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Introduction

While all the examples, and the work processdkis manuabhre drawn from th€ongregation
of the Sisers of St. Joseph in Canaaizhives the same processes applytberarchives. While
each archives may have a different system of arrangement, each should follow the archival
principle ofrespect des fondsusethe Canadian content standaRuiles for Archival

Description known asRAD for description, and ensure preservation and safe handling of

records.

ANone of wus i s as smart alsitiavé. Thisménualvéll.alwayss Du b |
be inbeta.lt undergoes revision whenever someone finds something worth changing. Thanks to
ourwonderful amazingpracticum students for their comments and suggestohsige debt of

gratitude is owed to Chris Gonzaga of the City of Toronto Archieesll his patient guidance

and willingness to share his expertise in helping us understand image digitizaaoRk.you

also to Lisette Costa at the City of Toronto Archives for sharing her knowMtgare grateful

to Krista Jamieson of the University of Alita Librariesfor her advice on audio digitizatioand

Jennifer Vickers fodevelopingour audio digitization workflowMVe are indebted to Ben

Lalande for his technical expertise on helping build our digital preservation systdrto Grant

Hurley for hisfeedback on our workflonAnd most of all, thankouto the Sisters of St. Joseph

for their continued support.

We arehappy to receivéeedback. Please send your comments, and report any errors or
omissions to the Archivist, Congregation of the Sisters of St. Joseph in Canada,

csjarchives@csjcanada.org

- Mary Kosta, Congregational Archivist


mailto:csjarchives@csjcanada.org

Section 1:Safetyguidelines

Lifting and carrying

Prevent injury to your lower back. Follow these rules for lifting objects:

=4 =2 =4 A4 A4 A4 A5 -4 -2 -

Place your feeso that they arshoulder width apart with the load between them.
Keep arms and elbows close to sides.

Bend your knees and hips keeping your back straight.

Hold the load close to your body.

Lift smoothly and slowly. Use your thigh and leg muscles, not your back.
Pivot with your feet.

Make sure your path is clear and that you can see over the load.

Put the bad on the edge of a shelf and push it into place.

Push a load rather than pull it.

Always use aartfor a heavy load.

Using step stools

il
il
1
1
1
T
T
T

Carry objects so that you have a clear view and are able to climb up and down.

Keep hands above knee level when reagikdown.

Keep navel in centre of stool when reaching sideways.

Dondét | ean backward.

Donét stand on tiptoe when reaching
Keep both feet on stool.

Lift object below shoulder height with two hands when it is up to 12 kg (26 Ib.).
Lift object above shouker height with two hands when it is up to 8 kg (18 Ib.).



Using cutting tools

)l
T
T
T

= =A =2 =4

Keep the blade sharp because dull blades are more likely to cause your hand to slip.
Keep the blade as short as possible.

Retract the blade when not in use.

Cut at an anglaway from your body so your hand moves away from your body if it
slips.

Apply a firm pressure, use your arm to move the blade deliberately, and concentrate on
the material you are cutting as you watch the blade at all times.

You can cut half way throughjg the material, and cut the other side. Or you can use
several shallow cuts rather than one deep cut. Either way is safer.

Keep your thumb away from the blade.

Put your other hand away from the blade to avoid cutting it.

Expose the blade to the nédwtch mark and grip the blade with pliers to remove it.

Store used blades in sharps container.



Section 2:Steps inprocessingz the big picture

. The first step is to complete an accessaxord and deed of gift or transfer form. This
edablishes legal control over the materials. Give each new donation or transfeaecession

number. For example:

201301 Jubilee photographer 2013

201303 Associate newsletters for 2012

M2019-01 Jamaica Annals

Make anaccessiomecord in the database. Usenstard abbreviationfor storage locationsSee

thenumbering and abbreviations section later in this manual.

. Remove materials from box, making sure not to disrupt the origidal of the records, if there

is any. Dobasic preservation work on the mategial

. Provide file titles and pencil these onto foldéyse upper case for proper names and for the first
word in a title, and lower case for all following words in the ti#at the folders in order in a

box. Make a listof all the foldersn each boxNumberthebox and recordhe box number on the
list. Add the box list to the accession recorle materials may be put in storage at this point

See examplef a partial box lisbelow:

10



Box 3

Federation Surveys
London Associates Reports to Federation
Federation correspondence and reports 298P [1 /2]

Federation correspondence and reports 29890 [2/2]

Dialogue correspondence 2011
AgrégéeMembership 200&011

Associate leadership correspondence 22067
Leadership process correspondence 220%6
Animator Team endorsement 262010
Animator endorsement 2011

Animators ballots and correspondence 2011

11




. Place boxef the storage room and recorditiecatiorsin the location list. Use standard

abbreviations for storage locatioi®ee example below:

F01-S009 Sister Katherine McKeogh HF 1-3
Superior General 1979987
F01-S010 General Superior Offic&995 Top, B1
2012 Box 1
F01-S010 General Superior Office 1995 B-1
2012 Box 2
F01-S010 General Superior Office 1995 B-1
2012 Box 3
FO1-SF17 Associates Program Box 1 Offsite storage
FO1-SF17 Associates Program Box 2 Offsite storage
FO1-SF17 Associates Program Box 3 Offsite storage
HF01-S002 Jamaica Annals Box 1 Offsite storage

12




. Arrangethe materials into seriesd filesandnumber the series and fileseWse theébox list to
create dinding aid Try torespectthe original order. You may have to restore order, for
example chronological or alphabetical ordgee examplef first andfinal drafts of arranged
lists below:

FO1 SF17 Associates Program DRAFT ARRANGEMENT
Box 3

Federation

Federation Surveys

London Associates Reports to Federation

Federation correspondence and reports 298P [1 /2]

