 ) Other (describe):
b Other Storage Area: 0 S.M Total Location of Area

Drawers ( ); Shelves () Other (describe):
Annual rate of accumulation of record: 2 S.M. Total
Drawers (1 M.) Shelves ( 2 ) Other (describe):
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***************************************************SER I ES 2*********

APPLICATION FOR RECORDS RETENTION SCHEDULE

INSTRUCTIONS: Prepare one application form for each series. Read the separate
sheet entitled ‘Instructions for Completion of Application for Records Retention
forms’ and ‘Appraisal Guidelines for Records Retention Schedules’. Final copies the
applications should be typed or printed in ink using block letters.

FOR AGENCY USE:

Name of Responsible Archival Authority: Erewhon National Archives
Application Filing Date: 14-11-98

Application Number: 99-2

Date Received for Consideration: 12-01-99 Date Approved:

1 Agency Applying: Nursery Office, Wagga Wagga Outpost NSW Forestry
Commission

2 Person to Contact: Jim Stokes Working Title Nursery Manager Tel/FAX/
email:

3 Action Requested

a [ X ] Establish Retention Schedule: record will continue to accumulate
b [ ] Dispose of present accumulation. no further accumulation
anticipated

c [ ] Amend Application No. () Check One: [ ] Change [ ]
Supersede: [ ] Void:

Creating/Custodial Agency: as above

Predecessor/Successor Custodial Agency(ies) to 4. N/A not applicable
Recommended Records Series Title: Catalogues of Native Plants
Dates of Series: Earliest: 1928 Latest: to date
Creating/Custodial/Office Function/Work Activity Related to Records:

The Wagga Wagga Outpost of the New South Wales Forestry Commission
(NSWFC) conducts research on Australian native trees and shrubs, as one of
seven outposts across the state. Each of these outposts has two related
facilities: 1) a laboratory which studies the distribution and health of the native
flora in the area and maintains a collection of plants under controlled
conditions, AND 2) a nursery which breeds native plants for distribution free
to citizens as part of a programme to encourage the growth of Australian flora
generally and to replace natives in areas which have been depopulated due to

o N o o1 b~
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disaster or human intervention. This series is compiled and sent out by the
Nursery Office.

9 Record Series Description: (Attach samples of the file it needed for
clarification)

a

d

Records relating to: publicising the types and quantities of native
plants available for distribution to the public

Included are: Printed booklets, A-4 size, with slightly heavier paper
covers fixed with 3 staples on the left side. Number of pages vary.
Information contained in the booklets varies, but generally sets out the
terms and conditions of distribution of plants. at the Wagga Wagga FC
Nursery, describes types of plants and quantities available per
customer. Occasionally there is some feature on planting and caring
for particular plants, or a report of recent activities at the outpost.
Catalogues were published more or less annually, but not all are dated
on the title page.

NOTE: There are many copies of these booklets, but it is not certain
whether or not there is at least one copy of every one issued.

Representative or notable content:

Series is arranged:  Chronologically by date of publication

10 Related Series: Wagga Wagga Forestry Commission Outpost Annual
Reports

11 Monthly Reference Rate: How often in any month are records referred to
which are:

One to six months old: 1000 : Seven to twelve months old: 200 Thirteen to twenty-four
months old: 0 twenty-five months & and older: 0

12 Current accumulation of Records: 50 s.m.

a

Current Office: 22 S.M. Total
Drawers: () Shelves ( 17 ) Other (describe):

Other Storage Area: 28 S.M Total Location of Area: store room
next to office

Drawers ( ); Shelves ( 20 ) Other (describe):

13 Annual rate of accumulation of record: 9 S.M. Total
Drawers () Shelves ( 5 ) Other (describe):
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***************************************************SER I ES 3*********

APPLICATION FOR RECORDS RETENTION SCHEDULE

INSTRUCTIONS: Prepare one application form for each series. Read the separate
sheet entitled ‘Instructions for Completion of Application for Records Retention
forms” and ‘Appraisal Guidelines for Records Retention Schedules’. Final copies the
applications should be typed or printed in ink using block letters.

FOR AGENCY USE:

Name of Responsible Archival Authority: Erewhon National Archives
Application Filing Date: 20-11-98

Application Number: 99-3

Date Received for Consideration: 15-01-99 Date Approved:
1 Agency Applying: Nursery Section, Wagga Wagga Outpost NSW Forestry
Commission
2 Person to Contact: Jim Stokes Working Title Nursery Manager Tel/FAX/
email:
3 Action Requested
a [ X ] Establish Retention Schedule: record will continue to accumulate
b [ ] Dispose of present accumulation. no further accumulation
anticipated
c [ 1 Amend Application No. () Check One: [ ] Change [ ]
Supersede: [ ] Void:
4 Creating/Custodial Agency: as above
Predecessor/Successor Custodial Agency(ies) to 4. N/A not applicable
Recommended Records Series Title: Native  Seedling  Distribution
Receipt Books
7 Dates of Series: Earliest: 1945 Latest: to date
8 Creating/Custodial/Office Function/Work Activity Related to Records:

The Wagga Wagga Outpost of the New South Wales Forestry Commission
(NSWFC) conducts research on Australian native trees and shrubs, as one of
seven outposts across the state. Each of these outposts has two related
facilities: 1) a laboratory which studies the distribution and health of the native
flora in the area and maintains a collection of plants under controlled
conditions, AND 2) a nursery which breeds native plants for distribution free
to citizens as part of a programme to encourage the growth of Australian flora
generally and to replace natives in areas which have been depopulated due to
disaster or human intervention. This series is used by the Nursery Office.
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9 Record Series Description: (Attach samples of the file it needed for
clarification)

a

c
d

Records relating to: logistical data on actual pickup of plants by
approved requestors.

Included are: Form FC102 (2 part forms bound In receipt book) 9 cm
x 20 cm entries, 3 to an A-4 page. Information contained includes:
name of recipient, types and quantities of plants, date of pick-up,
nursery storeman’s initials. 100 pages per book.

NOTE: Completed books are sent over to outpost Administration
Office for input to Seedling Recipient Cards. Information on receipts
is abstracted and recorded on the cards.

Representative or notable content:
Series is arranged: Chronologically by running receipt number.

10 Related Series: Applications to Obtain Native Plants, Nursery Operations
Monthly Statistics, Seedling Recipients’ Card Files, Outpost Annual Reports

11 Monthly Reference Rate: How often in any month are records referred to
which are:

One to six months old: 100 : Seven to twelve months old: O Thirteen to twenty-four
months old: 0 twenty-five months & and older: 0

12 Current accumulation of Records: 5 s.m.

a

Current Office: 5 S.M. Total

Drawers: () Shelves ( 3 ) Other (describe): 600 books
Other Storage Area: 0 S.M Total Location of Area:
Drawers () Shelves () Other (describe):

13 Annual rate of accumulation of record: .2 S.M. Total
Drawers () Shelves ( ) Other (describe): 24 books
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***************************************************SER I ES 4*********

APPLICATION FOR RECORDS RETENTION SCHEDULE

INSTRUCTIONS: Prepare one application form for each series. Read the separate
sheet entitled ‘Instructions for Completion of Application for Records Retention
forms’ and ‘Appraisal Guidelines for Records Retention Schedules’. Final copies the
applications should be typed or printed in ink using block letters.

FOR AGENCY USE:

Name of Responsible Archival Authority: Erewhon National Archives
Application Filing Date: 22-11-98

Application Number: 99-4

Date Received for Consideration: 15-01-99 Date Approved:

1 Agency Applying: Nursery Section, Wagga Wagga Outpost NSW Forestry
Commission

2 Person to Contact: Jim Stokes Working Title Nursery Manager Tel/FAX/
email:

3 Action Requested

a [ X ] Establish Retention Schedule: record will continue to accumulate
b [ ] Dispose of present accumulation. no further accumulation
anticipated

c [ 1 Amend Application No. () Check One: [ ] Change [ ]
Supersede: [ ] Void:

Creating/Custodial Agency: as above

Predecessor/Successor Custodial Agency(ies) to 4. N/A not applicable
Recommended Records Series Title: Nursery Operations Monthly Statistics
Dates of Series: Earliest: 1976 Latest: to date
Creating/Custodial/Office Function/Work Activity Related to Records:

The Wagga Wagga Outpost of the New South Wales Forestry Commission
(NSWFC) conducts research on Australian native trees and shrubs, as one of
seven outposts across the state. Each of these outposts has two related
facilities: 1) a laboratory which studies the distribution and health of the native
flora in the area and maintains a collection of plants under controlled
conditions, AND 2) a nursery which breeds native plants for distribution free
to citizens as part of a programme to encourage the growth of Australian flora
generally and to replace natives in areas which have been depopulated due to
disaster or human intervention. This series is compiled by the Nursery.

o N o o1 b~
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9 Record Series Description: (Attach samples of the file it needed for
clarification)

a Records relating to: documenting production and distribution of native
plants, consumption of water, power, and fertiliser; staff hours and
activities.

b Included are: Single sheet. A-4 Forms FC204 which records the

following statistical information: report date, person preparing report,
varieties and quantities of plants grown, varieties and numbers of
plants distributed, total number of clients served, beginning and ending
readings on gas and electricity metres, kilos of fertiliser used, type and
quantities of pest control chemicals used, number of staff employed
and hours and type of duties of each, including leave taken.

NOTE: This report is prepared In duplicate, original is sent to Outpost
Administrative Office where it is used to prepare the Annual Report.
The copy remains in the Nursery files for reference. There is a
narrative section where significant staff and operational problems,
issues are reported.

c Representative or notable content:
d Series is arranged: Chronologically by year, thereunder by month

10 Related Series: Applications to Obtain Native Plants, Native Seedling
Distribution Receipt Books, Seedling Recipients’ Card Files, Outpost Annual
Reports

11 Monthly Reference Rate: How often in any month are records referred to
which are:

One to six months old: 6: Seven to twelve months old: 3 Thirteen to twenty-four
months old: 0 twenty-five months and older: 0

12 Current accumulation of Records: .5 s.m.
a Current Office: .5 S.M. Total

Drawers: ( 1) Shelves ( 3 ) Other (describe):
b Other Storage Area: 0 S.M Total Location of Area:
Drawers () Shelves () Other (describe):
13 Annual rate of accumulation of record: .05 S.M. Total
Drawers (.05) Shelves ( ) Other (describe):
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***************************************************SERI ES 5*********

APPLICATION FOR RECORDS RETENTION SCHEDULE

INSTRUCTIONS: Prepare one application form for each series. Read the separate
sheet entitled ‘Instructions for Completion of Application for Records Retention
forms’ and ‘Appraisal Guidelines for Records Retention Schedules’. Final copies the
applications should be typed or printed in ink using block letters.

FOR AGENCY USE:

Name of Responsible Archival Authority: Erewhon National Archives
Application Filing Date: 20-12-98

Application Number: 99-5

Date Received for Consideration: 18-01-99 Date Approved:

1

co N o o b~

Agency Applying: Nursery Section, Wagga Wagga Outpost NSW Forestry
Commission

Person to Contact: Jim Stokes Working Title Nursery Manager Tel/FAX/
email:

Action Requested
a [ X ] Establish Retention Schedule: record will continue to accumulate

b [ ] Dispose of present accumulation. no further accumulation
anticipated

c [ 1 Amend Application No. () Check One: [ ] Change [ ]
Supersede: [ ] Void:

Creating/Custodial Agency: as above

Predecessor/Successor Custodial Agency(ies) to 4. N/A not applicable
Recommended Records Series Title: Seedling Recipients Card Files
Dates of Series: Earliest: 1925 Latest: to date
Creating/Custodial/Office Function/Work Activity Related to Records:

The Wagga Wagga Outpost of the New South Wales Forestry Commission
(NSWEFC) conducts research on Australian native trees and shrubs, as one of
seven outposts across the state. Each of these outposts has two related
facilities: 1) a laboratory which studies the distribution and health of the native
flora in the area and maintains a collection of plants under controlled
conditions, AND 2) a nursery which breeds native plants for distribution free
to citizens as part of a programme to encourage the growth of Australian flora
generally and to replace natives in areas which have been depopulated due to
disaster or human intervention. This series is compiled and maintained in the
WWFC Outpost Administration Office.

