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Existing and Incoming -
where to begin?
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Approaches to Preservation

Do nothing and keep - as it arrives
Minimise further deterioration
Format shift (e.g. electronic file)
Restore the item to look like new

Options 1 to 3 can be economical
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What is valuable or worthless?

Archives Policy

This should include:

Acquisition Statement.
Access Policy.

Procedures for acquiring, organising, handling,
reformatting, and storing items.

Loaning, copying, publishing, etc.
Refusing records and a disposal schedule
Forms, e.g. donation form, access form. etc.

Acquisition policy

Tha Archivas' calecian pakoy providas for the acquesitian of parish and

* Pamnsh regrsbers - reconds of tuths, baplismes. confirmations, marnages, deaths and buriaks
= - inchidh

o . , MrarLtes
+ Senwoe regeters - also caded Vestry Books
* Records of rd - repons and spondente of QDS Such as
Iualding commitizes, choirs, Sunday schoods, parish councls, men's Qroups, women's orgarczations, and

deads, Al , Ingdantres, petdons fof

= Comespondence - INCRKANg pansh maiings

* Pasish newslatiers

= Histoncal information - books, bockets and news chppengs

* Photographs - iderfified as complelely as possble by vew, date, evert and parsons depicted

+ Guest books, parish ksts and photo directonies

+ Special colections topiC. Inchihng
SOabocks

The Aschives’ colechon also includes the following diocesan records
* Bishops' papess
= Epuscopal Office records

* Papers of prominent cleigy and laypeaple
The docesan Archives does nol purchase archival matenial

-4 ) Intemet | Pratected Mads On
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Appraisal - Enduring Value

Financial Records

Audit reports

Final budgets

Financial reports

Significant expenditure and income
Minutes, etc.

Refer to - Retention and Disposal Schedule

Appraisal - Enduring Value

Administrative Records Legal Records

Policy files Contracts
Statements of function Leases
Organisational charts Significant
Name-based records. i.e. staff lists agreements
Minutes of meetings Etc.
Reports, i.e. annual reports

Building plans

Regulations

Procedures, Etc.
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Example of part of a Retention and Disposal Schedule

Function Description / disposal class Retention [ Disposal Action Disposal Action

Activity/ Period Status Custod
Process

Accounting Activity: Collecting, recording, classifying,
summarizing and analyzing information
on financial transactions, and
subsequently on the financial position and
operating results of the
church/organization

Principal accounting records and associated Temporary 1yr office; 6 yrs records | Print:
supporting records related to managing room; destroy NSW, Vic: hold until
revenue and expenditure. This includes: after 7yrs designated

Accounts payable NSW, Vic: destruction date.
Accounts receivable

Bills of exchange

Cash books, Credit notices
Expense claims reports

General debtors files

General reconciliation records
Journals

Ledgers & other records of prime el
Orders for the payment of money
Payroll incl. timecards, leave, etc.]
Petty cash records

Promissory notes

Receipts

Sales and purchase invoices

Trial balances

Destroy 7 years after Electronic:
the completion of NSW, Vic: Maintain
the financial year in readable format
in which the until destruction
record was date.
created
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Appraisal - Enduring Value

Personal Records

Diaries, letters, postcards
Photographs, films, etc.

Artworks, artefacts

Books with significant author signature
Sermon notes, etc.

Refer to — Acquisition Statement S d
Retention and Disposal Schedule

R R e

The University Arclivist may approve guidelines to be used by professional staff in the University
Archives for the archival appraisal of records of University business that are not State archives.
The University Archivist will ensure that the guidelines reflect current best practice in the appraisal
of records and that they are consistent with the relevant policy statements of the Srare Records

Authority af NSW.
4.1.3 Private records

The University Arcluves acquires the records of individual persons and private orgamsations where
the records, upon archival appraisal by the University Avchivist, are deftermined to be of enduring
value to the UNSW community because they document in a significant way the activities of the
individual or organisation having a strong connection with the development. achievements, culture
or identity of the University. Generally. such records will relate to activities of significance in

scholarly endeavonrs, stdenr life, alumni involvement and leadership.

