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Welcome

Welcome to the latest edition of RecordKeeping. 

In this edition we continue to bring you news from The National Archives
and the wider archives and records management sectors. In news Alex
Green, from The National Archives, explains the improvements being
made to cataloguing carried out in all government departments. 
In addition, we hear highlights from Amy Warner, about her visits to key
Israeli archives earlier this year.

Outreach work features throughout this edition. In case studies, James
Towe from North Yorkshire Record Office describes the confidence
gained by young offenders during the ‘Changes in Society’ project using
archival resources on crime and punishment. In addition, we hear from
the Royal Air Force Museum about the ‘Airmen in Exile’ project and the
ongoing work to collect material relating to European citizens serving in
the Air Force during the Second World War.

Improvements to services also feature throughout our case studies 
section. We hear from Cambridge Assessment Archive Service on how 
an upcoming anniversary sparked interest in the archive and how, as a
result, improvements to the service were made. Elsewhere Ava
Wieclawska, Records Manager at Wirral Council, explains the advantages
of consolidating archives and records management services, and the 
benefits gained through shared resources whilst making financial savings.

Last, but by no means least, our standards and guidance section includes
the recently published Public Service Quality Group Access Standard in
which David Mander explains the changes and the sources now available
online.

Thanks for reading, if you would like to contribute to the next edition of
RecordKeeping please email � recordkeeping@nationalarchives.gov.uk

Rosie Logiudice and Catherine Guggiari
Editors

RecordKeeping is published quarterly by The National Archives to provide news and informative articles for all 
involved in archives and records. It provides the wider archives and records management communities a forum 
in which to share experiences, advice and opinions.
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I was recently invited to 
Israel by the Rothschild
Foundation (Yad Hanadiv). 

The Rothschild Foundation
(Yad Hanadiv) has been 
impressed by the UK's
progress in making archive
catalogues available online
and in the development of
archival networks. They 
are hoping to support the 
development of something
similar for Israeli Archives. 

While I was there I had the 
opportunity to visit key Israeli
archives, and to get a sense of an
archival sector in a different 
country, which is facing some 
strikingly different challenges. 

Israel State Archives
On the first morning of my trip I
visited the Israel State Archives. 
On my arrival I was met by
Yehoshua Freundlich, the State
Archivist. He gave me an 
introduction to the structure of 
the archival situation in Israel, 
and the records held by the 
State Archives. These mainly date
from the formation of the Israeli

State 60 years ago. However, there
are some collections that pre-date
this, including some records of the
British Mandate (although these 
are mainly held at The National
Archives, UK).

The most notable factor about 
the Israel State Archives is that 
they are on a much smaller scale
than The National Archives in the
UK. The Archives get about five 
visitors a day, and are housed in 
one floor of an office block, with 
the storage facilities nearby.  

Central Zionist Archives
On the second day of my visit I    �
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Exploring Israeli archives 
Amy Warner - Product Manager: Applications, The National Archives

Jerusalem



was joined by my colleague Leah 
Chapman. We visited the Central
Zionist Archives, which are 
located in a purpose built archive
building near the centre of
Jerusalem. They have a fascinating
collection, including about 1,500
collections of private papers. 
Perhaps their saddest record is an
archival finding aid that relates to
the Jewish Agency, which, since its
formation in 1929, has had 
responsibility for immigration into
Israel. The Archive holds two sets of
card finding aids for immigration
records – one contains details of
successful immigration applicants,
the other details of unsuccessful 
applicants, many of whom died in
the Holocaust. 

Online catalogues
As part of my visit I was invited to
speak to a round table meeting of
Israeli archivists about the progress
made in the UK with making
archival catalogues available online.
The meeting was attended by a
number of key individuals, 
including the State Archivist, and
representatives from a wide 

spectrum of different archival 
organisations such as the Spielberg
Film Archives, the Ministry of 
Defence Archives and the National
Library. My presentation appeared
to be well received, in particular
archivists were impressed by the
links from the National Register of
Archives to other related resources,
such as the Oxford Dictionary of 
National Biography, and by the 
online wiki Your Archives.

