
 

 

 

 

ARCHIVES 

PROCESSING MANUAL 

 

 

  



2 

 

 

 Congregation of the Sisters of St. Joseph in Canada, 2016, revised 2019, 

2020 

©2016, 2019, 2020 by the Congregation of the Sisters of St. Joseph in Canada. Archives 

Processing Manual is licensed under the Creative Commons Attribution-NonCommercial-

ShareAlike 4.0 International License. To view a copy of this license, visit 

http://creativecommons.org/licenses/by-nc-sa/4.0/. 

 

  

http://creativecommons.org/licenses/by-nc-sa/4.0/


3 

 

 

Contents 
Introduction ..................................................................................................................................... 7 

Section 1: Safety guidelines ............................................................................................................ 8 

Lifting and carrying ..................................................................................................................... 8 

Using step stools.......................................................................................................................... 8 

Using cutting tools ...................................................................................................................... 9 

Section 2: Steps in processing ï the big picture ........................................................................... 10 

Section 3: General handling guidelines ........................................................................................ 16 

Section 4: Processing ï preservation ............................................................................................ 19 

Section 5: Processing ï arrangement ............................................................................................ 22 

Naming files .............................................................................................................................. 22 

Separating items ........................................................................................................................ 23 

Arranging into series ................................................................................................................. 25 

Make labels ............................................................................................................................... 26 

Controlled vocabulary ............................................................................................................... 28 

Subject headings .................................................................................................................... 28 

Name authorities .................................................................................................................... 29 

Date and time formats ............................................................................................................ 30 

Local controlled vocabulary for physical description ........................................................... 31 

Local controlled vocabulary for subject access points .......................................................... 32 

Naming conventions .................................................................................................................. 34 

Electronic file naming ........................................................................................................... 35 

Numbering and abbreviations ................................................................................................ 37 

Section 6: Processing ï description .............................................................................................. 38 

RAD ï fonds level description .................................................................................................. 39 

RAD ï series level description .................................................................................................. 42 

Finding aids - example of a series list ....................................................................................... 43 

Finding aids -example of an archival description ..................................................................... 43 

Section 7: How to use AtoM ......................................................................................................... 46 

Step one ï create an authority record ........................................................................................ 46 



4 

 

 

Step two ï create an archival description for the highest level of the record group ................. 51 

Step three ï create archival descriptions for lower levels of a record group ............................ 62 

Creating archival descriptions for a series without a higher level description ...................... 70 

Section 8: Guidance on references ................................................................................................ 71 

Section 9: Archives copyright policy ............................................................................................ 72 

Section 10: Archives privacy policy ............................................................................................. 77 

Section 11: Image digitization guidelines ï general ..................................................................... 83 

Overview ................................................................................................................................... 83 

Standards for photographs and text ........................................................................................... 84 

Table 1 Bit depth, color space, resolution and format for preservation masters ................... 86 

Color management .................................................................................................................... 87 

General scanning and editing tips ............................................................................................. 89 

Quality control........................................................................................................................... 90 

Prepare images .......................................................................................................................... 94 

File names and metadata ........................................................................................................... 95 

File naming conventions for digital image files .................................................................... 96 

Dublin Core metadata ............................................................................................................ 97 

Table 2 Metadata fields for images ....................................................................................... 99 

Section 12: General workflow for image digitization................................................................. 100 

Create the preservation master ............................................................................................ 100 

Edit the service master ......................................................................................................... 103 

Make the access copy .......................................................................................................... 105 

To print ................................................................................................................................ 105 

Section 13: Specific workflow for print photographs ................................................................. 108 

Section 14: Specific workflow for slides and negatives ............................................................. 114 

Section 15: Instructions for making a PDF/A ............................................................................. 118 

Section 16: Digitizing audio ....................................................................................................... 120 

Standards for audio.................................................................................................................. 120 

Gathering information for audio digitization .......................................................................... 121 

Condition assessment .............................................................................................................. 123 



5 

 

 

Table 4 Signs of damage ..................................................................................................... 125 

Section 17: Workflow for audio digitization .............................................................................. 126 

General workflow for audio digitization ................................................................................. 126 

File naming conventions for digital audio files ................................................................... 126 

Preparing playback equipment ............................................................................................ 127 

Recording ................................................................................................................................ 128 

Testing audio ....................................................................................................................... 128 

Using Audacity software ..................................................................................................... 129 

Adding metadata: required fields ............................................................................................ 145 

Table 5 Metadata chart ........................................................................................................ 147 

Splicing instructions ................................................................................................................ 148 

Figure 1: An audio cassette ................................................................................................. 148 

Figure 2: Anatomy of audio cassette ................................................................................... 149 

Figure 3: Equipment ............................................................................................................ 149 

Figure 4: Broken tape .......................................................................................................... 150 

Figure 5: Placing tape .......................................................................................................... 151 

Figure 6: Trimming left side ................................................................................................ 151 

Figure 7: Trimming right side ............................................................................................. 152 

Figure 8: Matching ends at the angle ................................................................................... 153 

Figure 9: First piece of splicing tape ................................................................................... 153 

Figure 10: Before smoothing ............................................................................................... 154 

Figure 11: Reverse side taping ............................................................................................ 154 

Figure 12: Winding .............................................................................................................. 155 

Section 18: Digital preservation.................................................................................................. 156 

Formats .................................................................................................................................... 157 

Section 19: Workflow for digital preservation ........................................................................... 158 

Digital preservation system overview ..................................................................................... 158 

Accession numbers .................................................................................................................. 158 

Workflow for digital preservation ........................................................................................... 159 