The University Archivist may approve guidelines to be used by professional staff in the University

Archives for the archival appraisal of private 1'ecords.|

D Urknown Zane | Pratected Mads On -
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Appraisal - Enduring Value

Church Records

Significant church programs
Photographs, artworks, & artefacts
Minute books, registers, etc.
Certificates, newspaper cuttings, etc.
Journals, pamphlets, books, etc.

Refer to — Acquisition Statement
Retention and Disposal Schedule

Wesleyan Methodist | Methodist

This collection includes manuscript and printed minutes of conferences, districts, circuits, missions, departments, commissions,
series of comespondence. building fles, plans and photographs. Thare are complets hoidings of Senominational journals, serials
and newspapers for Victoria. A wide range of educationsl materials relates 1o ministerial training, Denominational Board Scheols,
Sunday Schools and youth work.

Mings Methodist Congreg and
Comgrising printed and manus<ript minutes. parish records, financial and building records.
Organisaticns

There are a varfety of collections relating to the many and parish ated for missions,
church-aid and moral weifare. Many of these were women's groups located throughout Victoria.

Ministers

Personal reconds are held for ministers of the Mathodist and Churches inciuding their appointments.
and stations.

Uniting Church

Parish and congregational histories, registers, minute books.

Paintings, prints and photographs.

Liturgical: Bibles, service books. hymnals.

Aschitects” plans. specifications for churches, schools, halls and ministers’ residences.
Memorabilia and artefacts

L @ bt | Fratected Mads Gn
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Abide by Head Office Rules!
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GC Basic Retentieon Schedule -- 3

EPORATE AND ORGANIZATIONAL RECCRDS

Type of
In Records Archival Methed of
Becord or File Type office Center Preservation Destruction

Corporate Papers L [

Corperation/Rasociation B
Minutes

Property Records

Contracts, Construction

STATISTICAL RECORDS

Field Reports
{Forme S-3 and 5-4)

@ Urknown Zore | Pratected Mads On
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Refusing & Discarding Records

Reasons can be:
Involves minor administrative matters
Does not meet your acquisition policy
Not suitable for your archives
Poor physical collection
Difficult electronic format
To costly to keep
Duplicate

Utilise - Archives/Acquisition Policy
Retention and Disposal Schedule
Donation form

Donation Form

Header — who you are.

Space for the donor/s — title, name and contact details.
Description of item/s being given.

Copyright transfer.

| declare that:
| am the sole owner of the listed items;
Have entered into this donation of my own free will;
Assign all copyright and intellectual property to...;

Assign the right to determine access to the donated items to ...

Internal procedures:
Passed to the Archivist by Date
Passed to for accessioning Date
Acknowledged by Date
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Adventist Heritage Centre & South Sea Island Museum - Donation Form
Thank you for your donation

Donations to the Centre are welcomed and are a valued source of materials for augmenting and
enriching the collections. They are accepted on the understanding that they will be assessed in
accordance with the Centre’s Collection Management Policy.

It is understood that the donated items/collection will be kept intact, carry the name of the donor, and
become the property of the Adventist Heritage Centre to manage as a permanent collection if they
are selected/archived by the Centre. Public release and copyright clearance will become the
responsibility of the new owner, the Adventist Heritage Centre.

If you require the items to be returned to you if they are not needed - please tick here: o

Alternatively items not selected for inclusion in the Adventist Heritage Centre and South Sea Island Collections, will be
offered to: Andrews University - Adventist Research Centre, Avondale College Libraries, EG White/Adventist
Research Centre, SAIL - other academic libraries within the South Pacific Division, Avondale College of Higher
Education staff and students, or discarded.

Would you like a nameplate in the book? Yes_  No___

Would you like your name in the catalogue? Yes_ No_

Your generosity is greatly appreciated, thank you.