National Library of Israel 
The final visit of my trip was to the
National Library of Israel. This came
at an historic time, only three weeks
after its formation, on 23 July 2008,
with the passage of the National 
Library Law. The Library was 
formerly the Jewish National and
University Library (part of the 
Hebrew University). Plans are in
progress to build a new National 
Library building in the centre of
Jerusalem near to the Knesset 
(Parliament) and the Israel Museum.

The work being undertaken as 
part of the development of a new 
National Library shows the 
commitment in Israel to improve
the information management 
landscape. On my arrival at the 
Library I met the Director, Shmuel
Har Noy, who assured me that, 
during the plans for the new 
National Library, archives and 
manuscripts are being given a 
high priority.

The National Library has invested 
a lot of time and effort to bring 
together, in one place, either the
original or a microfilmed copy of all
Jewish manuscripts. They have been
very successful in this and now have
about 95% of the total, producing
an excellent resource for Jewish 
history researchers.

Library treasures
During my visit to the National 
Library I was shown some treasures
from their collections, including a
letter by Einstein in which he wrote
about the theory of relativity and
one by Sir Moses Montiefiore, 
a former Lord Mayor of London. 
The Library contains significant 
collections of archives and 
manuscipts and this is an area      
they are keen to develop. 

National Sound Archives
The National Library also holds 
the National Sound Archive.          �
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“The final visit of my trip was to the 

National Library of Israel.  This came at 

an historic time, only three weeks after 

its formation, on 23 July 2008, with the

passage of the National Library Law.”

Repository at the Central Zionist Archives

Reading room at the National Library 



This contains an interesting 
collection of Jewish music, including
recordings of traditional music, and
recordings made in homes and 
synagogues.  A variety of equipment
is kept to  allow recordings in 
different formats to be played. 

Perhaps the most fascinating thing
about my visit to Israel, was the 
perception of the value of archives.
At times morale among archivists
appeared to be low, with a feeling
that archives are of low priority in a
country with other preoccupations.
This is, perhaps, surprising given the 
fact that while Israel is a young
country, it has an ancient history,
and that so much has happened in
the 60 years since the Israeli State
was founded. 

The need to preserve a record of
this history makes the role of
archives extremely valuable, and the
feeling I had at the end of my trip

was that raising the profile and 
perceived importance of archives
was vital. Hopefully the 
development of the new 

National Library will be a positive
step in achieving this aim.   �
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New Archives Hub Developments
The Archives Hub is a gateway to
discovering archives for education
and research. We are currently 
moving into an exciting new phase
of our development, enabling 
contributors to add value to their
descriptions by displaying images
and adding links to other digital 
representations of the archive.

Researchers are increasingly 
demanding links to digital content,
and enabling users to search the
Archives Hub and click straight
through to examples of the 
content, including photographs, 
text files and audio files, will 
substantially improve their 
experience. 

The Archives Hub welcomes 
expressions of interest from
archives whose content is 
beneficial to UK education and 
research. New contributors and 
existing contributors can play a 

part in this development. Please do
get in touch with the Archives Hub
team if you are interested in adding 
descriptions, both collection-level
and multi-level, and if you would
like to know more about adding 
digital content.

The Hub team will provide 
support and training to help you
contribute content and enhance
your collections.

� archiveshub@mimas.ac.uk 
archiveshub.ac.uk

“The Archives Hub is a

gateway to discovering

archives for education

and research.”

Jerusalem 



The National Archives 
is introducing a new 
framework to support  
cataloguing carried out 
by staff in government 
departments.

Online information
Increasingly, people expect to find
all the information they need online
and this has reinforced the need to
provide a comprehensive, 
authoritative and accurate 
catalogue of the records held by 
The National Archives. As part of 
its wider Cataloguing Strategy, 
The National Archives is putting in
place a new support framework for
all those involved in describing
records. This will ensure that all 
cataloguing meets the needs of 
current and future generations 
of researchers.

The National Archives is the UK 
government’s official archive and

provides access to a thousand years
of history; revealing insights into
policy decisions and everyday lives.
Access to these records is provided
through the online Catalogue 
which contains almost 11 million
descriptions and receives over 
3.3 million visits a year. 

