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LIS310 COURSE GUIDE

INTRODUCTION

Welcome td_1S 310: Records Management & Archives Administration.
This is a two-credit (2-CR) unit course that is gaisory for all the
undergraduate students in the department. As thaas preparing for
careers in library and information science, recomsnagement,
information resources management, and archival @dtration, you
need to have a clear understanding of how the @brafea record has
changed and how systems governing the creatiomsadf records have
changed and are changing. This course materiakigded to enable you
to read and understand the purpose of managingd®udich is to meet
the operational needs of an organization or indiaid allowing it to
function effectively. While the records are meetthgse needs they are
in ‘active use.” When they are no longer neededdtive use, they are
reviewed to decide which should be selected toregoart of an archive
collection.

COURSE OBJECTIVES
By the end of this course you will be:

i. know the difference between the responsibilitied activities of
archivists and records managers

. understand the influences of the institutionaltegts in which
documents are created, used, and retained.

iii. recognize the changing nature of the document twez and
technology.

\2 have the basis on which to analyze the contexticlwdocuments
are created, to evaluate the authenticity of trmudwnt, its value
for retention, its likelihood of survival, and iteanagement for
later use.

WORKING THROUGH THIS COURSE

To complete this course, students are obligategbito in both the
theoretical and practical parts of the course. &ttglare expected to read
the study units very well, attempt all assessmesiisdy all books
recommended and all other related materials thaildvboost their
knowledge and skills in the course unit provideattipipate in discussion
forums in the virtual learning environment and pmepfor assignments
and examination when required.

Based on the structure of the course, each stuilyswiassified into the
following sub-headings: introduction, intended feag outcomes, the
main content, summary, conclusion, tutored-markssigament, and
references/further readings. The introduction gatks a summary of
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what the unit discussed. It is expected that stisderould read and
familiarise themselves with the intended learniaotcomes (ILOs) which
give an idea of what students are expected to cetepi each study unit.
This will help the students to appraise their l@agrprocesses at the end
of each unit. To complete the intended learningawies, the content of
each segment is presented in modules and units.

The videos and links provided in this course usitto support and
strengthen the students in the study of LIS 31@oR¥s Management and
Archival Administration such that, the student witht have to struggle
with areas of the course unit that are not cledheéon. Kindly copy and
paste the link address as indicated in each stadsge unit into a browser
and follow the instructions as shown on YouTubelevhwatching the
video. There are portions where you might skipMoicdadverts, to get to
the main content, please do and listen attentiagle video plays. There
are segments where you will have to read offlinek@notes and jot down
points that could re-direct you back to what youehalready studied and
extent covered in the entire course unit. If pdes§ou should download
the videos to view offline, as that will save yaatal and time when you
want to visit the site online again.

You can also download and print the entire manpscfor the LIS 310
course study for easy accessibility and readingnether you want to
study. This will give you free space where you wik have to open your
computer all the time. Otherwise, if you are goodeading digitally,
download and save the course material on your ctenpmobile phone,
or an external hard drive in order not to downl@hagays. Each topic
discussed in each unit outlines an essential ret#pe points that need
to be considered, thus serving as a guide to p#res of units in the entire
journey of the study. The conclusion takes theestutb the pinnacle of
the study and salient points or lessons that needbet taken into
consideration in the unit being discussed.

In each unit, two key forms of assessments aranesdthe formative and
summative. The formative assessments indicate hewstudents will
evaluate their learning processes. These are pegsanthe form of in-
text questions, discussion forums, and Self-Assessiaxercises. The
summative assessment is to evaluate the studeatiemic performance.
This would be summarized in Computer-Based Tesfl(|jGi#hich serves
as continuous assessment and final examinationghfrcourse. A
minimum of three computer-based tests will be giweh only one final
examination at the end of the semester. You areined to take all the
computer-based tests and the final examination.
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STUDY UNITS

There are 13 study units in this course divided fiour modules. The
modules and units are presented as follows:

Modulel RecordsManagement

Unit 1 Concept of Records Management
Unit 2 Records Management Processes

Module2 Records Storage Equipment

Unit 1 Records Storage
Unit 2 Records Filling System
Unit 3 Records Disposition

Modules3 Archives

Unit 1 Concepts of Archives
Unit 2 Types of Archives
Unit 3 History of Archives

Module4 Archive Management

Unit 1 Principles of Archives

Unit 2 Theory of Archive Management

Unit 3 Archival Practice

Unit 4 Arrangement and Description of Archivesr{Fane)
Unit 5 Arrangement and Description of Archivesr{Flavo)

PRESENTATION SCHEDULE

To have a clear understanding of what the courseermah entails, a
presentation schedule is provided. The presentatbrdule directs the
student on essential dates to take note of esperiahe completion of
computer-based tests, assignments, discussion faaach every other
material and video that need to be examined. Rereeriat the
submission of all your assignments must be timelg appropriate as
stated in the course study. Please, there is atnepdde against delay or
postponement and  plagiarism  while attending to your
classwork/assignment. Note that, plagiarism is imioal offense in
academics, as such it should be avoided at akk t@stause it amounts to
weighty or serious punishment.
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Note: The student will earn 10 marks if he/she meetsrarmim of 75%
participation in the course study, discussion forand portfolios, or else
the student will lose the 10 marks in their totabre. The student is
expected to upload their portfolio through GooglecDThe expectation
of students in their portfolio consists of the soteade during their time
of study of each of the course units and moduledena&ailable to them.
This comprises of all activities and time spentrirthe beginning to the
end of the course of study in the entire duratibthis course LIS 310:
Records Management and Archives Administration.

ASSESSMENT

Two core forms of assessment are required in thusse for any student
offering this course to pass. The first assessnsettie various Tutor-
Marked Assignment (TMAs) that are included in eastidy unit.
Students are strongly advised to attend to theimowttdelay so that they
do not pile up, otherwise, it could discourage tleym advancing to the
next stage of another study unit. The TMA is pErthe continuous
assessment. It amounts to 30% of the total scooas fhe cumulative.
Therefore, you are instructed to be serious wjthatause it will aid you
in passing the course. The TMAs will be scheduledoeding to the
University calendar hence, students do not neepatoc. The second
assessment will be the final examination, which ealver everything that
was taught in the course LIS 310. Students areuraged and advised to
adhere to all slated calendars in the Universithghat, they do not miss
the examination.

FINAL EXAMINATION AND GRADING

On completion of this course, students will be rexfito sit for the
examination of the course LIS 310 Records Managémaed Archival
Administration. The duration of the examinationlwakt for 2-hours and
the grade point of the course is 70%. Most of thestjons that will be
given to students are what they already had im Hedi-assessment of the
TMAs, as such they need to familiarize themselveth whe course
content through continuous practice of the questam serious reading
of their course materials. This will enable thenh&ve good grades after
finishing the course. Students are also advisedude their time
judiciously so that, they do not miss any of thedsgt units and
assessments. It is expected that the Tutor-MarkesigAment would
enable the students to study very well as evergtiimthe course is
covered, even before the final examination.

Vii
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COURSE MARKING SCHEME

Thistablerepresentsthelayout of total course marks

Assessment 30% (Under graduate) 40%
(Postgraduate)

Final Examination 70% (Undergraduate) 60%
(Postgraduate)

Total 100% cour se wor k

FACILITATION

You will receive online facilitation. The facilitian is learner-centred.
The mode of facilitation shall be asynchronous syrtthronous. For the
asynchronous facilitation, your facilitator will:

Present the theme for the week;

Direct and summarise forum discussions;

Coordinate activities in the platform;

Score and grade activities when needed,;

Upload scores into the university recommended quiiatf
Support and help you to learn. (In this regarcdpeal mails may
be sent);

Send videos, audio lectures, and podcasts to you.

V. VYVVVVY

For the synchronous:

> There will be eight hours of online real-time cart$an the course.
This will be through video conferencing in the Lsag
Management System. The eight hours shall be chooe contact
for eight times.

At the end of each one-hour video conferencingyttieo will be
uploaded for viewing at your pace.

The facilitator will concentrate on the main thentlest are must
know in the course.

The facilitator is to present the online real-timdeo facilitation
timetable at the beginning of the course.

The facilitator will take you through the coursadguin the first
lecture at the start date of the facilitation.

v VWV VYV V¥V

Do not hesitate to contact your facilitator. Gattyour facilitator if you:

> do not understand any part of the study units @r=gsignments.

> have difficulty with the self-assessment exercises.

> have any questions or problems with an assignmewitb your
tutor's comments on an assignment.
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Also, use the contact provided for technical suppor

Read all the comments and notes of your facilitetsecially on your

assignments; participate in the forums and disoussiThis allows you

to socialise with others in the programme. You decuss any problem
encountered during your study. To gain the maxirbemefit from course

facilitation, prepare a list of questions before thiscussion session. You
will learn a lot from participating actively in theiscussions.

Finally, respond to the questionnaire. This wilghthe university to
know your areas of challenges and how to improvénem for the review
of the course materials and lectures.
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LIS310 MODULE 1

MODULE 1 RECORDS MANAGEMENT

Unit 1 Concepts of Records Management
Unit 2 Records Management Processes

UNIT 1 DEFINITION OF CONCEPTS

CONTENTS

1.0 Introduction
2.0 Intended Learning Outcomes (ILOSs)
3.0 Main Content
3.1 Definition of Records
3.2  Historical Overview of Records and Records &pament
Practices
4.0 Summary
5.0 Conclusion
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

This module serves as an introduction to recordsag@ment practices,
the definition of records; elements of records ngamaent, the
characteristics of records. The records managemptess was also
discussed.

2.0 INTENDED LEARNING OUTCOMES (ILOS)
By the end of this unit, you will be able to:

define Records; Management; Records Management
explain the historical overview of records manageime
list and explain the importance of records managgme
explain the benefits of records management.

3.0 MAIN CONTENT

3.1 Definition of the Records

Records are the sum total of all documentary nelteregardless of their
physical form(books, registers, folders) created received and
maintained by an organization or any other entityconnection, with
business transactions or other activities it isagyegl in. On daily basis,

1
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we produce records in our personal lives and oliced. These records
are grouped uniquely and systematically by the geimg agents.

There are five types of records. They are:

1. Personnel records: These types of records contdormation
about the employees of the organization. Theseageimportant
records in every organization especially duringstisrs or when
there is an incidence of fraud, personnel recoodgdcbe used to
track the employee. Also, it can be used to trackndividual's
employment history. It is also known as employemorés where
every information about an employee is recorded,efcample,
year of birth, certificates, position in the orgaation, number of
children if married, etc

2. Administrative records: These records are usedamymg out
enterprise functions and activities. This is whaeisions taken in
an organization are recorded. How the activities tbe
organization will be executed is recorded here.uRegmeetings
are held by the executive arm of the organizatiwh itss minutes
are taken and kept in the administrative records.

3. Fiscal records: These are also known as finane@drds. These
records can be used to trace how funds are gedelate budgets
are made and disbursed. Every transaction thatdha® with
money is captured in fiscal records. You know thmaney is the
engine house of any organization, if it is not veeltounted for the
organization may fold. Such a record should be it

4, Legal Records: These are records about petitioosiplaints,
motions and other papers filed in any case, trgpisasr testimony
taken by the court and findings. Any document thaty be
required in a law court to prove or disprove a caBeuld be
jealously kept. Records of any court case won sirrftust be kept.
Any document that may be required for litigationshbe kept
intact.

5. Historical records: These are also referred taraBival records.
History of past activities of an organization shibbe safely kept
for future purposes. We should not forget the timésiumble
beginnings. A big company today might have stanted small
way; historical records show this. Historical redoare also called
archival records because they are records to benexth to know
the past.

According to ISO 15489-1 (2016), records are imfation created,
received, and maintained as evidence, and infoomaty an organization
or person, in pursuance of legal obligations ortthesaction of business.
Organizations create, receive and process a tremnendmount of
information daily. A record is invariably linkea tan organization’s
authorized profession and maintained as evidencthoWt records, an

2
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organization may be seen as non-existing and mdyuennot having
direction. Records remind us of the past to emultesegood things done
in the past or to avoid the mistakes of the past.

Physical Attribution of a Good Record

Genuineness, consistency, integrity and usabilitg #he physical
characteristics of a good record. The essenceyofesnords management
policy, practices, guidelines, and procedures arernsure that all the
manuscripts created or generated as records shauéthese features:

o Genuineness - Genuineness is about the autherdfatyy record,
it has to be what it purports to be, that is, itstioe original in all
ramifications. It must be impossible to get a capyas to have
been generated or referred by the person supposecthe creator
or owner (especially artworks), and finally, it hlshave been
created or sent at the purported time. Genuinemas$o do with
originality. Nowadays there are a lot of fakes, how we
distinguish the real from the fake, original fronluéterated, pure
from polluted? These are genuine questions thabagging for
answers.

o Consistency - This is when the reliability of aoettis established
when the content can be trusted as a full and ateur
representation of the transactions, activitiesaots to which they
attest and it can be dependent upon the coursellifeguent
transactions or activities. Consistency means oaatis, without
changing.

o Integrity - The veracity of a record is when theam is presented
complete and unaltered and there are no fake copaculation.
Integrity has to do with trust. Can people trus #ource of the
document? Has the institution or organization demgthing
suspicious before that raises the dust of distrust?

o Usability — This is when records can be easilydda@accessed,
presented, and interpreted when the need arisesth@amaterial
be safeguarded? Can it be easily produced? Ctand ghe test of
change from one hand to the other? If the answerthése
guestions are YES, then the material has passedesieof
usability.

o What is Management?

Management has numerous definitions from diffene@bple. Harrod
Koontz defined management as the act of gettinggthdone through
others and with formally organised groups. Anotiseloy scholar Peter
Drucker, who defined management as a multipurpog@ncthat manages
a business, managers, workers and work. To managmsnto be in
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overall control or charge of something or somedianagement is the
skill or practice of leading, controlling, plannimg directing something
or somebody. The person who does this is a manager.

Management Basics

The first assumption is that once an individuahisnanager, he/she is
assumed to be a leader meaning the first perstireiarganization.

Functions of management include:

o Planning: Before one builds a house, he/she mus aduilding
plan (a sketch) and must think of how much it w&ke him/her to
finish it otherwise the house will be abandonedviey. Activities
or duties to be done in an organization must bep@dmut and
divided on how they should be done.

o Staffing: Who are the ones to accomplish the t&thkffing has to
do with knowing who does what, what type of peogle to be
engaged to accomplish the planned activities, teaifications,
and skills. You must get the right people; squagspon a square
hole.

o Organising: Arranging how work should be done isatib called
organising. A manager should know who does whataagédnise
them that way. There is nothing that annoys workeose than
when some are working and others are idle. Theecaukck of
organising the duties.

o Controlling: When workers are not controlled, trey whatever
they like. Workers are controlled when duties asgned to them.
The manager should be able to settle quarrels.

o Leading: A manager is good if he is leading wel@od leader is
an exemplary leader; he shows the example of what h
subordinates should do. He should know all aspEdtse job.

o Budgeting: Money does all things except to bringneone back
from death. But money without the person to malaper use of
it is nothing. One cannot use money when it is anailable. A
good company or organization cannot spend monegpexthas
been budgeted. Management ensures that every rseafti@n
organization sends its budget to the administra#obudget is a
proposal of income and how it would be spent. Btidges the
act of stipulating income and expenditure.

o Reporting: Management reports its activities tolibdy that set it.
Whether the subordinates are doing well or not khbe reported
to the administration. Reports are mostly fromghbordinates to
those in the higher radar.
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Records Management

The term records management refers to the planningigeting,
organizing, directing, training, and control invet/in managing the life
cycle of records in any medium. The objective abres management is
to certify that all papers, manuscripts, raw daé iaformation generated
and turned into records are managed and maintamedmanner that
meets all internal and external business needseotiteating company.
It ensures that records comply with all regulatagpd statutory
requirements; defends the institution and its peapjainst external
demands and is capable of providing primary andrsg&ry evidence of
transaction or business process which is admissibke court of law.
Records management ensures that records are kpbantained most
economically; meets all environmental and otheumregents and are
finally destroyed or transferred in an auditableywa

The International Standard Organization (ISO, 20déhined records
management practices as the efficient and systencatitrol of the
creation, receipt, maintenance, use and disposttfarecords. Records
management practices entail activities such as:

1 Setting policies and standards;

2. Assigning responsibilities and authorities;

3. Establishing and promulgating procedures andejjues;

4 Providing a range of services relating to tteagement and use
of records;

5. Designing, implementing and administering splexed systems
for managing records;
6. Integrating records management into businesstesys and

processes.

3.2 Historical Overview of Records and Records Mamgement
Practices

Record management assumes a tactical positionanethcient and
effective management of any entity. Records managéoould be dated
back to the history of humans because the needdaonory is an integral
part of survival (Nwaomah, 2013). Records keepmgld be traced to the
ancient days when Papyrus, Stones, Clay tabletshiants, Potsherds
(ostraca) were used to document information in rotbenanage history
and human activities. According to Duranti (1998gnior staff of
organisations might have been delegated the tasleoforizing business
deals, policies and transferring them to their sdimates through
recitation. This method is usually not accuratednse of human memory
lapses. This eventually led to the interventiorpwitorial depiction of
events to aid in the management of human activities
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According to Read and Ginn (2011), records in ariciemes were
maintained through Hieroglyphics on the rocks, svalhd caves, and in
the forms of artifacts and relics. They also ndtext the majority of the
records before the advent of printing in 1440 ADrevland-written to
create proofs of financials transactions. The itle@nof writing, the
typewriter and computer have all transformed resdekping and led to
increase in the volume and diversity of recordsictvigave rise to the
need for record security.

Schellenberg (1934) suggested how records managemeenices could
be accomplished. He developed the records cyasldnich he argued that
records are like human beings and not static ag dippear to be. He
argued that records are “born, live through youtid aage before
eventually dying”. Records play vital and signifitaroles in our
individual lives. What Schellenberg wrote aboutorels in 1934 is still
applicable and relevant today.

Types of Records Management Practices

ISO (2016) International records management standefined a record
as “information created, received, and maintained esidence and
information by an organization or person in pursigeof legal obligations
or the transaction of business”. There are vartgpss of records been
managed by several institutions of higher learmind organizations. This
section of the study examined active and inacyped of records?

Active Records: These are records required to execute current
operations, subject to frequent use, and are ysaetlessible to the user.
They are records used on a daily or weekly basisyBre active because
they are not stale. Records that appear to notsbd daily but are still
needed are retained in basements, stores, oreoff¢iere they can be
reached without wasting time.

Inactive Records: These are records that are no longer required to
conduct current business but are being preserved@mserved until the
end of the retention period, such as when a prejeds, a product line is
retired or the end of a fiscal reporting periodaached. These records
may hold business, legal, fiscal or historical, adstrative, or a
combination of all. Records are managed accordmghé retention
schedule in an organization. A retention schedutams as long as the
record is viable, as long as the record is usefdlwseable. Once the life
cycle of records has been satisfied accordingstpriédetermined period
and there are no legal holds, the records may beduto transfer, or
permanent preservation (Elizabeth &Geoffrey, 2003).

Records as a Corporate Memory
Records constitute part of organizations’ memorcabse records
managers can't remember everything. This factéstad to by scholars

6
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(Read & Ginn 2011). The records that are createthjnto-day business
activities are the raw materials for future deacisicand planning. As

human beings, memory is bound to fail and we asblento remember
all past events: likewise, organizations are botnsuffer memory loss

too if there are no documented records. Organasteannot depend on
the obscure memory and conflicting recollectionshefr workforce and

the reality of the loss of staff either by chan§@b, death, retrenchment,
retirement hence, records management becomeaktrRiecords serve as
the chain of communication between the past andréugenerations.

Records management is important when history islit@d thus it can be

used as a tool to describe an event that had @xturithe past. Records,
therefore serve as the memory of an organization.

Importance of Records Management

Records management is important because it suppartentity that
created it in achieving its aim and goal in:-

making decisions based on evidence;

meeting operational, legal, and regulatory requéets;
being open and accountable;

enhancing operational efficiency and effectivenasst
maintaining organization or collective memory.

Benefits of Records Management

1. Records management is a key driver in increasing an
organization’s effectiveness by reducing the timpleyees spend
searching for information.

2. Easy accessibility to information: When recordsraemaged well,
it will be easy to access and retrieve such infoiona

3. Good records management tends to improve decisaAg
time.

4, It eliminates or reduces the unnecessary duplicatiof
information.

5. Reducing the quantity of unnecessary informationest makes it

easier for staff to concentrate on managing uderrimation.

6. Records management helps to Identify the duragaoonds need
to be persevered and conserved before they camdieoged or
transferred to the archival repository.

7. Storage cost is reduced. Storage space expensessueated
with servicing information requests for informatidhat the
organization does not need to keep.

8. Optimizes the legal admissibility of our recordsidy so doing
helps protect the staff and organization from nialis litigations.
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The legal admissibility of records proves the aantlity of the
information in the record. In this 2Lentury, electronic records are the
“golden copy”, and records in this particular fotm@esent special
challenges such as technology malfunction and atizsks. Appropriate
consideration must be given to the legal admissilof our records both
the paper and the electronic. Identify how longréeords are needed and
by so doing you also identify those records thatreeeded in the medium
and long term. Records management helps to idetiidge sensitive
records that need to be protected for future ulses.i$ where preservation
and conservation of records come into action.