CASE STUDIES 25: PEDERSON
23



Record Series Description: (Attach samples of the file it needed for

clarification)

a

Records relating to: persons, institutions, or organisations that have
received distributions of native plant seedlings

Included are: Index Cards, 8 cm x 13 cm with the following
information: name and address of recipient, type and quantity of plants
distributed, date of distribution. There are two parts to the series: a
primary card file set up by name of recipient, listing all data above and
a second cross-referencing card file set up by type of plant, giving
name of recipient and date of distributor

NOTE: These cards have never been weeded of deceased recipients.
Representative or notable content:

Series is arranged: Card File 1. Alphabetically by full name of
recipient and thereafter chronologically by date with most recent entry
last; Card File 2: Alphabetically by name of plant and thereafter
chronologically by date with most recent entry last

10 Related Series: Applications to Obtain Native Plants, Native Seedling
Distribution Receipt Books, Nursery Operations Monthly Statistics, Wagga
Wagga Outpost Annual Reports

11 Monthly Reference Rate:  How often in any month are records referred to
which are:

One to six months old: 600 : Seven to twelve months old: 450 Thirteen to twenty-four
months old: 300 twenty-five months and older: 150

12 Current accumulation of Records: 20 s.m.

a

Current Office: .5 S.M. Total Drawers: ( 20 ) Shelves ( )
Other (describe):

Other Storage Area: 0 S.M Total Location of Area:
Drawers () Shelves () Other (describe):

13 Annual rate of accumulation of record: .5 S.M. Total
Drawers (.5) Shelves () Other (describe):
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***************************************************SER I ES 6*********

APPLICATION FOR RECORDS RETENTION SCHEDULE

INSTRUCTIONS: Prepare one application form for each series. Read the separate
sheet entitled ‘Instructions for Completion of Application for Records Retention
forms’ and ‘Appraisal Guidelines for Records Retention Schedules’. Final copies the
applications should be typed or printed in ink using block letters.

FOR AGENCY USE:

Name of Responsible Archival Authority: Erewhon National Archives
Application Filing Date: 1-01-99

Application Number: 99-6

Date Received for Consideration: 22-01-99 Date Approved:
1 Agency Applying: Nursery Section, Wagga Wagga Outpost NSW Forestry
Commission
2 Person to Contact: Jim Stokes Working Title Nursery Manager Tel/FAX/
email:
3 Action Requested
a [ X ] Establish Retention Schedule: record will continue to accumulate
b [ ] Dispose of present accumulation. no further accumulation
anticipated
c [ 1 Amend Application No. () Check One: [ ] Change [ ]
Supersede: [ ] Void:
4 Creating/Custodial Agency: as above
Predecessor/Successor Custodial Agency(ies) to 4. N/A not applicable
6 Recommended Records Series Title: Wagga Wagga Forestry Commission
Outpost Annual Reports
7 Dates of Series: Earliest: 1939 Latest: to date
8 Creating/Custodial/Office Function/Work Activity Related to Records:

The Wagga Wagga Outpost of the New South Wales Forestry Commission
(NSWFC) conducts research on Australian native trees and shrubs, as one of
seven outposts across the state. Each of these outposts has two related
facilities: 1) a laboratory which studies the distribution and health of the native
flora in the area and maintains a collection of plants under controlled
conditions, AND 2) a nursery which breeds native plants for distribution free
to citizens as part of a programme to encourage the growth of Australian flora
generally and to replace natives in areas which have been depopulated due to
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11

disaster or human intervention. The Outpost Administration Office issues this

series.

Record Series Description: (Attach samples of the file it needed for
clarification)

a

c
d

Records relating to: reporting the annual production and distribution of
native plants, the experiments and achievements of the research lab
and the general operations and activities of the outpost as a whole.

Included are: Individual annual reports(copies) in A-4 format. pages
vary in number from year to year. Information included In the reports
also varies but generally reports: names and positions held by staff,
organisational structure statistical tables and charts with figures on
seedlings grown by type seedling distributed by type types and
outcomes of research projects undertaken distribution of plants by
geographic area distribution of diseases/pests by geographic area
categories and distribution of requests for seedlings by geographic area
consumption of water, power, fertiliser, insecticides, new strains of
plants developed. problems or issues faced by the Outpost.

NOTE: These reports are quite voluminous because they are required
by law and are widely distributed to Forestry Commission
Headquarters, other outposts, other government bodies, forestry
industry bodies, legislators and members of the public. Little has been
done to weed out large numbers of duplicates or to ensure that copies
of annual reports from other governmental bodies and outposts are not
mixed in with those from Wagga Wagga.

Representative or notable content:
Series is arranged: Chronologically by year

Related Series: Applications of Obtain Native Plants, Native Seedling
Distribution Receipt Books, Nursery Operations Monthly Statistics, Seedling
Recipients Card Files

Monthly Reference Rate: How often in any month are records referred to
which are:

One to six months old: 30 : Seven to twelve months old: 30 Thirteen to twenty-four
months old: 10 twenty-five months and older: 10 NOTES: multiple copies of old
reports in store room.
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12 Current accumulation of Records: 21.5s.m.

a Current Office: 3.5 S.M. Total Drawers: ( ) Shelves( 2 )
Other (describe):
b Other Storage Area: 18 S.M Total Location of Area: store room
adjacent to office
Drawers () Shelves ( 13 ) Other (describe):
13 Annual rate of accumulation of record: 3 S.M. Total
Drawers () Shelves ( 2 ) Other (describe):
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Appendix 1

Steps for Preparing a Retention/Disposal Schedule for

1)

2)

3)

4)

5)

6)

Official Records

Prepare, and receive top management approval of and a plan and timeframe
for the disposal scheduling programme.

Conduct background research on the organisation, structure and activities of
the creating body or office to gain insight into the context in which the records
are created and used. This phase involves gathering and studying sources such
as organisation charts and annual reports and interviewing key administrators
and records custodians.

Survey of existing records, beginning with the inactive ones in storage areas,
moving to those in current use in offices. The object of the survey is to
identify the various record series created or maintained by each office. The
following information should be collected and summarised for each series:

details of the nature, organisation, content and condition of the records and their
relation to any indexes or filing plans

details on numbers of copies and different formats (computer, microfilm etc)
comprising the series

whether the information in the series is substantially duplicated in any other
record series or is summarised or published regularly in reports

accumulation rates of the records per year and how often they are referred to and
by whom

details of any existing legal, financial or administrative regulation requiring the
series to be kept for a specified period.

Using the information obtained via the survey, determine the length of time
each series should be stored in current offices and when it should be moved
into lower cost intermediate storage. This should be established for each
version of the record, the original and all copies in whatever format they may
occur.

Appraise each series for archival retention utilising the appraisal checklist.
(Only 3 to 7% of the total of records created will usually be of archival value.
The remainder can be destroyed appropriately according to the disposal
sentences established at step 4).

Draft a disposal sentence for each series. This should describe when the series
is to be considered closed, how long it should remain in current office storage,
where and when it should be transferred, and its ultimate fate - either as an
archive or to be destroyed.
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7)

8)

9)

10)

Review the draft sentence with the management and administrative personnel
responsible for the care and use of the records and with appropriate legal and
financial experts. Revise the sentences according to their advice and obtain
their approval for the final recommendations.

Prepare finished disposal schedule and issue it formally bearing the signatures
of appropriate administrative, financial and legal authorities.

Assemble the appropriate office personnel to explain the disposal schedule and
develop plans for its implementation. Training sessions for the
implementation of the sentences may be necessary.

Assist and supervise the implementation of the disposal schedule.
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Appendix 2

Application for Records Disposal/Retention Schedule
Form

Name of Record keeping Authority: --------------------

APPLICATION FOR RECORDS DISPOSAL SCHEDULE

Instructions: See separate sheet entitled ‘Instructions for Completion of Application
for Records Disposal Schedule’. Final copies of the Application should be typed or
printed in ink using block letters. In automated systems, the application could
become an online form to clients to complete.

1. Name/Address of Agency FOR RECORD KEEPING
Applying: AUTHORITY USE

Date Received:

Application Number:

Date Completed/Approved:
Disposal Authority Code/Number:

2. Person to Contact Telephone:
Working Title: FAX:
Work Location: Email:

3. Action Requested:
a.[ ] Establish Disposal Schedule; record will continue to accumulate
b.[ ] Dispose of present accumulation; no further accumulation anticipated
c.[ 1 Amend Application No.  Tick & One:[ ] Change: [ ] Supercede: [ ] Void

4. Name and Address of Creating/Custodial Agency or Unit:

5. Names of Major Predecessor/Successor Custodial Agency(ies) to 4.

6. Recommended Records Series Title 7. Dates of Series
Earliest Latest

8. Creating/Custodial/Office Function/Work Activity Relating to the Record
Series
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9. Record Series Description: (Attach copies of the documents as a sample, if
needed for clarification)

a. Documents relating to:

b. Included are:

c. Representative or notable content:

d. Series is arranged

10. Related Series

11. Monthly Reference Rate: How often in one month are records referred to which
are:

One to six months old : Seven to twelve months old
Thirteen to twenty-four months old : Twenty-five months and older

12. Current Accumulation of Records: |.m. = linear metres

Current Office: I.m. Total Other Storage Areas: I.m. Total
Drawers () Drawers ()
Shelves () Shelves ()
Other (describe): Other (describe):
13. Annual Rate of Accumulation of Record: I.m. Total
Drawers( ) ;Shelves( ); Other (describe):

COMPLETE AND ATTACH AN APPRAISAL WORKSHEET TO THIS

FORM: Consult the information gathered on the Appraisal Worksheet to complete entries for item 14 and 15.
Confer with agency contact officer and/or persons he or she designates to complete entry for item 16.

CASE STUDIES 25: PEDERSON
31




14.

Retention Requirements The following requires the series to be kept:

State Law ( ) years. d. Audit period ( ) years.

Statute of limitation  ( ) | e. Administrative need ( )

years. years.

Commonwealth Law ( ) | f. Disposal authority ( ) years.
years.

(Attach a copy or excerpt of disposal authority, laws or regulations. Explain
administrative need)

15.

Approved Disposition Instruction: Tick i and complete all options necessary
to ensure a complete and final instruction. This agency recommends that the
units of the record series be closed by ceasing to add papers to existing
units/folders as follows:

Close File

(state method and interval of closure, i.e. at end of each
financial year; when file gets 6 cm thick)

Cut Off Series accumulation into segments based on the following timeframe

(explain when i.e. at end of term of office, when new elections are held,
or at end of 3 years, etc.)

THEN [tick A7 one or more of the options below as applicable]

O

O

OR

u
u

maintain in current office years/months for day-to-day operation;
THEN
transfer to Local holding area, for
years; THEN (specify location)
transfer to Intermediate Storage/Records Centre at
; hold year(s); THEN
(give name and address of location)
destroy
transfer to Archives for indefinite retention.

other (Specify special instructions)
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16. Access Instructions:

These disposal and access instructions apply to all prior and future accumulations of the

series.

Agency Head/Designee

Records Management Officer

(Signature) Date

(Signature) Date

Recommendations in items 15 & 16 are
[tick A7 one of the options below

Public Records Committee

(Signatures) Date

O Approved Date:

Fiscal Authority

O Disapproved Date:

(If disapproved attach letter of
explanation)

Legal Authority

Executive Authority

Audit Authority

Archival Authority
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Instructions for Completion of Application for
Records Disposal/Retention Schedule Form

UN-NUMBERED ITEMS:

RECORD KEEPING AUTHORITY OR REPOSITORY: Enter the name of
the record keeping authority or repository that has jurisdiction over the records
and that will authorise the disposition of or will receive or dispose of the
scheduled records, if relevant.