Finding records online
To ensure that the Catalogue 
meets user needs The National
Archives bases its guidelines on an
international standard designed to
help users find the records they

need and to provide enough 
information to place the records 
in context. To meet this standard
departments are asked to supply a
minimum amount of information
about each file; a The National
Archives reference, a departmental
reference, a brief description of the
subject, a covering date and any 
restrictions on its availability. 
It is therefore of vital importance
that this information is accurate,
unambiguous and self-explanatory
– in many cases it is the only 
information available to a 
researcher. Mistakes in the spelling
of a word or the use of a very broad
description such as ‘general policy’
render the file invisible to the
search engine: the record may as
well be lost.

Cataloguing strategy
The Cataloguing Team at 
The National Archives works to 
ensure that no record is lost
through poor description.   �
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Cataloguing for The National Archives:
a new support framework
Alex Green - Team Leader for Cataloguing in Government Departments at The National Archives

“The Cataloguing 
Team at The National

Archives works to 
ensure that no record
is lost through poor

description.”

©
 Is

to
ck

ph
ot

o



To support its work the Team has
set out a Cataloguing Strategy 
consisting of three strands:
1. Curatorial into Search – 

to provide the best search tool
possible for our collections

2. Cataloguing in Government 
Departments – to ensure all 
cataloguing carried out by 
government departments meets
the needs of users 

3. Cataloguing at The National
Archives – to ensure all 
cataloguing carried out meets 
the needs of users

Simplified guidelines
The second strand of the strategy
gives the team the opportunity to
focus on improving the standard of
cataloguing by putting in place a
support framework. This framework
will ensure that all of the training
and guidance given to departments
is practical and relevant. 

The Guide to Cataloguing is a 
simplified version of the full 
guidelines (The National Archives
guidance to government 
departments on cataloguing 
conventional records). This guide is
designed for those people who 
need a practical introduction to 
cataloguing or those who need to
refresh their knowledge. It explains
step-by-step the process of 
completing the cataloguing 
template. It also includes some
background information for 
people who are new to the 
process of transferring records to
The National Archives.

Training
As well as the simplified guidelines
a new guide is available which 
collects together the editorial
points previously found throughout

the full guidelines. The Editorial
Rules are designed as a quick 
reference tool. They outline the
style specified by The National
Archives to ensure consistency
across the Catalogue. Areas covered
include the format of descriptions,
the citation of committee names,
command papers and place names,
and the use of upper and lower case. 

Monitoring system
Formal training in cataloguing is 
currently available at The National
Archives, which offers a half-day
training course five times a year at
Kew. This course has recently been 
revised and now includes more 
practical exercises and in-depth 
discussions about describing the 
subject of files. As the course is under
continual development feedback is
very welcome from past attendees. 
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“The second strand 

of the strategy gives

the Team the 

opportunity to 

focus on improving 

the standard of 

cataloguing by 

putting in place a 

support framework.

This framework will

ensure that all of 

the training and 

guidance given to 

departments is 

practical and relevant.”

In addition The National Archives
will be introducing a monitoring
system that will enable the 
Cataloguing Team to assess each 
accession and send detailed 
feedback to each department on
the cataloguing and the transfer as
a whole. Through this system we
will be able to provide individual 
support to departments which, 
together with new guidelines and
training, will empower departments
to work more effectively to preserve
the nation’s memory. 

Developments in the Cataloguing 
in Government Departments will 
be announced here:
nationalarchives.gov.uk/records
management/news.htm 

Cataloguing guidance is available
from The National Archives’ 
website:
nationalarchives.gov.uk/records
management/advice/cataloguing.
htm

If you would like to discuss any 
aspect of cataloguing records for 
The National Archives please contact
Alex Green

020 8876 3444 or 
� alex.green@nationalarchives.gov.uk
T

©
 Is

to
ck

ph
ot

o



7RecordKeeping - December 08

news

The survival of priceless
manuscripts in Wales has
been given a helping hand
thanks to a new initiative 
that has brought £50,000 
to Welsh archives this year.