Storage ..................................................................................................................................... 183 



6 

 

 

Manual updates and backups................................................................................................... 184 

Antivirus updates ..................................................................................................................... 184 

Manual backups and verification of external drives ................................................................ 184 

Archiving websites and social media ...................................................................................... 185 

Using Conifer ...................................................................................................................... 185 

APPENDIX I .............................................................................................................................. 186 

Types of metadata ................................................................................................................ 186 

Metadata standards .............................................................................................................. 186 

Metadata Fields for Websites .............................................................................................. 187 

Library of Congress Subject Headings ................................................................................ 189 

APPENDIX II ORAL HISTORY ............................................................................................... 192 

Hold a pre-interview meeting .................................................................................................. 192 

Prepare for the interview ......................................................................................................... 192 

During the interview................................................................................................................ 193 

Have good questions ............................................................................................................... 194 

After the interview .................................................................................................................. 195 

Using speech recognition software ............................................ Error! Bookmark not defined.  

APPENDIX III DECEASED SISTERS ..................................................................................... 205 

Recording and storing biographical information .................................................................... 205 

Preparing biographies .............................................................................................................. 207 

APPENDIX IV PRESERVATION METHODS ........................................................................ 208 

Pest control .............................................................................................................................. 208 

How to make an L-enclosure .................................................................................................. 209 

How to make a phase box ....................................................................................................... 210 

How to flatten rolled paper items ............................................................................................ 213 

Simple display mats ................................................................................................................ 214 

How to clean and repair paper................................................................................................. 215 

How to clean photographs ....................................................................................................... 217 

APPENDIX V TEMPLATES AND FORMS ............................................................................ 218 

Glossary ...................................................................................................................................... 227 



7 

 

 

Index ........................................................................................................................................... 235 

 

Introduction  

While all the examples, and the work processes in this manual are drawn from the Congregation 

of the Sisters of St. Joseph in Canada archives, the same processes apply to other archives. While 

each archives may have a different system of arrangement, each should follow the archival 

principle of respect des fonds, use the Canadian content standard, Rules for Archival 

Description known as RAD for description, and ensure preservation and safe handling of 

records.  

 ñNone of us is as smart as all of us.ò ~ Dublin Core Metadata Initiative. This manual will always 

be in beta. It undergoes revision whenever someone finds something worth changing. Thanks to 

our wonderful, amazing practicum students for their comments and suggestions. A huge debt of 

gratitude is owed to Chris Gonzaga of the City of Toronto Archives, for all his patient guidance 

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

also to Lisette Costa at the City of Toronto Archives for sharing her knowledge. We are grateful 

to Krista Jamieson of the University of Alberta Libraries for her advice on audio digitization, and 

Jennifer Vickers for developing our audio digitization workflow. We are indebted to Ben 

Lalande for his technical expertise on helping build our digital preservation system, and to Grant 

Hurley for his feedback on our workflow. And most of all, thank you to the Sisters of St. Joseph 

for their continued support.  

We are happy to receive feedback. 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
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Section 1: Safety guidelines 
 

Lifting and carrying 

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

 

¶ Place your feet so that they are shoulder 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 load on the edge of a shelf and push it into place. 

¶ Push a load rather than pull it. 

¶ Always use a cart for a heavy load. 

 

Using step stools 

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

¶ Keep hands above knee level when reaching down. 

¶ Keep navel in centre of stool when reaching sideways. 

¶ Donôt lean backward. 

¶ Donôt stand on tiptoe when reaching up. 

¶ Keep both feet on stool. 

¶ Lift object below shoulder height with two hands when it is up to 12 kg (26 lb.). 

¶ Lift object above shoulder height with two hands when it is up to 8 kg (18 lb.). 
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Using cutting tools 

¶ 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 angle away 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 through, flip 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 next hatch mark and grip the blade with pliers to remove it. 

¶ Store used blades in sharps container. 
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Section 2: Steps in processing ɀ the big picture 

1. The first step is to complete an accession record and deed of gift or transfer form. This 

establishes legal control over the materials. Give each new donation or transfer a new accession 

number. For example: 

2013-01 Jubilee photographs for 2013 

2013-03 Associate newsletters for 2012 

M2019-01 Jamaica Annals 

Make an accession record in the database. Use standard abbreviations for storage locations. See 

the numbering and abbreviations section later in this manual. 

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

is any. Do basic preservation work on the materials.  

 

3. Provide file titles and pencil these onto folders. Use upper case for proper names and for the first 

word in a title, and lower case for all following words in the title. Put the folders in order in a 

box. Make a list of all the folders in each box. Number the box and record the box number on the 

list. Add the box list to the accession record. The materials may be put in storage at this point. 

See example of a partial box list below: 
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Box 3 

 

Federation Surveys 

London Associates Reports to Federation 

Federation correspondence and reports 1991-2012 [1 /2] 

Federation correspondence and reports 1991-2012 [2/2] 

 

Dialogue correspondence 2011 

Agrégée Membership 2006-2011 

Associate leadership correspondence 2016-2017 

Leadership process correspondence 2014-2015 

Animator Team endorsement 2000-2010 

Animator endorsement 2011 

Animators ballots and correspondence 2011 
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4. Place boxes in the storage room and record their locations in the location list. Use standard 

abbreviations for storage locations. See example below: 