FOR RECORD KEEPING USE: The Record Keeping Specialist enters the
master application number for the entire records system and logs the date of
receipt of the application. Once the application form has been reviewed and
any corrections/improvements made and finalised, the application is
considered complete and may be sent to the agency head and the Records
Committee for approval. When the schedule is finally approved, the date of
completion is filled in.

NUMBERED ITEMS:

1. AGENCY APPLYING - Enter the name of the agency, then list the
Division, Unit and Section in their order of descending authority.
Also, list the street address and room number.

2. PERSON TO CONTACT - Enter the name of the person who has the
broadest knowledge of the series and its use, content and importance.
Include working title and telephone number of individual.

3. ACTION REQUESTED - Check appropriate box. Item 3a is checked
for those series which continue to accumulate year after year. Item 3b
is checked for those in which no further accumulation is anticipated
and item 3c is checked to amend a previously approved schedule.

4, CREATING/CUSTODIAL AGENCY - Occasionally offices may find
they have records of other businesses or bodies which they have
inherited by take over or some other means. Enter name of body and
office which actually created or used the records during their active
life. If 4.1s the same as 1., enter ‘Same as 1.".

5. PREDECESSOR/SUCCESSOR AGENCY(IES) to 4. - To assist the
record keeping specialist in tracing the chain of documentation, list the
names of earlier or later offices and agencies which created or received
and used this same series at another time.

7. RECOMMENDED RECORD SERIES TITLE — A good record series
title is based on the work activity or function which the records
document and should be both descriptive and brief. If the title now
being used is not accurate or descriptive enough, and would be
understood only by the personnel familiar with the file, develop and
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enter a new ‘official’ one. The title used in the office may be inserted
in parenthesis underneath the recommended and now ‘official’ records
series title.  An accurate title description enables the Records
Committee to properly evaluate applications in relation to the function
of the Agency, and the content and importance of the record series.

EARLIEST AND LATEST DATES OF SERIES - Give inclusive
dates. The earliest date is the date of the oldest document in the series,
including any portions of the series that may have been moved into
storage elsewhere. If the record series is one that will continue to
accumulate, use the term ‘to date’ which will cover all future
accumulations of the record. If the series is closed, that is it is no
longer accumulating, give the date of the most recent document in the
file.

Example: Continuing series 1949 to date; Closed Series 1949 - 1981.

8.

CREATING/CUSTODIAL OFFICE FUNCTION/WORK ACTIVITY
- Describe the major purpose, functions/programmes, and work
activities of the office identified in 4. which created or received and
used the records during their active life. List any work activities that
especially relate to the record series in question, but do not give details
of how the work is performed as such descriptions are too specific.
Your purpose is to give an accurate, objective and representative view
of the overall work of the office and place the activity that relates to
the specific record series in proper perspective.

RECORD SERIES DESCRIPTION - The description should provide
the following information in sub-paragraphs a. - d.:

a) Documents Relating to: State the relationship of the series to
the work of the office, ie the specific operation or activity the
records support, such as ‘Documents relating to indemnifying
owners of diseased livestock,” and ‘Documents relating to
constructing highway bridges.’

b) Included are: List each type of record or document, giving
titles and numbers of forms, followed by the types of
information contained therein. Examples of types of records
might include: letters, minutes, contacts, applications,
reports, invoices, receipts, cash journals and so on. An
example of an entry for Applications for Motor Vehicle
Driver’s Licences would read Applications for Motor Vehicle
Driver’s Licence (form 203) giving applicant’s name and
address, licence number, class of licence, applicant’s date of
birth, requirement for spectacles, period of licence
effectiveness, amount of licence fee, consent form for organ
transplant, signature of applicant, address of motor registry
processing application. If the series contains more than one
type of document, your entry will list them all in sequence, i.e.
first document and types of information thereon, next document
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10.

11.

12.

and type of information, next .... and so on. The contents of
some types of documents are so well-known that you may not
need to describe the information recorded in any detail, for
example letters.

C) Representative or Notable Content: For long narrative record
series such as correspondence or minutes, record the major
representative types of business or transactions reflected in the
text of the records. Some record series, such as the applications
above, do not require an entry here.

d) Series is arranged: State how the files in the record series are
arranged, whether alphabetical, numerically, or chronologically
and by what feature. ie alphabetically by surname of employee.
Often records have more than one level of arrangement
i.e. alphabetically by name of State, thereunder by grade
level of school (primary, secondary) and thereunder
alphabetically by name of School. All levels needed to access
the file correctly should be described, in case of the example,
all three levels would be required.

If the series has an index, indicate when this is contained within
the series (for example, at the front of a volume of minutes). If
the index is physically separate enter ‘separate index’ and
mention the index as an item under 10. Related Series.

RELATED SERIES - Often individual record series are part of a
‘family’ of interdependent records series which, together, support a
particular work activity. For example: Some series, such as indexes
known as controlling series, are essential for providing access to other
series, such as correspondence files. The correspondence file series is
therefore known as a controlled series. There are other kinds of series,
such as accountancy records, which may be closely related to each
other, in that the same information may be substantially duplicated in
the different series. The titles of all controlling, controlled and other
closely related record series should be given here.

This will enable the Record Keeping Specialist to evaluate these series
as a group when s/he is drafting retention recommendations.

MONTHLY REFERENCE RATE - Enter the number of times office
staff presently refer to records that are 1-6 months old; 7-12 months
old; 13-24 months old; and 25 months older. The most accurate
method of determining the average monthly reference rate is to have
file clerks keep a record of how often they referenced the series for a
set period of time, say five days representing usual business in the
office. By multiplying by 4.4 - can get a general monthly rate.

CURRENT ACCUMULATION OF RECORDS - Enter the total
volume of records in shelf metres (s.m.) which have accumulated over
time in the current office and in any/all storage areas.

CASE STUDIES 25: PEDERSON
36



Current Office: Survey the number of file drawers, shelves and other containers,
including cartons, used to house records in the current office. Give the metric
(s.m.) dimensions of the drawers, shelves, or cartons, as well as the number of
each. If sizes of drawers, shelves, or cartons vary, try to arrive at an average
dimension which will reflect the total volume. To get the total shelf metrage
multiply the length of the container times the number of containers. Example: 4
drawer filing cabinet (.65m x .25m) 4 =.65x 4 = 2.6 s.m.

Other Storage Areas: Survey all storage areas where older records of this series
might be housed. Record total shelf metres. Give location/address of relevant
area(s), as well as average sizes and numbers of containers involved. Note any
relevant or special information regarding condition of records.

13.  ANNUAL RATE OF ACCUMULATION OF SERIES - Enter an
objective estimate of the total volume of records accumulating
annually by averaging the accumulation rate over the most recent few
years. Indicate types, sizes and numbers of housings. These figures
are especially important for planning of future space and equipment
requirements.

NOTE: ATTACH APPRAISAL WORKSHEETS: To obtain information

essential for completing entries 14 and 15, fill in an APPRAISAL
WORKSHEET for each format/copy of the series. The completed
worksheets should be attached to the relevant completed Records
Disposal/Retention Schedule Application form.

14. RETENTION REQUIREMENTS - Enter the number of vyears
necessary to satisfy each requirement placed on the series. Fill in all
blanks. If no retention is required enter ‘O’. Cite or attach copies of
laws and regulations that require retention for the number of years
indicated.  Briefly explain why the retention period listed for
administrative need is necessary.

15. APPROVED DISPOSITION INSTRUCTIONS - An instruction needs
to be devised for each format [originals, all copies in any media] of this
series. Enter agency recommendations for closing, which means
ceasing to file or closing off the papers in the present folders of the
series and for cutting off the series into segments for retirement. Enter
the number of years the series is to be retained in the office (current
office area); then enter the number of years the records series will be
retained in the Records Centre or local holding area, then indicate
whether the records will be sent to the Archives or destroyed. These
recommendations should fulfil the needs of the creating agency,
notwithstanding requirements placed upon the series by other agencies.
If there is a conflict with other agency requirements it should be so
noted on the Schedule. In addition to the primary record series, a
disposition must also be furnished for auxiliary files of the same series,
such as computer printouts and microfilm. To achieve maximum
savings, records should be transferred to low-cost storage at the earliest
possible date.
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16.

ACCESS - Enter the requirements for obtaining access to the records
while they are in each area: the current office, the Record Centre or
holding area, and the archives. Indicate whether this is a vital record
and if so, how it is to be protected.

AUTHORISING SIGNATURES: Have the appropriate officers from
the applying agency sign the application and then have the key
government officials/ministers responsible for fiscal, legal, executive,
audit and archival matters review the Application for Records
Retention Schedule and indicate their approval by signing where
shown.
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Appendix 3

Records Series Appraisal Worksheet and Instructions
Related Disposal/Retention Schedule Application No. Part___ of  parts

Official Record Series Appraisal WorksheelJJ

This worksheet is provided as a tool for the Record Keeping Specialist. It should be
attached to the Application for Records Disposal/Retention Schedule form to
which it relates. It is a guide for the preparation of individual series schedules. If the
record keeper can answer all of the questions on the worksheet, s/he has probably
done all the research necessary to properly appraise and schedule a series. The
worksheet is divided into the following areas:

series identification
administrative use
fiscal use

a
b

C

d legal use
e historical research potential
f

disposition instructions.

Series Identification

Record Series means documents or records that are filed together in a unified
arrangement, having similar physical characteristics or relating to a similar function or
activity. Item numbers refer to entries on the Series Disposal/Retention Schedule
Form.

1. Name of Creating or Custodial Agency and Sub-Unit:

2. Records Series Title:

! This checklist has been very extensively revised and adapted for Australian conditions and non-
government records by Ann Pederson with the advice of Barbara Reed and Sigrid McCausland from a
list prepared in 1974 by Ronald E. Raven of the Georgia Department of Archives and History, Atlanta,
Georgia, U.S.A. The original list was published as Raven, Ronald E., ‘Appraisal Check Lists: Tools
for the Records Manager’ Records Management Quarterly (October, 1976) pp. 26-27, 30-32.

CASE STUDIES 25: PEDERSON
39



3. Inclusive Dates:

4, Are there duplicates or copies of the series in your office or in another office
or agency? Is the series microfilmed? Does it provide input for computerised
systems or is it a printout or product of a computerised system?

@ If yes, all copies and all formats of the series must be scheduled for
disposal at the one time. These can be addressed as parts of one
schedule, but will require an individual appraisal worksheet for each
different record series form/media.

(b) If yes, describe each copy and/or other media record and explain where
each is located and how long it is kept.

Type of copy or record format Where held? How Long?
5. Is the information contained in this series ever summarised into a report or

published? If yes, give title, date and publishing details and attach a copy of
relevant pages.

Administrative Use

Operational Need 1. What type of transaction or work activity does this
record series document or support? (see Item 9.a.)

2. Isthe record series essential to that transaction or work?
That is, if the records were lost, would you be able to do
that work?

a) If yes, explain how this work activity or
transaction is essential to the basic operation of
the office?
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b)

If no, could the work be done with information
recovered from other sources? Explain which
ones and describe the effort and time
reconstruction would take?

If no, what method you propose for VITAL
RECORDS PROTECTION, include estimate of
length of time for protection and recommended
interval for wupdate of information (security
masters for film or computer media).

Is this record series likely to be used to study the
development or effectiveness of a programme or
policy? If yes, explain which one(s) and how far into
the future?

Will this record series provide raw data for research
projects? If yes, explain which types of projects and
when they might be expected to occur?

Has any authoritative statement or administrative
regulation been issued covering the use and/or retention
of this series? If yes, describe what sort and by whom?
Explain what retention is required?
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Reference Activity

6. At what interval can the record series be closed, ie when
can staff stop placing papers on, or new information to
the existing file so that it can become inactive?