Federation correspondence and reports 298P [2/2]

Leadership

Dialogue correspondence 2011

Agrégée Membership 200811

Associate leadergth correspondence 204817
Leadership process correspondence 220%b
Animator Team endorsement 262010
Animator endorsement 2011

Animators ballots and correspondence 2011

13




FO1-SF17 Associates Program FINAL ARRANGEMENT

Box 1
FO1-SF1%S010
FO1-SF17£S010601
FO1-SF1#S010602
FO1-SF1#S01603
FO1-SF1#S01603
FO1-SF1#S01604

FO1-SF1%S011

FO1-SF1#S01101
FO1-SF17#S01102
FO1-SF17#S01103
FO1-SF1%#S011-04
FO1-SF1#S01105
FO1-SF17#S01106
FO1-SF1#S01107

Federation
Federation Surveys
London Associates Reports to Federation
Federation correspondence and reports 29890 [1 /2]
Federation correspondence and reports 29890 [2/2]
Federation meetings May 2016, May 2017 [2@20

Leadership
Dialogue correspondence 2011
Agrégée Membership 20a8011
Associate leadership correspondence 22067
Leadership process correspondence 220¥6
Animator Team endorsement 202010
Animator endorsement 2011

Animators ballots and correspondence 2011
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6. When there is time, create archidascriptions for the fondsousfondsor seriesAfter these are
completed, enter the descriptions into Archetbeonline AtoM database.

7. We initially do minimal description for our record groups, creating only descripgoorise
highest level, whether that is a fonds, stargls, or series. Keep the administrative history or
biographical sketch brief.

8. Later, if time permits, we describe and arrange to the box and folder level, creating descriptions
for all the series ansubseries levels, but not the file and item levels.

15



Section 3:Generalhandling guidelines

1. No food or drinkor candyor chewing gunallowedin the archives.

2. Wash hands before working in the archives and

jewelry. Avoid touching your hair and face when you work.

3. Use aly soft pencils not pens in the archives. Use a white Staedtler eraseYaumlgan cut off

the blaclened bits using an Olfa knife.

4. Always wear cottoror accelerant freaitrile gloves when handling photographextiles,and
artifacts Damage results when oils and acids on your hands get omatieeials as show in

thesepictures:

5. Handle all photographs and negatives by the edgesbalgot pick up artifacts by handles, but

support instead from the bottom.

16



6. Store materials in acid and lignin free, legal size, full tab file fold&tsen materials afelded
or stored in acidic enclosures, paper tears and becomes brown and fragile, as shown in these

pictures:

7. Label the enclosure, not the item, using a pencil. Do not write on anything that has items within

or below it, such as on an envelope contajra photo, or on a folder on top of another folder.
8. Cover items not in use with paper to avoid exposure to light, dust and water.
9. Do not use PVC (polyvinyl chloride) plastic, tape, pibstotes, staples, rubber bands, metal

paper clips, rubber cemergrdboard, and coated plastitbese pictures show damage from

rubber bands and tape:
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10.You can check if plastic is safe by sending it to a lab for a photographic activjtyuestis
costs moneylf the plastichas a recycling symbol, you can atdeck it. The only safe plastics

to use are:

-polyethylene such as ziplock bags (HDPE 2 or LDPE 4)

-polyester like mylar film (PET 1)

-polypropylene like VHS boxes (PP 5)

11.Prepare the work area in advameel plan your routbefore moving objects. Check the object
for damage before moving. Always use two hands. Support any object by holding from the

bottomor using a support such as matboard or coroplast.

12.Do not set heavy items on top of other items. Do not let items Hatigesides of thevork
surface Do not put items or file folders in your lap.

13.When removing an item from a folder, remove the folder from the box or cabinet before

removing the item.

14.Remove books from the shelf by grasping the sides, not the spine.

18



15. Never use the automatic feeder on photocopiers or scanners.

16.Keep your work area cleaDust off eraser crumbs using a brush, not your hands

Section 4:Processingz preservation

1. Remember the guiding principles of archives knowreapect des fond3his is the principle
that archives from different creators (the provenance) should not be intermingled, and that the

original order in which materials were created and used shou&spected.

2. You start by making a bolst when the materias accessionedds you work, make notes on
what series you identify, and what date ranges you encounter. This will be the basis of your

series and file list for arrangement.

3. Remove paper clipsubber bands;oil bindings, binders and folders made of acidic materials.

Leave fasteners that are of historic value such as ribbons withlsgals must emove staples

usea microspatula not a staple removEnese pictures show why we remove méateners:

19



. Flatten items. Some items may need humidification to flatten. Do not try to flatten fragile or

brittle items or photograph3hese will need conservation.

. Rehouse photographs into unbuffered envelopes or mylar sleeves after dusting with a soft brush.
Number each photograph lightly on the b&esrso)right hand corner using a Stabpencil

Slides are labelled on the lower right corner of the cardboardstigpframe On the enclosure,
indicate the fonds, series, file and item number(s) and number of photqggiaghds or negatives

in the enclosure.

. If there are photographs in the file, create a photograph information sheet that gives the fonds
and series titleghe fonds, series and file numband the extent of the photograpRtace this

sheet in the folder with the photograpfshis will be veryhelpful when you describe the

records.

Photographs

Fonds and series title JamaicaAnnalsCorrespondence
Number HF01-S00202-07

Extent 2 photos: b&w

1 photo: col.

20



7. Remove any unwanted materialsch as duplicates, blank sheets of paplestic,or duotang

folders Discard these materials.

