THE CATALOGUE – WHERE TO START? 

	Help!  How do I start to catalogue? 

What subject areas or types of records might best be produced?  


	Archival catalogues are multi-level.  

The main guidelines for creating catalogues is the International Council on Archives’ General International Standard Archival Description (Ottawa, 2000) often simply called ISAD(G) (thank goodness!).  

Really useful information on this can be found at 

http://www.archive-skills.com/infobytes/isad-g.pdf   

Although you can see more information about them at www.ica.org/test/biblio.php?pdocid=1 
This gives a set of four rules for different levels of description.  There’s also a set of guidelines created for A2A contributors that explains the relationship of the rules in ISAD(G) to catalogues created for A2A (see A2A - Guidelines for New and Revised Cataloguing).  

ISAD (G) follows four principles:

1.  Description proceeds from the general to the specific

2.  Information should be relevant to the level of description

3  Descriptions should be linked between levels (by making clear the level of the unit of description)

4.  Non-repetition of information - do not repeat information already given at first level 

Six essential elements are required if you think you’d like to exchange information on an international level:

1. Reference code

2. Title

3. Creator

4. Dates

5. Extent of the unit of description

6. Level of description

After that, there’s another 26 – but worry about those when you’ve done the first 6! 

For more reading (and the remaining 26) have a look at the excellent work by the Archive-Skills consultancy “Info-shot: ISAD (G): The Basics”



	Is there a historical context of the records to consider in the catalogue? 

What kind of records were or have been created so far?  What was the thinking behind these? 

How much time do you have to implement the system?

Are there other models/ organisations similar to your own for you to consider?

What level of training will be needed for internal or external content creators?

Is there particular legislation or regulations that cover your records?
 
	A basic guide to cataloguing aimed at volunteers working in museums is provided by the Subject Specialist Network on Archives in Museums: http://www.collectionslink.org.uk/find_a_network/subject_specialists/archives_in_museums  [NB no longer live, but project documentation is being kept here].  

Useful references:

A guide to cataloguing is available at http://www.nationalarchives.gov.uk/documents/basic_archival_principles.pdf though aimed at fairly confident users it is reasonably friendly and accessible.  

Guidelines for new and revised cataloguing: 

http://www.nationalarchives.gov.uk/documents/cat_guide_multi.pdf 

Cataloguing and Description

Archives, unlike objects, are difficult to browse: they tend to be groups of paper, often unlabelled and difficult for an outsider to understand. 

Describing and listing the material is therefore absolutely critical to understanding and accessing it. 

You might want to take professional advice on arranging and listing collections, preserving the original order and meaning may be a vital part of the process, and this could be built in from the start. 

It is also important to ensure that legal issues like Data Protection are considered when description and access are being developed.  

FURTHER GUIDANCE CAN BE FOUND AT: 

Introduction via Access to Archives: 

http://www.nationalarchives.gov.uk/documents/basic_archival_principles.pdf 

Basic editorial standards: 

http://www.nationalarchives.gov.uk/documents/cataloguing_standards.pdf
Basic guidelines on how to index: 

http://www.nationalarchives.gov.uk/documents/guidelines_for_indexing.pdf 

Guidance on Data Protection is available at http://www.nationalarchives.gov.uk/policy/dp/default.htm .

 