F01-S009 Sister Katherine McKeogh-

Superior General 1979-1987 

HF 1-3 

F01-S010 General Superior Office 1995-

2012 Box 1 

Top, B-1  

F01-S010 General Superior Office 1995-

2012 Box 2 

B-1 

F01-S010 General Superior Office 1995-

2012 Box 3 

B-1 

F01-SF17 Associates Program Box 1 Offsite storage 

F01-SF17 Associates Program Box 2 Offsite storage 

F01-SF17 Associates Program Box 3 Offsite storage 

HF01-S002  Jamaica Annals Box 1 Offsite storage 
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5. Arrange the materials into series and files and number the series and files. Revise the box list to 

create a finding aid. Try to respect the original order. You may have to restore order, for 

example chronological or alphabetical order. See example of first and final drafts of arranged 

lists below: 

F01 SF17 Associates Program DRAFT ARRANGEMENT 

Box 3 

Federation  

Federation Surveys 

London Associates Reports to Federation 

Federation correspondence and reports 1991-2012 [1 /2] 

Federation correspondence and reports 1991-2012 [2/2] 

 

Leadership 

Dialogue correspondence 2011 

Agrégée Membership 2006-2011 

Associate leadership correspondence 2016-2017 

Leadership process correspondence 2014-2015 

Animator Team endorsement 2000-2010 

Animator endorsement 2011 

Animators ballots and correspondence 2011 
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F01-SF17 Associates Program FINAL ARRANGEMENT  

Box 1 

F01-SF17-S010 Federation  

F01-SF17-S010-01  Federation Surveys 

F01-SF17-S010-02  London Associates Reports to Federation 

F01-SF17-S010-03  Federation correspondence and reports 1991-2012 [1 /2] 

F01-SF17-S010-03  Federation correspondence and reports 1991-2012 [2/2] 

F01-SF17-S010-04  Federation meetings May 2016, May 2017 [2020-4] 

 

F01-SF17-S011 Leadership 

F01-SF17-S011-01  Dialogue correspondence 2011 

F01-SF17-S011-02  Agrégée Membership 2006-2011 

F01-SF17-S011-03  Associate leadership correspondence 2016-2017 

F01-SF17-S011-04  Leadership process correspondence 2014-2015 

F01-SF17-S011-05  Animator Team endorsement 2000-2010 

F01-SF17-S011-06  Animator endorsement 2011 

F01-SF17-S011-07  Animators ballots and correspondence 2011 
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6. When there is time, create archival descriptions for the fonds/sous-fonds or series. After these are 

completed, enter the descriptions into Archeion, the online AtoM database. 

7. We initially do minimal description for our record groups, creating only descriptions for the 

highest level, whether that is a fonds, sous-fonds, 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 and subseries levels, but not the file and item levels. 
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Section 3: General handling guidelines 

1. No food or drink or candy or chewing gum allowed in the archives. 

 

2. Wash hands before working in the archives and after eating. Donôt use hand cream. Remove 

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

 

3. Use only soft pencils not pens in the archives. Use a white Staedtler eraser only. You can cut off 

the blackened bits using an Olfa knife. 

 

4. Always wear cotton or accelerant free nitrile gloves when handling photographs, textiles, and 

artifacts. Damage results when oils and acids on your hands get on the materials, as shown in 

these pictures: 

 

5. Handle all photographs and negatives by the edges only. Do not pick up artifacts by handles, but 

support instead from the bottom. 
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6. Store materials in acid and lignin free, legal size, full tab file folders. When materials are folded 

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 containing a 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, post-it notes, staples, rubber bands, metal 

paper clips, rubber cement, cardboard, and coated plastics. These 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 activity test, but this 

costs money. If the plastic has a recycling symbol, you can also check 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 advance and plan your route before moving objects. Check the object 

for damage before moving. Always use two hands. Support any object by holding from the 

bottom or using a support such as matboard or coroplast.  

 

12. Do not set heavy items on top of other items. Do not let items hang off the sides of the work 

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

 

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

 

Section 4: Processing ɀ preservation 

1. Remember the guiding principles of archives known as respect des fonds. This 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 should be respected.  

 

2. You start by making a box list when the material is accessioned. As 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 clips, rubber bands, coil bindings, binders and folders made of acidic materials. 

Leave fasteners that are of historic value such as ribbons with seals. If you must remove staples, 

use a microspatula not a staple remover. These pictures show why we remove metal fasteners: 
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4. Flatten items. Some items may need humidification to flatten. Do not try to flatten fragile or 

brittle items or photographs. These will need conservation. 

 

5. Rehouse photographs into unbuffered envelopes or mylar sleeves after dusting with a soft brush. 

Number each photograph lightly on the back (verso) right hand corner using a Stabilo pencil. 

Slides are labelled on the lower right corner of the cardboard or plastic frame. On the enclosure, 

indicate the fonds, series, file and item number(s) and number of photographs, slides or negatives 

in the enclosure. 

 

6. If there are photographs in the file, create a photograph information sheet that gives the fonds 

and series title, the fonds, series and file number, and the extent of the photographs. Place this 

sheet in the folder with the photographs.  This will be very helpful when you describe the 

records. 

 

Photographs  

Fonds and series title Jamaica Annals-Correspondence 

Number HF01-S002-02-07 

Extent 2 photos: b&w 

 1 photo: col. 
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7. Remove any unwanted materials such as duplicates, blank sheets of paper, plastic, or duotang 

folders. Discard these materials. 

 

8. Oversize items should be removed and stored separately. They can be stored flat inside L-

enclosures, four flap enclosures, or phase boxes. Make sure to place a separation sheet both with 

the item that has been removed, and 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 link each item to the appropriate 

fonds/series. Label artifacts using an acid free tag, or acryloid and a pigma pen.  