8. Oversize items should be removed and stored separéhay.canbe stored flat inside-L
enclosures, four flap enclosures, or phase bdake sure tgplace a separation sheet both with
the itemthat has been removeahd in its original location, i.e. you need two separation sheets.

This picture shows a mylar enclosure:

9. Store artifacts and textiles separately, using separation sheets to lintegatihthe appropriate

fonds/serieslabel artifacts using an acid free tag,acryloid and a pigma pen

10. For framed and matted works, label with a pencil orbtek(verso)right handcorner.It is

generally preferable to remove items from framesstoce flat.

11.Label scrapbooks and albums on itiede of the front cover or the first pagéh a pencil, or

with a tag.Never take photo albums or scrapbooks apart. If necessary, interleave them with acid

free tissue and tie with cotton twill tape, orkaa phase box to store the item inside.

12. Store bound items spine down in boxes or on the shelf.

21



13.You can fhotocopy newspaper and disposehaforiginalsbecause these are highly acjdic
ensuring that if you intend to digitize, this is done betbsposal, since you want to use the
originals.If keeping newspaper, separate clippings from other materials with an acid free paper

sling or move to a separate folder.

Section 5:Processingz arrangement

Naming files

Do notinclude dates in thondstitle. The fonds title should be the name of the creator of the
fonds. It is important that thafficial name is used. For example, Rimbey Hospital is the

common name, but St. Paul 6s Hospital i's the o

If there is ditle on the folder, lseck thait accurately reflects the contents of the foldRecord
the date range of materials in the folder in the titlse upper case only for the first word in the
title and proper nameB.o na repeat the fonder seriestitle in the filetitle, e.g.LondonAnnals
Alma Streettonden Be sure taecordanytitle changs onthefile and series listoo! For

example:

Poor Better

LondonannalsAlma StreetLondonA LondonannalsAlma Street, 1978986

When writing the title, usRAD abbreviationgRAD B.14)for locations.Put any additions of

your own in square bracketsor example:

London, OntnotLondon, ON

2012 date followed by hyphedor an open date

School of Music [1965]

22



Using a soft pencil, write the file title on the folder tab or envelope. The title on the rfalcéer

match the title on the file and series listcluding capitalization and punctuation

Separating items

When items have been removed, separation sheets are used to link the item with its original
location in the series. In this case, make a folder for the separationasitegiye the folder a
label with the number and titlgist as if the item was stilhithe folder. Pua separation sheet

with the item, anc separation shegt the folder.

SEPARATION SHEET

Items: F15-S001-04-001

St. Josephs6s Schoolgraduatio\clags$ 19a6gphotal h at h a m

Original location: F15-S001-04
Current location of items: Map 1-2
Reason for removal: Oversize and fragile

This is amtherexample of a box list, before the records have been arranged. It is a basic

inventory list with the files named correctly:

23



FO1-SF17Associates Program BOX LIST

Box 3

Federation Surveys

London Associates Reports to Federation
Federatiorcorrespondence and reports 19901 2 [1 /2]

Federation correspondence and reports 298P [2/2]

Dialogue correspondence 2011

Agrégée Membership 20a8)11

Associate leadership correspondence 22067
Leadership process correspondence 220¥b
Animator Team endorsement 20@010
Animator endorsement 2011

Animators ballots and correspondence 2011

Potential Associates recruitment 2015

Potential Associates recruitment 2016

Correspondence re. new groups, Sept. 2012, June 2013
Recruitmentorrespondence with Calgary candidate 20023

Potential candidates Sarnia 2014
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Arranging into series

Makea series and filelsst. To identify the series in a fond or sefesids, look for separate
activities carried out during the c@arof business or daily life. A series is made up of records
that were created, received or used in the same activity. Try to see what series or sudaseries
originally there, in other words if theaterialswere already arranged intorae orderOnly
physically rearrangematerialsf necessaryfor example to restore chronological order of
meeting minutesdDo not spend time on arranging the items within a folskake sure you make
notes about whether you were able to keep the original order wfategialsor had to impose an

order. You will need this information for the archival description.

The seriegitles should reflect the function/activiti¢sat created each seri€o notrepeat
information given in the fonds title in the series title or information given in the series title in the

subseriegitle.

If there is no original order, you need to impose an order. In this case, choose to place files in
ascending order in the series, &.gllowknife annals 2012vould precedé ellowknife annals
20130n afile list.

Try to think if there will be future accrisato the fonds or series.

Remember &le is an intellectual construct that can consist of more than one folder or enclosure.

And remember that atem does not have to have a corresponding file, but it Inaae.
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Make labels

Check ovethe series and file list. This is an important step before labelling, in order to make
sure your numbering is correct. It is really easy to make mistakes in numbdsagthis is

your chance to make sure the fonds title, series titles and file titiestdluplicate each other,
and that date ranges are corrétte titles on the file list must exactly match the titles on the

physical files

Make the labed Put the complete fondseries subserieand file number and belowhis, putthe
fonds,sousfonds, series and stderies titls. The file title should already h@inted in pencibn
thefolders o you dondt .Abbdreviate the fands titte fdBdNngtegatioa of the
Sisters of St. Joseph in CanaddandonasCSJ Londorand for theCongregation of the Sisters of

St. Joseph in CanadesCSJ CanadaHere are some examples:

FO1- SF10 S004 01- 01
CSJLondon-Sr. Margaret Ferris-Education-Diplomas and Certificates
z z z z z

FondsnumberSousfondsnumber Seriesnumber Subseriesnumber File number

(The filet i tUhiversity of Western OntarioB.A. i s al ready on the| folde
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Apply thelabel with thenumberon the rightiront corner of the folder

Summaryhow to make labels:

Write complete numberand everything except file title:

FO01-SF03S00101
CSJLondorSt . Josephos-M&wiltsool of Musi
(File title already on foldeis AChronicles 1967982)

F06-S00501
St. Josephoés Ho#dMmutetsal , Chat ham,
(File title already on foldeis fiHousemeetings 193@un 6/52)

MF01-S00101-01
CSJ Canad@nnals Leamington, Ontlouse Histoy
(File title already on foldeis fAnnals Leamington 201

HF01-SF01S00101-01
CSJ HamiltorSt .  Maphanadgd-undraisingDonations
(File title already on foldeisiiSt . Ma r y 6 slondflionp 192095 e

Cc

Ont .
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Place folders in an acid and lignin free box and label the box with the fonds/sous fonds number
and fonds/sous fonds titlslake sure to number ¢hbox since there may be seal boxes with

the same name.