4.0 SUMMARY

In this unit, we defined records as any documesbarce of information

compiled, recorded or stored in written, printedetactronic form. We

also discussed the characteristics of records.tditme management was
defined and functions of management were listeschmRhe definitions

of these two words, record and management, we akle to define

records management which according to The Inteynati Standard

Organization (2011) is the management of efficiantl systematic

control of the creation, receipt, maintenance, asd disposition of

records, including the processes for capturing madtaining evidence

of and information about business activities aadigactions in the form
of records. We also discussed the importance aneéfit® of records

management. There will be no management withouamager; this was
slightly looked at.

5.0 CONCLUSION

In conclusion, we can agree that since recordsraated, received and
maintained for our use then the management of thesards is also
paramount. When records are managed properly idesisre made
based on evidence; we will be able to meet all aiparal, legal and
regulatory requirements in our organizations ansb aénhance the
operational efficiency and effectiveness of ourydactivities. Records
management did not start now, it started long aghbvee are just keeping

up.
SELF-ASSESSMENT EXERCISE

What is Records Management?
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.0 TUTOR-MARKED ASSIGNMENT

What do you understand by records management?
Describe the two types of records you studietthis unit.
What are the benefits of records management?
State the importance of records management?

PP O

7.0 REFERENCES/FURTHER READING

Adeniyi ,W. & Omoteso, B. (2014). Emotional intglince and
administrative effectiveness of secondary schaahcppals in
Southwestern Nigeridnternational Journal of Psychology and
Behavioral Sciences, 4(2), 79-85.

Adewale, A.;Abiove, A. ;Olanle, A.; & Issa, W. (20)L An Assessment
of Records Management Practice in Selected Localethment
Councils in Ogun State, Nigeridournal of Information Science
Theory and Practice, 4, 49-64.

Adeyemi, T. &Ademilua S. (2012). Conflict managermstrategies and
administrative effectiveness in Nigerian univeesit Journal of
Emerging Trends in Educational Research and Policy Sudies,
3(3), 368-375.

Adu, F. (2014). Assessment of Records ManagemaitiPes among the
Administrative Staff of University of Education,iivieba-Kumasi
(UEW-K) and Mampong (UEW-M) Campuses. Master’s dike
Kwame Nkrumah University of Science and Techno)dgymasi

International Sandards Organization (ISO 15489-1, 2016). Information
and documentation — records managemenRecords management
— Part 1: Concepts and principletips./Mmww.iso.org/standard/62542.html

Nwaomah, A. (2013). Influence of job suitabilitpbj satisfaction and
institutional factors on the effectiveness of detots’ records
management in South-South Nigerian Universitie®hAD thesis
presented to the Department of Information Ressirc
Management, Babcock University College of Postdgeate
studies.

Read, J. & Ginn, M. (2011)Records Management. Mason, Ohio: South-
Western Cengage Learning.



LIS310 RECORDSMANAGEMENT AND ARCHIVES ADMINISTRATION

UNIT 2 RECORDS MANAGEMENT PROCESSES
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1.0 INTRODUCTION

This unit presents the records management procksd wicludes the
concepts of records life cycle, the records comtmuconcept and the
records management maturity level. The intricaofeébe concepts of the
records life cycle are treated. Records are exgdotdave a life cycle
like that of human beings — born, grow, and digoBerecord dies there
are processes to pass through and the processédenuell managed
otherwise records will miss or die an untimely deat

2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, you will be able to:

o explain the difference between the records lifdeythe records
continuum concept, and the records management itydawel
o explain the processes that records undergo bdfdres or it goes

to the archives. able to draw the records life €yatcording to
some proponents of the concept
o outline how records are used and disposed of.

3.0 MAIN CONTENT

3.1 Records Lifecycle

The lifetime of records includes their current as®l final disposition.
The records life cycle model propounds that albrds are not stagnant
rather; they have a nucleus just like any livingasrism. Just like human
beings, records are born (records creation/recéif@y go through a
youthful phase (records use and maintenance) they gld (records

10



LIS310 MODULE 1

transfer to archives) and eventually die (recordpakition/destruction)
(Shephard & Yeo, 2003). The records life cycle cdégs the
advancement of actions taken at every stage inliftheof a record;
characteristically, its creation, maintenance ars#, uretention and
disposal.

RECORDS LIFE CYCLE

PRESERVE
(ARCHIVES)

T4
Ny

DESTROY

Source: UW- Madison Archives and Records Management — 10 Step
Plan for Org Records 2015

onrecan woree 1 WP 000k § WP owos

Records creation Every organization creates records daily. Records
creation which is seen as its conception is thst fir the phases of the
records life cycle. According to Ndenje-Sichalwea¢t(2011), this is
accumulating or incorporating records into a redadping system.
According to Yusof and Chell (1999) in Nwaomah (201records
creation and capturing involves developing consistaws to ensure
integrity and accessibility, deciding on systemsotp and track records
and measures for registering, classifying and imdgsecords.

Records maintenance and use In the records lifecycle model,
maintenance and use of the records is the secas#ph involves having
control of the use and usefulness of the infornmaiticthe organization to
ascertain its validity and reliability over sommé. Maintenance and use
of records also involve storing records in a wagttensures ready
accessibility of needed records, the cost-effeatise of current records,
locations for the storage of records, selectiosugplies. This stage of
the records lifecycle calls for a trained recordmager whose job apart
from developing the filing and retrieval systemscludes file
management, electronic mail management, the deweonp and
maintenance of vital records programmes, sele@mhmanagement of
office copying machines, provides the safety obinfation, disaster
preparedness plans, etc. (Garcia, 2011). Thedsecoanager should also
be charged with advising the middle—level managarshe importance
of good records management practices, providing lasnan capacity
building for employees on recordkeeping dutiessHalps to ensure that
vital records are protected in the event if anyasliers caused by human
(Artisan) and natural (war, flood). The records agament policy of
institutions of higher learning must address thiensure that risks are
identified on time and mitigated.

11
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Records Retention and Disposal According to Ndenje-Sichalwe,
Ngulube, & Stilwel (2011) the records manager stidut capable of
facilitating and implementing decision on retention disposition of
records in any organization. This stage of the néxdéife cycle involves
determining how long to retain records (retentioheslule), maintaining
the records so that they are easily retrievableusattle over the defined
period. Africans easily throw away items they do meed, for example,
throwing away leftover food, throwing away peelsgddeaves. This idea
of throwing things not needed away at any availaplece has crept into
their offices. This may be part of the reason wégords disposition and
retention in developing countries like Africa istrpyoperly developed,
this could also be attributable to the fact tha tecords management
model being used is not rooted in Africa.

The purpose of records management practices rtibycthat records in
any organization’s unit are safe for future referrAccording to
Alegbeleye (2014), universities are motivated tegk#heir records based
on these four reasons discussed below:

Administrative value

This means the records are not needed for cursenbiuwork rather, they
are maintained because of their administrativeajauch records include
written reports, speeches or a summary of annyarte which can be
used to summarize events that had happened prévions the
organization.

Financial value

This is also called fiscal value. The fiscal valgseused to internally

control assets. For example, an audit unit cahdogiuments used to keep
records of financial transactions to show a comfzafigancial status at

a particular time. Usually, after clearing the audr that year, records
used can be preserved for archival purposes

Legal value

Certain records generated, created, received andtamed in an
organization can be retained even after the cuusmhas been exhausted.
The retention of the document could be becausehefitformation
contained in it. When such information could befulsas proof in the
court of law, the document is said to have legalea
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Information value

These records are the corporate memory of the maj#on, evidence of
what was done and why it was done. They provida uiformation for
different organizational purposes, such as decisiaking, financial
accountability, performance measurement, strateglianning and
research. The information value of the record rieitges if the record
possesses archival, historical, continuing, researcenduring value. If
the information is worth preserving the record tipeavision would be
made for its preservation.

1.2Records Management Maturity Level

GARP® Maturity Model

Level 5

Level 1

Sub-standard

This level describes an
environment where
recordkeeping concerns
are either not addressed
at all or are addressed in
a very ad hot manner,
Organizations that
identify primarily with
these descriptions
should be concerned
that their programs will
not meet legal or
requlatory scrutiny.

This level describes an
environment where

there is a developing
recognition that
recordkeeping affects
the organization, and
that the organization
may benefit froma
more defined informa-
tion governance
program. However, in
Level 2, the organiza-
tion is still vulnerable to
legal or requlatory
scrutiny since practices
are fll-defined and still
largely ad hoc in nature.

This level describes the
essential or minimum
requirements that must
be addressed to meet
the organization’s legal
and regulatory
requirements. Level 3 is
characterized by
defined policies and
procedures, and more
specific decisions taken
to improve recordkeep-
ing. However, organiza-
tions that identify
primarily with Level 3
descriptions may still be
missing significant
opportunities for
streamlining business
and controlling costs.

Level 4

Proactive

This level describes an
organization that is
initiating information
governance program
improvements
throughout its business
operations. Information
governance issues and
considerations are
integrated into business
decisions on a routine
basis, and the
organization easily
meets its legal and
regulatory require-
ments. Organizations
that identify primarily
with these descriptions
should begin to
consider the business
benefits of information
availability in transform-
ing their organizations
globally.

Transformational

This level describes an
organization that has
integrated information
governance into its
overall corporate
Infrastructure and
business processes to
such an extent that
compliance with the
program requirements
Is routine, These
organizations have
recognized that
effective information
governance plays a
critical role in cost
containment, competi-
tive advantage, and
client service.

The records management maturity level is desigoduetp institutions

recognize that effective records management pexctiave the potential
to enable them to achieve their aim and objectivids compliance to the
Freedom of Information Act and other informatiotated legislations.

(JISC Info Net, 2017)

Records vital assets of organizations. Organizatidapend on their
records because they enhance development of pso@unct services,
critical decision-making, protection of propertesd intellectual rights,
advertising, projects, transactions processingtoousr service, and
revenues generation. Despite its significancerethe often haziness
about what constitutes good records, yet, thiseigmins its importance
daily as all patron and government are increasingtyried about
organizations’ business practices and the non-teadiormation that
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support and document those practices. To addressARMA (1990)
International developed and promulgated the gelyerakcepted
Recordkeeping Principles (The Principles).

The accepted records keeping principles pinpohesctitical hallmarks
of information and records governance and it dedivmth a standard of
conduct used for governing information and the moetby which to
evaluate that standard conduct. Because the Plesapfine and measure
fundamental attributes of information governanbeytapply to all sizes
of organizations, in all types of industries, amdhthe private and public
sectors. Since the Principles are independentaal Ilaw and custom,
universities, as well as multi-national organizasipcan use them to
establish consistent practices across geographicdaoies.

The principles are essential for:

Administrators and executive managementin determining how to
protect their organizations in the use of inforratassets

Legislatorsin crafting legislation meant to provide certaiimybusiness
and public affairs and to hold organizations actable to appropriate
standards of conduct

Information management professionalsin designing comprehensive
and effective information governance programmes.

Information workers in performing their day-to-day duties

The records maturity level (Maturity Model) — which based on the
principles, paints a more complete picture of whéective records
management practice is. The Maturity Model goesohdya mere
restatement of the Principles, defining the charastics of information
governance programmes at differing levels of matugompleteness,
and effectiveness. For each of the eight princjples Maturity Model
describes characteristics that are typical fofives levels of maturity:

level 1 (Sub-Standard):This level refers to a situation where information
governance and recordkeeping concerns are not ssddreat all, are
addressed minimally, or are addressed in ah hoc manner.
Organizations that identify primarily with thesesdaptions should be
concerned that their programs will not meet legalegulatory scrutiny
and may not effectively serve the business neetiseabrganization.

level 2 (In Development):This level describes an environment where
there is a developing recognition that informagovernance and prudent
recordkeeping have an impact on the organizatiod #mat the
organization may benefit from a more defined infation governance
programme. However, in Level 2, the organizatiostit vulnerable to
scrutiny of its legal or regulatory and businespureements because its
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practices are ill-defined, incomplete, nascent, ammy marginally
effective.

level 3 (Essential): This level describes the essential, or minimum,
requirements that must be addressed to meet traniaggion’s legal,
regulatory, and business requirements. Level Basacterized by defined
policies and procedures and the implementatioratgsses specifically
intended to improve information governance and ncEeping.
Organizations that identify primarily with Leveld&scriptions still may
be missing significant opportunities for streamigni business and
controlling costs, but they have the key basic comgmts of a sound
program in place and are likely to be at least mally compliant with
legal, operational, and other responsibilities.

level 4 (Proactive): This level describes an organization that has
established a proactive information governance narmogne throughout
its operations and has established continuous wepnent for it.
Information governance issues and consideratiansoatinely integrated
into business decisions. The organization is suakistly more than
minimally compliant with good practice and easilgets its legal and
regulatory requirements. The entity that identifggnarily with these
descriptions should begin to pursue the additiobakiness and
productivity benefits it could achieve by increagienterprise-wide
information availability, mining its information f@ better understanding
of clients’ and customers’ needs, and transformitsglf through
increased use of its information.

level 5 (Transformational): This level describes an organization that has
integrated information governance into its ovecatporate infrastructure
and business processes to such an extent that ieocgwith program
requirements and legal, regulatory, and other mesipdities are routine.
This organization has recognized that effectivenmiation governance
plays a critical role in cost containment, compatiadvantage, and client
service, and it has successfully implemented gieseand tools to
achieve these gains on a plenary basis.

Steps Involved in Records Maturity Model

Records Maturity Model is the pioneer in a seriest@ps an organization
should embark on for the evaluation and improvenoéits information

database, control of programs and practices. Agepth understanding
of the Principles and the Maturity Model levelsilp the organization
target the optimum level to achieve concerning gacictiple. Based on
defined business needs and risk assessments,amzaijpn may choose
to target different levels of maturity for eachtbé eight principles and
different areas of the organization. However, niityeshould be satisfied
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with being at a maturity level of 1 or 2 in any af@cause this presents a
substantial risk to the overall organization. Afteciding whether to
evaluate the entire organization or a portion ofeity., department,
division, or geographic location), the following itial steps are
recommended:

1. Based on a thorough understanding of the i the Maturity
Model, and the organization’s operating needs,etaegspecific
maturity level for each of the principles.

2. Using the Maturity Model, determine the matul@vel of current
practices and identify the gap between the cupettices and the
desired maturity level for each principle.

3. Based upon the greatest maturity gaps, mostilabla
improvement opportunities, and other relevant imi@tion, assess
the risk(s) to the organization and the opportasifor the greatest

benefit.

4. Develop priorities and assign accountabilityr fguitable
remediation and improvement strategies and prosesse

5. Implement a process to ensure continuous ingonewnt through

routine monitoring and periodic assessments.

Since referencing the Maturity Model alone is ahhievel

evaluation, a more in-depth analysis will likely becessary to
develop the most effective improvement strategyta@ing the

desired improvement will require a continuous fo@mnmitment
to an ongoing improvement process, and periodituatians of

the program against the Maturity Model.

3.3 The Records Continuum Model

RECORDS CONTINUUM MODEL
THE FOUR AXES

Evidential Axis

Dimensfon 1 Dimension 2
CAPTURE

ansactional
= Axis

Dimension 4 1" £ i< = . Dimepsion 3

PLURALISE S " ORGANISE

Recurdka!pmg Lxds
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lan Maclean developed the records continuum md&eM) in the 1990s.
The concept produced the framework for the taskletronic records
management. Scholars stated that “the electronica@mment makes it
guite impossible to use theories and methodologsexl in the paper
format environment”. The continuum approach wamed due to the
relevance of the records management practicescadiheept is to set no
boundaries between archives and practices of recardnagement.
According to the record continuum model, it is paty inactive records
that get archived; active records can also be aedhiEven from the
creation of active records, they can be archivadout waiting for final

disposal. Table 1 outlines the concept of the ocomim. One important
driver behind the invention of the model was thivaaequirements that
are present in the electronic records environnmigpivard, 2000).

The record continuum model presents a structureaabive records

management that go beyond time and space to caphdemanage

records for as long as they are required to fuédial, social, business and
cultural. Ngoepe, (2008) asserted that this contimumodel is a better
method to adopt in modern records keeping.

The Continuum Concept

Process Records Archives
Management Management
Process Actions
1. ldentification Creation Selection and
and acquisitior acquisition
2. Intellectual Classification Arrangement  and
control within a logical| description
systen
3. Acces! Maintenance and u | Reference and u
4. Physical Use Disposal byPreservation
destruction/transfer
asarchive:

Table 1 Source: International Records Management fist (IRMT)
(1999) cited in Ngoepe (2008)

Records Management Policy

Records management practices exist without hawogrds management
policies guiding them. Policies provide an envir@min conducive to
proper records management. According to Cook (1998rords
management policies and programmes are criticadaling universities
to:

1. allocate resources based on principles and direstand down by
the policy;
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2. assist in establishing control over records manageractivities,
in particular by putting regulatory policies thaeaequired for
coordination, sharing of records, standardizatioreation and
maintenance of all types of records;

3. assist in improving accountability, defining orgeational
responsibilities and spearheading change in theordsc
management process;

4. stimulate an integrated approach to records managenor
motivate coordination among existing records unid athe
effective creation and use of professional techygiobd
capabilities

International Organization for Standardization, 8%42001) stated that
the objective of policies should be the creatioml amanagement of
authentic, reliable and useable records, capabkupporting business
activities for as long as they are needed.

Effective Records Management Processes

Description
Process
Records Capture -ldentifying business information as
records and putting them aside for
future use and reference.
Registering a record by assigning it a
unique identifier
Entering, generating or copying
metadata into a record pro
Records Classification - for retrieval

assigning a code, number of index term
that can be used to retrieve the recard
for disposal
for security (ie assigning security
classification code to determine who

may have access to the records and
under what condition.
Records Storage - providing a reliable storage location
and ensuring that records are not
mutilated or tampered with to protect
their integrity
Records preservation -Implementing a preservation plan that,
in the case of electronic records,
anticipates technology obsolescence
and media degradation to protect the
long term usability of the recorc
Records Access -Enforce records access and security
restriction:
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Providing record users with search,
retrieve and display toc
Records tracking - Establishing version control and
differentiating originals from
photocopies
Tracking the current custody and
location of records
Maintaining audit trails on the access
and use of the recor
Records disposal - Transferring records to semi-current,
archival repository for storage.
Appraising groups of records and
assigning them a common retention
period and final disposal
Monitoring the retention period for
records and triggering a disposal event
when the retention period elapses.

Table 2 Source: Ngoepe, (2008)
40 SUMMARY

This unit examined the Records Management ProcedResords

Lifecycle, Records Maturity Level and Continuum Cept were

discussed extensively, the purpose which is to nsake that records in
any establishment or its units are safely storeduture reference was
discussed as well as reasons why we keep recordsh viticludes

Administrative, Fiscal, Legal and Information vadue

5.0 CONCLUSION

In concluding this unit, we have seen records aeated/ received,
maintained and used by individuals or establishmddépending on the
retention schedule, some of these records we haatecl, maintained
and use for some time will have to retained if fduo have enduring
value and if they are not then they are disposedhar to create space in
the storage area.

SELF-ASSESSMENT EXERCISE

I Draw and explain the steps in Records Maturity Mode
. Explain the Records life cycle.

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain in detail the following:
(@) Records lifecycle
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(b) Records Maturity Level

(¢) Records Continuum Concept.

2. What is the main function of records management?

3. As one of the reasons for keeping the record, @beas it mean for
a record to have an Administrative Value?

4. According to this unit, what are the reasons fapieg a record?

5. What are the steps to Records Maturity Model?

6 Of what importance is records management poliayninersities?
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MODULE 2 RECORDS STORAGE EQUIPMENT
Unit 1 Records Storage

Unit 2 Records Filling System

Unit 3 Records Disposition

UNIT 1 RECORDS STORAGE

CONTENTS

1.0 Introduction
2.0 Intended Learning Outcomes (ILOS)
3.0 Main Content
3.1 Records Storage
3.2 Records Management Storage EquiparehProcedure
4.0 Summary
5.0 Conclusion
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

This is an introductory unit to records storage dredequipment that are
expected to be in the record storage area. Thed®gnanagers must
certify that all inactive records are properly sthrin appropriate
equipment. This unit discusses storage area reqeirss, the box
identification and the types of storage boxes at.

2.0 INTENDED LEARNING OUTCOMES (ILOS)
By the end of this unit, you able to:

explain the types of storage boxes and their sipatibn
explain the types of cabinet and their characiesist
identify different types of cabinets used in stgriecords
specify the conditions necessary for the longeoityecords
explain what is meant by records storage.

3.0 MAIN CONTENT

3.1 Records Storage
Records storage equipment as the name implies nagngquipment

used for storing, holding or preserving recordsrdirae. The essential
requirements of storage areas are as follows:

22



LIS 310 MODULE 2

N o

You should make sure the records storage areasearged. This
could be achieved through protecting from:

Dust: It is advisable to install a split unit Aiowditioned in the
storing area in other to limit the inflow of dust.