New funding
The Welsh Assembly Government
and the National Manuscripts 
Conservation Trust (NMCT) have
joined forces to fund preservation
projects, securing the future of 
irreplaceable Welsh archives. 
This year, the new initiative has 
benefited six Welsh archives:
• Aberystwyth University 

(conservation of Library 
Planning Archive)

• Cardiff University (conservation 
of Edward Thomas First World 
War letters)

• Conwy Archive (conservation of
Penmaenmawr Quarry records)

• Swansea University (conservation
of St David's Priory parish registers)

• Ceredigion Archives (conservation
of Florrie Hamer's collection)

• Powys County Archives 
(Llangyllo parochial records)

Dr Anna Buelow, Head of Preservation
at The National Archives, said:  
“Wales boasts such a rich cultural 
heritage, it is wonderful to see
archives in Wales receive the help they
need to ensure history is preserved.
This is really great news as Wales has
not received much funding from the
NMCT before.”

Welsh Assembly 
Government support
The new initiative has meant the
Welsh Assembly Government has
matched the NMCT's £25,000 grants
to Welsh archives for preservation 
projects as part of the bi-annual
NMCT grants scheme. This scheme
has been administered by 
The National Archives on behalf of
the NMCT since 2004, and plays an
important part in securing the future
of irreplaceable archival collections.

Welsh Assembly Government 
Heritage Minister, Alun Ffred Jones,
said: “Archives are a fascinating 
window on the past, giving a 
glimpse into the lives of ordinary
people, not only the powerful. This
joint partnership with the NMCT 
will help to safeguard these unique
records for the benefit of 
future generations.”

Grants, are awarded each April and
October. For more information about
the NMCT or apply for a grant visit 
nationalarchives.gov.uk/preserva-
tion/trust/default.htm �

“Wales boasts such a
rich cultural heritage,
and it is wonderful to
see archives in Wales
receive the help they

need to ensure 
history is preserved.”

Welsh national heritage receives 
a helping hand

Sunrise streaming across the Welsh Parliament building in Cardiff
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The purpose of the day 
was to showcase how the
resources and services 
provided by The National
Archives can help users 
and archivists identify 
and locate records not 
held at Kew. 

Natalie Ceeney began proceedings,
addressing an audience of archives
professionals from institutions 
including local record offices, 
business and university archives.
This was followed by presentations
regarding resources managed by 
The National Archives, highlighting
the developments in technology
and ways in which finding archives
is being facilitated. 

Summary of the programme
• Alex Ritchie gave a presentation

describing his work with the 
National Register of Archives
(NRA) over 30 years. In 1978 the
NRA comprised paper lists and 

indexes, only searchable in a 
central London search room.
Thirty years later, the online NRA
contains 310,208 sub records,
96,374 of which have links to 
information resources such as 
Access 2 Archives and repositories’
own online catalogues. 

• Anthony Smith gave a talk 
concerning the family and estate
papers index, which lists the 
surviving papers of landed 
families and is searchable online.

• Liz Hart and Sarah Charlton 
spoke about the Manorial          �
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Finding Archives Day, 
3 October, The National Archives  
Sam Velumyl - Information Resources Officer, The National Archives 

“The success of 
Finding Archives 

Day will hopefully 
set a precedent for 

similar events at 
The National Archives

in the future.”

Nick Kingsley, Head of National Advisory Services, 
taking questions from the floor
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• Amy Warner finished the day by
giving a presentation concerning
the future plans for the NRA. 
Improvements in ease of use and
contribution of data from archives
were highlighted as objectives, as
was the development of National
Name Authority Files.

Representatives from Archives Hub,
AIM25, Archives Network Wales 
and the Vision of Britain gave
demonstrations between these 
presentations, showing how these
resources help make finding
archives easier.

The success of Finding Archives Day
will hopefully set a precedent for
similar events at The National
Archives in the future. 
Any feedback regarding the day is
welcome and should be directed to 
� nas@nationalarchives.gov.uk  �
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“The purpose of the 
day was to showcase

how the resources and
services provided by

The National Archives
can help users and

archivists identify and
locate records not 

held at Kew.”