 

10. For framed and matted works, label with a pencil on the back (verso) right hand corner. It is 

generally preferable to remove items from frames and store flat. 

 

11. Label scrapbooks and albums on the inside of the front cover or the first page with 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, or make a phase box to store the item inside. 

 

12. Store bound items spine down in boxes or on the shelf. 
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13. You can photocopy newspaper and dispose of the originals because these are highly acidic, 

ensuring that if you intend to digitize, this is done before disposal, 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: Processing ɀ arrangement 

Naming files 

Do not include dates in the fonds title. The fonds title should be the name of the creator of the 

fonds. It is important that the official name is used. For example, Rimbey Hospital is the 

common name, but St. Paulôs Hospital is the official name.  

 

If there is a title on the folder, check that it accurately reflects the contents of the folder. Record 

the date range of materials in the folder in the title. Use upper case only for the first word in the 

title and proper names. Do not repeat the fonds or series title in the file title, e.g. London Annals-

Alma Street London. Be sure to record any title changes on the file and series list too! For 

example: 

Poor      Better 

London annals-Alma Street, London Ą London annals-Alma Street, 1975-1986 

 

When writing the title, use RAD abbreviations (RAD B.14) for locations. Put any additions of 

your own in square brackets. For example: 

London, Ont. not London, ON 

 

2012- date followed by hyphen for an open date 

 

School of Music [1965] 
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Using a soft pencil, write the file title on the folder tab or envelope. The title on the folder must 

match the title on the file and series list, including 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 separation sheet, and give the folder a 

label with the number and title, just as if the item was still in the folder. Put a separation sheet 

with the item, and a separation sheet in the folder. 

SEPARATION SHEET 

Items:  F15-S001-04-001 

St. Josephôs School of Nursing, Chatham graduation class ï 1916 [photo] 

Original location:    F15-S001-04  

Current location of items:  Map 1-2 

Reason for removal:   Oversize and fragile 

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

inventory list with the files named correctly: 
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F01-SF17 Associates Program BOX LIST 

Box 3 

Federation Surveys 

London Associates Reports to Federation 

Federation correspondence and reports 1991-2012 [1 /2] 

Federation correspondence and reports 1991-2012 [2/2] 

 

Dialogue correspondence 2011 

Agrégée Membership 2006-2011 

Associate leadership correspondence 2016-2017 

Leadership process correspondence 2014-2015 

Animator Team endorsement 2000-2010 

Animator endorsement 2011 

Animators ballots and correspondence 2011 

 

Potential Associates recruitment 2015 

Potential Associates recruitment 2016 

Correspondence re. new groups, Sept. 2012, June 2013 

Recruitment correspondence with Calgary candidate 2012-2013 

Potential candidates Sarnia 2014 

 

 

  



25 

 

 

Arranging into series 

Make a series and files list. To identify the series in a fond or sous-fonds, look for separate 

activities carried out during the course of 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 subseries were 

originally there, in other words if the materials were already arranged into some order. Only 

physically re-arrange materials if necessary, for example to restore chronological order of 

meeting minutes. Do not spend time on arranging the items within a folder. Make sure you make 

notes about whether you were able to keep the original order of the materials or had to impose an 

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

The series titles should reflect the function/activities that created each series. Do not repeat 

information given in the fonds title in the series title or information given in the series title in the 

subseries title.  

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, e.g. Yellowknife annals 2012 would precede Yellowknife annals 

2013 on a file list. 

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

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

And remember that an item does not have to have a corresponding file, but it may have. 
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Make labels 

Check over the 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 numbering! Also, this is 

your chance to make sure the fonds title, series titles and file titles do not duplicate each other, 

and that date ranges are correct. The titles on the file list must exactly match the titles on the 

physical files. 

 

Make the labels. Put the complete fonds, series, subseries and file number and below this, put the 

fonds, sous-fonds, series and sub-series titles. The file title should already be printed in pencil on 

the folder so you donôt add it to the label. Abbreviate the fonds title for Congregation of the 

Sisters of St. Joseph in Canada-London as CSJ London and for the Congregation of the Sisters of 

St. Joseph in Canada as CSJ Canada. Here are some examples: 

F01-  SF10-   S004-  01-    01  

CSJ London-Sr. Margaret Ferris-Education-Diplomas and Certificates 

ż   ż   ż  ż   ż  

Fonds number Sous-fonds number Series number  Sub-series number File number 

(The file title ñUniversity of Western Ontario B.A.ò is already on the folder.) 
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Apply the label with the number on the right front corner of the folder. 

 

Summary: how to make labels: 

Write complete number and everything except file title: 

 

F01-SF03-S001-01  

CSJ London-St. Josephôs School of Music-Memoirs  

(File title already on folder is ñChronicles 1967-1982ò) 

 

F06-S005-01    

St. Josephôs Hospital, Chatham, Ont.-Minutes 

(File title already on folder is ñHouse meetings 1936-Jun 6/52ò) 

 

MF01-S001-01-01    

CSJ Canada-Annals Leamington, Ont.-House History 

(File title already on folder is ñAnnals Leamington 2013ò) 

 

HF01-SF01-S001-01-01 

CSJ Hamilton-St. Maryôs Orphanage-Fundraising-Donations 

(File title already on folder is ñSt. Maryôs Orphanage donations 1939-1953ò) 
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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 title. Make sure to number the box since there may be several boxes with 

the same name.  

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

 

Controlled vocabulary 

Subject headings 

Use the Library of Congress Subject Headings and standard names. Here are some examples: 

Sisters of St. Joseph of London (Ont.) -- History. 