Fire: The storage area is expected to be firepbmafause of the
enduring value of the records. There should beaesfippression
sprinkling system; fire extinguishers should beatry entrance of
the storage unit and strategic points. Smokingriraround the
storage area should be strigtsohibited. Explosive substances are
not to be seen or stored around the storage acea$eof the records.
Unauthorized access to the record storage areabis prohibited.
Shelving: It is best to use metal shelves in stprihe records.
Always retain the bottom shelf minimum of two ordé inches off
the floor. For easy access to records, you aceganise the shelves
by records types, fiscal years, administrative @aktc. you should
make use of shelf labels.

Stack boxes: In a situation where shelving is nailable, stack
boxes are used to store and preserve the recdrdsstdck boxes are
placed on wood or any other form of support toerdie boxes from
the floor.

Storage Boxes

There are several types of storing boxes usedaduarsg records; some
of them are discussed in this section.

1.

23

Standard Document Storage Box: The Standard dodwst@age
box is usually one cubic foot in volume, it measut® x 12 x 15
inches. They are used in holding letters and ldgalments. They
have removable lids and can be laid flat when maise.
Permafile Box: The Permafile boxes are used inirgjoexplicit
types of records such as maps or large documehésPE&rmafile
boxes are also known as transfer boxes. It hastémelard size of
10 x 12 x 24 inches and the legal size is 10 x 24 xiches. The
Permafile box due to its function which is to bedifor the storing
of maps is collapsible and reusable. It has theesanflume as a
file drawer and is easily available in the markdte Permafile
boxes have some disadvantages too such as

a. Hazard: The metal reinforcing strip of the Pernead&n cut
off into a person’s and rip clothing.

b. Inefficient Use of Space: When the Permafile basesnot
adequately stacked with spaces in between, theskaixtbe
bottom could get crushed. Thus, when stacking Pldana
boxes, it is advisable to stack not more than three

Bankers Box: The bankers’ Boxes are boxes slipptm metal-

reinforced cardboard shelving units. They are #Hraessize with
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the standard document boxes discussed earliebdriieers’ boxes
are seen as an inexpensive way to store recortteiarchives.
Their disadvantages include:

Shelving units of the bankers’ box will not supporore than
seven full boxes in a stack and when any of theeb®eem to be
worn out, it is expected that the entire stack okds will be
dismantled in other to replace the worn out box.

Another disadvantage of bankers box is with time ase the units
tend to get weaken making it dangerously unstablstbrage.
Custom Box: Custom boxes are boxes customized figesffor
the storing of their records. They are usually miade wood and
usually used to store construction project recdedsh project has
its own custom box thereby making its movement aadsfer
easy.

Records’ Storage Equipment and Procedures

are numerous types of equipment for storamgelectronic records

like papers. They include vertical cabinets, ldtBi@cabinets, shelf files
and mobile shelves. Before deciding which typetofage equipment to
purchase you need to research all options metislylou

Vertical file cabinets

The vertical file cabinets are an enclosure of @m@wvhere items or
records are deposited. Its drawers extend fromstiwet side of the
cabinet typically 15 inches cabinet.

Characteristics of vertical file cabinets:

a.
b.

It is a storage equipment which tends to be dethyaer it is wide.

The arrangement/classification/organization of rdsan its file

drawers is from the front to the back.

They are straightforward storage cabinets in orkev& drawer

designs.

The width of the vertical file cabinet’s drawersnsst suitable for
letters, cards, and legal-size documents.
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A picture of vertical file cabinets

Source:
https://image.tigermedical.com/Products/Largelmage@®DE702L -

4Pg

Lateral files cabinet
A lateral file cabinet has drawers that extend ftbelong side (various

lengths) of the cabinet.

Characteristics of lateral file cabinets:

a. The storing capacity is wider than it is deep. @beuments stored
in it are accessible from its side horizontally.

b. The stored documents can be arranged in the difasverfront to
back or in some cases from side to side.

c. The file cabinets are more suited for narrow asglaces

Some of the lateral file cabinets may have a coatlmn of roll-
back drawer and pull- out drawers.

A picture of lateral file cabinets

Source: http://ec-i21.geccdn.net/site/images/n-
picqroup/30004370.jpg
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Shelf files cabinet

This particular file cabinet is designed to accordate folders with tabs
on the side rather than on the top. It has no digvibeit shelves. Though
some shelf files can come with doors that recettetime cabinet. They
are usually 12 or 18 inches deep.

Characteristics of shelf files cabinets:

a. They are open-shelving equipment in which thatdbeuments
can be accessed horizontally from the open side.

b. They can be open-style or may have roll-back drdown fronts.

c. Shelf files have motionless shelves or shelvesaraarranged in
a rotary form.

d. As its name implies, the rotary type of shelf filmgke space

available in the back of a cabinet by as its namglies rotating
the bank of the shelves so that the documents eareserved
safely and also accessed from both sides of tHeeshe

A picture of shelf file cabinets

Source: https://a3.southwestsolutions.com/images/gallerylé-
shelves-open-filing-storage-cabinets-storeroom-shahg-texas-
oklahoma-arkansas-ks-tn/open-file-wall-shelving-st@age-

cabinets.jpg
Mobile Shelves

The mobile shelves, also known as the mobile aisédving, compactus
roller racking or rolling stack are fitted with wéled traction system. The

26



LIS 310 MODULE 2

units can be closely packed when there is restriatzess and can be
readily moved to open up an aisle to allow easgs&c

Characteristics of a mobile shelf are:

a. It is a series of shelving units that moves onkisaeuipment that
is attached to the floor for easy access to tles fil
b. It does not occupy space and can roughly doublestbmge

capacity of an area.
There are two types of Mobile shelves:

a. Mobile aisle system: This consists of rows of shegjwvused for
compact storage, situated on wheel-fitted carridigastravel on
tracks. It allows more than one aisle to be opextedtime in other
to access the stored records.

b. Motorized rotary storage. This storage unit rotates shelves
within the unit around a central hub which bringe files to the
operator.

A picture of mobile shelves cabinets

Source: https://www.ezrshelving.com/user/solutions/mobilechcal-
file-shelving-solution.jpg

Storage Capacity

1. When choosing your storage cabinets, it is adwsdbl do a
comparison of the file capacity and the required mcommended
floor space. This will help you to determine theteeffectiveness.

2. Due to fire hazards, fire protection is a majoesaimeasure to be
considered.
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3. The shelf file saves time as well as floor spaa@hbse of its nature
no drawers to open before records can be accessed.

4. It is advisable to use open- shelf for confidentialital records.
These records need to be positioned in a recortar der
maximum security so that only the designated siafiigned to
them can access them.

Storage Supplies

Storage supplies are items used in the storagecofds. They are tools
that help to provide easy access to records. Exeasmptlude the guides,
folders, OUT indicators, labels and sorters.

Guides A guide is a rigid divider used to identify acgen in a file. It
helps to facilitate references to a particular tmea There are two types
of guides:

o Primary guide: This is a divider that identifiesnain division of
file; it always precedes all other material in atsm.

o Special guide: This helps in identifying an indivad, subject or
organization’s records. It is also known as anleuy guide.

Characteristics of a guide:

a. Guides help to reduce the time spent searchingigfiréhe same
titles to find the part of the alphabet neededdperly placed.

b. Guides serve to keep the contents of the cabinahipKeeping
records upright promotes efficient storage and eatsieval of the

records.

C. It is recommended to use about 20 guides for eiéledbinet or
28 for each linear inches of stored records

d. When too few guides are used, you spend more tiolarig for

the right place to store records. On the other hi@madmany guides
will result in evenly distributed files, which alsglows down
record storage and retrieval.

Folders: Folders are used behind every guide to keefiagsame type
of records together.There are three types of folders: General folders,
individual folders and special folders.

General folder These are folders for records to and from cornedpnots
with a small volume that do not require an indiatidolder(s). The
records in general folders are arranged alphalbigtichy the
correspondents’ names or titles. The most recelatigd record is usually
placed on top within each correspondent’s records.

Individual folder These are folders used to store the records of an
individual correspondent with enough records tchatize a separate
folder. In an individual folder, records are arradghronologically with
the recently dated record on top. The recordsinglaib a particular
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correspondent will be removed from the generaldokhd an individual
folder will be opened for the correspondent whesihar records have
reach the predetermined number for an individudtigio reached.
Individual folders are placed in alphabetical ordetween the primary
guide and its general folder.

Special folder: This is a folder that follows an auxiliary guide an
alphabetical arrangement. The special folder igldd/ into units such as
Accounting, Office Support, Administration, Audgtc.

Care of the Folders

1. The documents should be inserted with their topghedeft-hand
side

2. When records start to bulge in any folder, theyusthde reduced.
Records should never appear bulging or protrudimg tthe folder
edges.

3. Folders do last longer and conveniently are easiase if it is not
stocked beyond its capacity.

New folders are opened when:

1. a new group of names are to be added to a file
2. older folders are duly filled up
3. pre-determined number of records have been reacte®dones

must be opened to avoid overload of the folders

4. the folders have dilapidated due to constant use

5. the retention time of the year according to theargation’s policy
has arrived for replacing folders and transferimactive folders
to inactive storage.

Types of Folders

1. Suspension Folders: These are also known as hargliciers.
They are constructed with built-in hooks hangingnir parallel
metal rails on each side of the file drawer. Thepsmsion folders
should not leave a file drawer. It usually has Ifssacross the
upper edge for the placement of plastic tabs thathe inserted.
They are made to clamp several interior foldengaxition a file.

2. Bellows Folders: These are also known as expaifisidars. They
usually have a top flap and sides to enclose tberds in a case
with creases that permit it to expand like an adicor.

Follower Blocks: These are devices seen at theafearfile drawer that
can easily move to allow contraction and expaneidhe contents of the
drawer.

Out Indicator: This is a device that shows the exact whereabduig
borrowed records. They contain form that is usedriting the details of
the borrower, the date it was borrowed and thed#e.
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Out Guides: This is a special kind of guide used to replawg rcord
that has been removed from the storage and alsbtas@dicate what
record was taken and by whom.

Out Folders: This is a special folder used to replace a corafdl@der
that has been removed from storage.

Out Sheets:This is a form that is inserted in place of a reatbrecord
in a folder.

Labels: A label is a device that contains the identityitbe bf the contents
of a folder, drawer or container. Most Microsofopessing soft wares can
prepare labels. Label is different from captionap@on is the title or
heading or the description of record(s) printecadabel. There are two
types of labels:

° Container Labels: These are labels on shelf, dsmwerother
storage containers.
o Guides Labels: These are labels seen on guidescdmaist of

letters, numbers or words.
How to Locate Labels

1. Place the folder labels near the left edge of tedf @and near the
top of the label

2. If the label is in alphabetic filling, the letterthe alphabet is typed
first, about half an inch of blank space is follalyéhen the filling
segment. Note that the label is typed in capittdkte with no
punctuation.

Bar Codes In filling of records, barcodes can be geneatati®ng with
the name on a label. Bar codes tracking systemssae to keep track
(location) of all records in the storage at alléinin a situation where a
record is borrowed out of the storage area, a grasrused to scan the
bar code. Every information about the record isat@d and saved in the
computer by the staff that charged it out.

Sorters: A sorter is a filling device used to arrange resanto alphabetic
or numeric order. It can be used to hold recorasptearily before

storage. The reason for arranging records alplcbgtis to improve the
speed and accuracy of the storing system. Thoughddpends on the
volume of the record flow in the organization.

Selection of Storage Equipment

The selection of the storage equipment requiresog@piate consideration
of the following:

o The type and volume of records to be stored antkved as at
when needed.
o The extent of required protection of these records
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o The efficiency and easy accessibility of the ager equipment
and systems

o The space to be used must be considered

o The cost implication is to be determined. This ssially the last
element to be considered because the cost of diffenstieded to
work , compatibility of the storage equipment, biemefits of using
the right type and quality of storage devices amusive in the
cost implication.

4.0 SUMMARY

We have been able to see some records storagarentipnd how they

are used in safeguarding records. There are différads of boxes used

in storing records and each has its storage cgpamwit its advantages and
disadvantages. We were also able to note manyge@applies needed
in storage of records; and lastly devices usedrdoktrecords when

removed from the store.

5.0 CONCLUSION

We must store our records properly with the regug®rage equipment.
Based on the principles of records management (atability,
transparency, integrity, accessibility, protecti@ompliance, retention
and disposition) all records in our custody mussbeured, maintained
and conserved.

Records are at a greater risk if not properly stoféese risks range from
theft, dust, insect infestation, man-made disaatet natural disaster.
Records are unique and should be handled with care.

SELF-ASSESSMENT EXERCISE

I List two characteristics of mobile shelf.
. Identify different storage boxes in a records’ cent

6.0 TUTOR-MARKED ASSIGNMENT

1 Explain records storage

2 List the types of storage boxes you know.

3. List and explain the files cabinet we studied.

4, Describe four storage supplies we studied m thit.

5 What are some of the devices used in tracleogrds?

6 What are the 4 things to consider when chocstioigige capacity?
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1.0 INTRODUCTION

This unit introduces the two major filing systems faave. — Alphabetic
and Colour. Each of these systems has their rmlésegulations which
must be followed.

2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, you will be able to:

o identify and differentiate the filing systems usedstoring and
preserving manuscripts in archives.
o discuss how to file documents using all of the fikog systems.

3.0 MAIN CONTENT

3.1 Alphabetic filling System

In an alphabetic filing system, all records arkedilin an alphabetic order
from letter A to letter Z. Within each word thaags with the same letter,
there must be a way to know which documents gorbefe other. Let us
start from the advantages of this system. Somerdscstart with
numerals; in this case, numbers are filled first.

Advantages of Alphabetic filling system

1. It does not need an index; it is strictly a dir@ctess filling system.
This saves time and reduces costs of operation.

2. All the records for correspondents whose namesnbegth
numbers written as their digits are filled befofkadphabetical
features of names. Knowledge of this rule faciitatasy access
and retrieval of records.
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3. It uses the alphabetic arrangement (A-Z)which mpée to
recognize and remember.

Storage in an alphabetic filling system is vergyei the standard
procedures are adhered to.

4, Misplaced records or files are easily detected Xsmening the
alphabetic sequence.
5. Related records are grouped together.

Disadvantages of Alphabetic filling system

1. Misfiling is bound to occur if the alphabetic stgearules are not
adhered to.

2. Filling under the wrong name can result in misptaeat or worst
even loss of records.

3. If there are similar names in the filling systemstcan cause mix-
up especially when the spellings are not exact.

4. Classified or confidential records are not secnr@ni open storage
drawer because anyone can see the names on thesfbida mere
glance.

The Selection and Design of an Alphabetic Filling y&tem

In the selection and design of alphabetic fillingstem in a records
management system the records manager should keofsltowing:

1. The total volume of records to be stored

2. The number of records in each alphabetic sectidmdmich letters
of the alphabet contains a large number of records

3. The expected activity of the files that is, howgmently the records

are requested.

The organization’s policy on how long records arée kept.

The efficiency of the filling personnel

The available time and resources available for @@phuilding of

the staff.

o oA

The staff in charge of the records must keep tleelmef the organization
in mind. They must not be influenced by the beautgomplexity of the
system. In the alphabetic filing system, recomgsagranged according to
name - either the name of the person, companylpesi+ following the
letters of the alphabet. This system is also calhedtopical alphabetic
filing system. The topical alphabetic filing systemiso known as a
dictionary system, files individual records in adletical order. These
filing systems work well when storing a small numbgrecords, usually
less than 5,000 files, as recommended by Ancomilirg fsystem
company.

When the first words or names of the documentsreesame, check the
next letter of the alphabet, continue until youdfim difference. Usually,
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we have word by word filing system and letter bigele There are slight
differences between the two.

3.2  Using Colours in Filling Records

The use of colour in filling helps to enhance tlicency of a record
storage system. The use of colours has two deowsat

Colour Coding: This is used as an identification aid in a filisygstem.
Different colours can be used to divide or demardéie alphabetic
sections in the storage system. This means thatwken you are using
alphabetic filing, it could be interfiled with calofiling.

Colour Accenting: This is the consistent use of different colours fo
different records in the storage system. A colocwrld be used for the
guides, while variety of colours could be usedthar folders, a particular
colour could be used for the OUT indicators andlagocolour could be
used for the labels.

Having blocks of coloured folders act as a visuadlg that leads the user
or researcher quickly to a section of the alphaBetiour bars can be used
to as correspondence to the first letters of tloends name or title to

create blocks of colours. The use of colours iimglsystem of records

speeds retrieval of records because it reducesrgfeeto stop and read
other documents in the file. It is better to usatasting colours for

special folders; this would make locating them ea&en the colour

pattern is broken, misfiling becomes easily notideaRecords can be
filled in a centralized, decentralized and cemyraibntrolled no matter

which filling system is used, the filling procedard@o not change.

Filling Procedures

1. Inspected: This means to check for release mark

2. Indexed: this means to read the record contengtierchine which
filing segment to use

3. Coded: This means mark filing on record

4, Cross-Referenced: This means to indicate the retmrdtion

under alternate filing segment.

5. Sorted: This means to arrange records alphabetitgll filing
segment.

6. Retrieved: This means to locate the record bygisegment.

Five characteristics of a good filing system are:

1 easy to use

2. flexible to maintain

3. accessible to every individual who needs it andmthey need it.

4 physically compact as it does not occupy or lideery space in
the storage room.
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5. secured, safe from every threat within and outstbeage area.

4.0 SUMMARY

The filing system of records helps to keep the i@ m a safe and orderly
manner. It makes the location and access of tliwds@asy to reach. We
have learnt two methods of filing records for easirieval. We also
studied five characteristics of a good filing syste

5.0 CONCLUSION

When your filing system is based on the principlels records
management, it helps you to be organised, effiaet transparent as a
records manager. When records are properly filleal cabinet, there will
not be evidence of penetration of dust into themds nor wear and tear
of the records due to bad filing system.

SELF ASSESSMENT EXERCISE

Visit any archives and observe how they file tmegords. Compare their
filing system with what you have learnt and list thifferences.

6.0 TUTOR-MARKED ASSIGNMENT

List the advantages and disadvantages of Algltafdang system
What are the various uses of colour codinglimgf?

What are the five characteristics of a goaddikystem?

Explain what you understand by Word by word ketter by letter
types of filing.

hoNPE
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1.0 INTRODUCTION

Disposal of records is a vital aspect of recordsagament. As records
are created/maintained stored and preserved, tleeplso disposed of
when the need arises. Records must be disposedeat they are no
longer needed or considered valuable. Proper dismosof records
ensures that organizations can maintain and rétain existing records
for a longer period provided they are of value. ®ds are disposed of
either by transferring them to an archive or by@inburning them off or
by other methods. Record disposition if well mamhgaves storage
space; it saves storage costs and efforts thatl ¢@vle been expended in
storing and maintaining records that are of no ealut also shows
compliance with the principles of archives.

This unit will guide you on the process of makiregards disposition
schedules, on deciding the retention period.

2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, you will be able to:

o explain the essence of having a disposal schedule¢ords

o explain the value of records to select for keepiagords of
enduring value

o state how to dispose of records appropriately

o create schedules of records disposal

o explain how to make disposal policies.
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3.0 MAIN CONTENT

3.1 Organizational Value of Records.

As earlier discussed, the retention period depeyetzerally on the

organizational value of the record. You may asky loes one identify a
record that has organizational value? Rememberawe éstablished that
records may have administrative, historical, |dgadal or geographical
value. These are the parameters you will considéeiermining the value
of records. The organizational value of recordsdetermined by

considering the importance of the records in teofmhe functions they

support; their relevance in protecting the inteeasd legal rights of the
organization and the policy of the organization.

Archival Value

This is almost the same as the organizational valuecords. The only
difference between the two is that archival valtieeoords has a broader
and more expanded time frame. Archival value is slgmificance of
records as business establishment's memory asawétieir legal, fiscal
and historical or cultural relevance. The main oeaghy we keep or store
records is because of their enduring value footiganization that created
them. For instance, existing records in a bank laaekival value for the
origin and legal status of the bank; its obligasiomghts and entitlements
and of those with whom it deals, evidence of coarge with regulations
and procedures where there may be long term envigatal and health
impacts; evidence of the bank’s organizationalcstme, its policies and
key decisions; key activities, programmes, projettsh as the bank’s
corporate social responsibilities in the communaitiehere its branches
are situated.

3.2 Disposal Program and Records Disposal Schedsile

The sole aim of a business organization is to nagi®fit. Consequently,
they are held accountable for the way they usedeaspbse of their assets
and this includes their records. When there igjallease where a record
IS missing, their legal unit must be ready to expta the management
the reason for the loss of the records that wetbeair custody. For this
and so many other reasons, disposal policies ahedste of an
organization must be documented so that no unitdigpose records
without the managements’ consent. According to Theio State
University (2017), some basic elements of recordmagement are:
records classification system, disposition anchingj of staff.
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Records Classification System

A records classification scheme provides a basisniaking correct

decisions about records in the holding. Instititi@an establish ten or
(fewer) broad record functions such as Human RessurLegal and

Financial. These top record functions are brokemdiato record classes,
which are in turn, broken down to record types. Téeords manager
determines which method of classifying records wi#ist show their

character, significance and relationships. The otkthsted may be

followed either or in combination: records groufs) groups, series, file
units and documents.