[ ] Fiscal year [_] Calendar year [_] Monthly [ ] Audit

[_]Conclusion or Occurrence of an Event (specify)

[_]Other (specify)

Explain how closure is to be accomplished

7. How often do current office staff refer to this series?
(see Item 11)

Records dated this year? __ timesper
Records dated last year? __ timesper
Records dated two years ago? __ timesper
Records dated three years ago? __ timesper

8.  How old are the records when they reach their peak
reference rate?

__ (years) _____(month)

9. How long must the series be held in the current office
for day-to-day operations?

CASE STUDIES 25: PEDERSON
42



Recommended
Retention
Administrative
Purposes

10.

11.

Does the reference rate ever drop dramatically?
@ If so, how old are the records when this occurs?

(b) Does reference ever cease? If so, how old are the
records at that time?

How long is this record series needed for administrative
purposes?

years/months.

The file should be closed each:
(refer to Question 6 then tick appropriate interval)

[ JFiscal year [ ]JCalendar year [ ]Month [ JAudit

[ 1Other (specify)

Where should the files be kept? (Enter figures below for
all that are applicable)

years/months in office (question 9); then

years/months in intermediate Records Centre; then
destroy.

years/months in then destroy.

indefinitely in Archives.

destroy.
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Fiscal Use

Operational Need 1.

Retention 5.

Does this series control or document the generation,
expenditure or movement of funds?

If yes,

@ Which of the organisation’s funds are they?

(b)  Which public funds are they? From what
government body?

Does this series document

a) Revenues owed to the organisation?
Explain

b)  Obligations of the organisation?
Explain

C) Bonds?

Explain

How long are these records needed to administer these
funds?

What are the audit requirements of the funding
authority?

REQUIREMENTS: Have any regulations been issued
covering retention of audited records? If yes, what
regulations and by whom?
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Recommended and
Retention for Fiscal
Purposes

Legal Use
Operational Need

What retention?

Have any regulations been issued covering retention of
records if the audit is not performed? If yes, what
regulations and by whom?

What retention?

How long must these records be kept to meet all fiscal
audit requirements?

total years/months

Is there legislation or some other legal instrument which
requires the creation of this series? If yes, explain and
cite

Does the legislation or instrument above prescribe a
retention period for these records?

If yes, how long?

Do these records document the establishment or control
of the legal structure of the organisation? Explain

If yes, which outside bodies (i.e. Corporate Affairs,
Taxation) hold these same records?
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Recommended
Retention for Legal
Purposes

Do they hold originals with signatures or copies?

Do these records provide access to important legal
information or records? Explain

Do these records document licenses or other trade
privileges? Explain

If yes, how long are these licenses or privileges valid?

Will this series prove the organisation’s claim to
property? Explain

If yes, is this the best series to do so0?

If no, what is the best series available and where is it
located?

Are these files necessary for the organisation to
prosecute an action? Explain

If yes, what is the limitation of the action?

Are these files necessary for the organisation to defend
against an action? Explain

If yes, for how long?

Are these records necessary to protect the rights of an
individual? Explain

If yes, for how long?

How long must this series be kept to meet all legal
retention requirements?
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total years/ months.

Historical Research Potential

Within
Organisation

For Wider
Community

1.

Does this series document a significant organisation
programme? Explain

If yes, are there other series in this which document this
programme more adequately? Explain

Is this new programme unique or a departure from
previous policy? Explain

Will this programme have a long-term affect upon the
lives of citizens? Explain

Does this series document the activities of an important
official of the organisation? Explain

Do these files document the formation of organisation
policy? Explain

Does this series document the condition of the
organisation, its employees or clients, in detail, at a
definite point in time? Explain

Does this series document a particularly important
individual? Explain
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6.

7.
Other Source 8.

9.
Recommended 10.

Retention for
Research Purposes

Disposal Instructions

Does this series document a trend or movement by the
citizenry? Explain

Do these files document a significant event? Explain

Is the information contained in this series available
elsewhere? If so, which series better captures the
historical data? Is the same data available in a published
format? If yes, give publication details and attach
copies of relevant pages.

Are these records contemporary with the activities
documented? Explain

If yes, are these records authoritative?

If these files contain information with potential for
historical research (any yes answers 1-8 above) indicate
length of retention required.

total years

Enter information from all decision blocks (Administrative, Fiscal, Legal and

Historical):
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Administrative usual period from creation to closure)

(years needed in office for active use after closure)

(total years needed for administrative use in any location)

Fiscal (total years needed)
Legal (total years needed)
Historical (yes; indefinite/permanent)
(no)
1. Select the closure method and period from the administrative use section.
2. Maintain in office as indicated in administrative use; then
3. Take the longest total years in the four decision areas for the summary

retention period,;

4. Subtract the office period from total retention and retain for the balance in
either Records Centre, Archives or other appropriate place. Enter
information in standard format below.
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Standard Format for Disposal Instructions

There is a benefit in setting out disposal instructions in a standardised way so that
any authorised employee of reasonable intelligence can execute them. The suggested
model is presented below:

Close file by ceasing to add papers to existing folders

(state method and interval of closure, i.e. at end of each financial year; when file gets
6 cm thick)

Cut off series accumulation into segments

(explain how i.e. at end of term of office, when new elections are held, or at end of 3
years, etc.)

THEN [tick A7 one or more of the options below as applicable]

O maintain in current office years/months for day-to-day operation;
THEN
O transfer to Local holding area, for years;
THEN

(specify location)

O transfer to Intermediate Storage/Records Centre
at ; hold year(s);
THEN

(give name and address of location)

O destroy
OR
O transfer to Archives for indefinite retention.

NOTE:If the creating office feels that one requirement placed on the series is
unnecessarily long, the longest period for the values necessary for the creating agency
should be selected for the retention period and the conflict noted on the Records
Disposal/Retention Schedule Form.
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Planning Reference Facilities and Services for a
Provincial Archives

Ann PedersonEI

Abstract

Planning for access and reference facilities and services lies at the very heart of public
sector records management in a responsible and responsive society. After all, the
most important purpose of government record keeping is to ensure that citizens are
receiving quality government services and are able to assert their rights and
entitlements under the law. Designing a facility that will enable citizens and public
officers to have prompt and effective access to archival records requires specialist
knowledge and skills that all record keeping professionals should acquire.

The Case Scenario

You are the reference archivist for the newly established Archives of the Capricorn
Coast, a regional facility that is affiliated with the State Archives of Queensland and
the area’s local and shire councils. Your institution is in the process of planning its
new archives repository, and you have been directed to prepare a plan for ‘what is
needed’ for an effective reference programme. You have been advised that the
funding is more or less assured, provided your requirements are archivally sound and
not outrageously expensive.

! Ms. Ann Pederson is a Senior Lecturer in Archives Administration and Records Management in the
School of Information, Systems, Technology and Management at The University of New South Wales
in Sydney, Australia.

Born and educated in the USA, Ann holds BA[hons.] and MA degrees in history and is a qualified
secondary teacher. She spent ten years with the Georgia Department of Archives and History in a
number of capacities, including five years as Director of the Archives Division, with responsibility for
all archival functions.

Her professional achievements include prime responsibility for the first edition of Keeping Archives
(1987) and principal authorship of Documenting Society (1998), a multimedia training course in
archives/records management. She represents Australia on the Steering Committee of the Section on
Archival Education and Training of the International Council on Archives (ICA/SAE) and is both a
Fellow of the Society of American Archivists (SAA) and a Laureate of the Australian Society of
Archivists (ASA).
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The Archives of the Capricorn Coast is located in Yeppoon, but is expected to serve
the entire region, especially the adult working population. Your clientele to date is
comprised of local government officials; students and staff from Capricornia
University; representatives from depositing organisations, businesses, clubs and civic
groups; and private citizens, mostly retirees and amateur historians. In addition, you
have received some contacts from teachers in local schools who are interested in
developing local history projects using the archives. You anticipate that between 5-15
researchers will visit/use your facility each day.

Your holdings consist of local government records of the region and of collections of
personal, business and organisational records. You have maps, building plans,
photographs, sound recordings, videos and materials relating to the region on
microfilm from other repositories. Some major reference tools are on CD-ROM.

The overall building plan has designated an area for the reference function (the
reading room and all supporting or related services. Main record storage areas and
other archival functions/services are on other floors). It is the entire ground floor
measuring 20 x 30 metres and must also accommodate the main public entrance and
reception area, public toilets, an emergency exit and a loading bay to receive records,
goods and equipment for all repository functions. The chief archivist has also
expressed a wish for your plan to provide suitable space for seminars/public meetings
conferences and occasional exhibitions. Also, she is concerned that more users are
becoming accustomed to accessing information, particularly from libraries,
electronically and asks you to include possibilities for such access in your proposal.
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The Case Problem

Develop a proposal for a reference programme that includes the following
components:

1

3*

4*
5*

A floorplan of the 20 x 30 metre area, showing the facilities you propose to
include and their best placement. Do not forget areas and equipment need by
staff to support their work. Use ONE PAGE of A-4 graph paper for your
drawing so that you can represent spaces and features accurately and neatly.
Use a second page for a ‘legend’ to explain the areas.

A descriptive list of the services+ you propose to offer, giving a brief
description of each service, its purpose, proposed clientele it will serve and
any limits or conditions that will regulate it. Divide the list into two
segments: BASIC, for ones you would have from the very beginning, and
LATER ON, for services you would develop once your programme was better
established. One of the concerns you must factor into your overall planning
will be electronic access. Set both segments out so that the content is easy to
read and understand at a glance. You may use point form, rather than
complete sentences if you wish.

An access policy document for the Capricorn Coast Archives (limit one
page). Note: Content should demonstrate awareness of general public
records access requirements. You are not expected to do extensive research
on state/local government legislation or regulations.

An Application for a Readers’ Ticket (limit two pages).
A List of Reading Room Regulations (limit two pages).

A Feasibility Study (limit two pages) assessing the suitability of electronic
access for the archives, listing its potential benefits and limitations and
making some recommendations of services that might be chosen first to be
delivered electronically.

Items marked with * should be designed and prepared in a suitable polished form to
appear as actual finished and printed documents you would show to the public in a
real repository, not as drafts of proposed textt HOWEVER, DO NOT SPEND
ENDLESS HOURS ON GRAPHIC DESIGN. This exercise is not about artistic or
desktop publishing skills.
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the “‘Net.
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Instructor’s Notes

Learning Objectives

Through studying this case, learners should become familiar with

the issues, considerations and decisions involved in developing appropriate
policies and procedures for effective administration of access to records and
archives

the major factors to be considered in planning reference services and facilities

the tasks involved in drafting detailed proposals and documents to be used in a
reading room operation.
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Reference Problem Notes

The following are examples of notes which might be prepared by an instructor to give
feedback to students on general points that should have been addressed.

GENERAL.: Look for “cannibalisation” of background reading and handout materials
from lectures as sources for ideas. There is no need to reinvent the wheel, just
improve it. Another general goal was for students to be able to present such
information to users in a friendly, clear way. It is one thing to know what must be said
and done, another to actually design and do it.

THE FLOOR PLAN: Look for evidence that students considered the following.

1. Maximum logic and effective workflow when allocating space, and
choosing/placing furniture and equipment. Consider the researcher and/or of
the reference staff in thinking through the logical steps one would go through
in orienting oneself and selecting appropriate material OR in responding to a
reference query. The goal in any case is to see that materials and equipment
complement rather than retard the natural workflow. Above all, make it easy
for the reference staff to observe the full scope of activity in the reading room
and to help/intervene with a minimum of effort and personnel.

2. Information sources (signs, notices, pamphlets/leaflets, verbal advice, a/v
presentations, posters) should be varied and located so as to lead the
researcher logically to confident self-sufficiency, so far as appropriate. Utilise
various media to reinforce the messages to be delivered. Don’t rely on any
one tool to get it across. Remember, the task of orientation begins before the
client enters the door and intensifies thereafter.