Alex Ritchie, Information Resources
Manager, holding a binder from the 
National Register of Archives

Cupcakes to celebrate the launch of 
the Berkshire and Buckinghamshire
Manorial Documents Register online 

Demonstration of how to use an 
online resource 

Documents Register (MDR). 
Finding Archives Day marked 
the launch of the Berkshire and 
Buckinghamshire MDR online,
which was officially launched by
Nick Kingsley. As a result the 
online MDR now extends to
Wales, the Isle of Wight, 
Hampshire, Norfolk, the three
Ridings of Yorkshire, Surrey, 
Middlesex, Cumberland, 
Westmorland, Lancashire North
of the Sands, Berkshire and 
Buckinghamshire.

• James Travers spoke about sales
monitoring, which includes 
monitoring auction house 
catalogues and Ebay. 

• Ruth Crumey discussed Your
Archives, a website which is based
on wiki technolgy and 
provides users with the 
opportunity to contribute their
knowledge of archival sources
held by The National Archives 
and other archives throughout
the UK. 

• Ro Cemm gave an update on the
NRA digitisation project, which will
run until March 2009. Lists will be
scanned and optical character
recognition software used, so that
lists can be mounted on the NRA
and made searchable via The 
National Archives’ Global Search.
The project focuses on institutions
which are unlikely to have the
means to make their catalogues
available online in the near future
and over 300 repositories have
been contacted for participation.
The project has indicated that
many repositories are further
ahead in making their catalogues
available online than was 
previously thought.



The Audit Commission 
is an independent
watchdog, driving 

economy, efficiency and effectiveness in
local public services to deliver better 
outcomes for everyone. We work across
local government, health, housing, 
community safety and fire and rescue 
services, promoting value for money for
taxpayers, covering the £180 billion spent
by 11,000 local public bodies.

Introduction by Dr C A Skouras, 

Head of Information

It can be no surprise that our 21st century societies 
depend on the flow of information. This as a statement,
I believe, is already surpassed by a shift from data and
information flows to the management and timely 

distribution of information products to the appropriate
point of need. Systems, methods and processes follow
this trend and its manifestation can be experienced by
the convergence of services, applications and even the
way we use terms and language to describe and 
communicate. For example: what is the difference 
between a Content Management System (CMS) and 
an Electronic Document and Records Management 
System (EDRMS)? If you try to follow the arguments 
of either side, I suggest that we will quickly find 
ourselves talking about the same things: documents,
records, authorisation, granularity of information and 
so on.

Our data and information strategy at the Audit 
Commission reflects these realistic and unstoppable
trends. We wish (by design and commitment) to 
provide co-terminus systems and services that reflect
our operating horizon and help our people to deliver the
level of quality and quantity needed to discharge our 
organisational requirements. Our EDRM system forms
part of the data and information landscape and is 
invaluable in achieving our strategic and tactical aims.  �
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Records management practice 

at the Audit Commission
Leanne Bridges - Records Manager, The Audit Commission
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The problem:

Historically the Audit Commission, as many other 
organisations, had no standardised approach to the
management of its electronic documents. There was 
no concept of the ‘electronic record’ within the 
organisation and technology had enabled individual
members of staff to capture and store large volumes 
of information on local file and print servers attached
to a wide area network. 

In late 2006 an information audit was undertaken and
findings revealed that we were holding over 13 million
documents (many duplicated by a factor of 20) on our
file and print servers alone -  this did not include any
documents held on local hard drives, removable storage
media (such as CD Rom) or any physical documents

held by the Commission.
These facts, coupled with an ever increasing need to 
be able to share information effectively across the 
organisation, led to a decision by senior management
to implement an EDRMS. 

Approach:

We recognised that we would require an 
‘implementation partner’ to support the project so we
incorporated this into the procurement process, we also
required that the EDRMS be compliant with recognised
standards, including the ISO 15489, the Moreq and The
National Archives EDRM Accreditation scheme which
‘filtered’ out a number of products and potential 
implementation partners. After reviewing a variety of
products, the Audit Commission selected the Meridio
EDRMS and Kainos as an implementation partner. 