Disposal Program

The record managers determine the retention pefiadl the records in
their custody. They should confirm the disposakgied out regularly as
the excessive retention of records would causécdiffes in retrieving

records and would result in space problems. Thenpkathe procedure
for disposal of records in a university systemssalows:

Records cannot be destroyed or deleted (dispo3ef of

1. They have not been duly identified in the estabfisht’s records
disposal schedule.

2. The minimum retention period of the records based tle
university’s policy on retention has not been met;

3. There is a current disposal freeze imposed ondberds by the
Federal Government or State Government;

4. The university is aware of a matter, such as al legse, which
may require the records be retained.

Records that are ready to be disposed of mushrgoadh the following
procedures:

1. The senior records manager responsible for therdecmust
approve and ‘sign-off on the destruction;

2. The manager, records and archives must approvsignebff on
the destruction;

3. The electronic records due for disposition mustiestroyed in a
way such that they are not recoverable once theudtion has
taken place, such as data shredding;

4. Hard-copy records must be destroyed through an oappr
contractor by pulping, shredding or incineration;
5. Destruction must be handled securely. Due to theiee nature

of records, it is advisable to have the disposifwaocess in a
secluded area devoid of any interference by mamadror thing.
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Records Disposal Schedules

Developing records disposal schedules involves arotigh and
systematic analysis of the business activity of timéversity and an
assessment of the records produced as a reshlatédtivity. Records
disposal schedules will identify types of recordd apecify the length of
time the records must be retained.

Records retention decisions must be based on:

1. The current and future business needs of the wsityger

2. Compliance with legal and governance requiremeritsthe
university; and

3. The current and future needs of internal and eatestakeholders,
including the wider community.

Development and Maintenance of Records Retention Bedules

The records and archives branch of any organizatiostitution or
community will establish records disposal schedufesine with the
Records Management Standards for Public Sewstoch all members of
the community or organization must adhere to.

The Records Disposal Schedules will:

1. Meet retention requirements under applicable lagmh and
regulations. Many records may be subject to appesiesses or
other legal scrutiny often for unanticipated events

Categorize records and identify appropriate rebenpieriods;

3. Identify triggers for these categories to enable #wventual
disposal of many records and a provision for thempaent
archival of other records;

4. Be approved by the Director, or any authorized aigry before
they can be utilized; and be reviewed on a mininofievery three
years.

N

4.0 SUMMARY

Disposition of recordsf properly executed ensures that organizations can
maintain and retain their existing records for ager period provided
they are of good and important value. Records eadigposed of when
there is no need for their use. There are many wagispose of records,
not necessarily destroying them. Records couldds¢rayed by burning,
shredding, pulping, incineration, or by destructreéormatting. As we
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had discussed earlier, record disposition can be @@ two processes by
transferring the records to a permanent place ttoing or by burning
them.

5.0 CONCLUSION

In conclusion, before any disposition of recordsurs, it must be done
based on the policy of the organization that ckéteThere is a need to
dispose of records when the existing records aréonger needed or
considered valuable.

SELF-ASSESSMENT EXERCISE

Explain records disposal procedures you know.

6.0 TUTOR-MARKED ASSIGNMENT

1. Why do we need to dispose of records in ouniaes?

2. What records classification system have yotntaa this unit?

3 What procedures are to be followed before dxa@re finally
disposed of?

4. Explain four methods to be used to destroyniso

5 Of what importance are policies in records ossh?
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UNIT 1 CONCEPTSOF ARCHIVES
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1.0 INTRODUCTION

This module is an outline of the duties of archivend records managers
working in today’s business, government and norfifpemvironments.
This module presents the introduction of archivgpes of archives,
history of archives and examples of archives ineNe As you are
gearing up to achieve your career goals in the gemant of records,
information resources management and archival adtration, you need
to have an in-depth understanding of the conceptdlfives, their origin
and their categories.

In this unit, we are going to learn the conceptamhives. We are to
understand what archives mean and why archivessaablished, in the
first instance. Does archives serve the same pemptab libraries? We
will understand the differences between archived lraries if any.
What is the importance of archives? Should archbe®stablished or
not? This unit will expose us to the most importaspects of archives.

20 INTENDED LEARNING OUTCOMES(ILOYS)
By the end of this unit, you will be able to:
o define archives

° differentiate archives from libraries
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° know how the materials in the archives can be ssamt
) know the importance of archives.

3.0 MAINCONTENT
3.1 Conceptsof Archives

The National Archives (2016) defined an archiva géace where people
can go and gather first-hand facts, data and egal&om letters, reports,
notes, memos, photographs and other primary sau@ies& Asante,
(2015) defined it as an institution or place oftody for documenting
heritage of humans to promote the advancemenstdgrical and cultural
knowledge of the society. | know whenever you ca@uomss what is an
archive, your response would be “anything thatids out-dated, ancient
or antique” and you are right. The word ‘archigeyuite hard to explain
as it is used in various ways, depending on thdéexonlf you define
archive as a building or a collection of items apers or records you are
correct. Though with each of the definition you maeed to be elaborate
and be specific. Archives can be defined as theaworent materials of
an entity or an institution preserved and conseredause of their
enduring value these materials are expected tddast long period. In
this sense, archives is used to refer to grougdsaiments, papers, items,
picture, maps/drawings that have been nominated germanent
preservation and conservation due their value i@epge or as the source
for historical or other research. Archives can akfer to a place, that is
the building or part of the building where archivaaterials are stored,
preserved, kept or deposited. Archive as a placalss known as a
repository for archival material. Finally, archévean be defined as an
agency, that is, the institution that is resporesitolr the identification,
preservation and easy accessibility to recordsidtigng value.

An archive is a corporate memory of an institutiarsociety or even a
state. For instance, the archive or corporate mgmiba university will
include inaugural lectures; students handbooksstiqure papers and
answer sheets of students; yearbooks; importanspegvers clips, etc.
Archival documents are not to be sold in the markebther words, the
documents in the archival repository are not fangwercial transaction
rather, they are purely for research purposes.eSime documents are of
enduring or important value-, it is expected thattare guided jealously.
You may be wondering if there any difference betwae archive and a
museum. There is significant difference betweenhb# because the
archives are mostly maintained solely for acadestizly, while the
museum is the institution that can have a collectimt is available for
academic study but it must also have displays anddoessible by the
public. The society of American Archivists (201@&fiched archives as a
place where people or individuals go, to find imf@tion. Researchers in
archives get immediate information, facts, raw dataitten and
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documented evidence from letters, significant pbphs, audio and

Archives

- noncurrent records of an organization or
the personal papers of one or more individuals,
families, or groups

- reained for their continuing value to be

neserved for posterity

[

sually in a repositery managed and
gf‘fm‘ed pers

Archival documents are unique. They are prime sEittaving been
created or received at the time of events theyridmsby participants or
as witnesses of those events. While in the archtliesarchivist in charge
must be ready to render selfless services, befiiithd must present the
materials when needed by researchers as it is withdjusting any part
of the material. Records are a sum total of alludeentary material

regardless of their physical form (book, typesetspted or received by
whomever that is in charge, and are maintainechlgrganization or any
other entity in connection in transaction such pthetivities as it is

engaged in. An entity’s records could generate nasewhich may be

archived or not archived. The difference is accgsghe document
produced to know if it possesses lasting valueobr n

47



LIS 310 RECORDS MANAGEMENT ANKQAR/ES ADMINISTRATION

Archives

also refers to

the office or
agency
responsible for
selecting,
preserving, and
making available
records of
permanent value

Archival materials or collections are usually urgdhis is the main reason
for having good security and preservation methadslace. Their safety
is to be ensured and the life span of the mateeigiter individually or
collectively as a group need to be preserved acursd from mutilation

, theft or any other kind of disaster. The archivaterials deserve to be
carefully deposited and managed to safeguard aesepre them for
current and future use. Archival materials are gssserved by other
institutions which includes museums and librarasaflemic and public).
Occasionally, theses archival collections are methiin other locations
such as religious organizations, businesses, ®@®grdrts organizations
and Non-Governmental Organizations (NGO) that ofteosid their
institutional records.

Archives

repository (place , part of a building)
where these records are kept

3.2 Difference between Archivesand Libraries

Every university library should have an archivestis® a good example
is the Laz Otti Library in Babcock University lliash —Remo, Ogun State,
which has an archive as a department within itlielibrarieswhich are

commonly found in cities and academic libraries ackhare housed in
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institution of higher education. Libraries can gally be defined as
“collections of books and/or other print or nonfpnmaterials organized
and maintained for use.” Library users can haveeskco needed
information or materials at the library, througle thbrary network via the
Internet or by physically visiting the librariesh& archives differ from
libraries in the materials they hold. Librariesleot materials which are
disseminated to inform, educate, entertain a géaachence. In contrast,
archival materials result from the activities thregords and are saved for
future purposes both by their creator and by lagsearchers. The
difference starts from the purpose for which theuhoents are created.

How can the materialsin the Archives be accessed?

The materials in the archives are basically foeaesh purposes and
archives have specific guidelines on how people os®y collections to
protect the materials from physical damage and,tkekping them and
their content accessible for posterity whereashanlibrary, due to the
charging and discharging of the library books ttasises the books to
eventually wear out, when this occurs the libraithex retrieves the
mutilated or worn-out books and replaces it withapy in the library
store or may end purchasing a new copy at a mgrensxve rate at the
time. In the archives, it is not possible to halveakout of the handwritten
diary of a historic figure from an archive becatise act would cause the
same physical deterioration, and in this case ther@o form of
replacement of the diary. To access the archiwérnal you must:

Submit request

Provide a means of identification

View the material

Return material to the information desk.

Submit request: Once you have identified the maltgau want to
view, you submit a retrieval request to staff ie #rchives. This
could be done in a few ways:

Email your request to the archival institution

Call the reference desk in the archival institution

Fill out a request form at the archival institution

Provide a means of identification: After you subyaur retrieval
request, the staff will retrieve the material yequested and bring
it to you. While viewing the material, you will bequired to
submit your means of identification ate the refesedesk.

> Return the material

When you are done using the material you requested are
expected to return it to the reference desk. Thiial staff will
return your identification card to you and retune taterial in the
archives for safe storage

\7....

vV wnNE
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3.3 Importance of Archives

Do we think the archives have any form of imporgh®efinitely! The

importance of archives includes the evidence theyige to us, our
activities. Archives convey stories; they tell umat important figures,
institutions and the world. They also deepen owteustanding of our
cultures, tradition and indigenous knowledge andume our sense of
identity. Archives are very important for recordadainformation

management. In our daily lives and organizatioctivaies, we produce
reports, data, and information, documents all theseds to be
meticulously managed and monitored for them totbzed properly.

Other importance of archives are:

1. Archives help us to store outdated and unused deotsoff-site
thereby creating more office space.

2. Records in the archives have enduring value. Thay mmave
fiscal, legal administrative, and historical vaarel need to be kept
in a secured location for future purposes with m@ance of
unauthorized use.

3. An archive provides safe places for documentsahastored and
preserved there. Cases of flood or fire or othsaster damaging
the records are limited.

4. Archived documents are easily retrieved becausigecjood filing
system it has.

5. Archiving documents saves money for individual ogamization
and at the same time make history for them.

6. Archives help organizations to maintain good leganpliance
with the government by maintaining all pertinerdoels.

40 CONCLUSION

Archives may appear to us as old and non-exisbagin the reality they
are powerful tool in our lives. Without archivesg was humans have no
history. Without history that means we are notxistence. There is a
saying that “the pen is mightier than the swordidded the pen is
mightier than the sword because in some wars there need for a blood
battle rather, with the evidence of what was wnittewar can be won.
Archives are very important to every organizatioecause they produce
documents daily and these documents end up asdeewdrich will be
later preserved depending on their enduring value.

SELF-ASSESSMENT EXERCISE

To access material in an archive, you must takesteys. List the steps.
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50 SUMMARY

This unit examined the definition and meaning ahares, the variances
between the archives and libraries, and the impoetaof archives.
Remember in our discussion earlier, we definediaeshas non-current
records of a corporate establishment, even theaferivpapers or
documents of individuals held or kept for theireash and enduring
value to be preserved for a longer period. Yowramdividual, may not
be aware that you have your own little archive weiall do. At least, you
have properly kept your birth certificates, exartiora results, etc. All
these are kept because you recognize their impmatand that they need
to be properly secured. This unit generally ex@dimwhat archives are.

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain briefly the difference between archives dbdaries

2. In your own words, explain the meaning of archive.

3 What do you think are the importance of archivesvdfy do you
think archives are important?

4, What are the processes involved in accessing ashiv

5 From studying this unit you must have noticed thigeences
between archives and records; what are they?
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1.0 INTRODUCTION

The previous unit introduced us to the archival ldiowWe learned its
definitions, its importance and the differencesnseen the archive and
the library. Under this unit, we will discuss typef archives with few
examples of archives in Nigeria.

20 INTENDED LEARNING OUTCOMES(ILOYS)

By the end of this unit, you will be able to:

) define the types of archives, using Nigerian exaspl
o differentiate one type of archive from the other
o identify what makes one archive peculiar from ttteeo

3.0 MAINCONTENT

3.1 Typesof Archives

Records are grouped uniquely and systematicalthé&generating agent.
There are many types of archives in existence laadypes of materials
or collections they have in their custody differvesl. A brief overview
of the types of archives are:

University Archives

Here records are created and maintained as arctpezsfically for an

academic institution.  University archives have csple collections

division; they exist primarily to serve the hosiuwarsity, its ex-students
and the general public. An example is Babcock Unsitae archives that
is located in the academic library as a unit.
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A picture of collectionsin university archives

~

Cor porate Archives

Archival units, departments, sections within anamigation or company
are all corporate archives. These units exist tendt to the daily
information needs of the parent organization, ¢mise, or employees
and to improve business goals. Depending on thermnde’s or
organization’s policies, the corporate archives ratgw the public to
have access to the archival collections. An exangplérchive Global
Management Limited.

A picture of collectionsin cor porate archives
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Government Ar chives

Government archives are repositories that colladt manage archival
materials relating to local, state, and nationalegpment entities.
Examples are Lagos State Record and Archives BUtsa8RAB) and

the National Archives. All archival records genetdhtfrom the local
governments, state governments, and the federakrgment are
preserved in the government archives.

AT T

A picture of collectionsin government ar chives

Historical Societies

These are organizations that seek to preserve ranaoge interest in the
history of a region, area or state. The collectdrhistorical societies
focuses on a state or community and may be in ehafgnaintaining
some governmental records. Records kept are miaistiyrical records of
the region especially the origin and roots of tidigenes. An example is
the Historical Society of Nigeria.

A picture of collectionsin historical societies
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Museums

Museums and archives share a common goal of prageitems of
historical significance and importance. Howeverseums lay a greater
emphasis on maintaining diverse collections ofasts, and artworks and
monuments rather than books and papers or mantschfuseum’s
exhibit these items to the public and maintain thenpublic use. Many
interested people especially historian and arclggsti® visit museums
more frequently than other users. Excursions aréopeed in such
places. An example is the Old Residency Museunaialzr.

A pictureof amuseum

UME OF ENGLISH _ANNUAL AVERAGE
msuvz TRADE sl
FROM AFRICA 5690 - 1897
TaTAL HOj
COASTAL REGIN JOF SLAES | PERCENTAGE
141300) 55 %

Religious Archives

These are archives relating to the traditions ofmajor religious
organization within a faith. The materials in thastody of these
repositories could be available to the public @treted to the members
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of the faith by which they were created. An examplée church archives
of the Roman Catholic Church.

A picture of collectionsin areligious archive

Special Collections

These are archives containing materials deemedat@ tsignificant
historical value from individuals, families and argzation. Topics in
special collections vary widely which includes LaMedicine, and
Presidential Libraries of past Presidents of coestrAn example is
Olusegun Obasanjo Presidential Library IN Ogunestaigeria.

Pictures of collectionsin special collections
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40 SUMMARY

Almost every country of the world has its archivdgere documents of
enduring value are stored. Any country that doeis have one is to
establish one for historical purposes. Every artias a particular kind
of document it receives and stores for future psego In this unit, we
examined few types of archives using the Nigeriantext. Examples
were given for each type of archive discussed. ts@dent, you must visit
an archive in your location or state to see whay thave in their custody
for you to have a clearer understanding of whéatiges look like.

SELF-ASSESSMENT EXERCISE

Visit and archive and list and explain types of enials seen there.

5.0 CONCLUSION

Today'’s currency is information and knowledge. Kiexlge is power is
an aphorism that has gained ground. Having an adeahat kind of
archival material you are looking for will help yodetermine the
appropriate place you can get it. Whether the me@dfermation could
be gotten from the library or from the archives @®gs on your
knowledge of both.

6.0 TUTOR-MARKED ASSIGNMENT

1. List all types of archives you just studied. Gipesific examples
of each.

2. Explain the types of archives you know.

3. Differentiate archive from the museum.
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4. What type of materials are collected and saved istocal
Archives?

5. What are the differences between an Institutionahire and a
Government Archive?
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1.0 INTRODUCTION

The history of Ancient archives can be traced backOO00B.C. In this
unit, we are going to put on our caps as archidsts records managers
and study the history of archives. Ancient archivesedern archives and
Nigerian archives will be studied. What led us tocuimenting and
preserving our records? We will get all the ansvethis question while
we discuss the history of archives in the world Bigkria in particular.

20 INTENDED LEARNING OUTCOMES(ILOYS)

By the end of this unit, you as an archivist or teeords managers will
be able to:

o explain how archives came into existence and tbegin in
Nigeria

o explain who started archives in Nigeria, the higtof the first
archives in Nigeria

o explain the functions of archives

o narrate the history of archives in Nigeria and adbthe story of
the beginning of archives in the world

o describe some world archives and how differentiseshcame into
existence.
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3.0 MAINCONTENT

3.1 History of Ancient Archives

According to Tolentino, et al (2014), the histofyaochives can be dated
back to 4000 B.C. when the Mesopotamian prieststlaeid rulers were
in charge of maintaining records of property, affgr taxes and
exchanges. Clay tablets were used for writing ardevimpressed with
cuneiforms or wedge- shaped characters. In Chtisagarliest records
were made out of bones and tortoise shells. Chiachival material in
700B.C. was changed from bones and tortoise dlodilamboo slips, silk
and stone tablets. It was Alexander the Great whiaied the daily use
of journals which were used to record the empievents. 330B.C.
Alexander the Great's records were burnt and weoenstructed. In
530B.C. the Justinians were able to preserve itlaas of their empire
and complied the “Body of Civil Law” while in 509.8., the Romans
published their first public archives, called therarium. Unfortunately,
the Aeraium was destroyed by fire in 83B.C. and wesdaced by the
Tabularium. In 500.B.C. Egyptians recorded th&fioimation on leather,
papyrus and wooden tablets. Their extensive arthsyatem was
developed in the"® and 3! millennia. In 410 B.C. the city-state records
were housed inside the Metroon. In A.D.50, the Bgnasty established
the Bureau of Historiography.

The Middle Ages

T he

MIDDL E

From 6" — 13" Century, the parchment became scarce and wassixpen
to buy. Commercial and trade transactions in andwvden the
communities was through exchange made in kind hedyjbvernments’
dealings were orally conducted while being the medli era rituals and
ceremonies served as substitutes for written recofthough German
kingdoms of the West maintained records, most eirthther secular
entities did not. In the"8century, Charlemagne used older records to
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develop his codes of law. Venerable Bede, notstbhes, relied heavily
on archival materials to write the Church of Englarhistory.

In the Middle Ages (1066-1484), Philip 11 of Englasreated the Tresor
des Chartes in Paris. There was growth in religemu secular archives
as more records were created and preserved dumsgériod. Laws
were codified till- the 18 century, pieces of evidence by written
documents were found obnoxious. The scope of adiration expanded
as residence of the monarchs are fixed and thierresecular archives
to grow.

In 1305, the King of England sent a collection apal privileges to the
Tower of London for safekeeping and in,- 1320, theords of the
Treasury, the Exequecher and the wardrobe weresalgao the Tower.

In 1400, the Tower of London housed all Britain’sacery records; it
was after this century that the Middle Ages-, arahrecords began to be
viewed as state properties and no longer as ingididossession of the
monarch.

The Renaissance

The renaissance in the European history, markevb&ition from the
Middle-Ages to modernism. It covers the&nd 16 centuries. The
period occurred after the crisis of the late Midélggees and was associated
with great social change. From 1500 to 1543 archbacame important
sources of historical and geographical informatioburing the
renaissance, learning accelerated by the invemtidhe printing press.
This resulted in the creation of archival repos®r manuscripts and
libraries. In 1543, the monarchs began to creat# trersonal archives,
the Sincamas repository and Charles 1 of Spain therrst well-defined
and distinct European archives after which othd¢iona followed suit.

In 1600, the Reformation and Counter-reformatioovpated stimulus to
churches to collect and maintain documents to deinate the historical
validity of their positions. The archives becamewn and were regarded
as tools used to legitimize claims of authorityritery and ownership.
Nations began to consolidate and centralize trmsuchents into records
and special buildings were built as a proof oftleeuntry’s importance
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and commitment to history. The first guidelinesr farchival
administration were formulated and Axel Oxentieoh&weden prepared
set of rules for Sweden in 1618. In 1632, Baldasdaonifacio’s De
Archives discussed the history and importance ciiaes and provided
guidelines on how to use them effectively. Withtlaése developments,
the records were below standard and still poorganrzed and rules of
administration were not established well. Accesartival institution’s
material was restricted.