3. Exhibit area, refreshment area, toilets, cloak room/lockers and related
amenities should be within a supervised area. A staff member can serve as a
combination receptionist, security attendant, publication salesman, etc. Part of
this area needs to be equipped to receive visitors and to orient first-timers.
Tables for completing reader’s ticket applications, rack of information leaflets,
user-activated slide show or video with headphones can be set up here as well.

4. Conference/Meeting Room that will seat up to 30+ people is also a good idea.
Perhaps it could be designed with a moveable wall that could divide it into two
smaller rooms, according to need. It should be located adjacent to the area
described in point 3 and be accessible without going into the reading room so
it can be used after hours or without disturbing researchers. It is also desirable
to have some sort of food service facility and a projection facility connected
with this room.

READING ROOM:

1. Allocation of space, furnishings, and equipment should be made with two
critical factors in mind:

a) Clear view of all persons using the reading areas, especially the areas
where original documents and rare publications are in use. It might be
advisable to set aside a physically restricted area for the perusal of
such items with a full-time attendant to manage it.
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b)

Minimum staff and effort to supervise on-demand services. In this
regard, try to have multiple services provided or self-service. Place
closely related functions adjacent to each other to minimise travel
time. For example, have photocopy machines near reference desk so
that staff can execute copy orders during slow periods and finding aids
nearby also as people often need to clarify information before
completing record request forms, etc.

2. Types of activities needing special provisions:

a)

b)

d)

Microforms need an area that is slightly darker than normal reading
light for documents. Group all microform facilities and equipment
together, including the catalogues, finding aids, indexes, and actual
film storage cabinets. Because microforms are essentially copies, one
does not need the same degree of security and surveillance over their
use; therefore, microforms can be largely self-service, including
copying, except for the refile of films. All copies must be documented
by a copy request form, whether self-service or not. An attendant in
the reading room can generally handle most questions about how to
load film and how to make copies and handle refile duties.

Special area for use of original documents, rare books, prints, and
photos should be physically separated from general reading area, but
not necessarily completely walled. Access to this area should be
restricted and researchers entering it subject to check of their
materials. Area is attended at all times. Materials are brought to the
attendant who has a table/shelf where cartons are held and a large table
where researchers may ‘browse’ each box and select a folder to inspect
more closely at their desks. Attendant also takes copy order forms
filled out by researchers and holds the records and orders for pick up
for copying by the stack service attendant who takes them to the
reference work area for copying. This area is located with a clear view
to the reference desk for additional surveillance.

Special Purpose Rooms for A/V, computer use, oral history, long-term
research, small group study, etc should be designed and placed to
serve as many of the above purposes as possible, since single-purpose
rooms often stand empty. Glass partitioning into main search room is
desirable, but not between rooms. Better to have moveable partition
walls between rooms for flexibility. Headphones can be used to
manage sound and are much cheaper than soundproofing. Rooms
should be booked where possible; at any rate, a central roster of
proposed times of use should be maintained. It might be useful to
place facilities where electronic access and materials (CD-ROMS,
e-records) are in use reasonably close to a staff work station, both for
supervision and for assistance with technology.

Secure holding area for original documents and rare items that will be
used the next day or will be in constant use over time is very desirable,
though it might not need to be on the same floor.
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A Reference library is an important supporting tool for the archives and
should include basic research tools and aids, important document series,
relevant secondary works (including local histories, family histories, etc) and
scholarly and popular historical serials. This should be accessible to readers,
though bound copies of less popular serials could be stored in stack space for
retrieval on request. Access to these materials, including any special subject
files, should be by card catalogue or automated equivalent and retrieval should
be largely self-service, with staff handling refile.  Consider allowing
self-service copying of published materials. Copy machine could be placed
adjacent to reference desk to monitor and prevent careless handling.

Be sure that staff have good access to lifts and corridors leading to temporary
storage area, loading bays, so that they may perform retrieval/refile and
movements services with maximum efficiency. Employ stack attendants to
retrieve/refile materials, rather than use professional archivists. Don’t put
your brains where your feet are. Also, by limiting who has access to the
stacks, you have greater control and accountability.

Staff working area - again, put an area behind reference desk where staff can
work relatively quietly on mail enquiries, copy orders, etc. Also, need staff
amenities.

Reference Archivist office - one modest, but well-designed office with good
access to staff work areas and to reading room for confidential discussions/
interviews with users or staff.

‘Browsing’ or Inspection Area. Since archival finding aids do not often lead
researchers to specific files or documents, it is desirable to have a table
adjacent to the service desk where researchers may inspect boxes of records in
order to then select a specific file for closer scrutiny. In this way, a reader
may review a large amount of material, earmark his items for closer study then
complete specific request sheets for those items only rather than prepare a
detailed request form for every container.
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Holding area for material awaiting refile and/or reuse. In order to reduce
inefficient ‘toing and froing’ it is desirable to set up a holding area for material
awaiting use, refile or reuse behind yet convenient to the service desk. Such
an area should offer reasonable security (if material is to be held overnight).
Its main purpose is to cut down upon endless trips to the stacks and to provide
an area where material and related paperwork may be checked prior to refile.
At end of each work day material should be checked and that no longer needed
refiled before closing.
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REFERENCE SERVICES OFFERED: It is important that students focus more on
services they would provide rather than on the facilities or tools. They would have to
consider the following.

MAIL REQUEST/RESEARCH SERVICE: Examples of limits that need
discussion include who will be eligible for mail service (in-state, interstate,
foreign, metro area, invalids, scholars, to name a few); what limits on time or
number and type of sources to be checked OR on number of letters per day/week/
month OR number of questions per letter.

TELEPHONE INQUIRIES/RESEARCH SERVICE: Limit to logistical questions
ie hours, holdings, specific books, records. No specific research questions unless
it involves looking at one indexed source that is right at the reference desk such as
a reference to an index.

IN-PERSON REFERENCE ASSISTANCE/SERVICE: Time limit per person?
Different for different types of researchers - if so explain? Explain how this
service will have to be limited: ie showing person how to use the finding aids, to
select the appropriate material, but not interpret. How to handle excessive
requests: ie by offering him/her a check list of sources to consult for common
types of research (family history, history of land or house, etc.).

MORE DETAILED, PROJECT-ORIENTED RESEARCH SERVICES: Potential
danger area here. In general | would suggest the following guidelines:

Reference Archivist’s Responsibility - obtain, preserve, arrange, describe, and
make records available and to enable access as appropriate. This includes
providing and helping people use finding aids and other search mechanisms to
choose bodies of potentially relevant material for closer inspection and use.

Keep in mind that it is the Researcher’s task to inspect, select, and interpret
which information is appropriate, not the archivist’s. Otherwise, the archivist
would be doing research all day and not taking care of his or her responsibilities
for acquiring, preserving, arranging/describing.

Most clients expect and ask archivists to help them with their research because
they are unaware of the other functions of archives and will, if tactfully and
courteously informed, come in, send a junior staff member, or hire a researcher
to do the actual research.  Such research visits/projects are valuable
opportunities to spread an appreciation of archives and archival work around the
community.

Most archivists provide far more assistance to researchers than required because
they enjoy it, even though they use the excuse that so-and-so ‘insists’ that it be
done without having ever explained to so-and-so what is actually involved.
Research is, after all, more interesting and fun than a number of other archival
activities of equal importance. But it is not the primary responsibility of the
archivist.

On the other hand, it is possible to offer a research service for a fee. This is an
enterprise activity which can become self-supporting. It can, however, compete
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with persons who are independent/contract professional researchers. Keep in
mind that providing such research services will be innately discriminatory (in
favour of those who can pay) as one cannot possibly offer such intensive work
to all comers.

It may be better to have ‘Non-Staff Contract/Consultant Researchers’. Have a
list of researchers (names, address, and phone numbers) who will undertake
fee-based work for clients that exceeds the limits of reference service (ie inquiry
too general, records not registered or indexed, etc). Persons must apply to be on
list annually and must sign a code of ethics. Two justified complaints would
cause a researcher’s name to be removed from the list. See notes on research
services for a fee.

As part of these researcher interface services, create a ‘Research in Progress’
file. An excellent way to deal with researchers working on family history or
similar topics is to invite them to register their research topic, along with their
name and address so that others may contact them to give or receive
information. Likewise, persons making inquiries by mail can be invited to
participate. File takes the form of cards, arranged alphabetically by subject
and/or family name or a database. Researchers fill out cards for input to either
one themselves. In this way archivists can easily check for similar or duplicate
research topics and put researchers in contact with each other.

COPYING SERVICES: types of materials to be copied in house versus contract
outsourcing for other formats; fees (to be paid in advance). Users to obtain
permission from copyright holders and/or complete an order form for copies;
discuss any other restrictions ie total number for each request, will all copying be
by staff or can users use photocopiers themselves? Will you charge publication
fees in addition to copying fees?

LOAN SERVICE FOR ARCHIVAL MATERIALS: Suggest that only copies be
lent and only through an inter-library loan programme rather than direct to
individuals. Copies of registers, indexes, and other finding aids could be
dispersed through Internet or sale to outlying libraries to facilitate service to
non-metro archival clients. Will you loan originals to other archives for
exhibitions?

OUTREACH CLASSES/SEMINARS OR EDUCATIONAL SERVICES:
In-house only? External with conditions? Limited to introductory? Fees? What
about guided inspections? Talks to schools, careers days? Consider having 1/2
hour researcher “orientation’ classes several times a week at a set time. These can
focus on using the reading room facilities or particularly popular types of research
and can be conducted by a volunteer. An alternative would be to produce short
slide/tape or videos on a variety of subjects and have them available for
self-service use. The programmes can be designed to be participative. After all,
the goal is a confident self-sufficient researcher, isn’t it?
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‘LATER ON’ SERVICES: These are a mix of products and possible services.

EXHIBITION SERVICES: in-house, travelling? how many per year? how
frequently will they change? will there be a catalogue? video? slide show?
opening? will there be fees? are they open for viewing to all? only holders of
readers tickets?

PUBLICATION SERVICES: The archives may publish guides, bibliographies,
indexes, etc. to promote use of its holdings, but that may be considered an
extension of arrangement/description. It may produce leaflets, newsletters and
other informative brochures, but these are part of educational services or public
relations. In other words, publications are not a pure service, but a product.

ELECTRONIC ACCESS SERVICES: Here students were expected to discuss the
possibilities of e-access, giving a general overview of types of services and
facilities you would seek to provide through this medium. Consider the benefits
and challenges involved in providing electronic access to information about the
following:

what an archives is/does in general

archives physical location, hours, and/or services

background information on the history of the archives programme
background information on the history of the archives’ parent institution
general information on how to do research in an archives, including popular types
overview information about the archives holdings

how to make a research request by phone, by mail, by Internet or in person
using specific finding aids or guides

the actual finding aids or guides

the actual records

publications and other items for sale

special events and activities of ‘archival’ interest at the archives and in the
community.

The institution may also allow interactive access via Web and/or E-mail to
arrange for specialist advice and expertise of archivists, etc.

receive training in research techniques and use of tools/mechanisms which support
research activity

use the actual finding aids or guides
use the actual records
order copies, publications, register for meetings, contract for services etc.

participate in or consult a Register of Research in Progress [RIP] voluntary
register of research topics underway cross-referenced by researcher’s name.
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« THE DOCUMENTS: should include some sort of Statement that repository offers
all services subject to federal, state laws, regulations and depositor restrictions and
to the limits of sound archival practices. This should be part of introduction to the
Access Policy document and Application for Reader’s Ticket.