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.gov/). Click on the link Search Authorities. Choose Search Type ñSubject 

Authority Headings.ò Enter text in the Search Text box. Click on the tab Begin Search. When 

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

 Enter ñAlberta Hospitalsò which retrieves a search result ñAlberta Hospitals & Medical Careò 

which has a References tab. Click on this. You will see the authority record which gives the 

authorized heading ñAlberta. Alberta Hospitals & Medical Care.ò It tells you that this subject 

heading should be used for ñAlberta Hospitals & Medical Care.ò You are also given a See  link. 

Click on this. You will see ñAlberta. Alberta Hospitals & Medical Careò which has an 

Authorized and References tab. Click on this. You will see earlier and later authorized subject 

headings here. See also Appendix I. 

http://authorities.loc.gov/
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Name authorities  

Authorized names are given in bold. Use only authorized or official names. Check the Virtual 

International Authority File at http://viaf.org/  for names, and be sure to give dates of existence 

with proper names, surname first, for example: Kirwin, Sister Mary Leo, 1922-2015. You can 

also check the Library of Congress Name Authorities at https://authorities.loc.gov/.  

Congregation of the Sisters of St. Joseph in Canada - UF: 

 

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 Peterborough in Ontario 

Sisters of St. Joseph for the Diocese of Pembroke in Canada 

 

Note: The Library of Congress gives the corporate name authority as Sisters of Saint Joseph 

rather than Sisters of St. Joseph. We use the abbreviation ñSt.ò for ñSaintò in our archives. 

  

http://viaf.org/
https://authorities.loc.gov/
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Approved local abbreviations 

CSJ ï for The Congregation of the Sisters of St. Joseph in Canada 

NOTE:  Use CSJ Canada ï for materials in main archives, i.e. created post-amalgamation in 

2012 

Sr. for Sister 

St. for Saint 

Fr. for Father 

 

Date and time formats  

Use ISO standard 8601 for date when possible:  

YYYY /MM/DD 2013/09/01  = Year/Month/Day 

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

Always give the year in four digits and put slashes between the year, month, and day when 

embedding metadata in digital files. 

Use zeros in one digit numbers, e.g. 01, 02é 
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Local controlled vocabulary for physical description 

Controlled term USE FOR Common term 

audio disc  compact disc, 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  tape recording 

technical drawing   

textual record  manuscript, document 

photograph  photo, print, color 

transparency, slide, negative, 

carte de visite 
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Local controlled vocabulary for subject access points 

Controlled term LCSH Common term 

Sisters of St. 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  

Orphanages Orphanages Orphanage, Foster Care, 

Children 

Women Women  

Poverty Poverty Soup Kitchen, Homelessness, 

Shelter 

Catholic Church -- Missions Catholic Church -- Missions Missions, Convents 

Sister   Nun, Woman religious 

Leadership Leadership, Christian 

leadership 

General Council, 

Congregational Leadership 

Circle 

Chapter  General Meeting 

History History  

Oral history Oral history Storytelling 

Annals and chronicles Annals and chronicles Annals, Diary, Journal, 

Accounts, 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 of collectibles 

Display 

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 such as ñSisters of St. Josephò in 

quotes to keep as a single tag. Be sure to add controlled vocabulary to all media uploaded to the 

website. 
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Naming conventions 

The rules given in the ANSI/ARMA 1-1990 standard should be followed when having to supply 

new titles. Hyphens and apostrophes may be used but not periods. Use a hyphen after a date to 

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

title. 

Use religious title as written      Pope John Paul II 

         Sr. Mary Jo Fox 

Use official name St. Paulôs Hospital not 

Rimbey Hospital 

Spell out abbreviations Workerôs Compensation 

Board  not WCB 

Use only local approved abbreviations Use RAD abbreviations 

(RAD B.14) for locations 

Use Sr. for Sister 

Use CSJ for Congregation of 

the Sisters of St. Joseph 

Delete the word ñtheò      Keg Restaurant The 

Avoid slang, ambiguity, colloquialisms    Alcoholism not Drunkenness 

Be consistent with subject terms Use Sisters but do not use 

Nuns and Women Religious 

Put date last St Josephôs Hospice 2013 
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Electronic file naming  

Drive, folders and files should be named without using periods or special characters or spaces. 

File You can use a hyphen or underscore instead of a space. Directory names should not be 

longer than 21 characters, not including the file extension. The total path length should be less 

than 207 characters. For example: 

CSJ-Archives > Photos > London-historical-sites > F01-S001-01-01-001-pm.tif 

 = 67 characters 

 

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

CSJ-Archives > 400-Communication > 440-Reporting > 440-10-Annual-reports > 2014  

 = (5 levels) 

 

When naming files, give a short name. For example: 

F01-S023-Killam.docx 

f01-s001-02-010-pm.tif  

ch25-a-sm.wav 

 

Number different versions of the same file. For example: 

filename.ext  Original file 

filename-rev1.ext  Revised file with first set of revisions 

filename-rev2.ext  Revised file with second set of revisions 
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The filename for digital images and digital audio will include the identifier. The identifier is 

a unique name that is encoded in the Dublin Core metadata field Identifier. It persists 

throughout all versions. For example, f01-s001-02-010. 