French Revolution

The

and the

The French revolution was referred to as the pesfdtie Estate General
of 1789 which ended in November 1799 with the dstaiment of the

French Consulate. Archives were viewed as impottargreserve and
administer a nation’s heritage and were made kgakn to citizens. The
French ideal of nationalism spread through Europe @ the French
Revolution which led to the creation of nationwpléblic archives. The
Archives Nationale served as France’s national sg@y with

jurisdiction over records of the government, haadpit churches and
schools. The Archives Nationale, gained controlroszords held in
strict, creating the first centrally-directed, statide archives systems.

*The Archives
MNationale

Between 1810 and 1814, Napoleon tried to centralizarchival records
of Europe in the Paris by seizing all official ahistorical records of
territory. Records were centralized though natioaathives. Other
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nations such as the Western Europe started dewglopgional archives
due to the growing number of archival materialse Hnench called their
archives “Archives Departmentales”

Records were arranged by subject so to satisfynfeemation needs of
scholars and researchers. The French introduceRfiheple of “Respect
des fond” in 1840. This principle means that docotse&reated by one
office should be treated as a single, unique umitshould be preserved
as such. In 1890, the Prussian Doctrine of Pravemavas introduced.
This principle means records should only be mametiaccording to the
original order they were initially created or usetlaeir respective office.

In 1821, the Escole des Chartes was establishé&thiis, in 1854 the
Institute for Austrian Historical Research was kelkshed in Vienna,

Austria and in 1877, Russia began training arcts\asthe St. Petersburg
Archaeological Institute.

In July 1918, Vladimir Lenin signed a decree prawd for a
reorganization of Russia’s records under the Bei&heegime, thereby
creating the most highly centralized archival systa the world and in
1934, the United States National Archives was édistaxl. The Israeli
State Archives was established within one year #fieformation of the
country in 1949. The National archives of somentoes such as
Uganda, Thailand, Sudan and Malaysia were forméadsn 1950 and
1960s. The International Council of Archives (ICAxs established in
1950 to promote the scholarly use of archival réas@nd their effective
administration.

The US National Archives in 1968 established regi@nchives branches
across the country to accommodate the federal decaith primarily
regional content and interest. It was during gasod the United States
of America developed 50 states archival systemsyméawhich are still
active.

In 1979, the International Council on Archives (ICad United Nations
Educational Scientific and Cultural OrganizationNEESCO) initiated a
long-term Records and Archives Management ProgRAMP) which
is to promote publications, effective managemertt ase of archives
most especially in developing countries
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History of Archive in Nigeria

A picture of the National ArchivesBuilding

In 1914, the Foreign Administrators acknowledged tiecessity to
practice the conservation Archives in Nigeria. Heeretary-General then
suggested the possible steps that need to be mkemsuring that the
effective provision for Nigeria in keeping and peang their official
papers.

Kenneth Onwuka Dike investigated the Nigerian'sestricted records.
His finding from the survey, to Nigeria having tsvn records office
formally called the Nigerian Records Office on Adrj 1954. Not until

14th November, 1957, was the Nigeria Public ArekiBill signed into

law as public Archives Ordinance 12(a) 1957 (OrdewaNo. 43 of 1957.
The first archive in Nigeria was located at the \wénsity of Ibadan in

1958. Kenneth Dike was appointed the supervisaalee of his
experience and passion for recording keeping; helatar promoted to
the rank of the Director of Archives from 1954 t6B9Till date, Kenneth
Dike is considered the father of the Nigerian Avelsi. After his tenure
in 1963, on April 1, 1964 Lloyd C. Gwam, was appethas the director
of the archives a post he held until his death oly 2, 1965. S.O.
Sowoolu, succeeded Mr. Gwam and his tenure wastedefbr starting

the growth of the archives in Nigeria.

A decree referred to as the National Archives Degras passed in 1992.
This enactment had a significant improvement oker1957 Ordinance
that was used. The National Archives of Nigeriamdsdy had issue of
where to belong and the agency was moved from eder&l Ministry to
another. For instance, it was moved to the Fedéiraktry of Education
in 1957, subsequently to the Federal Ministry oti8l Development,
then to the Federal Ministry of Youth, Sport andtGre. Currently, it is
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under the Federal Ministry of Information and Quit The National
Archives of Nigeria (NAN) has its own zonal officas shown below:

SN L ocation Region Y ear of
Establishment
1 Ibadar Wes 195¢
2 Kadunz North 195¢
3 Enugt Eas 195¢
4 Abeokut: Wes 198¢
5 Benir South Wes 198:
6 Sokotc North 1982
7 Akure Wes 198t
8 llorin Wes 198t
9 Oowerri Eas 198¢
1C Calaba South Sout 198¢
11 Port Harcoul South Sout 198¢
12 JOs North 198¢
13 Lagos Wes 198¢

The Ordinance of 1957 empowers the National ArchioENigeria to
examine the records in public offices and rende&itcagdconcerning their
care, custody and control. The control of the DOwoecof National

Archives of Nigeria is no longer limited, ratheetDirector can exercise
executive powers.

Functions of National Archives of Nigeria

The National Archives of Nigeria is the body resgibte for safeguarding
national archival materials. It is saddled with tesponsibility of the
collecting, registering and preserving valuable roeats of the past and
making them accessible for reference and researdme with the
National Archives Decree 1992. These resourcesidiesl but are not
limited to books, corresponding letters between thelonial
administrators and the local rulers of the regioniligeria, documents,
photographs, maps, manuscripts and newspapers ndomea few .
Otutru (2000) observed that three categories ofich@nts are preserved
in the National Archives of Nigeria they are :

0] records of the Federal Government,

(i)  records collected from various local governmenasyéhroughout
the country, including administrative, constitutioand legal
records.

(i)  records of private bodies and individuals who déptt®m on
voluntary basis.
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These rare or archival items are kept in the cyswidthe National

Archives of Nigeria for policy making or policy fezencing, decision
making etc. With these evidences in place, thefebsicontinuity and

consistency in government in Nigeria. Apart frone threcords listed
earlier, other records like Agreements betweegeNa and its colonial
Masters, Proclamations, Treaties, Orders-in-couhetters, written by

Dr. Nnamdi Azikiwe, Alhaji Tafawa Balewa and otherominent and

educated Nigerians in the quest for Nigeria'®p®hdence from Britain,
patents, royal instructions, conventions of the ticdel Council of

Nigeria and the Cameroons, Nigeria People’s Pactydthers are records
of Nigeria’s foreign activities covering 1884-191dcords of both World
Wars | and Il (1914-1918 and 1939-1945) and recafdthe church

missionary societies like the Mary Slessor thapéelto abolish the
killing if twin babies in Nigeria.

It is important to note that the functions of Natwb Archives of Nigeria
are purely supervisory and the depositors of tleeiohents have the right
of ownership and access to their documents whemeled arises. The
operations of National Archives of Nigeria, accaglito Otutru (2000)
includes:

Archival resources and advisory services. The employees of the
National Archives of Nigeria are professionals vane trained to render
advisory services to depositors on the methodsisgfodition available
should their records need such services. They a4 to train other
record-creating agencies.

Preservation and technical services: The National Archives of Nigeria
restores the worn out or defaced records as weldeteriorating
documents using modern techniques such as digiizaSince the
records in the archive are of enduring value argliak cannot be lent out
to researchers on loan the employees of the Nat#caives of Nigeria
assist in the provision of reprography servicesesearchers.

Research and reference services. The employees of the National
Archives of Nigeria also provide other duties sashreference services
,document searching services and answering of fegpdeigal and
administrative enquiries from the users.

Training/consultation: National Archives of Nigeria includes the
training of personnel from government departments@her agencies in
the rudiment of archives and records managemenuate companies

also consult the National Archives of Nigeria ormhto store their

records.

National Archives of Nigeria no doubt is a usefgéacy that has helped
immensely in fostering national unity.
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40 SUMMARY

In this unit we discussed the history of archivesthe world and in
Nigeria. Existence of archives dated as far backC&®. B.C when clay
tablets were impressed with cuneiforms and usediisg materials. In
539B.C. the Persians used clay, leather, and pagwriting materials.
Rolls called Daybrooks also a writing material wagd in documenting
events of that era. Archives came in diferrent phasccording to the
period of its establishment whether it was Ancidvitddle Ages, or
Modern. We also discussed the powers the Ordinahd®57 gave to
the Nigerian Archives. We also discussed the hystar archives in
Nigeria, with Kenneth Dike being referred to as tather of Nigerian
Archives.

5.0 CONCLUSION

History is part of us. It helps us to identify witke past and come to terms
with it. History helps us to avoid repeating anystakes our forefathers
or leaders made. History of archives takes us ltadkow and when
archives came into existence and what promptedidc@mentation of
events in the past. In this unit, we can conclut# the existence of
archives has helped us as individuals, states,tgesrand regions in
documenting events for future generation.

SELF-ASSESSMENT EXERCISE
List the functions of the National Archives of Nige

6.0 TUTOR-MARKED ASSIGNMENT

1. Give a brief history of archives in Europe undex Renaissance
era.

2. Explain in detail the history of archives in Niggeri

3. To what extent has the archive impacted your ligei? a positive
or negative impact?

4. What powers did the Ordinance of 1957 give to theidwal
Archives of Nigeria?

5. Explain the mentioned four operations of the Nadldkrchives of
Nigeria?
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MODULE 4 MANAGEMENT OF ARCHIVE

Unit 1 Principles of Archives Management

Unit 2 Theory of Archives Management

Unit 3 Archival Practice

Unit 4 Arrangement and Description of Archivesr{Fane)
Unit 5 Arrangement and Description of Archivesr{Flavo)

UNIT 1 PRINCIPLES OF ARCHIVES MANAGEMENT
CONTENTS

1.0 Introduction
2.0 Intended Learning Outcomes (ILOSs)
3.0 Main Content
3.1  Principles of Archives
4.0 Summary
5.0 Conclusion
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

In life, there are laws, rules and principles tpaide our daily activities.
You will agree with me that without these laws,réheiill be chaos. The
same applies to records, data, and information.eSofmyou may be
wondering how this applies to them since they (r@spare no living
things. Well, the truth is that records, data, amfdrmation are alive.
Record according to the International Standardsafisgtion (ISO) is
information identified, created, received, and rtaimed as evidence by
an organization or person, in pursuance of legdigations or the
transaction of business. Similarly, the Internagio@ouncil of Archives
(ICA) Committee on electronic records defined relsoms recorded
information produced or received in the initiaticonduct or completion
of institutional or individual activity and that egrises content, context
and structure sufficient to provide evidence of #u#ivity. From these
two definitions we can see that records, datapforimation are vital.
They can make or mar any individual or organizationot properly
managed. Records may not be walking about likeutisheir importance
cannot be ignored.

In this unit, we will discuss the principles of Aives namely: respect des
Fonds; Provenance, and L'ordre primitive as welthesr application in
archives.
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2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, you will be able to:

o list and explain the principles of archives

o explain why archival records have principles guiditheir
existence

o explain in detail these principles using real-éeamples.

3.0 MAIN CONTENT

3.1 Principles of Archives

Principles could be defined as a proposition thides behaviour. Before
the arrangement of archival material, you must héee registered the
materials into the logbook. Archival materials areanged to reveal their
content and significance. This process involvekipag labelling and

shelving the materials. What do we need to achl®varranging the

archival records? This is to achieve both physarad administrative
control of the archival records and for easy ideaiion of the materials.

In the library, the arrangement of the library mniaie involves cataloging
and classification of the materials by the subjebtle in the archives
involves records group, sub-group, series andifiie

Basic Archival Principles

There are three basic archival principles namely:
Respect des Fonds; Provenance and L’ordre primitive
Respect des Fonds

Respect des Fonds is a principle of archives th&esthat the records of
an individual, family, offices, governmental or agavernmental body
must be retained together in their original arrangemanivhich they
were before being transferred to the archives. Trhagt not be mixed
with records from another source. This fundameptaiciple embodies
the notions ofProvenanceand Respect for original order (L’ordre
primitive) .
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A Picture of a record in its original order.

Source:
http://www.newnetherlandinstitute.org/files/5714/054/4084/NY SA
A1883-78 V17 1 pl sl.jpgv

Provenance

This principle was formulated by a French archiunsthe 1840s. This
principle is also known as “office of origin”. Tlinciple of Provenance
or the principle of “archival integrity” simply maa that records created
and maintained are to be used by the organizatonsdividuals that
created them in the course of their business &esviThe principle states
that manuscripts originating from a common souadd@nds) should be
preserved and conserved together — where praaticabysically; but in
all cases intellectually, in the way in which thaye catalogued and
arranged in finding aids. Records of different moance should be
preserved and documented separately. This prinicikes that archives
of a given records curator must not be mixed whign tecords of other
curators. In other words, archivists should alwiegsp separate, records
emanating from different individuals, agencies anganizations. Each
record remains as a separate group not to befitedr-
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A picture showing the Principle of Provenance.

@ Do not reorganize [
by subject,  |EaNl
chronology,
eo?raphlc
vision, etc.

Do not put

together archival |
materials that
il have come from
different creators ||
or origins

Respect the
individual, family,
{ or organization
that created or

Y received the items [

Principle of
Provenance

Sourcehttps://image.slidesharecdn.com/report-
provenanceoriginalorderandrespectdesfonds-141028&/8onversion-
gate01/95/archival-science-provenance-originalieesal-respect-des-
fonds-3-638.jpg?cb=1413877910

Respect for Original Order

This principle was established by the PrussianeStathives in 1880s.
This third principle of archive states that recoodl® single provenance
should be retained in the original order it wasated or received for
archiving. Records of a particular origin shoulthine the arrangement or
classification established by the creator to presethe existing
relationships and evidential significance in théemtions. This principle
is referred to as “respect pour I' ordre primitivef' “Sanctity of the
original order”. The principle or order stipulatdeht records should be
preserved as they were filed in the office of arigihe documents must
be filed in the classification order they came wiResearchers must
receive the records in their original order.
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A picture showing the Original Order.
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Look for
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to be.

creator.

Source: https://image.slidesharecdn.com/report-
provenanceoriginalorderandrespectdesfonds-141028%75
conversion-gate01/95/archival-science-provenanmghai -
order-and-respect-des-fonds-5-638.jpg?cb=1413877910

Application of the Archival Principles

1.

You must ensure that all materials are preservedhtained, and
used within the reason of their creation, thiibe done in other
to improve and maintain the truthfulness to theidence of the
actions of the person that created them.

You must minimize or eliminate the personal tagthasists play

in shaping the significance of the evidence, engbihe archival
collections to “speak for themselves” about thaoast of their

creator.

As an archivist, do not meddle with or change thiglence or

material rather you are expected to preserve tbt@rds’ context

for easy accessibility.

The archivist must be disciplined. He/she musttrabrhis/her

mouth because people do deposit their valuabledAikls, pieces
of jewelry, gems. All these are sensitive.

Reasons for starting an Archive

1.

2.
3.

Individuals, organizations, institutions, corporaad religious
bodies need an official memory.

The concept of accountability requires full docutagion.

As we grow older, archives serve as proof of oustpthey
constitute our indigenous heritage.
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Steps to be taken before starting an Archive

Present an archival policy

Get approval from the highest authority
Get appropriate records

Achieve the legal control of the records
Establish intellectual control of the records
Establish physical control of the records
Make archival records available for use.

NookrwNE

Cyclical expression of archival functions

Conducting surveys /promotion

Archivists are known to be custodians of uniqudeations, personal
items ( letters, memoirs, diaries, papers on a iglmed area,
geographical information, speeches/ lectures ldgalments, business
records, subject files), materials. They preseata,decords, documents
and items of enduring value. These collectionsateessentially ancient
and they can be presented in diverse formats. ®athnaterials just like
the library collections are (organised) catalogaed (labelled) classified
in masses or groups.

The table below presents the differences betwbearies and archives:

Category Libraries Archives
Nature Published Unpublished
Discrete items Group of related
items

Available everywhere.
They are unique if
nature tend to b
scarce.

—

D

75



LIS310 RECORDS MANAGEMENT AND ARCHIVES ADMINISTRATION

Mode of receipt Designated as an item| Considered in
aggregate
Organisation Prearranged SubjecProvenance angd

classification(example | original order.
the Library of Congres
classification Scheme)

[92)

Level of description| A book or library| Collective (record
resources group or series)

Description method, Card catalogue, OPAC Inventpgegdes

stacks

4.0 SUMMARY

Archives as we already know is the place where esgyve records of
enduring value. Archives consist of unique materaid because of this,
the records need laws or rules that would helghen greservation and
conservation of their value. In this unit, we dissed the 3 principles of
archives namely Respect des Fonds; Provenance aspeé& for the
original order. We were able to define each oftieciples and discussed
their applications; the reasons for starting amigecas well as the steps
to take before starting. We also noted the diffeesnbetween archives
and libraries.

5.0 CONCLUSION

Rules, principles and laws are needed to guidenusur everyday
activities including records management. As ardtsvior records
managers we need rules to guide how we maintairtraat the records
in our custody. Principles of archives have betaséivers for us as we
create and care for records. These principles ghigl@rchivists on how
to appraise, preserve and conserve the recordarthatansferred to the
archives.

SELF-ASSESSMENT EXERCISE

State reasons for starting an archive.

6.0 TUTOR-MARKED ASSIGNMENT
1. Define principle.
2. Explain the following terms:

(@) L’ordre primitive

(b)  Provenance
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(c) Respect des fonds
3. In a tabular format, show the differences betweshiges and
libraries.
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1.0 INTRODUCTION
This unit will discuss the theories of archives.dl'wajor theories of
archives will be used for illustration. Specifigallthe theories of

Jenkinson and that of Schellenberg will be useéxasnples. We will
notify them if there are differences and/or similas in the theories.

2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, you will be able to:

o discuss the theories of archives as propoundedlagyHenkinson
and Theodore Schellenberg

o distinguish the two theories and perhaps seesimitarities if any

o apply the theories in your research work aboutiaesh

3.0 MAIN CONTENT

3.1  Theories of Archives

The term theory originated from a Greek word thatns contemplate.
There are numerous definitions of theory from dédfeé authors. Parson
(1964), defined theory as a system of laws whi5(2007) defined it

as a logical organisation of knowledge that canubed in problem-

solving. In this unit, you will learn an overviewtbe theories of archives
from two prominent people.

Jenkinson’ theory
The first theory we will discuss is by a man knoasSir Charles Hilary

Jenkinson ( 1882 — 1961). He was a British archiarsd an archival
theorist. He is regarded as the authority that ¢ginbuhe European
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Concept of Archival theory into all the English-esfing world. Sir
Hilary Jenkinson started work in 1906 as a pul@imord officer and was
responsible for the arrangement and classificabbrrecords of the
Medieval Exchequer. This position he occupied uifiil2, when he was
put in charge of the search room. In 1922, Sirndillenkinson published
his manual of archive administration which was rigbeblished in a
revised and expanded second edition but withoetrialj the original
principles. The key elements of his archival theongluded the
objectivity of the archival record, Objectivity philosophy means that
truth is independent of an individual's perceptarrbias. The second key
element of Sir Hilary Jenkinson archival theorytige principle of
provenance, the third is the principle of Le res$gewr les fond which
includes the significance of the inter-relatedretke archival records in
a place. Sir Hilary Jenkinson’s s fourth key elemisnthe biological
nature of all archival records and their relatiopsith other records. His
fifth key element is based on the necessity of inoat custody of the
archival records and their control which would helpnaintain and retain
their importance.

Sir Hilary Jenkinson saw the archivist as an imphrtustodian. He
believed that when appraising archival records,divegand disposition
of unimportant papers is not among the job desonpof an archivist
rather, it is the record creator’s responsibilithieh they should have
done before transferring the records to the archleekinson believed
that the archivist is not an analyst of contertteate is a conservator of
any relevant evidence for anyone who desires tadheseecords. He also
believed that a good archivist is the most selfdsgotee of Truth the
modern world produces.

Critics of Sir Hilary Jenkinson’s theory were numes. One of them was
Theodore Schellenberg who will discuss too. Thecsrbelieved that Sir
Hilary Jenkinson’s theory failed to address theamgmtial growth of
records. They argued that fewer records were aeaben he postulated
this theory records, therefore keeping every retarelver which was his
big ambition was not ideal. Other archivists bed@vSir Hilary
Jenkinson’s ideology was influenced by the low maitn of records
during the 1920s.

The second theory of archive we will discuss isTiyodore Roosevelt
Schellenberg (1903-1970). He was popularly refertedas T.R.
Schellenberg. Schellenberg was an American archeamsl also an
archivist theorist. He is known for starting the émecan Archival ideas
concerning an appraisal. His ideas and publicatiares part of the
foundation of archival theory and its practice e tUnited States of
America. T. R. Schellenberg started his careehenJoint Committee on
Materials for Research as their Executive Secresdtgr obtaining his

79



LIS310 RECORDS MANAGEMENT AND ARCHIVES ADMINISTRATION

doctoral degree. He was later employed by the Natidrchives and
Records Administration (NARA) as their deputy exaem who was
responsible for examining the records of execudiyencies. He later rose
to become the Chief of the Division of Agricultudepartment Archives.