All should be written in clear, easy to understand English with a welcoming,
helpful tone or at least not with a threatening one. Rules and regulations for
using archives can be confusing and daunting to users who lack understanding
of the irreplaceable material within. A few words of explanation to a statement
can make the difference in a ‘command’ vs. ‘instruction’ atmosphere.

a) ACCESS POLICY: This document should begin with a general
overview statement of nature of collections and commitment to public,
equal access, then move to general subordinate sections re: access to/use
of public areas, access to/use of research facilities, access to/use of
research materials, copying and publication. Some mention of the right
to charge reasonable fees for facilities, activities, services and copies
AND some mention of what happens to people who don’t agree or
comply. See Appendix 2 for suggestions to include in a policy
document.

b) RULES AND REGULATIONS: These need to list the do’s and don’ts
of reading room behaviour, preferably in some logical order with
groupings of related matters under sub-headings. It is also desirable to
introduce this document with a one/two sentence statement of need to
balance preservation with access to irreplaceable materials so that the
reader is oriented to the context in which the regulations are framed.

In this part you were to design a handout that would need to be read,
understood, and agreed to by each applicant for a reader’s ticket. Such a
document might be part and parcel of the actual reader’s ticket
application, although it should be able to be separated for users to keep
for future reference.

C) READER’S TICKET FORM: The application form part needs to have
the necessary archives ‘official use only’ signature blocks and
approvals/disapprovals, along with relevant numbers of files and
reader’s ticket issued. Names of referees and subject of research are
also important to include, as well as basic information about the
applicant (name, address, qualifications, etc.).

» THE READING ROOM PLAN: The plan should be neatly drawn in black ink or
pencil and clearly set out with a legend explaining the use of any codes [A, B, C,
1,2,3] signifying types of uses or equipment and furniture.
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Appendix 1

Policy on Reference and Access

from McCausland, Sigrid and Sandra Hinchey, ‘Reference and Access’ in Pederson, Ann E., ed., Keeping Archives. First
edition. Sydney: Australian Society of Archivists, Inc., 1987. pp. 190-197.

Each archives should have a written access policy that takes into account the nature of
the information contained within the collection and the purpose and resources of the
archives programme. Policies establish the framework within which the archivist can
administer access to records so that they can be used by researchers. The access
policy should be drafted to suit the special requirements of each archives. The
authorities governing the archives should approve and issue the policy with a full
understanding of the resources required to administer it properly.

Developing an Access Policy

To design an access policy to suit the needs of the organisation, one must consider the
following factors:

1. Clientele. The policy document should define the clientele or community of
users that the archives programme will serve. This decision will largely be
determined by the purpose of the archives, the composition of its holdings and
the resources at its command. In the case of public archives, the clientele may
be prescribed by legislation and will usually include government bodies and
members of the public within an area of political authority. The State
Archives of New South Wales, for example, serves the state government and
the residents of New South Wales, and is authorised to assist local government
agencies. In-house archives, such as those caring for the records of businesses
or private institutions, may allow access only to their own employees or
persons under contract to the parent organisation. Further limits based upon
age, membership, affiliation or research interest may also be imposed. For
example, readers’ tickets may not be issued to children. Persons living
outside the area of service ie out-of-state or country may be required to pay a
special fee.

2. Sensitivity or Confidentiality of Records. Organisations and individuals
create records that contain information relating to their personal or business
affairs that could cause embarrassment or financial loss if made available for
examination by researchers. Records of this nature include agreements made
by an organisation or individual with other bodies, information provided in
confidence, personal and health records of staff or family members, and
information relating to fraud or security procedures and systems that might
hamper business operations if access to them were not restricted or monitored.
Some archives may be required to restrict access to some records in their
collections in accordance with the access provisions placed upon records by
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depositors. They may also have to restrict access to records they have
received which contain defamatory, libellous or personal information about a
person other than the depositor.

Protection of Individual Privacy. Personal details about a living individual
should not be released to researchers unless the individual’s permission has
been obtained. Information supplied by individuals, for the purposes of
obtaining a particular benefit or to fulfil a requirement stipulated by law,
should not be made available to researchers. However, information from these
records may be able to be used for statistical purposes providing no specific
names or identifiable information is recorded that would reveal the identities
of particular individuals. Legislation relating to defamation and the right to
privacy must be respected and archivists should restrict access to records
accordingly.

Restrictions Placed upon Records by Depository. When an archivist is
offered records by depositors access restrictions relating to them should be
clarified. The archivist must consider the implications of restrictions placed
upon records prior to accepting and accessioning them into the collection.

Levels of Access. As well as determining the clientele, the archivist must
decide the level of access a researcher is to have access is usually granted in
levels ranging from receiving general admission to the reading room to
obtaining permission to reproduce or publish specific documents. The access
policy statement must therefore cover conditions of access for

the reading room and finding aids

inspection of particular collections or groups of archives
examination of individual series or

documents within a series

copying of individual documents or photographs for private study
quotation of portions of documents

further reproduction or publication of documents, photographs or other archival
materials.

Degree of Control over Holdings. Access to archival materials depends upon
their being located and described so that appropriate documents may be
requested and retrieved. Some types of records require more extensive
controls than others. For example, a box of loose documents may require
control numbers for each, while pages in a bound volume may not.
Photographs may need more detailed descriptions since their subject matter
can be complex. Most archives control their records at the box or container
level which means that the finding aids indicate what types of records are
housed in a particular box, but not what specific documents or information
might be present. Researchers unfamiliar with archival materials may be
disappointed that the archivist cannot offer instant access to a particular
document or piece of information and chagrined to learn that they must

CASE STUDIES 26: PEDERSON
15



examine several boxes of material under supervision with no guarantee that
they will find what they seek. It is useful, then, for the access policy to
explain that researchers will be provided with finding aids and instructions for
using them, but must select their own records and do their own research work.
The policy should also state that records that have not been brought under
control through arrangement and description will not be available for use.

Physical Condition of the Records. If the records are in a poor condition or
have been physically damaged, the archivist should consider restricting access
to them until they can be restored by a conservator. An alternative to denying
access to badly damaged records is to provide a duplicate copy of the record to
researchers (such as a photocopy or microfilm copy). This alternative can be
effectively employed for highly used records, where closure would cause
considerable inconvenience to a large number of researchers. If the majority
of the records in a collection are in poor physical condition, access to the
whole collection might be restricted until arrangements can be made for its
repair or reproduction. Records should not be made available to researchers if
continued handling will increase their deterioration.

Security of Records. Archival materials are unique and many records have
importance as evidence of legal or fiscal responsibility. Access provisions,
therefore, must protect them against loss, damage, misfile or tampering whilst
they are in storage as well as during research use. Researchers, whether from
the parent organisation or members of the public, should not have access to
records storage areas. Retrieval and refile of material should be limited to one
or a few authorised staff members. This practice minimises the risk of
misfiles and pinpoints accountability for any loss or damage. Records
required for research should be requested on a standard form and a copy of the
request retained until the material has been returned, checked and refiled in its
proper location. Staff must also be allocated to supervise records during use
and security measures instituted to protect the materials, to detect breaches and
to apprehend the persons responsible. The Security Measures checklist below
offers recommended precautions.

Key Security Provisions and Methods of Implementing Them

Restrict Entry: Limit access of staff, visitors and tradesmen to the building or
archives area and use specifically designated doors and entrance ways.

Identification: All visitors, including staff, should be required to show
identification before being admitted to the archives and its reading room.

Registration: All visitors should be required to register their name, address,
nature of business and the time of entry each day upon arrival. When visitors
leave the archives, staff should record their time of departure in the same
register.

Non-Public Areas: Issue all visitors, who will be frequenting non-public areas
of the archives, with visitors’ badges or identification cards which should be
worn or carried conspicuously. Visitors should be accompanied by a staff

CASE STUDIES 26: PEDERSON
16



member at all times while in restricted areas. The identification card or badge
should be returned upon departure.

No Baggage: Do not permit researchers to take coats, brief cases, bags or
enclosed containers into the reading room. Provide a cloak room or area
where these items can be stored until researchers have completed their work
for the day. As researchers leave the reading room their research materials
should be inspected.

Requests: Record request forms should be completed for all original records.
Users should not be permitted to order more than three containers or the
equivalent in unboxed materials (volumes, folders, bundles) at any one time.
Only one volume or folder should be examined by a researcher at a time.
Original records must be used under direct supervision.

Reshelving/Refiling: Researchers should not be allowed to reshelve or refile
records. Archives staff should be responsible for this function so as to reduce
the dangers of mishandling and misfiling.

Copying: Copying should be done by staff members in order to ensure careful
handling of the records.

Written Rules: Provide a concise but complete set of written regulations to
each researcher and ensure that these are understood and respected by
researchers.

Emergency Procedures: Develop clear, legally sound procedures for handling
physically and emotionally ill or suspicious persons and be sure that all staff
abide by them. Also establish procedures for the orderly evacuation of the
building in case of disaster, emergency or threat and be sure all staff are aware
of and abide by them.

Storage Areas: Limit access to storage areas to staff and keep the number of
staff involved in the retrieval of original records to a minimum.

Legislation. Access to public archives and to government records may
already be determined to some extent, by the provisions of acts of Parliament
and statutory regulations. Organisations attached to federal, state or local
government departments should be aware of all acts, ordinances and
regulations applying to the records they create and maintain. Legislation can
determine access to records and therefore can affect the services provided by
archivists to researchers. Some government-funded archives may also be
affected by Freedom of Information legislation.

Consideration of the above criteria will enable the archivist to plan and design
an access policy specifically tailored to the needs and requirements of the
parent or funding organisation. The archives should be aware of the
repercussions of providing an access service to the public and the effect it will
have on the parent or funding organisation and the allocation of archival
resources especially as regards staff, time and money.
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Statement of Policy

The statement of the archives’ access policy should be approved by the governing
authority of the archives or its parent organisation as appropriate. This approval will
ensure that the archivist has definite guidelines for the administration and supervision
of access to the archives for which they are responsible.
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Points to Include in an Access Policy

General Statement on the Purpose of the Archives and Use of its Holdings.

Clientele. Make a general statement identifying who may use the archives, including any
limits or conditions that users must meet (age, affiliation, type of research). Statement on
services to clients outside the normal area of service. Statement that persons must apply for
and receive authorisation to use the archives.

General Statement on Right of Access to Holdings. This statement usually says that
authorised readers may have access to holdings which are not restricted by law, regulation
or depositor agreement. The general right of access also includes the right to inspect the
finding aiclsan to obtain copies of a reasonable amount of material for private study.

Administration of Access. Access to the archives and its collections must be monitored
because of the archives’ legal obligations to depositors end because its holdings are unique
and irreplaceable. This section should describe the restrictions or conditions of use which
serve to protect the records from loss or damage and ensure compliance with the laws,
regulations and depositor agreements affecting the records. Points to be addressed are:

a) Non-circulation of Records. State that original records and other archival materials
must be used within the archives jurisdiction. In some situations loans or copies of
records be made for depositors or other archival institutions; costs associated with
such loans’ copies are met by the requester.

b) Supervised Use of Records. State that all archival materials are to be used under the
supervision of the archives staff.

c) Compliance with the Regulations of the Archives. State that the archives may
establish such regulations as needed to protect the institution and its holdings and
that such regulation will apply equally to all persons, users, visitors or staff.
Researchers must abide by the tern of access and the regulations governing the use of
the archives facilities and collections. The archivist has the right to enforce these
regulations and to refuse or revoke access researchers who refuse or fail to comply
with them.

d) Restriction of Access to Records. State that the archivist has the right to refuse or
rescind access to all or some archival materials when required to do so by law,
regulation or depositor agreement. The archivist may also restrict access to materials
which invade the privacy of living persons, contain libellous or defamatory
statements or allegations, are unprocessed or are in fragile or poor condition. Where
material has been restricted, the archivist regularly reviews restrictions and
undertakes measures such as preservation copying to make records available for use
as soon as possible.

e) Equality of Access to Records. State that the archives provides reference services
without favour or prejudice and does not grant privileged or exclusive use of
material unless required to do so by law, depositor or purchase conditions.
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9)

h)

Quotation/Citation of Records. State that the archives permits quotation of the text
records within fair dealing provisions of the Copyright Act 1968. All references to
archival materials must carry an approved form of citation properly identifying the
records and acknowledging the archives.