When saving different formats of the same file, give each file the same name. Differentiate 

between the versions using affixes. Give the preservation master the suffix -pm, the service 

master the suffix -sm, and the access copy the suffix -ac. For example: 

 

f01-s003-02-005   identifier 

f01-s003-02-005-pm.tif   arranged preservation master  

f01-s003-02-005-sm.tif   non-arranged service master (edited) 

f01-s003-02-005-ac.jpeg  non-arranged access copy (edited and compressed) 

 

lo-001-001    identifier 

lo-001-001-pm.tif   non-arranged preservation master  

lo-001-001-sm.tif   non-arranged service master 

lo-001-001-ac.jpg   non-arranged access copy 

 

m26-a     identifier 

m26-a-pm.wav   audio preservation master side A 

m26-b-pm.wav   audio preservation master side B 

m26-a-sm.wav    audio service master side A 

m26-b-sm.wav   audio service master side B 

m26-a-ac.mp3    audio access copy side A 

m26-b-ac.mp3    audio access copy side B  
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Numbering and abbreviations 

Use these conventions for numbering and abbreviations. 

ACCESSION NUMBER 

2013-1 or M2013-1    Accession  

(use prefix ñMò for main archives) 

 

ART1      Artifact  

ART1.2     Artifact item in set 

 

FONDS NUMBER 

(Use M prefix for main archives, H prefix for Hamilton archives, and no prefix for London 

archives) 

F01 or  MF01    Fonds 

F01-SF01 or  MF01-SF01  Sous-fonds 

F01-S001 or  MF01-S001   Series 

F01-S001-01     Sub-series 

F01-S001-01-01-001 Sub-series and File and Item 

 

LOCATION CODES  

A-1     Shelf unit A, shelf 1 

VF 4-2     Vertical file cabinet 4, drawer 2 

HF 1-1     Horizontal file cabinet 1, drawer 1 

Map 1-3    Map cabinet 1, drawer 3 

Cab 1-2    Cabinet 1, shelf 2 

Wood 1    Wooden cabinet 1  

Book     Bookshelf (archives office) 

Offsite storage    Offsite storage 
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Section 6: Processing ɀ description 

We enter only descriptions which are suitable for public access into Archeion. (These include 

descriptions of fonds which do not have privacy or other access restrictions and which would be 

made available to public researchers.)  

We describe only the highest level, whether that is the fonds, sous-fonds, or series/subseries 

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 description, itôs best to quickly look through the records, to get an 

overview. Donôt spend too much time on this. Then, start with the physical description for each 

series (or subseries if your highest level is the series.) Note the beginning and end dates for all 

the records in each series. Discuss what kind of records, and what they are about, in a scope and 

content note. Only after this is done, fill in  the physical description, inclusive dates and scope 

and content fields for the fonds or sous-fonds level. Finally, do a brief administrative 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 semicolons. Use a colon before physical details, 

and a semicolon before dimensions. Use controlled vocabulary in the physical description area 

(see Section 5 on controlled vocabulary for physical description.) 
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RAD ɀ fonds level description 

Here are the required fields for the highest level of description: 

Title proper  (RAD 1.1B) The title is very important!  It is usually based on the official name 

of the creator followed by the word denoting the type of record group (fonds or sous-fonds or 

series). Give the authorized form of name for corporate bodies. If the corporation was known by 

several names, give the official name here, not the name it was commonly known by. RAD 

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

 

Class of materials specific details (RAD 5.3 for maps, RAD 6.3 for architectural or 

technical drawings) 

 

Level of description (RAD 1.0A) Enter ñfonds,ò ñcollection,ò or ñsous-fondsò or ñseriesò 

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

 

Identifier Enter fonds and sous-fonds number, 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 records 

creator, and the dates of the records in the record group. This latter date should encompass all the 

records included in the record group. RAD states ñThe date(s) of creation of a unit being 

described must fall within the range of dates of creation of the unit of which it forms a part.ò For 

example: If 1934-1985 are the dates of creation for a fonds, the dates of creation of a series 

within this fonds must fall within this span. Make sure to note two date spans in your archival 

description ï one date span is the beginning and end of the lifespan of the person or institution, 

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 measure 

height x width in centimeters. According to RAD: ñPrecede each physical description by a full 

stop, space, dash, space or start a new paragraph. Precede other physical details (i.e., other than 

extent or dimensions) by a colon. Separate each part of the description of other physical details 

by a comma, conjunction, or preposition. Precede dimensions by a semicolon.ò For example: 

1 photograph : b&w ; 6 x 6 cm + 1 identification key 

5 technical drawings : blueprint ; 25 x 42 cm 

3 photographs : col. 

1 collage ; 20 cm x 20 cm 
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Administrative history/Biographical sketch (RAD 1.7B) For corporate bodies, include 

dates of founding and dissolution; mandate; administrative relationships with other bodies; 

administrative structure; names of chief officers. For individuals, give place and dates of birth 

and death; places of residence; occupation, education and activities; names of family members. 

 

Custodial history (RAD 1.7C) Instead of this field, you will generally use ñNotes-immediate 

source of acquisitionò if material was transferred or donated directly to the archives. 

 

Scope and content (RAD 1.7D) Give information about the functions and activities that 

produced the records, the time period, subject, and geographical area. Also give information 

about the arrangement of the record group and its main format, e.g. minutes, correspondence, etc. 

 

Notes ï immediate source of acquisition (RAD 1.8B12) See custodial history.  

Notes- restrictions on access (RAD 1.8B16a) Note any access restrictions. If none, write 

ñOpen.ò 

Notes ï finding aids (RAD 1.8B17) Note that there is a series list. 

Notes-associated/related material (RAD 1.8B18) 

 

Access points (RAD 21) Use the subject headings and corporate names indicated in the 

Controlled vocabulary section, as well as Library of Congress subject headings. Do not repeat 

subject headings from a higher level of description at a lower level. 
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RAD ɀ series level description 

The required fields for lower 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, 

and access points. 