S EL FEFEC T EIDD VTR IT TN GS O -
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Schellenberg’s theory

T.R. Schellenberg’s major contribution to archipedctice is on selection
and appraisal of records which are major rolesi@farchivist. From T.R.
Schellenberg’s point of view, records have primaaiue to their creator
as evidence of their activities. They also haveosdary value to
information seekers and users of the originatingnay. Schellenberg
argued that the most efficient method of dealinghwthe volume of

records that the archives were managing at the waseto differentiate
between their primary and secondary values. Acagrdo him, this

differentiation of values helps distinguish betweecords and archives.

Records that have current primary value to the&ator are kept under the
purview of records managers and only those thaé value for future
inquiry would become a part of the archives. Semdlerg was of the view
that a record’s overall value can be appraiseddasethree distinct
criteria:

Uniqueness: Every record is unique on its own because thermdbion
contained in a record cannot be duplicated nordalsewhere.
Forms: Records should be considered based on the extavitith its
information is formatted.

Importance: When appraising records, the needs of the ruling

government should take before the needs of otherk as historians
though the historical importance of the recordsuthbe considered too.
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4.0 SUMMARY

T.R. Schellenberg’s point of view and Jenkinsorsspof view on how
to maintain and retain records theoretically weseussed in this unit.
There may be other theories on archives but these daptures
everything. Jenkinson’s theory deals with how tefkthe materials while
Schellenberg’s was on the quality of archival mater Archival
materials have different values.

5.0 CONCLUSION

The theory is the starting point of every professand Library and

Information Science is not exempted. The goalrohiaal theory is to

generalize everything around the nature of archiveset the intellectual
framework for its method and practice. The theasrysed to define the
characteristics of objects or materials (in thisecarchives) which are
common to all archives.

SELF-ASSESSMENT EXERCISE
What is a theory?
6.0 TUTOR-MARKED ASSIGNMENT

Explain any theory of archive you studied.

Which aspect of archives does Jenkinson’s theca wligh?
Which aspect of archives does Schellenberg’s thdeay with?
Differentiate Jenkinson’s theory from that of St¢éeberg.

roONPE
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UNIT 3 ARCHIVAL PRACTICES

CONTENTS

1.0 Introduction

2.0 Intended Learning Outcomes (ILOS)

3.0 Main Content
3.1 General Management of the Archival Institasio
3.2  Arrival of the Archival Records / Handling thie

Records on Arrival to the Archives

4.0 Summary

5.0 Conclusion

6.0 Tutor-Marked Assignment.

7.0 References/Further Reading

1.0 INTRODUCTION

This unit describes the general management ofamvarwhich includes
training of the staff; the procedures involved whachivists appraise
records for possible archiving, arrangement andcrgeson of the

materials and, the procedures involved before aathinaterials are
accessioned. Knowledge of the selection of archwik$e imparted and
the students should show their understanding gbtaetices by engaging
in them. They will understand how policies are fethand how materials
are selected. You should visit any archives tonearactically how

archives are managed and learn how and why polaneguiding the
archives.

2.0 INTENDED LEARNING OUTCOMES (ILOS)
By the end of this unit, you will be able to:

explain how records in the archives are selected

identify the practices involved in archival managem

practice the routine duties in archives

outline the reasons why there are Dos and Don’targhival
practice.

3.0 MAIN CONTENT

3.1 Records Selection (Policy)
In archival or records management, policy as setpwfciples or

procedures intended to govern actions affectingcsieh of archival
materials to be preserved for their enduring value.
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Guides to records selection

1. Which records are to be archived or preserved?iihgose of the
establishment is to determine which records to ges for
example in a university, which records would bendede suitable
for it to preserve.

2. Is the archive strictly for administrative purposaswill it be
accessible to outsiders too?

3. Will it serve scholars only? Or other interestediwduals are
welcome?

4. Will only company records be collected in the avek? The type
of institution you are working for will determinehich records are
aimed to be collected.

5. Will transaction and civic affairs be included?

6. Will personal records of employees or workers loduitied in the
archives?

7. Will personal records of non-employees be includedthe
archives?

Records Selection in Archives

1. Records Content: This determines whether to keepad or not.
Administrative units to produce records for preséionn must be
identified. Content of records rather than age rdd@tees if the
records would be kept or discarded. The final selegs based on
organisation’s perceived value of the record fdurfe reference,
research, or legal value.

2. Record Form: this is the container of the recoidaper is a
prominent form of record.
3. Reference Value: This is the same as the reseatah of records.

Does it contain what researchers may need for reflse&Vould it
be used strictly internally for employees as arexfee? Research
value of records is often determined by externarsi®r original
personnel who are engaged in research for develuprok
organizational policies, organizational philosopbgganizational
performance of the people in the organization. diehive would
enable historians to have the information requicedrite factual
business history.

4. Operating Value: This is the value of the manussrijor the
current work of the organization or institutionore records are
of short-term value or enduring value examples @reques,
vouchers, receipts, etc.

5. Fiscal Value: A record is seen as having fiscdimancial value
when it can be used by auditing, internal revenod ather
financial agencies. All financial organisationselikanks keep and
maintain their records till the end of the finamgiear. Depending
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on the organisation’s annual calendar, the audituses records
generated in the organization to trail documentshimw how the
organization spent their money. After clearing thalit for that
year, the records can be kept for archival purpespscially proof
of transactions while some records like receiptslmadestroyed.

Legal Value: Certain records must be retainedcfoertain period
examples are employee records, legal rights, headtbrds. If in

the future any document would be required in atcollaw then

the documents or record would be submitted as aeglbecause
it is legal.

6. There are two kinds of legal value:

(@) Organizational requirement by statute or regulatfm example
Is a certificate of occupancy.

(b) If the material or record contains legal rightsimierests of the
individual(s) or bodies. Examples are patent corgsrmwith
NAFDAC number. The document should be kept in adsany
problem in the future or if the records have coglyrion them.

7. Administrative Value: For current operations in @ganization,
some records or papers may be kept for one or eaosy It means
the records are not needed for the current woherahey have an
administrative value that can be used to summarird had been
done previously. The management determines if #peis are of
administrative value or not.

8. Archival Value: This is the combination of all thgreviously
mentioned values. This determines if papers, maipiscor
records are worthy of perpetual preservation in aaohival
storehouse. This is also called historical valeatiouing value or
enduring value. Records can be seen as havingvatahalue if
they have research value or enduring value. Whext@d has a
continuing or archival value researchers requeasstdich records
almost all the time. According to Schellenberg, emord has
archival value when it has :

(@) Evidential value: This means the records are nacgd®r an
organization’s functioning..Informational value:ighs the extent
to which records shed light on persons; thingseuants.

(b)  Persons: could be individuals or corporate bodiesgs could be
historical buildings or places while events coull ibteraction
between persons and things. It is not easy tdhéxinformational
value of records because you are looking at pergbimgs and
events. Schellenberg proposed three (3) tests purasing
informational value which are :

1. Unigueness: Check the unigueness of the matepilaysical form
to determine the authenticity if it is original fakke.
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2. Form: This is the form of the information such asvhsolid and
concrete is the information, is there a high raficesearch value?
How is the physical condition of the material? 1sgood for
preservation? How costly will it be to preserve thaterial?

3. Importance of the material: This is how importéme persons,
things and events captured in the record are?h&rsubject of the
record of future research?

General Management of the Archival Institution

When it comes to the administration of record$hmadrchival institution,

there is a clear organisational structure justtlilere is in the libraries. In
the libraries, the University Librarian is in chargf the affairs there. In
the archival institution, the head of records adstiation is in charge

while the director of the archival institution refto him or her. The

director, the unit heads in the archival institafiand the office of the
regional directors form the management group tlhesds-making body

for the archival institution. The aims and objeesvof the archival

institution are mapped out by the front-runner dfe trecords

administration and administrator of the archivg@lagtory in consultation

with the management team. The archival tactic igelbped by the

director of the archival institution, though withet assistance of other
heads of department. Their tactic which is usualgveloped into

strategies and packages will be converted intostdek departments
within the archival institution and its staff membe

All programmes (corporate and individual) are exeédo be deliberated
and agreed upon before they are documented inrgh@fiarter of every
year. The agreed tasks should be scrutinized apengsed informally

daily; apart from the informal monitoring there sl also be formal

supervision which will help the management crewkeep tabs on
activities and progress. Recruited personnel otmbe given a typed or
handwritten job description, indicating specifigalivhat tasks the
employees are expected to carry out.

Staff Capacity Building

Newly recruited workforces in the archival institut need to be given a
manual that contains all information concerning taditions of their
employment in the institution. They should be giverbrief on the
following areas:
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1. Security

2. Management of archival documents

3. Procedures involved in the management or handlihghe
documents

4. The exceptionality and significance of the papéenaduring value
in their charge.

Procedural Manual

The procedural manual forms the foundation foratahival institution’s
methods of managing the records in its care. Ugualmember of staff
recruited by the institution will be appointed de teditor of the
procedural manual. The editor will have custody tbé original
manuscript and all changes to be made in the puvakthanual must be
authorized and processed through him/her. Genertlly editor has
control of the management and distribution of trenuoal.

Forms and Register

The forms and register to be used in the archinslitution must be

approved by the managerial team before certifiditiaf copies are

issued out. A member of staff is designated asoresple for the

numbering, design, layout and printing of all foramgl registers approved
for use.

Annual Reports

There should be a yearly submission of dates ®id#velopment of the
archival institution’s annual report. The desigdapersonnel will have
the responsibility of providing models indicatindpet layout and
presentation details. Statistics and informatianttie annual report will
have been complied and the measures for compilatidhe statistics
must be established. The data may have complieda@asation as :

1. The number of archival records agreed by the aathnstitution
(it should be calculated by box, archive record anbd-records,
series or items)

2. The quantity of archive processed (counted by amhive groups,

series or items)

The sum of request for evidence from governmergahaies; in

house researchers or external researchers ( V& ealails)

Total sum of reader’s ticket issued and visits made

Total sum of archival materials produced for refieeepurposes.

Total sum of copies certified

Total sum of enquires received and responded to

Total sum of items conserved and repaired

w

© N O A
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Other Statistics to be supplied may be arrangedsares regarding:

Staff recruitment

Capacity building of staff

Significant acquisitions

Finding aids and publications issued
Exhibitions

Important visitors

Important tours

Researches carried out by staff.

ONok~whE

Acquisition of Archival Materials

In archive, acquisition means having the custodynaiterials. The
components in the custody of materials are:

1. Physical custody
2. Legal title.

Physical Custody

This is the possession of the records, papersamdents generated in an
organization by the archive. Usually, the custokiyts from the creator
to the recipient and the material is kept in arhiae or a manuscript
repository.

Legal Title

This simply means ownership of records. For soméormave legal title
of the records in his or her possession; he/shé onusboth the medium(
l.e cassette, compact disc) and the message orrfiafion content). For
an archive to have a legal title of records meahsas ownership to the
physical and intellectual properties of the materighich implies
copyright ownership.

The difference between the physical custody andethal title is that in
the physical custody, the archivist keeps the ratéar the ownership
without using them while in the Legal title you leathe custody and also
the owner to use the materials and the copyrigimeows all yours.

Copyright ownership of Archival Materials

Copyright ownership of archival materials is thghtiinvestment in the
creator of a manuscript, his/her children or assggio publish or replicate
the manuscript or to authorize the production qulidation as the case
may be of the material. Copyright ownership lasts70 years but after
70 years, if the author has assigned a body todia&ege of the ownership
then the copy-right continues.
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Methods of Acquisition in Archival Institution
The methods of acquisition in archival institutionslude the following:

Transfer: Transfer occurs within an agency, institution cgamization
or family. The physical custody changes since tichiges take custody
of the materials. In other words, the materialsenaeated elsewhere and
the materials were transferred to an agency. ilhgortant to note that
ownership of the material has not changed irrespeof the transfer. The
originator of the material is still the owner oketdocument. The archive
is just responsible for the safety of these matetlzat have continuing
value. There is no control over the use of the na#eby the researchers
or external users except if the owner of the maltéeft instructions that
the material should be locked up and not be usezhiggne.

Purchases: This is when the materials or documents are botrght
anywhere, the original owner has transferred bloéhphysical custody
and the legal title of the material to the nextyarhe intellectual content
or property will belong to the person that boudiet materials.

Disadvantages of purchase

1. It could be quite expensive due to its value.

2. Focus may shift to individual items than the entiolection.

3. They only have monetary value, they are real objedgth no
research value. An example is an autograph.

4. Since money is involved there is a tendency tteatdrmay occur.

5. Fake replicas could be made available. People maggroducing
a look like of the original.

Gifts: Gifts are the transfer of ownership of materiaheiit any form of
financial consideration. The question needed tatleed when a gift is
been presented is if the person giving the gifthésowner?

Three (3) characteristics of a gift are

(a) Offer
(b)  Acceptance
(c) Delivery.

Gifts could be solicited that is sought for. Whegifa is received by an
archival institution, a lawyer must be present tocpss a document
known as théDeed of Gift Agreementto avoid having problems with
some claim for the gift. This agreement is a lggaber showing the
transfer of items from one person to another.

The basis for Acquisition in Archives

1. Statue: Laws enacted by a legislature signed byglilet executive
of the jurisdiction form the basis for the acqudsitof materials or
records.
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2. Administrative regulation: This may be issued bg &xecutives
in an agency or its branches anywhere or by anpenigent
regulatory agency in the discharge of their dutiathorised by
Statute.

3. Records Retention Schedule: This determines thedgarrecord
or document should stay in circulation before iatishived. Such
records should be kept in the facility for somedibefore they are
moved to another place. This could be monthly, tguigr or
annually. Records tagged permanent are eventuwatigferred to
archives.

4. Permissive Policy Statement: Archives policy startmuthorizes
the archives to acquire the records of an organizand other
records related to the organization but not geedrhy it.

5. Acquisition Policy approved by a Governing BodyorFa
systematic and consistent acquisition of recoradsraanuscripts,
there must be an approved acquisition policy sigbhgdthe
governing body of the generating institution.

Accessioning Records into the Archival Institution

Accessioning is the act and procedures involverdtnansfer of legal title
and taking records into the physical custody ofaarhival institution,
agency, records centre, or manuscript repositoene@ally, accessioning
is the action taken before taking the documents ihé custody of the
archival institution. Accessioning of records i@ archival institution
involves taking custody of records at the poinepofry into the archival
institution. The aim of accessioning records uguwirtarrival until their
final placement is to ensure these records wittalJegdministrative,
organizational or, historical value arrive safelytree archival institution
and are arranged swiftly. They are to be storedsardred with ease and
access to the records restricted when the needsariEhe archival
institution receives their records from many sosrsech as:

1. the public agencies ( these are usually small edfibandling

records)
2. records offices ( these are usually bigger offitasdling records)
3. non-governmental agencies
4. private entity owned by individuals.

There are three (3) types of control in archivalgbces. They are :

(@) Legal control
(b)  Physical control and
(c) Intellectual control.

Legal control: Legal control of archives and mamis involves taking
both physical and intellectual charge of the doaume&his means that
both the medium and the message are involved. Leagdtol could be
done through any of these six (6) ways/instruments:
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Oral Agreement: This is an oral transfer of tittecontract that is outlined
and agreed to by oral communication and not writkewn. It is difficult
to prove the terms of an oral agreement in the tevem breach, this type
of agreement is legally binding.

Purchase Agreement. This is the transfer of tite financial
consideration. In this case, a bill of sale or @enet reviewed by a legal
counsellor before signing must be presented.

Letter to Document the Transfer: This is the exdeaaf letters where
one writes to the custodian to keep the documemdisthe custodian
replies in writing, accepting the offer. It involveffer and acceptance.

Will: This instrument of control transfers the eitipon the death of the
donor. This is also done through writing of a lettethe agreement except
it occurs or takes effect upon the death of theodofithe material.

Note that a lawyer has to be present to help thaftvill and also to sign
the document in other to avoid any doubt in theireit The document
(Will) will not be revealed till the death of th@wlor.

Deposit Agreement: This is the placement of recandpapers in the
physical custody of a repository without the haretaf title. It is similar

to keeping money in the bank, in which case th&lsithe custodian of
the deposited money while the depositor is in admf the movement of
the cash.

Deed of Gift Agreement: A signed, written documemnt agreement
containing a voluntary transfer of title to readrponal property without
a financial thought. It is a contract that govetims materials that were
given out as gifts to the archival institution.

Physical Control: Once the legal control is esti@dd then the physical
control takes effect. Physical control involvespgiing and the actual
receipt of collections. The best way of shippingd azollection of
materials is best done personally. Documentatiaecéipts of materials
is very necessary, the repository staff will box éabel the materials and
try to maintain the original order of the material.

Intellectual Control: This is necessary for an ansh to establish control
over the content of the material(s) in the archinalitution’s custody.
Intellectual control is safe against issues suchoggright. Intellectual
control should be done before researchers' needbecanet. To achieve
this accessioning of records/log books are esderdizause the content
of the material needs to be made available.

The following questions are impertinent for prodecumentation of the
archival materials which the archival institutioses to account for its
actions and can as well as preserve informatiomtath@ attribution of
the archival materials.
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1. Who is transferring the material to the archivatitution? This
refers to the source of the material. Who is makireghandover
of the records to the archives? Is it from the goment or an
individual or a non-governmental organization?

2. What records are being transferred to the archiwezhe records
suitable for an archive? Do they have enduring e/alnd other
gualities of records charged to archival institng®

3. When the transfer of the records is complete, Wwappens to them
next?

The employees must ensure the safety of the mistedizring their
transfer from their originating centre and accessig. The staff is to
ensure that all paperwork is accurate and updad¢dhe point of
receiving records, all the newly transferred resotd the archival
institution must be appraised that is they all nlagsthecked to make sure
they are of the unique quality that is expecteddoy material in the
archive then they are acknowledged into the arthiaitution. The
evaluation of records transferred from the recardstres which are
responsible for handling smaller manuscripts isrésponsibility of that
records centre employee working under the directbrthe records
administration. The evaluation of materials transi@ directly from
bigger offices handling records is the duty of theords office team in
consultation with the records administration teaniethe assessment of
records that seem to be non-political is the dfithe archival institution.

When a record is appraised and accessioned intartiheval institution,
it automatically becomes part of the archives andubject to archival
regulations. Do you remember the principles of geet des Fonds;
Provenance and L’ordre primitive? Good! This is venthese principles
of archives that we had discussed earlier comeaction.

Uses of Accession

1. It provides inventory control over total holdingg boting the
location of each item.
2. It serves as a temporary finding aid, by providintgllectual

control over collection until more detailed arramgats and
descriptions are completed.

3. It provides worksheets for the control of work aities and helps
to establish priorities. Accession records cowddkbpt manually
or electronically in any database.

3.2 Arrival of the Archival Records / Handling ofthe Records
on arrival at the Archives

When new archival records are transferred frontards centre which is
usually a smaller office handling records, somdipieary tasks need to
be carried out by the staff before the transfeesBhpreliminary tasks are
listed below:
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1. Appraisal and selection of the records for trangéowing the

disposal schedule

Cleaning and tidying of the records

Removal of ferrous metal pins, clips, staples frira records

(metal pins will eventually rust and cause harmtte archival

records; they should be replaced with a plastic) pin

4. Labelling of the items with necessary identifyimfprmation such
as nameltitle; record group etc.

5. Boxing of the items and where boxes are unavaijdiematerials
should be bound together in methodical rolls pretevith paper.

6. Inventory, giving the name of the level in archivédse original
agency file identification numbers and titles am@ tcovering
dates. In a situation where the transfer is fronthwi the
establishment, the records centre transfer listneiimally be used
for this and can be interpreted to show the sesied pieces
transferred.

7. Complete the archival institution’s accessions form

w N

It is the responsibility of the leader of the rest®centre to send a detailed
summary list of the records and accessions logheoarchival office
before the transfer of the records. The head ofgberds centre will have
to fix an appointment (date and time) that is comeet for the records to
be delivered. This same task applies to the recavdsng directly from

a records office, the same preliminary practicd W done there by
records office staff. There will liaise between epnesentative of the
transferring records centre and the archival tih concerning the date
and time of delivery.

In a situation, where the manuscripts have not beganized for transfer,
the employee must ensure that the physical prepasatvhich include
the appraisal, arrangement, boxing, labelling asting is completed
before the records are placed in their final steraghin the institution’s
repository.

Procedures before Accessioning

Upon the arrival of records at the arrival instaat the following tasks
must be done by the staff:

1. Check the newly accessioned archive records facation of
tear, disaster, insect infestation and mould aridewi to identity
what step(s) or treatment should be carried out.

2. Check to make sure that all the new records angeply labelled
with their names for easy identification and acitely.
3. Store the manuscripts in a secured and short-téonage area

created for new accessions in order not to get tinemd up with
the already accessioned records in the archive.
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4. Cross-check the new materials against the repgsituy and
transfer list to ascertain that the paperwork doath those of the
archives and that none of the items which are ssggh@o have
been included was omitted.