The procurement of the product marked the transition
from business analysis to implementation and at this
point we identified the ‘components’ required as part 
of our recordkeeping framework to be implemented

alongside the technology solution and eventually across
all information and data holdings. This would include; 

• Business Classification Scheme (BCS) also known
as the Corporate Fileplan; 
Our BCS is based on our functions and activities rather
than organisational structure. The concept of one 
corporate filing structure has been the catalyst for 
significant cultural change  - moving from hierarchical
‘silos’ of information held on file and print servers  
with restricted access, that inhibited sharing and 
presented a barrier to the achievement of our 
strategic objectives. We now have a fileplan that is 
representative of the work that we do, with areas of the
fileplan used as ‘collaborative’ spaces by staff across the
business, regardless of hierarchical boundaries. 

• Access Classification Scheme (ACS); 
Access Classification has been one of the biggest 
challenges during the implementation; it’s the most
variable of the components and will make the 
difference between success and failure. Our overriding
principle has been that information will be available to
all staff unless there is a business reason for restricting
access.  We have learnt a number of lessons in this
area, moving from a complex access classification that
introduced a significant overhead to maintain and
monitor to one where access groups have been 
created to match the functions and activities of our
fileplan. This has proved to be a more effective, and
easier to maintain, solution. 

• Meta Data for Records Management; 
We knew that users would not appreciate the 
burden of ‘applying’ meta data to documents and
records added to the BCS and so the decision was
taken to inherit as much meta data as possible 
upon submission to the system - either from the 
parent class and/or folder OR from the properties 
embedded in the Microsoft Office Document. 
This has proved successful with a minimum 
standard of meta data being captured for all 
additions to the system. The Audit Commission 
meta data standard is based on Dublin Core 
and incorporates meta data defined by 
The National Archives guideline meta data for
Records Management. �
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"Our data and information strategy at

the Audit Commission reflects these

realistic and unstoppable trends."



• Disposal Schedule;
The National Archives again provided the basis for the
disposal schedule which is based on maximum and
minimum retention periods either defined by law or
accepted as good practice within the Records 
Management Profession. The application of disposal
schedules is applied using inheritance from the parent
class and/or folder and triggered using a series of
events. This approach was chosen to reduce the need
for individuals to understand and apply retention and
disposal schedules to their information. 

Throughout the project we have made good use of 
the standards, toolkits and guidelines provided by 
The National Archives. We have also been fortunate to
work with Richard Blake, Head of the Records 
Management Advisory Service at The National Archives,
who has acted as an advisor to our project informing
our strategic direction for Records Management. 

Implementation Process:

A phased approach was taken to the implementation.
Each Directorate was asked to appoint a Business
Change Manager (BCM) who would be responsible for
the integration of Meridio into their working practices. 

The initial stage of the implementation focused on
communications and the Project Team developed a
range of materials to be used by the BCM to support
the implementation in their Directorate.

The second stage was to ‘clean up’ existing information;
‘drop in’ sessions were provided for staff, allowing them
to take some time away from their desk to ‘weed’ their
information. This provided an opportunity to bring 
together information to be migrated into the proposed
fileplan structure and remove any duplicate or obsolete
documents. It also gave staff the opportunity to 
rename and ‘clean’ information to ensure that it was
compliant with our standards. 

The third stage was to train staff in the basic principles
of Records Management and how to use the EDRMS. We
took the approach of using ‘local champions’ to provide
training to staff, champions received ‘train the trainer’
training and were then responsible for delivering training
to their Directorate, supported by a member of the 

project team (to answer any difficult questions). 
This approach has proved an effective way to transfer
training skills to every Directorate and was far more 
effective as trainees could better relate to their trainer.
After training, all trainees received ‘floorwalker’ support;
a member of the Project Team would be ‘on site’ after
the training session and would support individuals 
either modelling the fileplan to ensure that it would 
fit with their requirements, helping with migration 
decisions or providing additional training. 

To ensure the transfer of information from file and print
servers to the EDRMS it was essential that alternative
storage was phased out. This was achieved through a
gradual reduction in alternative storage – managed in
such a way as to minimise impact to the user. Staff
would continue to have ‘read’ and ‘write’ access to their
file and print servers for 30 days after training, at which
time the ability to ‘write’ to the server was restricted.
Staff would then continue to have access to the server
on a ‘read only’ basis for a further 60 days, at which
time the server was ‘switched off’ and staff could no
longer access information stored there. This approach
has been a success with staff migrating all of their 
information and engaging with the Records 
Management approach and using the EDRMS. 