Title: oMr oMrs oMsoPr oDr oOther

Name:

Address:

Signature: Emails:

Library use only:

(' Date Accepted: Acknowledgement letter sent:
Notes:

Format Shifting?

Remember:

Legally some records must be kept in original format - you can
make a copy but the original must also be kept.

The life of media is limited, i.e. CD?, audio?,16mm film?
Can you support/read the formatin 1, 2, 5, 10 yrs. time?
Appropriate storage conditions is critical to longevity
Copyright

We keep what we can in original format including the reformatted
version. Digital photographs we store on a dedicated hard
drive with a dedicated backup.

This is a large subject and everyone has their own opinion!
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Buffers and protects -
documents, artefacts, textiles,
records, photographs, etc. from
environmental contaminants
(e.g. light, dust, temperature
extremes, etc.).

Boxes

Corrugated blue/grey
Gallivant board
Polypropylene

Use for - documents,
cards, LPs, videos,
registers, textiles, films,
books, and objects.

%

SEVENTH-DAT
WENTIST
CHURCH
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Etha Foam

This is a rigid, medium-
density closed cell foam
that does not out-gas.

Use for - cushioning and
supporting objects. We
carve this with a sharp
knife.

Archival Folders

e Archival manila folders
Use for - filing documents

¢ Document wallets
Use for - filing documents and small papers

¢ Archival envelopes
Use for - holding documents, papers, etc.

%
i
ADVENTIST

DU
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Tissue Paper

Un-buffered tissue

Use for - wrapping objects and textiles (including silk & wool).
support clothing, baskets, etc.

Buffered tissue

Only use - for wrapping or interweaving paper-based materials.

Tyvek

This is a type of spun bonded
cloth which is inert, gas
permeable, non-abrasive, dust
and waterproof.

Use for - wrapping objects that
need something stronger than
tissue to house them in. Tie with
cotton tape.

Alternative - cotton cloth
7

SEVENTH-DAT
,‘\I‘.F-.’B-g:lb'l‘

o
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Mylar

This is a clear plastic that
IS a versatile inert
material.

Use for - wrapping books,
paintings (not charcoal,
pastel or similar
mediums), encapsulating

y documents, posters, (S (o
/)

Seveimsnar
ACVENTIST
=0 1]

Polyethylene Bubble Wrap

This is an archival inert polyethylene wrap.

Use for - transporting and storage items.
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We began with large
envelopes within
document boxes.

Black & white prints
were separated from
colour prints.

Slides were kept in
their original
containers where
possible.

Photographs

We moved to: polypropylene

photo storage albums with
sleeves.

Advantage - users do not need
to wear gloves to view the
photographs.

Scanning - we simply slip a
. . 3 Wear gloves to
long piece of acid free paper in  avoid skin contact
, asa marker to identify what it
" needs scanning. ’

SEvENTH
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e holds 12 n cut in strips of 3
pnmhmﬂnmm

b Il'mlrt:.r side opening...
icron, tab Insert, side. nplnlng §
run I:ablnwrt side nparlng
hb Insert side nperlng caseesss COE IZONEG S0

munmmmwnu

opening.... .. Code I5NEGX4
micron, tab insert, side upcnlng Code 35X4-25
h &0 micran, tab insert, side opening............... Code 35X4-100

holds 42 n cut in strips of 6
K’.remrd pllotn?u";un
, tab insert, side opening... wevenen. COGE ISNEGXS
, 60 micron, tab Insert, side opening. ... «« Code 35X6-25
l.'l 60 micran, tab insert, side opeling..‘............oode 35¥6-100

We use 3 methods:
Wall hanging

Plan cabinets — Mylar sleeve /

wrapped or acid free cardboard
folder

Boxed — wrapped and supported ' tg.
Roll — interweave with tissue/cloth
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Preservation Problems

Poor storage and dust : .
Building challenges | N E
Mould outbreaks |
Vermin attacks B
Water leaks

Light exposure

Old adhesives

Electrical interference

Staples, metal rings, etc.
Cataloguing

Display challenges

Security

Poor Storage & Dust

Shelving Wood
MDF
Plastic

Acid free or Plastic
Polypropylene sleeve | Foam
inserts

Sleeves Archive quality Plastic

Rolls Archive quality Cover others rolls with
Mylar before using
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Mould

Needs specific
conditions to grow.