Use a spacer if the box is not full. Do not pack the box too tightly.

Controlled vocabulary

Subjectheadings
Use the Library of Congress Subject Headiagd standard nameddere aresomeexamples:

Sisters of St. Joseph of London (Ort.Mistory.

St. Joseph's Hospital (London, Ont.History.

Hospitals-- Ontario-- London-- History.

Orphanages- Ontario-- London-- History.

Mount St. Joseph (Convent: London, Ont.)

To find these subject headings, go to Library of Congress Authorities
(http://authorities.loc.goy/ Click on the link Search Authorities. Choddearch Typé& Subj e ct
Aut hori ty Headi nSpachdextbxn Cliekion thedak Begin Search hvéhen

you get your results, choose only Authorized Headings tabs. Here is a sample search:

Enter AAl berta Hospital so wlhoisph tradtsr i& Wes i a ad
which has a References tab. Click on this. You will see the authority nebarld gives the

authorized heading AAl berta. Al berta Hospital
heading shouldbes ed f or fAAl berta Hospitals & Medical
Click on this. You wil!/ see AAl berta. Al Dberta

Authorized and References tab. Click on this. You will see earlier and later authorized subjec
headings here&SeealsoAppendix |.
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Nameauthorities

Authorized nameare given in boldUse only authorized or official name&3heck the Virtual
International Authority File atttp://viaf.org/ for names, and be sure to give dates of existence
with proper names, surname first, for exampgliewin, Sister Mary Leo, 1922015 You can

also check the Library of Congress Name Authoritiggtat://authorities.loc.gov/

Congregation of the Sisters of St. Joseph in Canblifa

Sisters of St. Joseph of Hamilton
Sisters of St. Joseph of the Diocese of London, in Ontario

Sisters of St. Joseph of the Diocese of Peterborou@miario

Sisters of St. Joseph foreiocese of Pembroke in Canada

Note: The Library of Congress gives the corporate name authorigisiers of Saint Joseph

rather than Sisters of St. Josepharchies. use t he
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Approved local abbreviations

CSJi for The Congregation of the Sisters of St. Joseph in Canada

NOTE: UseCSJ Canada for materials in main archives, i.e. created oatlgamation in
2012

Sr. for Sister

St. for Saint

Fr. for Father

Date andtime formats

Use ISO standard 8601 for datben possible

YYYY /MM/DD 20130901 = Year/Month/Day

01:05:26 = 1 hour, 5 minutes, 26 seconds

Always givetheyear in four digitsand put slashes between the year, month, and day when

embedding metadata in digital files.

Use zeros in one digit numbers, e.g. 01, 02¢
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Local controlled vocabularyfor physical description

Controlled term

USE FOR

Common term

audio disc compaciisc, compact disk,
CD, vinyl record

optical disc optical disk

CD-ROM CD-R

digital video disc

DVD, digital video disk,
digital versatile disk

videocassette

VHS tape

audio cassette

cassette tape, audiocassette

audio reel reel to reel tape

zip disk USB drive, thumb drive
computer disk computer disk
architectural drawing blueprint

cartographic material map

graphic material artwork

moving image movie, film

object artifact

philatelic record stamp

sound recording

taperecording

technical drawing

textual record

manuscript, document

photograph

photo, print, color
transparency, slide, negative

carte de visite
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Localcontrolled vocabulary for subject access points

Controlled term

LCSH

Common term

Sisters ofSt. Joseph

Sisters of Saint Joseph

Church work

Church work

Ministry

Healthcare Medical care Hospital, Clinic, Nursing

Music Music Band, Orchestra, Choir

Education Education Teaching, Schools

Spirituality Spirituality

Religion Religion

Orphanags Orphanages Orphanagek-oster Care,
Children

Women Women

Poverty Poverty Soup Kitchen, Homelessnesg

Shelter

Catholic Church- Missions

Catholic Church- Missions

Missions, Convents

Sister Nun, Wonan religious
Leadership LeadershipChristian GeneralCouncil,
leadership Congregational Leadership
Circle
Chapter General Meeting
History History
Oral history Oral history Storytelling

Annalsand chronicles

Annals and chronicles

Annals,Diary, Journal,

Accouns, History

Canada

Canada

Ontario

Ontario

London (Ont.)

London (Ont.)