After this period of three months, the use of the 
EDRMS was considered ‘business as usual’ with all      
user support transferred to the standard support
arrangements for our systems and processes. 

Results: 

Having started out with over 13 million documents 
on our file and print servers, we now have 8 million
pending ‘clean up’ and migration to the fileplan and  �
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"There was no concept of the 

'electronic record' within the 

organisation and technology had

enabled individual members of staff

to capture and store large volumes

of information on local file."



this work will be completed by March 2009. We have
migrated approx. 700,000 documents and records to
the new system, shedding over 4 million documents
that no longer needed to be retained.   

We are nearing the end of the project and upon 
reflection the project has been successful. Whilst it is
yet to realise all of the benefits, and we continue to
iron out small hitches and problems with the EDRM
System and with the procedures that we have 
introduced to support the record keeping framework,
we have achieved a great deal. 

We have:
• introduced new ways of working to all 2,000 staff 
• introduced a corporate filing structure, based on 

the functions and activities of our business 
• implemented an EDRMS, replacing traditional file 

and print server storage across the organisation,
breaking down silos and enabling our aspiration to
store a single version of any document or record 
that can be used many times across an integrated
technology architecture

We are:
• more able to comply with our legislative and 

statutory obligations
• better prepared for the future
• better equipped to share knowledge, between staff

and with our peers and partners

Future considerations:

We do still have work to do. The change element of 
the project still needs to embed in the business and
there is further need to change the culture of our 
organisation to ensure that we achieve our Records
Management objectives. Upon completion of our 
implementation we will start to move forward with a 
variety of refresher training, master-classes, 
communications and awareness raising to further
embed Records Management into the working practice
of our organisation. We will also start to look at our
physical document and records management, looking
for greater efficiency and more effective retention of
information in physical format alongside integration
with our electronic record keeping and document 
management approach. 

The implementation of an EDRMS is just one part of
our cohesive data and information management 
strategy, which brings together the fundamentals of
professional good practice ensuring good governance,
accountability and transparency. The systematic 
management of documents, alongside data and 
dynamic online content will ensure that we are fit for
the future with a coalition of information systems that 
enable the application of search technologies to 
provide easy access and retrieval of information 
regardless of ‘information type’. 

A Records Management approach that ensures the 
authenticity, reliability and integrity of our information,
will be necessary across all of our information systems,
as convergence blurs the boundaries of once distinct
disciplines through the changing information landscape,
accelerated by the introduction and accessibility of 
collaboration technology. Records management must
be an enabler, supporting the creation, sharing, use and
reuse of information, whilst maintaining its security
and long-term accessibility. �
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The Audit Commission aims to comply with the
Records Management Code and considers it a 
‘baseline’ for good practice. We have benchmarked
ourselves to measure our compliance with the code
– at the beginning of the project and toward the
end of the implementation phases. We will 
benchmark again when we complete the project
and will continue to use this measure to monitor
our Records Management performance.
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The R yal Air 
F rce Museum 
‘Airmen in Exile’ 
Pr ject 

Daniel Scott-Davies - former Alex Henshaw Curator, 
the Royal Air Force Museum

Peter Devitt - Assistant Curator, the Royal Air Force Museum

Since the autumn of 2007 the 
Royal Air Force Museum, London has 
been pro-actively collecting archival 
material generated by European citizens
who served with the Air Force during the
Second World War. Here, Peter Devitt 
and Daniel Scott-Davies outline their 
involvement in the Museum’s ‘Airmen in
Exile’ project and describe the ways in
which this material has been used.

A Liberating Force 
In October 2007 the Royal Air Force Museum 
launched its contribution to the Archive Awareness  �©
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Campaign: The RAF - A Liberating Force. Comprising an              
exhibition of documents selected by the Museum’s 
Department of Research and Information Services
(DoRIS), and supporting events held over three 
weekends, A Liberating Force showed the different ways
the RAF and Commonwealth Air Forces fought for 
freedom during the Second World War. Part of the 
exhibition was devoted to the 30,000 airmen and 
airwomen from Poland, Czechoslovakia, Norway, the
Netherlands, Denmark, Belgium and France who 
escaped to this country to continue the fight after their
homelands were occupied by Nazi Germany. The Poles,
who had suffered defeat in their own country and then
in France, called Britain the ‘Island of Last Hope’; and
this phrase was adopted as the title of the display. 