Can be spread by air
movement.

Is difficult to eradicate.
Treat immediately
Use masks, gloves, etc.

Bag suspect items until

you have time to treat it.
#

SEVENTHADAT
ADVENTIST
o

Vermin

Bag suspect material on arrival
Use sticky baits and traps

Keep area clean & no eating food
Keep your eyes open at all times
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Water and Moisture

Monitor temperature and humidity
Avoid any liquids being used in area
Ensure the building does not leak
Deal with water leaks immediately

Light

Avoid sunlight

Use UV film over windows

Review amount of electrical lighting
Reduce light exposure time

Fire retardant /block out curtains
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=xample of pages within the 2010 Archival Survival Catalogue.

Adhesives

Use —

Safe adhesives, i.e., wheat starch
Archival approved tapes
Talc powder to cover sticky residues

Do not use —

Office sticky tape, contact, or laminating
Avoid using super glue and the like

Remove —

Photos from sticky albums

archival packaging

Polyfoam®

Inart polyethylene foam & a versalie packing maiaril used for e wrapping of obiects and lining
of boes and snetves atc. Frovidas CUshioning for fragie iBms during frarsporiation and Sorage.

Range Pk Price ax GST
FILFPECAMT Folystiwlana foam, 1200mm x 100m roll, 1mm thick 1 $82.00
FILPEFOAMZ Polyethylans foam, 1200mm x 100m roil, Zmm thick: 1 $154.00
FILPEFOAMA Folystiwiana foam, 1200mm x 100m roll, dmm thick 1 324300
Bubble Wrap

Inert. polyeihyiens bubble wiap provides cushioning for flems duing iransportation and siorage.

Range Pk Price ex GST
FILEUBWRAPI0 1500mm x 100m roll, 10mm bubbie 1 $12200
FILBUBWRAPZ0 1500mm x 100m roll, Z0mm bubble 1 $130.00

Special Boxes for
Special Collections

Did you know we make boxes

for non-standard items?

Our computerisad box-making machine makes i sasier than
aver in nmees hgh nualty arhival boces in s spacsl
eolloctions or indhiduzl fems. With 2 larga ranga of box styles
aiready avaiable, we can quickly and economically produce
‘custom-fifing containers such as:

+ Clamshell boxes for rare books.

« Larga boxes for overszed ilems

» Compertmantaized baxes and frays for mived colleciions

For further information or a no-obligation quote, contact us on:
Tel 1300 78 11 99 or Email info@archivalsurvival.com.au

archival tapes

3M Double Sided Tape

“This consisiant Figh quality ranga of 80 pH neulral double-sided tapes is essantial for professionl
FESLIS When ercapSUatIg COCUMANSS USN] polyester Shocts. Passes the AT

Range P Price ax GST

k
TAPIMOE 3M #415 neutrsl pH achesive, Smmoc3m ol (1447 widih) 1 $21.00
TAPAMIZ M #415 neutral pH acheshe, Tzmmu3am roll(1/2” wich) 1 $31.00
TAPaMIO M #415 neutrdl pH adhesae, 20mmi33m roll (347 width) 1 $3000
TAPIMZ SM £415 neutral pH sdhesive, Z5mmaSm rol {1° widh] 1 £41.00
Neschen Filmoplast® Tapes
‘The Neschen range of acichires, alkaine bufierad fapas are suitabie for documant repar,
ook repair and for hing making. tapes sbia with sohenis,
howewer it s recommand that a professicnal conservator be consulied prior o undariaking
ropairs o onginal maieral, Other Fimopiast produdts e avaiable on requast
Range Pk Prics ex GST
TAFFLR F tape for document repair & hingng, Z0mmudm rol, clear 1 $10.05
TAPFLPOO PA0 tape Z0mmxS0m rol, whie 1 $1005
TAPFILSAL Salt achesve nen tape S0mmiZSm rl, whis 1 52805
TAPALR 20 Fimoplast R heat set fissue, Z0mmudOm ol 1 $1005
TAPALR-31 Fimoplast R heat-set tmsue, 310mmes0m roll 1 $185.00
TAPALR &2 Fimoplast R hedt set fissue, E20mma&iom rol 1 $30605
TAFLP40 Fimoplast P tape, 40mms0m ol 1 52785
TAPALP040 Fimoglast PA0 tapa, A0memu50m rell 1 57705