5. Complete an accession form in the case where nadebken
prepared beforehand and obtain an authorising signan it from
the creating agency transferring the manuscripts.

6. The archival staff should make sure that an emtyhé accession
register is made

7. Acknowledgment of dispatch of the accession formttsd the
transferring agency has its record of the transfer.

Accession Form/Log
Accession form is a form designed in the architeecbntents include:

v Accession number
v Record group number and name ( this is where maptsor
records are coming from)

v Title of the collection

v Name and address of the source( this is where scapts or
records are coming from)

v Date of receipt of the records

v Description of collection ( includes dates, volugrgeneral subject

matter of the manuscript)

v Comments on restriction ( what the donor of theemal indicated
upon its delivery)

v Temporary location where the materials would beest@r kept
till the final storage is decided.

v Preliminary plans for processing that is identifica of divisions,
recommendation for arrangement, description, recenaation of
scheduling/plan of action, time and staff that vdoloé needed.

Completing the Archive’s Accession Form

It is very important as an archivist that you coetlthe accession log or
form. The accession log or form which is a docuntesigned to note the
handover of custody of the manuscripts to the a&athinstitution,
according to the policy or regulations of the eksainent. The accession
log is usually signed by the sender and receifitefecords, the accession
form is the physical proof of their transfer of tady. Accession form
must be kept securely and preserved permanenthnfeventual transfer
as part of the archival institution’s archives hesmas the accession form
gets filled up, it serves as evidence that suckeagent existed at a certain
time.

Behind the accession form, there is a checklisadfvities that the
archive’s team ought to undertake for that accessimy employee of
the archival institution is expected to carry dubthe actions listed and
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also to indicate they checked or accessioned ttwds by writing their
names and date on the accession checklist wheaotiam & completed.
For every record in the archival institution, ther®uld be an accessions
form irrespective of where the materials originat€de accession form
should be used for material to be added to thesrapy. The accessions
log could be completed by the individual conveting archival materials
to the institution. The accessions log always agomes the records
during transfer. In a case where the accession iyt to be completed,
the archival staff will have to complete and practdse accessioning as
soon as the manuscript arrives at its destination.

A different accession log is to be filled for evesypgle accession into
each level of arrangement of records. The archst@$ must ascertain
that all records are allocated to the correct aeclgroup taking into
consideration the provenance of each record. Thartthival references
such as the record group; series and file or itambers will be entered
on the accession form immediately. Organizatiothefarchival records
into group, series, or items must correspond tootiganization used in
the original record system. If the accessionirgnigddition to an already
existing arrangement in the archives and includeth la run of the
consecutive item number and other individual iteprsyiously retained
by the ministry, they can all be put on the saneessions log as long as
they are part of the same arrangement of the achiv

Archival staff should properly arrange and organittee original
accessions log properly and securely, marking cfbas as they occur.
They are expected to put a replica with the archivail they have been
placed in their final location in the archival rgjgory for easy access and
identification. When all these archival practicasdébeen completed, the
staff of the archive will endorse it by signing thack of the original
accessions log. Note that accession logs shoulifldseaccording to the
level of the arrangement. The archive is expeabesenhd a copy of the
completed accessions form to the agency or depassponsible for the
records. When the final item list when availalbleopy would be sent to
the creating agency so it can have full detailgsofecords. If any more
detailed list or descriptions is added, it willalse sent separately once
they are concluded.
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A picture of an accession form
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Completing the Accessions Register

Completing the accession register is another aatlpractice. But first,
the accession register is an official paper thatudeents the entire
archival repository’s acceptance (records) of raspmwlity for the
resources it documents. It is through the accessamthat confirmation
of handover of custody of manuscripts to the amhistitute is made.

The accession log is also used by the archivaitutisin as an internal
control tool (used in checks) for the archives.atig it is labelled and

kept secured and is not open to visitors' or rebess’ viewing or

accessibility. In a situation where a particulacession register volume
is exhausted, the exhausted, filled-up, or comgletecession register
should also be accessioned for permanent presemvas part of the
institution’s archives. In other words, the accessiegister is also an
archival material itself when the particular volunmeuse is full. It is

expected as a practice that, the archives stadt &iscertain that the
accession tallies with the information on the asme®s log and any
related lists and that the accession is completehe before making an
entry in the accession register. Some of the maipis@re missing, the
staff will immediately contact the transferringtigtion or, the depositor
to clarify the situation.

The newly accessioned manuscripts are expectegldodumented in the
accession log and there will be an entry to masdheccession form. A
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separate accession number will be allocated to eaici in the accession
register. This accession number is unique or spemm usually
comprised a sequential number and the year, gaaain at from lof
January each year. The accession number is normattgn on the front
of the accessions form when the accessions register has been made.
This helps to keep account of each copy of therdscm the repository
of the archive and helps to know when a partictdaord is missing from
the archive.

It is the responsibility of the repository to ass@ppropriate groups and
series to records. In the instance where the amresomes from the
records office or records centre, the staff resipbmsdecide the

appropriate series/file/item numbers before thengarrive. In this case,
the full archival reference (remember they arerdwdrd group, series,
and file) can be entered in the accessions regitténe staff has not yet
assigned accessions numbers when the recordscaiee® he/she will

enter sufficient details to identify the materiatgd full archival reference
later. Thus, in these situations, the accessionbeuwill be used as a
temporary control number.

In the accession register ‘action completed’ shawtdbe signed off until
all the expected actions on accession have beentdand completed.
This includes assigning the archives to a seriesdstributing a final
description of the records. It is important to makenote an entry
whenever an action on an accession has been dulyleted so one can
have an accurate description of any outstanding woany time. At least
once a month, the archival staff responsible facking the accessions
register must monitor which accessions have wartareing on them and
set out a plan on how to complete the outstanditigras. It is a rule in
the profession thatlo accessioning of manuscripts should have any
outstanding work for more than a period of 12 montls.

The following guidelines are to be strictly adhetedto help you as an
archivist in completing the accession register:

1. You must make a single entry of new records fohesacession
into each series.
2. You must enter the following information into eamiumn.

a. The accession number: Enter the year, followedbynext
available serial number, starting from 1 Januaryeath
year. Example 2012/1. 2021/2, 2021/3, etc. Thessice
number is unique no two records should have theesam
accession number.

b. The date it was received: Enter the date on wiiehécord
was received.

C. All necessary information on the new records reseiuf

the series number and title are known, enter tiBarnin a situation

where they are unknown, give a brief title/desaoiptto identify
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the materials. You are to enter the covering datesthe number
of boxes and in some cases you indicate the quantit

d. Source where the records were transferred frorhedepositor:
Enter the name of the creating records agency nssigle for the
materials. Assuming the records are from the recertdre add’
(RC)’ after the office or the name of the ministry.

e. The archival location contains information on tieaf reference
numbers given to the archives in the accessiorudngy the
record group, series and file numbers. They shbaléntered as
soon as they are decided.

f. Full remarks must be entered concerning any acesgictions on
the records of items missing from the accessiortined at the
time of transfer. It is vital to include any otheotes that the
archivist will find useful.

Initials of the person receiving accession and:d&ieter the initials of
the archivist undertaking the work and the date thgister was
completed.

g. All these we have listed are shown below in theupe

A picture showing entries in a accession register

Source: https://fhya.org/uploads/r/museum-of-archaeologg-an
anthropology-university-of-cambridge-
maa/2/0/f/20fe3c2111237a02a59ce4e9022484d8ea0dB38838bb563
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c89755e4039c5/MAA FE 1896 MAA Copy of Accession iReg
19 E 1896 59 p034 141.jpg

A picture of an accession register

Sourcehttps://img3.exportersindia.com/product images/bc-
small/2019/10/488259/accession-reqgister-157008&A9P847.jpeg

40 SUMMARY

This unit examined the general management of tbleial institution,
accessioning of records in the archive, the proeedio be taken before
accessioning and the information contained in teession register. In
summary, if records arrive from an external souitdas,the responsibility
of the archival staff to complete an accessionsnfdor the whole
package, by providing adequate information to iidie record group
and to take note of the provenance.

5.0 CONCLUSION

Due to the type of manuscripts in the custody efdlchival institution,
there is utmost need for the archive to be well agax and to achieve
this; the general management of the archival unstih must be well
planned according to the policy of the institutiofaining of the newly
employed staff of the archival institution must difehigh priority. The
staff should be trained on matters of security, howandle the records,
procedures to take when accessioning the recorishanimportance of
the records in their charge.

SELF-ASSESSMENT EXERCISE

List the guides for records selection.
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6.0 TUTOR-MARKED ASSIGNMENT

1. What are the criteria for the selection of architggscustody?

2. What are the steps to be taken in the acquisitibmrohival
materials?

3. What do you understand by Legal custody of archvaierial?

4. What types of statistics are recorded in annuabntepof an
archive?

5. List the procedures before accessioning upon artivayour
archival institution.

7.0 REFERENCES/FURTHER READING

Mauthner, N.S. & Gardos, J. (2015). Archival prees and the making
of “Memories”, New Review of Information Networking, 20:1-2,
155-169.

The National Archives (2016). Archive PrinciplesdaRractice: an
introduction to archives for non-archivists.
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UNIT 4 ARRANGEMENT AND DESCRIPTION OF
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1.0 INTRODUCTION

This unit describes what happens to records dfegr have been received
by the archival institution, and the principlesdiseidentify their original
order and origins. Archives are just like booksha library which after
the acquisition, must be accessioned and clasdhféore shelving. The
same goes for archives which are prearranged eénted (classification)
according to archival principles.

2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, you will be able to:

o discuss the level of arrangement of archives

o arrange the records according to group, seriestams

o explain how to arrange archives within series drmal levels of
arrangement

) able to apply the principles of levels of arrangetred archives.

3.0 MAIN CONTENT

3.1 Levels of Arrangement

The archival institution regardless of the formattedium divides its

archives into different modules which are itemizdd record groups and
series. This module ordinarily shows the ways ezdfhe records were
generated, maintained and also how they are/wesepred. There are
five levels in archivesNendell Holes of the United States National
archives invented these arrangements.
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Repository

This means the collection, holdings or documentsuniversities,
institutions, or organizations. It can also be désd as the storage for
indefinite or permanent placement. The total h@diof an organization
may be divided into major categories for storaganrarchive. Examples
of the repository are institutional archives, démantal archives, special
archives, religious archives and military archivé.collections will be
kept in the designated archives.

Record Group and Sub-Group

A record group is defined as a body of organizailynrelated records
established based on provenance with particularardegfor the
administrative history, the complexity and the vokiof the records and
archives of the organization or institution invadveThe record group is
usually thdargest unit of management about physical conffdle word
“group” in archive management refers to be thererdrchive produced
by a particular organization. Fonds can also beal usedescribe the
collection of records of a particular organizatimnan individual. For
government records, a record group refers to theeebody of the
archives produced by a ministry and its units sdinate to the ministry.
In the university, for instance, records originiem common sources
such as the academic planning unit, Human resouuces Vice-
Chancellor’s office, etc.

A sub-group is a body of related records withieeord group. It consists
of the records of primary subordinate administetimnits. The sub-
groups may also be established for record groups ¢hn best be
delimited based on functionality, geographical ohronological

relationship. It is important to note that a subwgp can be divided into
subsequent subdivisions. For example, a sub-gmoupe academic
planning unit can consist of staff matters whiletaer sub-group could
be students’ matters. A manuscript group is a boldyanuscripts in
manuscript archives. It is also equivalent to soréayroup. In a non-
governmental archive, the archival records produmgd single non-
governmental organization or by a public figure ananaged as an
archive group.

Characteristics of record and sub-record group

1. Both complexity and quantity of body of records &ken into
account in record grouping.

2. They are based on the Principle of Provenance.

3. They are established as collective groups to biraggther like
bodies of materials. This applies to institutiohatthave a large
number of entities.

4. Record groups must be clear and understandable.
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Series

Just as in publications, series equals a groupiles br documents
maintained together as a unit because of someareaip arising out of
their creation, receipts, and how they are usedgeAes documents a
particular function or process in the activities af individual or
organization. Series include letters and their espire compiled to make
up a series. The compilation of series makes ugtibegroup while the
compilation of the sub-groups makes up the recavdps. Series (Class)
is the basic unit of administrative control of aweth collections. Series is
the term assigned to the entire unabridged bodgairds produced by
and used in, a single recording system. For exgmpglee Bursary
department of a school. We have sub-units sudieggayroll, budget and
planning, expenditure and audit to mention a fé&le records from these
sub-units make up the series of the bursary depattnThe bursar’s
office will have files containing their various @rhal memo and if the
bursary department is now writing to the Vice Cladloe’'s office the
records from the bursary will form a records group the Vice
Chancellor's office. So in other words the Bursagpartment series
performs a specific function. The series genetallyfunction carried out
by a record generating center, while all the arefiw a series comprise
the pieces of papers combined to form record type & unit or
department. The records constituting series arerds within record
groups and subgroups that are related by creaditiivjity, use or form
whereas, the subgroup comprises records in diffedi@mats such as
files, bound volumes, boxes. A class has one palysl@aracteristic. It is
the basic unit of archival arrangement. An examgpl¢he minutes of
meetings. The archivist must preserve the methedioh the chronicles
are organized within the records center that cdetitem. In other words,
simply as an archivist, you are to make sure tha@$ toming from a
particular record center are stored together akewise the sets of
materials that share a common function.

The homogeneity of any series typically rests anliblk or volume of
the creating agency and the number of its archavnesthe way they are
preserved. For instance, in a government ministhere there are
numerous bulky and distinctive categories of reged files, and each of
these files has its peculiar function in the mimest, each series as they
are created must be treated as a separate sareisistance, the series
created in the bursary should be treated separtatetythose created in
the registry. The series should be given a titl@ctvwill give a clue about
the content of archives in the series. Archivaffsind researchers rely
on the series title to determine if a particulamtthey are searching for
Is in the comprehensive list of the series’ corgent
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ltems

Items are individual documents found within thee fiblders such as
letters or memos. An item is the smallest discuedttin an archive. It
could be a single record or manuscript. An itend@cument may range
from one page to several pages as the case maytexample is a copy
of an internal memo from one unit to another. Tihdvidual document
may be worked upon sometimes as the unit of hagdhough, in most
real-world circumstances, an item usually is a fileat contains
documents, or a volume containing pages.

File unit

File unit refers to the unit in which individualerms are grouped to
facilitate filing in the correspondence series. eTihe unit refers to the
individual files containing letters, memos, etcrakrgement of files may
follow chronological, alphabetical, geographicalprerical, and personal
order. It is important to note that there is neafic arrangement of
archival materials. Depending on the volume thstitition crafts out
what is suitable for them for easy identificatiancessibility, and use.

3.2 Arranging Archives within Series

The nature of the series is what determines thengement within it.
Professionally, archival materials are arranged @assthey were while
they are still active but this is not always theea In some cases, an
arrangement may have to be imposed on the sepesialy when the
majority of the archival records with enduring walhave not been
selected for preservation. Before deciding on amangement, it is
important to recognise the administrative, legiggatand historical
background of the manuscripts.

In arranging archives within series, 6 main typkearcangement may be
used and they are:

Numerical order: This is the form of arrangement of archives withi
series using figures. You can also refer to ilpsanumerical order when
a combination of numbers and alphabets are ustteawiginal registry
system or the numbering system for the records when are active.
Numerical order is the most commonly used arrangeimg when items
that are to be arranged do not follow a numericdéothen some other
arrangements may be considered. Arrangements nmemcal order
reveal the reason(s) they were designated, or hewadre most likely to
be explored.

Chronological order: The chronological arrangement also, referred to
as the date order of items, is arranged by yeantim and sometimes day
if the day is significant.
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Alphabetical order: This particular type of arrangement is often ukefu
in the archiving of geographical divisions, placesgions or names.
Alphabetical order is also used for series thaehavapparent numerical
order. This order is beneficial if there can beudher breakdown of
subjects into reduced classes or groups such agiMedwhich can be
Obstetrics and Gynaecology; Haematology; Gastroeloigy; General
Medicine.

Hierarchical order: This is the most popularly used method of
arrangement when a series consists of archiveshofig with a precise
structure reflecting levels of importance.

Geographical order: This is the arrangement used for series of arshive
originally organised according to their location.

Records type order: This arrangement is usually used for artificial
collections. Records are brought together for decthg or subject
purpose. This type of arrangement organises maptsadnto record
types or media for example corresponding mailspntsp pictures, etc.
This arrangement should be regarded as the lasinotat be used only
when no other type of arrangement is obvious.

The type of arrangement to be used in an archiitition depends on
the staff. It is possible to use more than one wfparrangement at the
same time. An example is when archival records aranged first

alphabetically then chronologically.

lllustration of Record group, Subgroup and Series
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1. Manuscript of an individual (Record
group)
Biographical records (Sub-
group)
Legal papers (Sub-
group)
Business papers (Sub-
group)
Tax papers (Series)
Receipts (Series)
2. Vice-Chancellor's Records (Record
group)
Fund Raising (Sub-
group)
Correspondences (Series)
In-coming (Sub-
series)
Outgoing (Sub-
series)
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3. Library and Information Science Records (Record
group)
Admission (Sub-
series)
Correspondences (Series)
Minutes of Meetings (Series)
Appointment & Promotions (Sub-
group)
Correspondences (Series)
Minutes of Meetings (Series)
Examinations (Sub-
group)
Questions (Series)
Correspondences (Series)

4.0 SUMMARY

This unit examined the level of arrangement (Reposi Group; Series,
File, and Items). Each arrangement was discusdedsxely. Arranging

archives within series was also discussed andypest of arrangement
Numerical order, Chronological order, Alphabetioatier, Hierarchical

order, Record type, and Geographical order weraidssed.

5.0 CONCLUSION
The arrangement of archival material is an impdreapect of archival

practices. As records are transferred to the aatimstitution, it will be
arranged using any type of arrangement that duits i

SELF-ASSESSMENT EXERCISE

Explain the levels of arrangement in the archive.

6.0 TUTOR-MARKED ASSIGNMENT

1. How many levels of arrangement exist in archivehcpices?
Discuss each level of arrangement.

2. Explain in detail the six methods of arranging areb within
series.

3. List and explain the types of arrangement.
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1.0 INTRODUCTION

It is important to take care of archives in youstody. This could be
achieved by making sure that all archival matersas accessioned and
transferred into a secure space that supports htection and
conservation while making them accessible to usenen needed.
Disaster is what nobody wants but it is unavoiddilé preventable.
Suggestions on how to go about it are made iruthits Once the archives
have been cleaned properly, labeled with their @gmpite names and
listed on the accession register, the next stefp isiove them to the
storage area of the archive. This unit describesstbring of the new
accessions into the archival institution and thallehges affecting
archives in Nigeria in the 21Century. It also looked at oral archives and
their pros and cons.

2.0 INTENDED LEARNING OUTCOMES (ILOS)

By the end of this unit, yowill be able to:

o practice how to store new records as they arrivihatarchival
institution.

o fill the different registers in archives.

o note the steps taken in completing the Archiveatioa register
and other registers.

o practice indexing of the archives and

o explain the challenges affecting archives in Nigdn the 21
Century.

o state what is involved in oral archives and itsybems.
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3.0 MAIN CONTENT

3.1  Storage of New Accessions

As new accessions are received into the archivatitiion, the
preservation capacity of where they will be is ¢desed. Due to the
enduring value of the records, special care iettaken when they are in
the custody of the archive. While in the archivadtitution, the member
staff in charge is expected to check if the archivethe custody have
started showing signs of insect infestation or ngrowth. If they are,
action is taken to ensure that they are disinfegtéd an appropriate
chemical that is not harmful to the records bef@aeng them placed with
other materials in the repository to avoid contaatiimg other records in
the archival holdings. All paper-based archivesudt if possible be
secured in a box to protect them from the usuaseawf deterioration
such as water damage; pests; dirt, light damagesé’hoxes should be of
good quality and durable so they can withstand nyaays of use. Boxes
are expected to conform to the archival standarch&iance:

o The boxes should be made of material that will icely
deteriorate or end up harming the archives in aay w

o The material used in making the boxes usually tredbis at least
1.5mm thick and not too acidic, with pH value ofvaeen 5 and 8

o All staples and fasteners to be used on the recouds and should

be made of plastic, brass or non-ferrous metalvhibahot rust.