London Ontario

Corporate governance

Corporate governance

Policy

Gifts

Gifts

Donations

Archives

Archives
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Library outreach programs

Library outreach programs

Exhibit Exhibit, Display boards Display
Display of collectibles
Publications Publications Publication

Reference services (Libraries

Reference services (Libraries

Reference inquiry

Finding aids Finding aids Finding aid
Research Research

Training Training

Handbooks and manuals Handbooks and manuals Manual
Guatemala Guatemala Guatemala

Peru Peru

Chincha (Peru) Chincha (Peru) Chincha Alta Peru

Chincha (Peru: Province)

Chincha (Peru: Province)

Chincha Baja Peru

Chiclayo(Lambayeque, Peru)

Chiclayo (Lambayeque, Peru

Chiclayo Peru

*Note: when entering tags on Flickr, put multiple word tags ¢ hSisters of t. Josepin

guotes to keep assingle tagBe sure to add controlled vocabulary to all media uploaded to the

website.
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Naming conventions

The ruleggiven in the ANSI/ARMA 11990 standard should be followethen having tsupply
new titles Hyphens and apostrophes may be used but not pedsdsa hyphen after a date to

show the date is open (e.g. to firesent)Only capitalize proper names and the first word of a

title.

Usereligioustitle as written

Useofficial name

Spell out abbreviations

Use onlylocal approved abbreviations

Del ete the word fAtheo
Avoid slang,ambiguity, colloquialisms

Be consistent with subject terms

Put date last
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Pope John Paul II
Sr. Mary Jo Fox

St . Paul rnts
ol ital

Hospita

Wo r k €ompensation

Board notWCB

UseRAD abbeviations

(RAD B.14) for locations

Use Srfor Sister

Use CSJ for Congregation of
the Sisters of St. Joseph

Keg Restaurarithe

Alcoholism not Brunkenness

Use Sisters but do not

use

NunsandWomen Religious

StJosephos

Hospi ce



Electronic file naming
Drive, folders and files should be nameithout wsing periodr special charactes spaces

File You can use a hyphen or underscore instead of a dpaeetory names should not be
longer than 21 characters, not including the file extension. The total path length should be less

than207 characters. For example:

CSJArchives > Photos > Londenistoricalsites >F01-S00101-01-001-pm.tif

= 67 characters

The directory hierarchy should be less than 8 levels. For example:

CSJArchives > 406Communicatior> 440Reporting >440-10-Annuatreports > 2014

= (5 levels)

When naming filesgive a short namer-or example:

FO01-S023Killam.docx

f01-s001-02-010-pm.tif

ch25-a-smwav

Numberdifferentversionsof the same fileFor example:

filename.ext Original file
filenamerevlext Revised file with first set of revisions

filenamerev2ext Revised file with second set of revisions
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The filename for digital images and digital audio willinclude the identifier. The identifier is
a unique name that is encoded in the Dublin Core metadata fieltbentifier. It persists
throughout all versions.For examplef01-s00102-010.

When saving different formats of the same,fijive each file the same name. Differentiate
between the versions usingiaéfs. Give thereservation master tlseiffix -pm, theservice

masteithe suffix-sm and the access cofiye suffix-ac. For example:

f01-s00302-005 identifier

f01-s003-02-005-pm.tif arrangedoreservation master
f01-s003-02-005-smtif nonrarrangedervice master (edited)
f01-s003-02-005-acjpeg nontarranged access cofsdited and compressed)
l0-001-001 identifier

|0-001-001-pm.tif norrarrangedreservation master
l0-001-001-smtif nontarranged service master
lo-001-001-acjpg nonarranged access copy

m26-a identifier

m26-a-pm.wav audiopreservation master side A
m26-b-pm.wav audiopreservation master side B
m26-asmwav audio service master side A
m26-b-smwav audio service master side B
m26-aacmp3 audio access copy side A
m26-b-acmp3 audio access copy side B
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Numbering andabbreviations

Use these conventiongrfnumbering and abbreviatians

ACCESSION NUMBER
20131 or M20131 Accession

(use prefixiMo for main archives)

ART1 Artifact
ART1.2 Artifact item in set

FONDS NUMBER
(Use M prefix for main archivesi prefix for Hamilton archivesand no prefix for London

archives)

FO1 or MFO1 Fonds

FO1-SFO1  or MF01-SFO1 Sousfonds

F01-S001 or MF01-S001 Series

FO01-SO00:01 Subseries
F01-S00:01-01-001 Subseriesand Fileand Item

LOCATION CODES

A-1 Shelf unit A,shelf 1

VF 4-2 Vertical file cabinet 4, drawer 2
HF 1-1 Horizontalfile cabinetl, drawer 1
Map 1-3 Map cabinet 1, drawer 3

Cab 12 Cabinet 1, shelf 2

Wood 1 Wooden cabinet 1

Book Bookshelf archives office
Offsite storage Offsite storage
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Section6: Processingz description

We enteonly descriptionswvhich are suitable for public accaaso Archeion (These include
descriptions of fondwhich do not have privacy or other access restrictions and which would be

made available to public researchers.)

We describe only thieighest level, whether that is thends sousfonds, orseriegsubseries
levels.Later, if time permits, we return to the description and add the next lower level, which is

generally the series or subseries level. We do not describe at the file or item levels.

When doing an archival descriptiant 6 s best t o qui cktogetdnook t hr ol
overvi ew. Donét s pend startomth thre phydical deiscnpgion foneadh h i s .
seriegor subseries if your highest level is the seyib®te the beginning and end dates for all

the records in each seri&iscusswhatkind of records, anevhat they are abouin a scope and

content noteOnly after this is dondill in the physical descriptiomclusive datesndscope

and contentields for the fonds or sounds level Finally, doa briefadministrative history or

biographical sketch, and fill in any remaining fields. Be careful not to get bogged down in detail!