Copying of Records. Copies of archival materials for private study only will be
made under the fair use provisions of the Copyright Act. Copies of records are not
to be sold or further reproduced or published without permission of the archives and
of the copyright holder, general the archives does not make copies from copies
(microforms, photostats) of archival materials which have been obtained from other
archives and libraries unless the other institution has given permission to do so.
Copies of such materials should be ordered from the repositories which hold the
originals.

Permission of Copyright Holder and the Archives Required for Further Copying or
Publication of Records. State that the researcher must undertake to obtain prior
permission from the archives and from the owners of copyright in any archival
material that he/she wishes to publish or make additional copies for distribution or
sale. Materials in copyright for which permission to publish has not been obtained
cannot be copied for researchers. Permission to publish or further reproduce
material is granted for a specific purpose or occasion and does not convey or transfer
copyright in the original material to the requester. Although it should not be a
requirement for the granting of permission to publish, publishers and authors should
be encouraged to deposit a copy of works based upon or using the archives’ holdings
in the archives’ reference library.

Fees. State that the archives may set fees for the use of facilities or services and for
the provision of copies as may be required by law or administrative regulation.
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Living with Your Conscience at the End of the Day:
Ethical Issues and Archives/Records Managers

A Series of Case Scenarios by Terry Cook, Ed Dahl and Ann Pederson

Ethics has been defined as ‘rules of conduct arising out of moral principles.” For
archivists, it is the ethics of agency - of proper decisions and actions - that most
concern us as we fulfil our bole of public service and our responsibilities [duties of
care] as agents of the public.* In some situations which arise in record keeping work,
usually without warning, archivists might find themselves in ethical dilemmas such as
the following scenarios reveal. In such cases, the cardinal rule has been ‘never
knowingly to do harm and always strive to do good.’

In undertaking this exercise, learners should achieve understanding, knowledge and
skill in

» comprehending the managerial and ethical principles that underpin record keeping
work

» identifying the ethical and managerial issues the case dilemma raises

» researching the ethical and management principles and guidelines that are
involved

» devising a justifiable and managerially and archivally sound *solution’
» summarising and presenting the issues and the proposed solution to the group.

Please read the following hypothetical situations carefully and thoughtfully. In each
case, identify the issues involved (ethical, managerial, legal), study the appended
codes of ethics and general managerial codes of practice in operation in your
institutions, then give your recommended response explaining your position and
whether/how you would present it to any others involved. Be imaginative in
examining all possible factors and consequences involved, don’t attempt to short-cut
or skirt the issues with narrow or legalistic approaches. Answers such as ‘I’d refer
this to my supervisor’ will not be accepted (your instructor will appoint YOU as
supervisor).

! ‘Living with Your Conscience at the End of the Day: Ethical Issues and Archives/Records Managers’ is a series
of ethical dilemmas prepared by Ed Dahl and Terry Cook of the National Archives of Canada for Session 51 of the
Society of American Archivists 54th Annual Meeting held in Seattle, Washington, USA on Sunday, 2 September
1990, 8:00 - 11:00 am. The scenarios have been edited and adapted and instructional notes written by Ann
Pederson over several years since. Minor changes have been made to this version. Used with the kind permission
of the authors.

2 Uhr, John,(1994) ‘Professional Ethics: Promises and Pitfalls’ in Yorke, Stephen, Anne-Marie Schwirtlich and
Laurine Teakle, editors, Ethics Lies and Archives. Canberra: Australian Society of Archivists, Inc. [ACT Branch],
1994. pp. 7-16.
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A small island in the narrow straits between New Guinea and the north coast
of Australia is considered to belong to Australia but suddenly the Papua New
Guinea Government has reason to believe that a case can be made for its claim
to the island, which offers excellent harbour possibilities for oil-carrying
tankers. Both governments dispatch researchers to archives. The Australian
researchers locate three maps which could help the Papua New Guinean’s case
and you are asked not to show these maps to the Papua New Guinean
researchers. Do you comply?

Personal case files are often transferred to archives on the condition that no
access should be granted that would violate the privacy of the individual
involved. For some files relating to certain aboriginal tribes, determination of
access has been delegated to you. Would you grant access to a popular
freelance author wishing to write on incest in native communities for National
Enquirer although he vows not to print any individual names found in case
histories? Would you grant access to the same records to an established
university professor wishing to do an article of statistical analysis of incest
occurrence in native society for the Journal of Comparative Native Studies?
Would you grant access to the incest victim herself now trying to cope with
this trauma in her life? One of the files in the series relates to a young woman
who is now quite famous.

A private archives specialises in records relating to the timber industry.
Among many other collections, it has in its custody most of the records of the
Bark and Branch Lumber Company. Additional documents relating to that
company and, to a lesser extent, to your institution’s area of jurisdiction are
listed for auction. The archivist of the private archives, knowing of your
interest in these records, asks you not to bid against him. You know that his
institution has a deplorable record of giving reference access and has
inadequate resources to carry out conservation work, especially on the large
collection of photographs and films contained in the block of records now up
for auction. Should you bid on the collection?

You have control of information relating to adoption in a series of social
agency case files. The information was obtained from the natural mother,
including medical information, on the promise of the strictest confidentiality; a
promise that it would never be released to her offspring. Thirty years later, her
daughter wishes to see the case file on her mother. Would you release it? If
the daughter were suffering from a severe illness and needed to trace the
medical history of her mother in order to allow a diagnosis of her own ailment,
would that change your decision?

A foreign government offers a substantial monetary reward for significant
information leading to the whereabouts of a notorious war criminal. You
stumble upon such information in a restricted file. What would you do?

You are the newly appointed supervisor of an employee who likes to decorate
his working area with duplicates of posters, notices, advertisements and
photographs found in newly acquired collections. He also combs through
records approved by his supervisors for destruction to find old stamps,
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letterhead designs and pamphlets for his private collection. What course of
action would you take?

A foreign government claims that certain rare documents in your collection
were removed from its country some time ago without an export permit. Since
these are also important documents in that country’s national heritage, a
request is made of you to return these items. How would you advise your
administration to deal with this request?

One of your maps is damaged to the extent that portions of the map image are
missing. A conservator claims to be able to restore the map in such a way that
it will be unnoticeable what part has been filled in. Since you plan to exhibit
this map and reproduce it in a catalogue, do you authorise this conservator to
proceed with the treatment proposed? If such damage to a document were not
‘natural’ but ‘man-made’ - such as the spilling of red paint on the
Proclamation of the Constitution document as happened in Canada several
years ago - does this change your decision?

You are working on a thesis and in your research after hours gain detailed
knowledge of a group of records which is in your archival area of
responsibility. A researcher asks for some information which you know to be
in certain files you have studied after hours. This information has formed the
basis of a key chapter in your thesis, which will not be completed for several
years. Indeed, the discovery sheds new light on an important and
controversial aspect of your country’s history. The researcher would publish
the information immediately were she to be made aware of it, thus rendering
your thesis a re-hash of her article rather than the original (and
reputation-forming) contribution it could be for you. Do you give away the
information you have about these files?

An academic who has been influential in your career and is now located a
great distance from your institution requests a detailed list of documents
relating to his research area. Your institution cannot afford the time to do such
an extensive inquiry and turns the request down. However, the academic
knows that you work there and are the best person to do the job. Since he has
money to spend, offers you a fee to prepare the list after hours. Your
employment contract condemns the acceptance of gratuities. (You need the
money in order to attend an annual professional conference.) What would you
do?

You have been examining (prior to formal acquisition) the papers of a man
who had been prominent in public life. While arranging the collection, you
find love letters to a mistress, as well as evidence that he took bribes while in
office. His widow appears to be unaware that such material exists. You have
a strong suspicion that, if she knew, she would destroy all evidence which
might damage her husband’s public image before formally turning the
collection over to your institution. Do you bring such facts to her attention? If
she were to insist then on withdrawing the ‘damaging’ portion of the
collection, why not photocopy these records without her knowledge, then
bring them to light after her death?
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You are negotiating with the widower of a governor for the acquisition of his
late wife’s papers. Because she was an important political figure, you see that
her papers would have a market value of at least $12,000. The widower seems
unaware of the market value of the material. Rather, he is greatly flattered by
your institution’s interest in his wife. He is obviously not wealthy; indeed, he
has even remarked that his income is uncomfortably small. If you act quickly,
you will probably get a good bargain. What do you do?

A researcher has worked extensively for three summers on the immigration of
domestic servants from post-war Europe to Australia. You as the specialist in
immigration records have struck up many a friendly conversation with this
researcher, who in turn has shared his sources with you and told you of
fascinating discoveries relating to his topic, including some previously
unknown to you. These discoveries are of such a nature that no amount of
combing through the finding aids would have revealed them - only months of
hard work in the actual files. Following these three summers, a second
researcher arrives, excited about doing her PhD thesis (and possibly a quick
article too) on this same subject. She asks if anyone else is working on this
topic and if so what is that person’s name and address? She also asks for
information on any special groups or series of records relating to this subject
that are not apparent in the inventories and finding aids. How would you
handle this request?

You are responsible for purchasing the whole range of documents (maps,
photographs, watercolours, autograph letters) which your institution acquires.
One such document which personally appeals to you is offered. You decide
for various reasons (duplicate, not quite in the institution’s mandate,
conservation concerns, etc) that it is not of interest to your institution. Would
you buy it for your personal collection?
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Tips for Instructors to Use in Managing the Activity
and Discussion:

Distribute ethics scenarios among students. Either give one to each student or have
students work in teams of two to develop confidence and teamwork skills in

» identifying the ethical and managerial issues the case dilemma raises

» researching the ethical and management principles and guidelines that are
involved using the appended Codes of Ethics

» devising a justifiable and managerially and archivally sound ‘solution’

e summarising and presenting the issues and the proposed solution (through
presentations to the group).

If students work in groups, be sure they don’t spend all their time battling to achieve
consensus. It is better to let each person speak to each point to ensure all feel that
they are heard.

The discussion works best if the students are given some time to study the dilemma
and do some reading and work together. Give the exercise and the copies of the
relevant codes and articles about ethics to the students in advance of the discussion
date. For optimum results, students should allow themselves at least one hour of
research, reading and planning.

In class discussion, it usually takes between 10 and 15 minutes to go over each
dilemma as some arouse more interest than others. Instructors should play the
‘devil’s advocate’, offering refining details or setting further questions to ensure that
key fine issues are raised and problems addressed.

The Dilemmas and Some of the Points to Raise:

1. REQUEST NOT TO SHARE INFORMATION ABOUT HOLDINGS WITH
RIVAL: A small island in the narrow straits between New Guinea and the
north coast of Australia is considered to belong to Australia but suddenly the
Papua New Guinea Government has reason to believe that a case can be made
for its claim to the island, which offers excellent harbour possibilities for
oil-carrying tankers. Both governments dispatch researchers to archives. The
Australian researchers locate three maps which could help the Papua New
Guinean’s case and you are asked not to show these maps to the Papua New
Guinean researchers. Do you comply?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Does the possibility of the tankers breaking up
and spilling their oil affect your decision? And the fact that the island is a
nesting area for a rare species of bird whose extinction would be ensured by
activity on the island? And what about the certain destruction of aboriginal
artefacts and the disturbance of sacred burial sites? Or the loss of a popular
resort located there? Is there any assurance that either government will
eschew the development dollar and choose to protect these natural and
cultural treasures? Who is asking you not to show them? The Prime
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Minister? the Australian researchers? Your boss? Should the identify of the
person asking make a difference in your response?