You do not provide the class of materials, administrative history or biographical sketch, custodial 

history, or notes at this level. You 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) Use fonds, sous-fonds, series, and subseries number as built.  

 

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

the dates given for the fonds, and encompass all the records included in the series or subseries. 

 

 

Note: cataloguing publications such as books: This would be applicable at the item level. For a 

series of books, there would probably be no file level at all, just a series of items. All the 

information that would show up in a basic library description will also be put in RAD. The 

publication date and place and the publisher's name are put in the date area in RAD.  Any 

information about publisher's series is a separate area in RAD, as is the area for the ISBN or 

ISSN (standard number). These two areas of RAD description are only used for published 
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materials, and only when they are provided. Many older books in archives pre-date the creation 

of ISBN, or are local productions which never applied for a number.1 

Finding aids - example of a series list  

This is an example of a partial series and file list for a sous-fonds: 

F01-SF17 Associates Program 

Box 3 

F01-SF17-S010 Federation  

F01-SF17-S010-01  Federation Surveys 

F01-SF17-S010-02  London Associates Reports to Federation 

F01-SF17-S010-03  Federation correspondence and reports 1991-2012 [1 /2] 

F01-SF17-S010-03  Federation correspondence and reports 1991-2012 [2/2] 

F01-SF17-S010-04  Federation meetings May 2016, May 2017 [2020-4] 

 

F01-SF17-S011 Leadership 

F01-SF17-S011-01  Dialogue correspondence 2011 

F01-SF17-S011-02  Agrégée Membership 2006-2011 

F01-SF17-S011-03  Associate leadership correspondence 2016-2017 

F01-SF17-S011-04  Leadership process correspondence 2014-2015 

F01-SF17-S011-05  Animator Team endorsement 2000-2010 

F01-SF17-S011-06  Animator endorsement 2011 

F01-SF17-S011-07  Animators ballots and correspondence 2011 

Finding aids -example of an archival description 

This is an example of an archival description for the same sous-fonds. 

F01-SF17 Associates Program 

 

 
1 L. Riedstra, pers. comm., 2014. 
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Title proper: Associates Program  

Level of description: Sous-fonds 

Identifier: F01-SF17 

Date(s) of creation: 1987-2018 

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 who has made a commitment to the mission of a religious 

community. In a study undertaken in 2016 by the Center for Applied Research in the Apostolate, 

two-thirds of religious institutes reported having an Associates program. In that year, there were 

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 Associates 

speak of being called to their role and having an inner spirituality that the programs allow to 

flourish. The charism of the Congregation of the Sisters of St. Joseph in Canada does not belong 

to any one congregation, but to the world. Both Associates and women religious are called to the 

same mission and charism, yet Associates and women religious are distinctly different. Where 

Sisters hold religious vocations with life in common to the mission and the charism through 

perpetual vows, Associates hold individual vocations with life to the mission and the charism 

and yearn for a deeper spiritual commitment, but individuals may be unable or unwilling to take 

perpetual vows. Associate requirements vary by community. Over time, there has been a shift in 

the leadership of Associate programs from vowed religious to lay directors. Some Associates 

have taken over ministries formerly run by the religious community. 

On July 9th, 1987, the Congregation of St. Joseph approved the movement towards having an 

Associates Program complete with a candidate process and formal training process. The program 

began on April 4th, 1989, in London, Ontario, Canada. The Associates Program was originally 

founded by Sister Doreen Kraemer and later administered by Sister Janet Zadorsky. As of April 

2017, administration of the program was taken over by two Lay Mentors, Mary Shamley and 

Ann Baker.  
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Scope and content: 

This sous-fonds contains directories, newspaper clippings, financial records, correspondence, 

presentation talking points, photographs, photo albums, promotional materials, a survey, 

handbooks, crafts, history timelines, meeting minutes, and reports. These records relate to the 

administration and operation of the Associates Program.  

 

The sous-fonds contain the following series: 

 

F01-SF17-S001  Directories and Lists 

F01-SF17-S002 Newsletters 

F01-SF17-S003 Finance 

F01-SF17-S004 Communications 

F01-SF17-S005 Events 

F01-SF17-S006 History 

F01-SF17-S007 Administration 

F01-SF17-S008 Peru Program 

F01-SF17-S009 Meetings 

F01-SF17-S010 Federation 

F01-SF17-S011 Leadership 

F01-SF17-S012 Candidate Process 

 

 

 

Notes: 

Immediate source of acquisition: The records in this sous-fonds were transferred from the 

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

of 2019. 

 

Restrictions on access: This sous-fonds is partially restricted to access by the public.  
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Finding aids: Series and file list available.  

 

References:  

Dan Stockman, óGrowing Number of Associates Partner with Religious Communities to Quench 

Spiritual Thirst,ô https://www.globalsistersreport.org/news/trends/growing-number-associates-

partner-religious-communities-quench-spiritual-thirst-41071, accessed 2020/11/3. 

 

OLVM Sisters, óCarol Zinn - Associates,ô https://www.youtube.com/watch?v=j_Jb9kWxVBE, 

accessed 2021/3/20. 

 

Section 7: How to use AtoM 

Archeion is an AtoM database with a web front end. Everything is connected in Archeion. There 

is a record for the repository which is connected to authority records for creators which are 

connected to fonds-level descriptions which are connected to series-level descriptions and so 

forth. Look at the Archeion entry for ñStettler Hospitalò which has an authority record, a fonds 

record, and two series records. 