A note on punctuation: in the physical description area, start a new paragraph for each media
type.Use a space before and after colons and semicolonsa dsn before physical details,
and a semicolon before dimensiolkse controlled vocabularg the physical description area

(seeSection5 on controlled vocabulary for physical description.)
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RADz fonds level description

Here are theequiredfields for thehighest level of description

Title proper (RAD 1.1B) The titleis very important!It is usually based on thefficial name
of the creator followed by the wod#noting the type of record group (fonds or sfaumls or
series) Give the authorized form of name for corporate bodies. If the corporation was knov
several nams, give the official name here, not the nameai$ wommonly known byRAD

allows the dates of existence of the creator in the title.

vn by

Class of materials specific detail$RAD 5.3 for maps, RADB.3 for architectural or

technical drawings)

Level of description(RAD 1.0A) Enterffonds¢ ficollectionp or fisousfondo r i s e |

depending on what the highest level of the record group is.

i eso

Identifier Enterfondsand soudondsnumber and series number only if the series is the

highest level
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Date (RAD 1.4A,1.4B)In RAD, you record two dates: the dates of existence of the record
creator, and the dates of the recordtharecord grouprhis latter dateshould encompass| the
records included in theecord groupRADs t at es A The date(s) of

descri bed must fall within the range of

example: If 19341985 are the dates of creation for a fonds, the dates of creation of a serie
within this fonds must fall within this spaklake sure to note two date spans in your archiva
descriptioni one date span is the beginning and end of the lifespan of the person or institu

and the other is the date span of the records

Physical description(RAD 1.5A, 1.5B, 1.5C, 1.5D) This includes extent. Always measu
height x width in centimeter&ééc cor di ng t o RAD: #APrecede ¢
stop, space, dash, space or start a new paragraph. Precegdnpsizal details (i.e., other than
extent or dimensions) by a colon. Separate each part of the description of other physical ¢

by a comma, conjunction, or pr epbBosaxample: n .
1 photograph : b&w ; 6 x 6 cm }identification key
5 technical drawings : blueprint ; 25 x 42 cm

3 photographs : col.

[72)

creat

dat es

ition,

re

rach p

letails

Prec

1 collage ; 20 cm x 20 cm
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Administrative history/Biographical sketch (RAD 1.7B)For corporate bodies, includ
dates of founding andissolution; mandate; administrative relationships with other bodies;
administrative structure; names of chief officétsr individuals, give place and dates of birth

and death; places of residence; occupation, education and activities; names of fantugrsne

Custodial history (RAD1.7C)l nst ead of this f i el dmmegiatey

source of acquisitiono if material was t

Scope and contentRAD 1.7D) Give information about the functions and activities that

prodwced the records, the time period, subject, and geographical area. Also give informatipn

about the arrangement of trexord groumand its main format, e.g. minutes, correspondence

Notesi immediate source of acquisitionRAD 1.8B12)See custodial history.

Notes restrictions on acces$RAD 1.8B16) Note any access restrictions. If none, write

AOpen. o
Notesi finding aids (RAD 1.8B17)Note that there is a seritst.

Notesassociated/related materia{RAD 1.8B18)

Access pointgRAD 21) Use the subject headings and corporate names indicateel in

Controlled vocabulary sectioas well as Library of Congress subject headings. Do not repe

subject headings from a higher level of description at a lower level.

112
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RADz serieslevel description

Therequiredfields forlower levels are similar to those given at higher levels. You must include
the title proper, level of description, identifier, date, physical description, scope and content note,

andaccesgoints.

You do not provide the class of materials, administrative history or biographical sketch, custodial
history, or notes at this levefou do not repeat any access points given at the higher level of

description,

Special differences at the lower level of description to note:

Identifier (Series number) Usefonds,sousfonds series,and sibseries number dmiilt.

Date (RAD 1.4A, 1.4B)The date is very importanthese dates should fall within the range of

the dates givefor the fondsand encompass all the records included in the saregbseries

Note: cataloguing publications such as booksThis would be applicable at the item levebr a
seriesof books, there would probably be no figwel at all, just a series of itermsll the
informationthat would show up ia basic library description will also be put in RAThe
publication date and place and the publisher's name are put in the date area IArAD
informationabou publisher's series is a separatea in RAD, as is tharea for the ISBN or

ISSN (standard numbeffhese two areas of RAD description are only used for published
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materials, and only when they are providédny older books in archives pdate the crdan

of ISBN, or are local productions which never applied for a nurhber.
Finding aids- example of a grieslist

This is an example of gartial seriesand filelist for asousfonds

F01-SF17 Associates Program

Box 3
FO1-SF17S010 Federation
FO01-SF17S01001 Federation Surveys
FO01-SF17S01002 London Associates Reports to Federation
FO1-SF17S01003 Federation correspondence and reports 298P [1 /2]
FO1-SF17S01003 Federation correspondence and repb9$1-2012 [2/2]
FO01-SF17S01004 Federation meetings May 2016, May 2017 [2@20
FO1-SF17S011 Leadership
FO1-SF17S01101 Dialogue correspondence 2011
FO01-SF17S01102 Agrégée Membership 20a8011
FO01-SF17S01103 Associate leadership corresponded0&62017
FO1-SF17S01104 Leadership process correspondence 220¥5
FO1-SF17S01%05 Animator Team endorsement 202010
FO1-SF17S01106 Animator endorsement 2011
FO01-SF17S01107 Animators ballots and correspondence 2011

Finding aids-example of an archival description

This is an example of an archival descriptionthe sameousfonds

FO1-SF17 Associates Program

1L. Riedstra, pers. comm., 2014.
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Title proper: Associates Program
Level of description: Sousfonds
Identifier: FO1-SF17

Date(s) of creation:19872018
Physical description:

101 cm of textual documents

5 photographs: col; 16 x 11 cm (6 x 4 inches)

Administrative history:

An Associate is a layperson wihas made a commitment to the mission of a religious
community. In a study undertaken in 2016 by the Center for Applied Research in the Apos
two-thirds of religious institutes reported having an Associates program. In that year, there
56,000 Associates in the USA and Canada, and 90% of them were women, with 71% of
Associates being over 60 years of age. Like vowed religious, laypeople who become Ass(
speak of being called to their role and having an inner spirituality that the programsaall
flourish. The charism of the Congregation of the Sisters of St. Joseph in Canada does not
to any one congregation, but to the world. Both Associates and women religious are calle
same mission and charism, yet Associates and womerualigre distinctly different. Where
Sisters hold religious vocations with life in common to the mission and the charism throug
perpetual vows, Associates hold individual vocations with life to the mission and the chari
and yearn for a deeper spirit@mmitment, but individuals may be unable or unwilling to ta
perpetual vows. Associate requirements vary by community. Over time, there has been a
the leadership of Associate programs from vowed religious to lay directors. Some Associg
have aken over ministries formerly run by the religious community.
On July 9th, 1987, the Congregation of St. Joseph approved the movement towards havir
Associates Program complete with a candidate process and formal training process. The
began on Aril 4th, 1989, in London, Ontario, Canad&e Associates Program was originally
founded by Sister Doreen Kraemer and later administered by Sister Janet Zadorsky. As o
2017, administration of the program was taken over by two Lay Mentors, Maryehamal
Ann Baker.
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Scope and content:

This sousfonds contains directories, newspaper clippings, financial records, correspondery
presentation talking points, photographs, photo albums, promotional materials, a survey,
handbooks, crafts, history timeés, meeting minutes, and reports. These records relate to t

administration and operation of the Associates Program.

The soudonds contain the following series:

FO1-SF17S001 Directories and Lists
FO1-SF17S002 Newsletters
FO1-SF17S003 Finance
FO1-SF1#S004 Communications
FO1-SF17S005 Events
FO1-SF17S006 History
FO1-SF17S007 Administration
FO1-SF17S008 Peru Program
FO1-SF17S009 Meetings
FO1-SF17S010 Federation
FO1-SF17S011 Leadership
FO1-SF17S012 Candidate Process

Notes:

Immediate source of acquisition:The records in this sodfends were transferred from the

Associates office to the Congregation of the Sisters of St. Joseph in Canada archives in s

of 2019.

Restrictions on accessThis sousfonds is partially restricted to access by the public.
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Finding aids: Series and file list available.

References:
Dan Stockman, o6Growing Number of Associates P

Spi r it uhbtths:/AMvwigilolsmlsistedsreport.org/news/trends/growingberassociates

partnefreligiouscommunitiesquenchspirituakthirst41071 accessed 2020/11/3.

OLVM Si ster sAs ® €a intd:/end@.yauiube.com/watch?v=j Jb9kWxVBE
accessed 2021/3/20.

Section7: How to use AoM

Archeion is @ AtoM database with a web front erielverything is connected in Archeiohhere
is a record for the repository which is connedteduthority records for creators which are
connected to fondkevel descriptions which are connected to sdegel descriptions and so
forth. Look at the Archeion entry fdiStettler Hospital which has an authority recqrd fonds

record, and two series records.

Clear the cache before youuse Archelda ke sure to frequently clicl
entering data into Archeion.

Stepone 7 create an authority record

First,you have to create an authority recdrthere is not alreadgne The authority record

contains the information about the person or organization that created the riz¢imidsthe

person or organization to other related people or organizations. For example, the authority record
for St. Josephds Hospital, Chatham, Ont. |ink
St. Joseph i n Ca n a dtal Schooldf Nursingthathand, @st.Seetbélosv: Ho s p
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St. Joseph's Hospital, Chatham, Ont.

Authority record identifier - This is a mandatory element.

People and organizations » 5t Joseph’s Hospital, Chatham, Ont.

» Clipboard
Type of entity  Corporate body @ Add
Authorized form of name 5t Joseph's Hospital, Chatham, Ont. Export
9 X EAC

Dates of existence

1890-1993

History  In 1830 a meeting was held between Reverend Paul O.F.M of 5t. Joseph's
Parish Chatham, Reverend Mother Ignatia Campbell, and Mother Aloysia
Nigh, along with some of the prominent doctors of Chatham. They decided
that the community was in need ofa .. |i|
:I| =T

Functions, occupations and

activities

Chatham, Ontario; London, Ontario 1890-1993

Health care

Related entity

Related entity

»

Congregation of the Sisters of 5t. Joseph in Canada -- London (1868-)
Identifier of the related entity: CA-ON

ategory of the relationship: hierarchical
Type of relationship
Congregation of the Sisters of 5t. Joseph in Canada - London is the owner
of 5t. Joseph's Hospital, Chatham, Ont.
Dates of the relationship: 1890-1993

St. Joseph's Hospital School of Mursing, Chatham, Ont. (1901-1970)
ategory of the relationship: assocdiative

Type of relationship

5t. Joseph's Hospital School of Nursing, Chatham, Ont. is the associate of

5t Joseph's Hospital, Chatham, Ont.

Dates of the relationship: 1901-1970

b
Status  Final
Level of detail Partial
Dates of creation revision and  lupe 25 2014
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Goto th icon T at the top right of the web page and chdﬁamority recordi You will

see many links, each of which if clicked on, open the area to show its fields.

Q (+]

Edit People and organizations - ISAAR

Untitled
Identity area
Description area
Relationships area
Access points

Control area

First, dick on theldentity [area.This is shown belowEnter data in th&ype of entityfield. You

will generally choose corporate bodghis is a required field.

Click on theAuthorized form of naméeld. Enter theofficial name but do not entany dates.