A Doue S T ‘Finopest P ana PED Tepes Bench ek PoysHene Srappng
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Electrical Interference

) —

Store in —
Appropriate cases/boxes

Do not store near -
Speakers
Computers
Electrical items

Staples, Paper clips, Metal rings, etc.

Replace - metal staples,
paper clips, clips, etc. with
archive quality substitutes

Remove - items from metal
ring binders
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Cataloguing

Software possibilities are endless.
We use Inmagic Db/TextWorks

Cheaper alternatives are:
Heritage Document Management System or HDMS

— www:esrc.unimelb.edu.au/hdms/index.html
Tabularium

* Filing - Libraries use subjects
4 Archives use provenance and material type

Cataloguing

Include as much information as is possible -
Date received
Received from — Donor, institution, dept.
Basic bibliographic information
Size, made of,
Condition, repairs
Unique number, e.g. Artefacts 2012-32
Security clearance, Etc.
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Display Challenges

Picture frames
Glass cases
Wall mounted

Free standing

Security

Lock up what you can
Cover items

Mark all items, e.qg.
101/12, 2009-235
Attach invisibly with
wire or screws

Keep a log of who uses
what when
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Useful Print Resources

Fungal Facts by Mary-Lou E. Florian. London: Archetype Publications, 2002.
146pages ISBN 10873132-63-8

Museum methods: A practical manual for managing small museums and
galleries. Canberra: Museums Australia, 2002. Large ring binder ISBN 0-9580290-0-
8

Be prepared: Guidelines for small museums for writing a disaster preparedness
plan. Now available on the web.

Exhibitions: A practical guide for small museums and galleries by Georgia
Rouette. Carlton South, Vic.: Museums Australia (Victoria), 2007. 133pages

Significance 2.0: A guide to assessing the significance of collections by Roslyn
Russel and Kylie Winkworth. Collections Council of Australia, 2009. Now available on
the web.

Keep it for the future! How to set up small community archives. Canberra:
National Archives of Australia, 2007. 64pages ISBN 978-1-920807-52-8

Caring for your family treasures: A concise guide to caring for your cherished
belongings by Heritage Preservation. New York: Harry N. Abrams, 2000.

Preservation Supplies

Albox — boxes, sleeves, etc.

http://www.albox.com.au/

Archival Survival — wide range

http://www.archivalsurvival.com.au

Raeco — limited range

http://www.raeco.com.au/

Preservation Australia — wide range

http://www.preservationaustralia.com.au/

Conservation Resources — wide range

http://www.conservationresources.com.au/html/home/products/

Craft shops — sometimes have acid free items

Local or via the web
Paper suppliers — Acid free photocopy paper

Choose p hotocopy suppliers
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Example page
from an Albox
Catalogue.

Other Sources

National Film and Archives
National Library of Australia
State Libraries

State and Local Museums

Local archivists, conservators, etc.

Australian Archives Association
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Contact Information

Rose-lee Power

Email: heritage@avondale.edu.au

www.heritage.adventistconnect.org.au
www.ssim.adventistconnect.org.au

www.avondale.edu.au/library

Thank you - Albox and Archival Survival for permission to use photographs and catalogue pages.
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