Clear the cache before you use Archeion. Make sure to frequently click ñSaveò as you are 

entering data into Archeion. 

Step one ɀ create an authority record 

First, you have to create an authority record if there is not already one. The authority record 

contains the information about the person or organization that created the records. It links the 

person or organization to other related people or organizations. For example, the authority record 

for St. Josephôs Hospital, Chatham, Ont. links the hospital to the Congregation of the Sisters of 

St. Joseph in Canada and to St. Josephôs Hospital School of Nursing, Chatham, Ont. See below: 

https://www.globalsistersreport.org/news/trends/growing-number-associates-partner-religious-communities-quench-spiritual-thirst-41071
https://www.globalsistersreport.org/news/trends/growing-number-associates-partner-religious-communities-quench-spiritual-thirst-41071
https://www.youtube.com/watch?v=j_Jb9kWxVBE
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Go to the Add icon + at the top right of the web page and choose Authority record. You will 

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

 

First, click on the Identity  area. This is shown below. Enter data in the Type of entity field. You 

will generally choose corporate body. This is a required field. 

Click on the Authorized form of name field. Enter the official name but do not enter any dates. 

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

birth name. This is a required field. If there is another form of name, for example for a Sister, 

you can separately enter her birth name and her name with ñSisterò preceding in the Other 

form(s) of name fields. If you are entering a name for a person, enter the surname then first 

name, followed by the birth and death dates, e.g. Gagner, Eveline, 1917-2020. 

Next, click on the Description area. Enter the dates in the Dates of existence field. This is a 

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

the records in the fonds.  
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The History field is where you enter the administrative history. You actually enter the 

administrative history/biographical sketch in the Authority record. The administrative history 

fields in the description will automatically be filled in from this field in the Authority record. 

Other fields in the Description area that you can fill in are Places and Functions, occupations 

and activities.  

Go down to the bottom and press Create.  

NOTE: If you are trying to link to another corporate body through a relationship, create the 

other one before you do so. 

Click on the Relationships area. Click the Add new button under Related corporate bodies, 

persons or families. This will bring up a small screen.  
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Under the Authorized form of name field, you can enter any of the following: 

 ñCongregation of the Sisters of St. Joseph in Canada ï Londonò or subsitute another place for 

London, e.g. Hamilton, Pembroke, Peterborough. There will  already be a subject authority record 

in Archeion for these headings, so just accept the heading when it appears in the field. If you 

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

donôt want to do. 

The Category of relationship field will generally be ñHierarchicalò for a corporate body and 

ñFamilyò for an individual, but for Sisters it is ñHierarchicalò as well. 

In the Description of relationship field, enter some information about the relationship, e.g. 

ownership, administration, etc. For example, ñThe Sisters administered St. Josephôs Hospital in 

Sarnia,ò or ñSister Eveline Gagner was a member of the congregation.ò 

In the Date field, enter the dates of existence of the individual or organization. You put dates 

pertaining to the actual records later in the description. This will automatically fill in the Start 

and End fields. Then click Submit. Ignore the Related resources field that follows. 

Once this 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. 

Sometimes the span of dates of existence of the individual or organization does not match up 

with the date span of the records. For example, the St. Joseph School of Music was in existence 

from 1954-2005. However, this sous-fonds had some records from the former Sacred Heart 

School of Music which was its precursor, dating back to 1914. It also had only records dating to 

1988 from the successor. This meant that the dates of existence for St. Josephôs School of Music 

were 1954-2005, but the dates of creation (of the records) were 1914-1988. In this case, enter the 

dates of existence for the organization as 1954-2005 in the authority record, and later, in the 

fonds level description, enter the dates of creation for the records as 1914-1988. 
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Click on the Control  area. Do not worry about entering anything in the Description identifier 

field in the authority record. (It will give you an error message later, but disregard this.) In the 

Maintaining Repository field, enter ñCongregation of the Sisters of St. Joseph in Canada.ò 

Select ñFinalò from the dropdown menu in the Status field. Select ñPartialò from the dropdown 

menu in the Level of detail field. Select ñEnglishò from the dropdown menu in the Language 

field.  

Do make sure that if there are any dates in the title (referring to the dates of existence of the 

entity), these are entered in the Dates of existence field in the Description area and not in the 

Authorized form of name field of the authority record. 

Do not give bibliographical references in the authority record. Give these in the description 

record. 

Click Create  or Save at the bottom when you are done. 

Step two ɀ create an archival description for the highest level of the record group 

Once you have created the authority record, you can create the archival description for the 

highest level of the record group. This may be a fonds, or a sous-fonds, or a series. Click on the 

Add tab + as you did to create an authority record and choose the Archival description link. 

You will see many links to choose from, each of which contain many fields. 
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Each link is an area that, when clicked, displays fields. Enter data in the fields as indicated 

below. Do not put the date in the Title proper field. You can ignore all Institution identifier 

fields. The institution identifier is already populated from the record for the repository. 
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Title  and statement of responsibility area 

Title proper ï Enter the name of the creator followed by the word referring to the record group, 

for example ñfonds,ò e.g. ñStettler Hospital fonds.ò Use lower case for the word referring to the 

record group, e.g. ñfonds.ò 

General material designation ï Enter the type of material, e.g. ñMultiple mediaò if the record 

group contains textual records and photographs. Scrapbooks are ñMultiple mediaò but photo 

albums are ñGraphic material.ò 

Title notes ï Enter ñTitle is based on the contents of the ___ò and fill in the type of record group 

which is the highest level, either fonds, sous-fonds, or series. 














































































































































































































































































































































































