Archives Guidelines for Branches and Regions

1.
Overview
With work done in Adelaide since mid-2002 to bring together and systematise archival materials from all parts of Australia, the College now has a rich resource for researchers both now and well into the future. The database of over 2000 entries uses FileMaker Pro (Version 6). The setting up of the College Archives was only possible because those involved in the early years of our history ensured the preservation of correspondence, minutes, papers, publications, photographs, reports and other audiovisual items which we now have safely stored in one location. 
These guidelines are designed to assist Branches/Regions to identify current and future items for inclusion in the College Archives, thus maintaining and adding to this national resource.  
2.
Lodging materials in the College Archives in Adelaide
Although archival materials are welcome at any time, Branch Presidents are asked to ensure that all archival materials relating to their term of office are forwarded to Adelaide as part of the transition to a new Branch President. The work of adding to the Archives and to the database will be done in Adelaide by the College Archivist. In due course, Branches/Regions will have access to the database through either a CD ROM, or (preferably) through the College website. 
3.
Processes at Branch/Regional Level
On an ongoing basis, Branch/Regional secretaries are asked to identify materials for transfer in due course to the College Archives. To facilitate this, early decisions made on what is ephemeral and what needs to be archived is important. 
The current list of database headings would be a useful checklist for determining what is sent to the College Archives.

Administration/Correspondence
Annual General Meetings

Awards

Conferences – National, conventions
Conferences – State, seminars
Constitution and Legal

Council – National

Current Issues

Educator Profiles/Papers
History of the College

Media and Corporate Image

Meetings – Committees, Executive etc

Membership

Newsletters and Newspapers

Oral History

Publications

Research & Projects

Regional Groups

Reports and Liaison

Strategic Planning     

                (As at September 2003)

4.
Audio/Visual items of special interest
Currently there are over 150 audio/CD recordings in the College Archives, along with a reasonable collection of historical photographs. Branches/Regions are urged to ensure that audio and even video recordings are made of major events, that significant photographs (with relevant details of events/names) are forwarded to the Archives. 

5.
Personal papers

Papers of significant educators are welcome, especially those with relevance to the College, including publications, articles, reports, press cuttings, along with any CVs and other biographical material.  A Release Form is required, and Current Privacy Laws need to be kept in mind.  
6.
Financial Records 

In most cases, this will be covered by forwarding audited financial returns tabled at Annual General Meetings, and the regular financial reports tabled at Branch meetings. Financial estimates/reports for special projects should also be forwarded. All other financial records – including bank books, bank statements, receipts, invoices, routine correspondence on financial matters etc - need to be kept at the local level for the statutory period, as legally required.    

7.
Items not required for the College Archives 

Routine paperwork such as membership enquiries, venue bookings, letters of thanks, stationery orders etc, should not be sent to the College Archives. In view of the Privacy Laws, do not send any confidential documentation – eg relating to nominations for awards, honours etc. 
8.
Readable Electronic Formats

At this time, selected materials will still be lodged in physical form. This would include publications, newsletters, photographs, press releases, newspaper cuttings, audiotapes, videotapes, CDs, and all “glossy” print materials (invitations, printed programs etc).
Increasingly, Branches/Regions would be asked to lodge materials in electronic format, on CD and/or by email attachment. It will be imperative that the programs used by Branches use a widely “readable” format, as steps will need to be taken to ensure that all electronic material is readable well into the future. 
9.
Access to the College Archives
This will depend on the nature of the information sought, any copyright considerations and the intended use of the materials. In the first instance, every effort will be made to assist Branches or Regions with requests for information from the centralised records. Some administration charges may be incurred. Requests for access/information from outside the College may be on a fee for service basis.  A small group of volunteers in Adelaide work in the Archives on a regular basis, and access by College members who are visiting Adelaide is encouraged, by appointment. 
10.
Conversations - Oral History Recordings

Any Branch/Region wishing to arrange oral history recordings is asked to liaise with Tony Ryan in Adelaide. For details of the list of interviews recorded to date, see the College website. 

11.
Branch History Officers   

This National Council initiative will ensure that one or more members at the local level become “the keepers of the knowledge!” Roles could include becoming familiar with the history of the Branch, liaising with the College Archivist on the embryonic History Page on the website for each Branch, and working towards Branch and Regional articles and activities in the lead-up to our 50th birthday in 2009. College Fellows would have an important role to play here. 
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Tony Ryan FACE
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