In a situation where it will be difficult to box ¢harchives, which could
be due to the volume of the records or its shapegbensuitable for
boxing or unavailability of boxes, the archival doyee will need to
organize the materials into neat bundles and inesamases, make
available a better alternative to serve as a piggecovering. This means
wrapping them with good quality paper and secuthng bundles with
cotton tape. The bundles must be labelled withiaatineferences in the
same way that boxes are labelled so that the ceneme clear and
accessibility will be easy. All boxes and bundlassirbe labelled clearly
to show the group, the series and the range ofsiteambers inside. If
available, printed labels should be used but if nsé¢ an ordinary plastic
stamps. The labelling must be marked in clear darkng. Maps and
floor plans should be placed flat but if there csgpace, they should be
rolled properly inside a protective cardboard cadlereels of microfilm
should be placed inside a plastic case or a rustpmetal box for
safekeeping from moist, dust and rough handlinghAsal pictures are to
be placed in an acid-free album or individual ace folders before
placing them in boxes for storage. When all thesee been done and the
records have been cleaned, properly labelled,ynaatd properly boxed
and checked to ascertain all expected actionsare,dhen, the records
are ready to be transferred to the storage aréeeiarchive.
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The storing of records by series is usually basadtle level of
arrangement of records in the archival institutibhe series as a whole
will be stored together, in numerical order ofdikend items. Although, it
is important to know that not all series in a grong@y be stored together
as this would require the continual rearrangemérioses. The series
may be stored as a whole in one location but whisng not possible; the
designated staff of the archive will separate tbees and have them
stored in more than one location. But if an acaessiontains items
missing from earlier accessions, the items formarlgsing should be
inserted in their correct position in the sequeoicéems numbers. The
designated staff can decide where each accessmidshe stored by
using the location register and the floor planghaf institution. Some
records have more enduring value; a special lablebesadded to them
to specify the year they will be open, using therdimy ‘CLOSED
UNTIL'. Also, special storage arrangements willhade for the archives
to be closed for longer than the 30 years. Sificgedirs is the maximum
period an archive is expected to be open. lruatsiin where an accession
contains items that are particularly sensitive eagliire special storage,
these records would be placed in a locked storegge &he archival staff
designated to manage the materials will either naakeparate entry for
the items in the location register or would indekes in place of the
items, directing employees to them.

Security and Preservation Methods in Archives.

The security and preservation of archival mater@aé done to ensure the
safety and life span of documents, records, madseoiamanuscripts of
enduring value. Materials need to be preserved sewlred from
mutilation, theft, etc. There are different typéshweats or disasters faced
by archives. They are natural disasters (Hurrichnenadoes, Flooding,
Fire) and man-made disasters (fire outbreak daeston, flooding caused
due to water taps not properly closed)

Measures to prevent any form of disaster are:

1 watertight fire extinguishers

2. security guards, CCTV

3. fire alarm

4 ensuring the water taps and pipes are in good ttondn the

archives and the roofing is also intact.

The staff of the archives should be trained in $keurity and

preservation of archives.

6. When the archival records or materials are dampc¢énditioners
though they are quite expensive are advised tmdtalied in the
rooms usually they are good in the preservatiothefdelicate
materials in the archives. Alternatively, the migsrcan be aired
under the sunlight in a case where there are naokiditioners or
electricity.

o
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A constant power supply is needed.

When we have damp materials and is no sunlighttodeequent

rain, a dryer can be used instead. However, cast bmutaken in

the dryer’s setting to avoid over-drying the matksriwhich may
lead to tearing.

9. In situations of war, archives are advised to aoestbomb-
resistant walls for their materials

10. Researchers to the archives should be advisecetthasnaterials
carefully because of the delicate nature of theenmads.

11. Measure to curb infestation by insects such as aotkroaches,
silverfish, termites, book worms, moths, wasp sbould be put in
place. The shelves should be painted with oil gaiRumigation
should be done regularly.

12. Apart from fumigating the premises, chemicals sashGamalin
20 can also be used by wave of insects.

13. Mil dew( caused by dampness) affects books andr @tahival
materials and manuscripts. Usually, it destroysypeface of the
documents. To control or prevent this from happgniine relative
humidity of the archival institution should be kegpts5 degrees.

14. Dust is another obstacle to archival materialssThalso a health
hazard to asthmatic users. use a dry rag to desttélves and the
books with a hardcover.

15. DO NOT SLAP THE MATERIALS OR BOOKS rather wipe

with a rag and make use of vacuum cleaners for gwge

Slapping of the materials and books in the archoestroys the

spine of the books.

© N

Fire Alarm
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Insect (silverfish) infestation

Archival materials are unique and can be transfdrmtarough
reproduction. An example of materials that can f@dformed is a
photograph. This could be done by copying or digidion.

Theft

Although physical attacks may not be a danger thiaes and all the

collections in its custody but theft is a seriohaltenge. Many archivists
can testify that there is no defense against aecléief yet, measures
need to be taken to minimize theft in archives. 8ahthese measures
are:

1. Immediately the materials arrive at the archivée #&rchivist
needs to process them to show their ownership.
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Maintenance of bibliographic control over the avethicollection
IS very important.

Electronic security systems should be installestdad of security
guards, many archives now use the Closed Circui¢vison
(CCTV) for surveillance to check theft. When the TCis
installed in the reading areas of the archivesgoiveys the
activities of the readers to where the archivaff sta duty is
stationed to observe their activities. This helmuce the need for
human surveillance. For an archive with more thaa ceading
room, the CCTV method may not be suitable becatisieeocost
implication except if the archival institution igiah one. The idea
of CCTV is borrowed from banks because they usdot for the
protection of the banks against robbery.

Another system that can be used for the preservasind
conservation of archival materials is the two-wayran system.
This is safer and less expensive to get.

Reprography is another measure that can be usedctoe and
preserve archival materials. Reprography is theodmtion of
documents by photography or xerography. This helpsotect the
original copy of records while making photocopiesitable to
researchers, but it requires functional photocopyimachines as
well as a constant power supply.

Completing the Records Location Register

To complete the records location register, thestructions must be
followed carefully and strictly:

1.
2.

3.

use a single and different page for each archivem

make a single notation for each series, by arrgnginem in
numerical order

enter the locations of the materials in this farma

Archival digit/ Classification scheme/ Shelf letter

in a situation where the entire series of a paldic unit are
collectively kept together, in an uninterrupted roinshelving,
enter the serial number and the location of thet &nd last items
but if the series is split between more than ocation, enter each
location separately, giving the range of numberesach.

When all the above actions have been executed, aaigorizing
employee will confirm completion and sign at thelbaf the accession
log specifying the work is done satisfactorily.

Records Received from External Sources

The archive staff needs to discuss the terms anditens of acceptance
of materials when acquiring records from externakses. The terms and
conditions can be spelled out clearly on the acoesdorm or it can be
in a separate agreement signed duly by the depasitte records and
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the archival institution. These points should lzitied properly to avoid
any form of confusion or assumption by either @& garties involved:

1. if the title of the materials remains with the dsjar or is being
transferred to the archive.
2. arrangements for appraisal, either before or dfiertransfer, this

includes who makes the final decision
3. the disposition of materials not considered wpdhpermanent

preservation

4. plan for the provision of copies to searchers, timsludes
identifying the owner of the copyright and authatian of
publication

arrangement for the use, publication and copymgfihding aids
if the archives deposited can be used in exhilstion outreach
projects at the discretion of the director of thehaval institution

S

Accessioning Copies of Archives

All copies of original archives in the custody bktarchival institution

should be accessioned in the same way their otgymere accessioned.
The register of copies of archives contains det#ilall copies made of
materials in each group of records. The followimprmation must be

recorded:

1 the reference numbers original copies if any

2. item number assigned to the archives

3. type of copy ( a photocopy or microfilm) and number

4 the location for easy accessibility to avoid wagtine time of the
information seeker.

5. the chronicle of the archives should be labelledady and
securely placed.

Completing the Register of Copies

When completing the register of copies of recondgaur charge, follow
these instructions carefully,

1. always make use of a single page for each recanapgr

2. make a single entry for each series (if the whelges has been
copied) or each piece of consecutive items(if amnlgart of the
series has been copied)

3. enter the specifics in the following columns:

° reference number of the originals

o item number ( for each microfilm if the recordimsan
electronic format or other types of copy)

o type of copy and number (if the copy is marked wath
number)

o the position of the records in the archival repogit
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Indexing of the Archives

At the archival institution, researchers, scholegaders arrive most times
not having an idea which level of arrangement n@aytain information
that they seek. An index is a vital instrument thelips point readers to
the relevant class available in the archival ingth. Armed with a good
index, readers, researchers, and scholars can quage and accurate
searches, saving their time as well as that oftbhival staff time. The
archival institution may decide to create an inttethe item level so that
the seeker's attention is drawn to interesting \itial items
immediately. An index needs to be internally calesisand the archival
staff must follow the rules and guidelines stricilyit is established in the
archival institution.

An index is expected to consist of these 4 elements

The headings

The sub-headings

The archival references

‘see” and ‘see also’ references

The headings may consist of terms representin{pttoaving:

o corporate names(government departments, courtsmsEion
and businesses)

o personal names(names of government officials. omssies,
CEOs)

o places names (geo-graphical zones, countries, sstdteal
government)

o subjects ( land grants, schools, universities)

) record type ( fiscal accounts, maps and plans)

) generic information (record group).

Index entries are designed to aid the retrievahtdrmation from the

archives or the records office by information sesk&he index to the
archival institution should be kept in the spec@m called the search
room. If the index is on cards, the cards shoeldhéld in a card drawer
secured with a rod and only the authorised staffreanove it from the

card drawer.

3.2 Challenges Affecting Archives in Nigeria in tB 2F
Century

Despite the important functions that archives pdaghives in Nigeria still
faces some major problems which include lack of &ncapacity
building for the staff, lack of awareness by thélpwuof the collections in
their custody and the importance of these collestioinadequate
amenities, in-adequate qualified employees, fissales, poor condition
of services and outdated mechanisms used in tlseqagion of records.
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Most people are unaware of the benefits that cagolien from using the
archives. It has become important for archivalitagons to improve the
public’s awareness of the resources and servicakahble at the National
Archives of Nigeria, if this is done properly mamystitutions and

individuals will benefit from the available resoascand services it
renders which may end up helping all in their depeient efforts.

Despite being an agency of the federal governmém, National
Archives of Nigeria is deprived of some amenitiesattcan enable it to
achieve the aim of its establishment.

Amodu(2019) noted that beyond the achievementshef National
Archives of Nigeria, the shortage of manpowernsagor challenge of the
archives. He reported that as of 1986, there weee @ hundred of staff
at the institution by 2019, the number has dralfficaduced to less than
two scores including those on essential servigessecurities and others
in this category performing the works of over onmdired staff in the
national archives(NAI Archivist, 2019). Without aubt, working in an
archive is task demanding and it requires a higallef professionalism
that is only obtainable from training and retragiof both the existing
and newly employed staff. In the National ArchivédNigeria, the staff
were neither trained nor retrained on the rudimehéschives in line with
the changing phases of the globalized world. Thesms that presently,
the staff National Archives of Nigeria who the wats heritages are
under their custody and watch are still operasihthe elementary level
of archival management in the changing world

The 2F-century society is gradually moving towards diligiation. It
would be interesting to note that the National Arek of Nigeria are not
making progress in digitalizing her collections $oit the current
trend(NAI Archivist, 2019). For the National Arclaes of Nigeria to live
up to its expectations in providing effective, agpiate and unbiased
stewardship of a nation’s historical records, cstesit funding and
support must be made available (Council of Stateh#ist, 2013).
Another challenge affecting archives in Nigeriahs lack of funding.
This has led to having no functional power generatock of utility
vehicles for acquisition, inability to repair omptace damaged electrical
or mechanical equipment.

3.3 Users’ Services and Publicizing of Archives.

How do you as a library and information sciencedstu publicize
archives? These methods or ways could be used:

1. through the mass media such as the televisionp radid the
national dailies
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2. Through excursion and tourism

3. Though printing of posters and stickers (with dethi
information).

4. Through a referral from researchers that have tisedervices.

Users of archives differ in characteristics depegdin the location of the
archives. For example, archives located in thearsity community serve
staff and students while archives capacity servierbgeneous users.
Every archive must live up to its responsibilityprbviding information
to users and to achieve this effectively, an arhiwst have a policy
statement that outlines its conditions of use. Aaneple of a policy
condition is that archival materials are not tddmned, borrowed out or
sold to any individual. The archivist must be ug doing in guarding the
special collections in their custody. The policgtetnent must define who
the users are, the responsibilities of the archawvesthe number of records
of the archives that can be given to users at argngime.

Upon the arrival of the user or researcher to tichiee, the individual
must be interviewed to know what he/she wants. Eh@®ne to help the
archivist determine the materials needed by thizighaal. In some cases,
a letter of introduction must be requested fromubers especially when
the user is not from that academic environmenerii¢wing archival
users will help the archivist in a situation whtre material being sought
by the user is not available in that particularhare. The archivist can
either refer the user to another archive that heldsh material or the
archivist may help source it. This is akin to ifiteary cooperation.

Archival services can be publicized through théofwing:

1. Suggestion boxes. This helps the archivist to kmiwere the users
are not impressed or happy with their serviceshabthere could
be an improvement.

2. Reference services: This is a highly specializedice in the
library and archives because it is the section eheers make
inquiries and get the materials needed for theseaech. In the
library, the reference librarian is the person harge of the
reference section. The reference librarian is &@iro listen
patiently and attentively to users to understarmir theeds and to
serve them rightly. Such a person must have a gootnand of
the language of the profession. Good referencacgein an ac
depends primarily upon accurate comprehensiverfqdids and
knowledgeable, helpful reference staff. The refeeearchivist
combines a knowledge of the materials they adn@nigtith an
ability to deal with the users. The heart of thiemence process
lies in understanding the researcher’s inquiry simgigesting the
kinds of records that the archival institution tzet may be useful.
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The archivist is arranged and described accordinige principles
of provenance and original order, the referencéiast is the
translator between the subject-oriented questibasresearchers
usually pose and the records they administer.

3. The archivist needs to keep updated statisticatsbpage by the
archival users to know if the archive is makingimpact or not.
Keeping the statistics will help the archive to noye on their
services. Statistics also help to identify what #rchival users
need and the type of materials to acquire. Thislavéurther aid
provision of Selective Dissemination of InformatiqSDI)
service.

4. Exhibition is another way of publicizing an archivié is an
important public service that should be done aul@gintervals.
Exhibition is important because it helps to dratemtion to the
archival collections, thereby improving the infl@firesearchers.

Objectives of exhibition:

o To create awareness of the archives services dodmation
sources.

o To create demand and use for the information ssuand services
exhibited.

o To enhance the status or give credit to the efioirthe archives
staff

° To create awareness of the services of externabigos.

o To generate money for the archival institution.

Steps to take before having an exhibition

o Get permission or approval for the event.
° Set up an internal committee for the exhibition
o Above all, the reason(s) for holding the exhibitronst be mapped

out before planning because the exhibition is digityo method
that promotes the use of archival records and nTaipis.

Other ways archives can be publicized are:

Production of users’ guide in the form of handbothkat contain vital
information that could be useful to the potentetrpns. Such information
may include:

o the arrangement scheme used to organize the ¢olisct

° Information on the opening hours

o Rules regarding the use of the archival collectioesords and
manuscripts.

o Retrieval devices are available in the archivesibpdssible how

to operate them
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o Advertisement through Newspapers, Television, R4gufigles,
etc. Both electronic and print media. Although tmsy be
expensive, money must be spent to get good pupblicit

e An annual report is another important tool for atigeng the
archival services and products because, in evgmgrtethe
archive has a space to write about their servindpaoducts.

e Depending on the size of the archive, it may haudipations
like a newsletter.

e An archivist must be proud of his/her professiors A
professional, you are to make people love you a&raon
because if your users dislike you, they are bowundislike
your services too.

e When users are satisfied with your services indatuhives,
they will be the ones to publicize your archivestioers; and
when “others” finally visit the archives and theg satisfied,
they too will help to publicize your products arehsces.

e An archivist must be aggressive in marketing. $te needs
to know every aspect of the job and be proud &liways be
on alert, friendly, always offer assistance to ss@cause they
may be the ones to help you or your institutiopumblicity.

3.4 Oral Archives

Oral archives are undocumented materials of amaach is handed over
from one generation to another by word of moutbraily. Oral history
Is the oral account of events. In oral archivegumentation of an oral
account of an event is done through voice and widias different from
oral history. Oral archives rely on memories. Miatory is therefore the
target of an oral archive.

Equipment used in the oral archives is video ctss&tpe or voice
recorder. Oral archives are more interested inaitzé culture. They
capture contemporary events and even go beyomahisself. African
culture is diverse and is largely oral. Oral higtand oral archives ensure
the continuity and documentation of events as thayfold.
Documentation is very important in oral archiveseilefore both the
librarian and the archivist to a great extent hblk a duty to their users
to provide oral archival information.

Scope and Development of Oral Archives.

The vast nature of oral archives materials oftezs@nts problems in
acquisition and this should be handled carefully.Africa, there is no

trade list for the purchase of archival materiadd aecause of this, the
archivist will do well to identify a prominent inddual(s) in the society
especially old people to appraise their recordshd appraised records
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are good, the archivist need to obtain permissiefore from the old
people that gave them access to the oral archyedésre recording it and
in a situation where they refuse to oblige thene, dnchivist does not
have the right nor permission to do so becauseilitbe considered
illegal.

The kind of materials that can be captured in arahives include:

1. Religious activities such as Christmas carol, womesociety
meetings, crusades, Quranic citations.

2. The history or speeches of very influential peréitiea in society
can be captured using a voice recorder after wthiehrecording
can be organized, formatted, and distributed. Aangple past
Presidents’ speeches made in public. This is ysuakful to
disciplines such as Sociology, History, Archeology.

The acquisition, development of oral archives p@sggeeat challenge to
archivists because of the mode of transmissionstagdne orally and not
documented.

The advantages of archives and records includiotlosving:

1. Verification of facts

2. Compilation of the materials and records
3. Policy formulation

4. Project planning.

An archivist encounters problems with some indigidiespecially when
trying to conduct interviews, depending on the Hefity of the
information. Also, because people do request movtaie others insist
that clearance must be sort for before soughtviges are granted. All
aforementioned are the bottlenecks that oral aistisiencounter. The
only alternative to all of these problems is far tiral archivist to exercise
patience and caution. Caution and patience ardele attributes of a
professional archivist.

Education and Training Required for Oral Archives

There has been an unresolved debate about théngyaoh Archivist.
Some schools of thought are concerned whetherrtevest should be
trained as a historian or as a librarian? This nsoagoing debate
concerning the archivist. The problem is if theharist is trained as a
historian his emphasis will be on the historicgdexs of the work besides
observers have not observed that library trainoogi$es on the treatment
of individual items (library resources) while anghli training would
focus on the collection.
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T.R. Schellenberg opined that a library schooleathan the department
of history is better to offer the training a prafiesmal archivist would
require. An archivist should be trained as anigisthand not as any of
the two mentioned professions. The reason is ferdtchivist when
trained as one, will function well in the archivesAlthough if the
archivist ends up been trained as a librarian, atehivist should be
trained according to archival demands.

Legal Implications of Tape Recording Voice withoutPermission.

It is essential to have laws directing researcheisdents to deposit
copies of the tapes with a translation of theildfieork in the archives or
library. All institutions collecting oral archivdgérature should publish
their holdings so that they can be known and usethe researchers
interested in the holdings. This simply means angaawareness of the
holdings and also giving access to researcherbo@dh this does not
apply to materials with restrictions embedded ienth The Nigerian
Copyright Act of 1988 which was amended in 199théenabling legal
instrument for copyright practices in Nigeria. $@ctl of the Act grants
copyright protection to the following :

Literary works

Musical works

Artistic works
Cinematographic films
Sound recordings
Broadcast.

oA WNE

Copyright is also applicable to a tape recordingroértist’'s work or voice
without having permission. This is piracy in theswmundustry. Piracy is
a criminal offense and violator(s) can be chargeldny copyright
violators are ignorant of the seriousness of tb#ense because they see
piracy as a money-making venture. Almost all thieliactual works have
been pirated in Nigeria with unprecedented consetpse whereas these
pirates line their pockets with money and smilghe bank to deposit
while the original author, creator of the piratedrikwwallows in poverty.

piracy needs to be checked, and to arrest this twghd, an aggressive
public campaign should be mounted on the radiotal®yision stations
to help in sensitizing Nigerians as to the dangéerent in copyright
violation.
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4.0 SUMMARY

This unit examined the arrangement and descripgioarchives. We
discussed the storage of records including thoseived from external
sources into the archives for which the terms amdlitions must be set
out clearly. Information on steps on how to acaegses of archives and
complete the register of the copies is discussdull€hges affecting
archives in Nigeria in the 21Century such as lack of adequate training,
insufficient funding and improper preservation bé tarchived records
were listed. Ways to sell archives to the publelated. A little touch on
oral archives, their usefulness and problems @@ @bne. Lastly, there
were discussions on piracy and copyright laws.

5.0 CONCLUSION

In libraries, books are accessed and classifiedreeshelving for easy
accessibility when they are needed by library uséine same goes for
archived records, due to their importance theyt@tee treated with extra
care. The records are accessioned as they arrilie atchival institution
in other to claim ownership of the records. Thislime after terms and
conditions have been set out clearly on how togmkesthe record(s); and
for how long they would be active before dispo®aople should know
about archives through exhibitions and other mezngublicity. Oral
archives are important to let posterity know howdis in the past.

SELF-ASSESSMENT EXERCISE

Explain oral archives.

6.0 TUTOR-MARKED ASSIGNMENT

1. What are the steps involved in completing the aioagegister in
the archives?

What are the ways by which archives can be puklitils

What do you understand by Oral Archives?

What is piracy? How can it be minimized or eracidat

Explain some of the challenges affecting archiveNigeria in the
215t Century?

akrwn
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