DISCRIMINATING AMONG REQUESTS FOR ACCESS TO PERSONAL
INFORMATION: Personal case files are often transferred to archives on the
condition that no access should be granted that would violate the privacy of
the individual involved. For some files relating to certain aboriginal tribes,
determination of access has been delegated to you.

Would you grant access to a popular freelance author wishing to write on
incest in native communities for National Enquirer [a notorious tabloid known
for sensational and untrue stories] although he vows not to print any individual
names found in case histories? Would you grant access to the same records to
an established university professor wishing to do an article of statistical
analysis of incest occurrence in native society for the Journal of Comparative
Native Studies? Would you grant access to the incest victim herself now
trying to cope with this trauma in her life? One of the files in the series relates
to a young woman who is now quite famous.

Teasing Out the Issues and Further Questions: What guidance do the codes
of ethics offer on this one? Attitudes towards sexual relationships amongst
close relatives vary from society to society - what might be considered a crime
in one society is a required ceremonial rite of passage in others. How much
influence, does the nature and reputation of the publication ie notorious
tabloid vs scholarly journal have? Can discrimination be both ‘good’ [for
privacy and responsible use of sources and against general publication] and
‘bad[against journalists and for serious scholars]?’ Is there a clear policy in
place for administering culturally and/or morally sensitive access requests?
Should research subjects or ordinary people have a right to see information
ABOUT them, gathered or created by third parties without their knowledge or
permission ie medical, educational and governmental institutions?

BIDDING AGAINST A SUB-STANDARD RIVAL: A private archives
specialises in lumbering records. Among many other collections, it has in its
custody most of the records of the Bark and Branch Lumber Company.
Additional documents relating to that company and, to a lesser extent, to your
institution’s area of jurisdiction are listed for auction. The archivist of the
private archives, knowing of your interest in these records, asks you not to bid
against him. You know that his institution has a deplorable record of giving
reference access and has inadequate resources to carry out conservation work,
especially on the large collection of photographs and films contained in the
block of records now up for auction. Should you bid on the collection?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Let’s say that you do have both the money and the
mandate to bid, other than the ethical questions, are there other factors that
would influence your decision? Are there any steps you can take to improve
your rival’s standard of archival work? If so, what are they? Suppose your
rival informs you that he knows his operation is deficient and intends to take a
professional archival course, but needs to get this particular collection to
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convince his higher management that such a professional approach is really
justified? Would that change your view?

MEDICAL NEED VS. CONFIDENTIALITY: You have control of
information relating to adoption in a series of social agency case files. The
information was obtained from the natural mother, including medical
information, on the promise of the strictest confidentiality; a promise that it
would never be released to her offspring. Thirty years later, her daughter
wishes to see the case file on her mother. Would you release it?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Assume that there are no laws or regulations
prohibiting you from releasing it; it is up to you. If the daughter were
suffering from a severe illness and needed to trace the medical history of her
mother in order to allow a diagnosis of her own ailment, would that change
your decision? Would it make any difference if the request were made
through a medical practitioner or through an agency representing adopted
children seeking their natural parents?

REWARD FOR INFORMATION ON WAR CRIMINAL: A foreign
government offers a substantial monetary reward for significant information
leading to the whereabouts of a notorious war criminal. You stumble upon
such information in a restricted file. What would you do?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. How did you come to have access to this
restricted file? What sorts of restrictions are they? For example, what if the
restriction said no one is ever to see this file and it was to have been
destroyed. What if the war criminal is very elderly and ill? Are there any
circumstances so heinous that all archival and ethical constraints should be
overridden? The reward money is very large and would be of huge benefit to
the archives programme, what are some of the issues you would need to check
up on before carrying the matter further? ie can a public office collect the
reward, is the information you have found accurate and true? Is there danger
to any person or to the archives if this information becomes known? Can one
separate the decision to release information from the consequences of actions
which may ensue as a result of the release of the information?

DECORATIVE USE OF ‘TO BE DESTROYED’ DUPLICATES AND
EPHEMERA: You are the newly appointed supervisor of an employee who
likes to decorate his working area with duplicates of posters, notices,
advertisements, and photographs found in newly acquired collections. He also
combs through records approved by his supervisors for destruction to find old
stamps, letterhead designs, and pamphlets for his private collection. What
course of action would you take?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Is there any policy on such activity in the
institution? Should there be? Is the underlying problem here really the fact
that this particular individual has used his job to obtain privileged access to
and use of such material at no cost? Alternately, couldn’t the employee use
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his talents to put together interesting exhibitions and/or to ensure that any
disposal programme ensures the sale of ephemera? Why shouldn’t the
archives offer such materials for sale at an announced and well attended
public auction and use the proceeds to benefit the programme? What issues
arise from such a course of action?

CLAIM FOR RETURN OF CULTURAL PROPERTY: A foreign government
claims that certain rare documents in your collection were removed from its
country some time ago without an export permit. Since these are also
important documents in that country’s national heritage, a request is made of
you to return these items. How would you advise your administration to deal
with this request?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Assume you have checked up on the facts of the
matter and find that the foreign government’s assertions are true. However,
at the time the export took place, there was an official policy that permits were
required, but it was widely ignored. In fact, lots of cultural property went
missing during that period. Are there alternatives to returning the documents
that would permit both countries to have access to the materials? Discuss
these and the issues that might ensue.

RESTORATION DILEMMA: One of your maps is damaged to the extent that
portions of the map image are missing. A conservator claims to be able to
restore the map in such a way that it will be unnoticeable what part has been
filled in. Since you plan to exhibit this map and reproduce it in a catalogue, do
you authorise this conservator to proceed with the treatment proposed?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. What do the codes of practice in the conservation
profession recommend? If such damage to a document were not “natural’ but
‘man-made’ - such as the spilling of red paint on the Proclamation of the
Constitution document as happened in Canada several years ago - does this
change your decision? Can you turn damage into a asset?

SHARING KNOWLEDGE ATTAINED DURING PRIVATE RESEARCH:
You are working on a thesis and in your research after hours gain detailed
knowledge of a group of records which is in your archival area of
responsibility. A researcher asks for some information which you know to be
in certain files you have studied after hours. This information has formed the
basis of a key chapter in your thesis, which will not be completed for several
years. Indeed, the discovery sheds new light on an important and
controversial aspect of your country’s history. The researcher would publish
the information immediately were she to be made aware of it, thus rendering
your thesis a re-hash of her article rather than the original (and
reputation-forming) contribution it could be for you. Do you give away the
information you have about these files?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Are you under any obligation to share
information you discover after hours? If so, why? If not, why not? Would it
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make any difference if the researcher were not going to publish until after
your thesis is approved? Would your position change if someone else were
present to hear the request and, if so, would that person’s status ie your boss,
another employee, the researcher’s spouse, affect your response?

AFTER HOURS WORK FOR A FEE: An academic who has been influential
in your career and is now located a great distance from your institution
requests a detailed list of documents relating to his research area. Your
institution cannot afford the time to do such an extensive inquiry and turns the
request down. However, the academic knows that you work there and are the
best person to do the job. Since he has money to spend, he offers you a fee to
prepare the list after hours. Your employment contract condemns the
acceptance of gratuities. (You need the money in order to attend the archives
society’s annual conference in a distant city.) What would you do?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Does the prospect of using the money for
professional purposes largely alter the dilemma? If so, how would it affect
your judgement and actions? Are there any conditions that would have to be
met in order to make it OK? Does this special arrangement pose a problem of
precedent?

CONTROVERSIAL MATERIAL IN PROSPECTIVE COLLECTION: You
have been examining (prior to formal acquisition) the papers of a man who
had been prominent in public life. While arranging the collection, you find
love letters to a mistress, as well as evidence that he took bribes while in
office. His widow appears to be unaware that such material exists. Do you
bring such facts to her attention?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. You have a strong suspicion that, if she knew, she
would destroy all evidence which might damage her husband’s public image
before formally turning the collection over to your institution. If she were to
insist then on withdrawing the *damaging’ portion of the collection, why not
photocopy these records without her knowledge, then bring them to light after
her death?

BARGAIN ACQUISITION: You are negotiating with the widower of a social
conscience writer for the acquisition of his late wife’s papers. Because she
was an important activist and reformer, you see that her papers would have a
market worth of at least $12,000. The widower seems unaware of the market
value of the material. Rather, he is greatly flattered by your institution’s
interest in his wife’s contribution to the nation. He is obviously not wealthy;
indeed, he has even remarked that his income is uncomfortably small. If you
act quickly, you will probably get a good bargain. What do you do?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Would it make a difference if he were a wealthy
person? If so in what ways? Does that fact that your entire acquisition
budget is only slightly more than $12,000 and you know your institution will
expect to bid at several important auctions coming up later in the year? Are
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there any creative ways to ensure a fair return for the donor and a good deal
for the archives?

SHARING HARD-EARNED RESEARCH INFORMATION WITH
OTHERS: A researcher has worked extensively for three summers on the
immigration of domestic servants from post-war Europe to Australia. You as
the specialist in immigration records have struck up many a friendly
conversation with this researcher, who in turn has shared his sources with you,
and told you of fascinating discoveries relating to his topic, including some
previously unknown to you. These discoveries are of such a nature that no
amount of combing through the finding aids would have revealed them - only
months of hard work in the actual files. Following these three summers, a
second researcher arrives, excited about doing her PhD thesis (and possibly a
quick article too) on this same subject. She asks if anyone else is working on
this topic and if so what is that person’s name and address? She also asks for
information on any special groups or series of records relating to this subject
that are not apparent in the inventories and finding aids. How would you
handle this request?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Would it make any difference if you thought her
approach to the topic was much more valuable and scholarly than that being
pursued by the long time researchers? Do researchers have an obligation to
publish their discoveries quickly so that the knowledge can be disbursed as
widely as possible? What dangers lie in your making a selection of materials
or in providing contact details?

PERSONAL PURCHASE OF MATERIAL UNWANTED BY
INSTITUTION: You are responsible for purchasing the whole range of
documents (maps, photographs, watercolours, autograph letters) which your
institution acquires. One such document which personally appeals to you is
offered. You decide for various reasons (duplicate, not quite in the
institution’s mandate, conservation concerns, etc.) that it is not of interest to
your institution. Would you buy it for your personal collection?

Teasing Out the Issues and Further Questions: What do the various codes
of ethics say on this matter. Would it change any thing if your boss knew you
were an active private collector and although a policy existed prohibiting
employees from acquiring archival material for private use or sale, it had
never been enforced? What if you were buying it to eventually donate it to
another archival institution of which you are a patron/adviser and which
would be thrilled to have it? Does this latter situation raise any additional
problems?
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Instructions for Learners

BACKGROUND READING: Study the appendices (handout) of compiled
codes of ethics and commentaries. Your aim is to acquaint yourself with the
kinds of issues and responsibilities surrounding ethics and to understand how
they impact upon managerial and professional record keeping decisions. You
should also try to read at least one other article on legal and ethical issues and
also one on making difficult management choices.

GENERAL OVERVIEW OF ALL ETHICAL DILEMMAS: Read through all
the dilemmas posed, including the ones which you, as an individual, are
assigned to address in detail. Make some general notes on each, identifying
one or two point/issues of importance.

PREPARE COMMENTS/POINTS TO LEAD DISCUSSION OF ASSIGNED
ETHICAL DILEMMA. EACH student will independently prepare notes
documenting his/her own views on his/her dilemma for presentation to the
class in no more than 5 minutes, addressing the points to be covered as
explained in the introduction to the dilemma. If two students have the same
one, you will need to discuss with each other after you have read it, how you
will divide up the presentation of each of your ideas. Afterwards the class as a
whole can comment or give its views through a structured discussion of all the
ethical dilemmas.
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Important Readings

Association of Canadian  Archivists. (1992); Code of Ethics: URL:
http://www.archives.ca/aca/publicat/general/code.htm

International Council on Archives. Code of Ethics. URL.: h