For Sisters, choose the name they were known by at death, either their religious name, or their

birth nameThis is a required fieldf there is another form of namier example for a Sister,

you canseparatelenterherbirthnameand her name with @t®r stero pr
form(s) of name field If you are entering a name for a person, enter the surname then first

name followed by the birth and death dates, &ggner, Eveline, 191202Q

Next, dick on th area Enter the dates in tHgates of existenckeld. This is a

required field.These dates are the lifespan of the individual or organization only, not the dates of

the records in the fals.
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TheHistoryfield is where you enter the administrative histofgu actually enter the
administrative history/biographical sketch in the Authority recoheé administrative history
fieldsin the descriptionwill automatically be fillel in fromthis field in theAuthority record.
Other fields in théDescription area that you can fill in afelacesandFunctions, occupations

and activities

Go down to the bottom and pres{Creaté

NOTE: If you are trying to link to another corporate body througteitionship, create the

other one before you do so.

Click on theRelationshipsarea Click the Add new button und&elated corporate bodies,

"Record the authorized Related corporate body, person or family
form of name and any

. Authorized form of name
relevant unique

identifiers, including the
authority record

identifier, for the related Untitied
entity.” (ISAAR 5.3.1) .Canada. Royal Canadian Air Force. Wing, 2

Select the name from the 18th battalion (Western Ontario) association
drop-down menu; enter 1st Coniston Girl Guide Company

R EHE S 1st Conisten Wolf Cub Pack

narrow the choices. 99nd Bartalion

25 Year Club

2nd Canada Presbyterian Church (Galt, Ont)
39th Henry Hank Torontow Scouts

4-H Ontario

426 (Thunderbird) Squadron Association

A E. Ames and Co

A G. Smith Photo Specialities

A Grenville and William Davis Courthouse
A ] Johnson

A. McKillop and Sons Ltd.

A.V.Roe Canada Ltd.

AA. Greer General Store

AE. McKenzie

A.E. Ponsford Limited

Submit Cancel

persons or familiesThis will bring up a small screen.
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Under theAuthorized form of naméeld, you can entesiny of the following:

ACongregation of the SLehdpbpsoobrSsubdosapk &an
London, e.g. Hamilton, Pembroke, Peterboroudterewill alreadybea subject authority record

in Archeionfor theseheading, so just accephe headingvhen it appears in the fieltf.you

keep typing and hit enter, you will create another subject authority recorgdwhich you

donot want to do

TheCategory of relationshipeldwi | | generally be AHierarchical

AFamilyo fo,r bant ifnadri vSidsutadr s it i s fAHierarchic

In the Descriptionof relationshigfield, enter some information about the relationship, e.g.

ownership, administration, e€.or exampl e, AThe Sisters admini s
Sarnigbor ASi ster Eveline Gagner was a member of

In theDatefield, enter thedatesof existence of the individual or organizationYou put dates
pertaining to the actuaécorddater in the descriptioThis will automatically fill in the Start
and End fields. Then clidgubmit Ignore theRelated resourcdeeld that follows.

Oncethis is created, if you want to link to another authority record through a relationship, you
need to first create the other one, so both are created. Then you can go into one of the authority

records and try the relationship and it should show.

Sometimeghe span of dates of existence of the individual or organizatiesndd match up

with the date span of the records. For example, the St. Joseph School oisligicexistence

from 19542005. However, thisousfonds had some records from the former Sacred Heart

School of Music which was its prexsor, dating back to 1914. It also had only records dating to
1988 from the successor. This meant that the
were19542005,but the dates of creatidof the recordsjvere 19141988.In this case, enter the

dates of existencdor the organizatioms 19542005in the authority recordand later, in the

fonds level descriptigrenter thedates of creatiofor the recods as 1914988
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Click on theControl| area.Do not worry about enteringnything in theDescriptionidentifier

field in the authority recordt will give you an error message later, but disregard thghe
Maintaining Repositoryield, ent er A Congregation of the Siste

Sel €inald i rom the dr oSiauswrel menwWeilrectthd@ Parti al o
menu in theLevel of detaiffield. Sel ect AENngl i sho fr obangudgee dr opdo
field.

Do make sure that if there are any dates initlee(teferring to the dates of existence of the
entity), these are entered in tBates of existencield in theDescription] areaandnotin the

Authorized form of naméeld of the authority record

Do notgive bibliographicalreferences in the authority recofdive these in thdescription

record.

Click [Create or |Savelat the bottom when you are done.

Steptwo z create an archival descriptionfor the highest levelof the record group

Once you have created the authority recgadi carcreate the archival descriptiéor the

highest level of the record group. This may be a fonds, or afends, or a serie€lick on the

[Addtab T as you did to create anthority record and choose tiechival descriptiohlink.

You will see manyinks to choose from, eaatf which contain many fields.
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Untitled

Title and statement of responsibility area
Edition area

Class of material specific details area
Dates of creation area

Physical description area

Publisher's series area

Archival description area

Motes area

Standard number area

Access points

Control area

Administration area

Each link is an area that, when clicked, displays fidiager data in the fields as indicated

below. Donot put the datén theTitle properfield. You can ignee all Institution identifier
fields. The institution identifier is already populated from the record for the repository.
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Title and statementof responsibility area

Title properi Enter the name of the creator followed by wad referring to the record group,
forexamplefi f o,0edgsi St et t | er Hseslqwer tasd for theoml ceferring to the
record group,egif onds . 0

General material designatiortEnt er t he t y pKulotfi pnlag emeeatdl 3 0 ei. fg . t

groupcontains textual records and photographsScr ap tMudo ks paree medi ao but

al bumé&r apki @ material . 0

Titlenotess Ent er ATitle i s based amdt He |dontnenthse dfy
which is the highest levegither fonds, sodfonds, or series.
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