Island of Last Hope
We envisaged Island of Last Hope would consist of two
panels featuring images of the European exiles and a
summary of their achievements, along with a selection
of documents telling the story of a representative 
airman or airwoman. This would be complemented by 
a PowerPoint presentation describing the successful 
integration of the exiles into the RAF, the effect they
had on their British hosts - and vice versa - and the
contribution made to victory by each national 
contingent. The presentation would, in addition, 
highlight the strikingly progressive manner in which 
the RAF recognised and protected the exiles’ cultural 
diversity while seeking to promote equal opportunities
for all overseas personnel. 

It was apparent, however, that the Museum, while 
relatively well served for artwork and literature, held 
little primary material generated by the exiles. 

Fortunately, we found among the extensive papers of
the great test-pilot, Alex Henshaw, a number of 
letters and photographs relating to a gifted Czech 
airman, Flight Lieutenant Vaclav Jicha DFC AFC. 
These documents allowed us to trace Flight Lieutenant
Jicha’s progress from his enlistment in the RAF and
training, through his operational flying on Spitfires 
and selection as one of Alex Henshaw’s test-pilots, to
his tragic death in an air crash in 1945. Letters and 
photographs from Julinka Liska, Jicha’s engineer fiancée,
imprisoned in a German concentration camp, were also
included to encourage visitors to engage with the 
personal dimension of his short life.

Increased visitors to the museum
A Liberating Force was a success both in terms of visitor
numbers and their feedback. It promoted the Museum’s
Archive as intended and also served to raise the profile

“Perhaps most importantly, 

however, Island of Last Hope 

challenged the attitudes of 

United Kingdom visitors; 

with more than one person 

commenting that it had caused

them to see Eastern European 

immigrants in a different light.”  

Flight Lieutenant Vaclav Jicha and Alex Henshaw at Castle
Bromwich Aeroplane Factory, 1944

FA02945 Squadron Leader 
Wojciech Kolaczkowski, 
DFC (Polish) by Eric Kennington

X003-6084/ 173 Wing
Commander Tomás 
Vybiral standing in 
uniform outside 
Westminster Abbey 
with his daughter, 
Miss Rosanna Vybiral,
1970s-1980s



of the European exiles. As might be expected, the Island
of Last Hope element proved of special interest to 
visitors from the countries concerned, a number of     
whom expressed pride in the achievements of their
compatriots and satisfaction that they were receiving
the recognition they deserved. One such visitor, the
British-born grandson of a Czech airman, was inspired
by the display to make a film about the exiles to be 
entered in an independent film festival. Furthermore,
the Czech Embassy requested that a copy of the display
be prepared for President Václav Klaus to see during 
his visit to Britain in October 2007. Perhaps most 
importantly, however, Island of Last Hope challenged the
attitudes of United Kingdom visitors; with more than
one person commenting that it had caused them to see
Eastern European immigrants in a different light. 

Having assessed the Museum’s collections for Island of
Last Hope, and found the exiles underrepresented in 
the Archive, we saw the opportunity to work directly
with the communities featured to fill some of the gaps.
Letters were sent to veterans’ groups, to museums and
cultural organisations and to the air attachés of each
country advertising the exhibition and requesting 
support. Articles about the exiles also appeared in

the local press. The response was immediate, with the  
Polish Air Force Association, the Pilsudski and Sikorski
Institutes, the Free Czech Air Force Association, the
Norwegian official historian and the Dutch, Belgian 
and Danish Air Historical Branches offering 
encouragement and advice and introductions to 
veterans. This pro-active approach to collecting quickly
yielded nine substantial sets of personal papers from
donors in this country and from as far afield as Brussels
and Prague. In addition, it permitted us to conduct 
valuable filmed interviews with Polish, Czech, Belgian,
Danish and Dutch veterans. 

Making collections accessible
We have worked hard to make the newly-acquisitioned
collections available for use. A sizeable part of the 
material has already been catalogued and can now be
retrieved electronically by researchers, while the
information contained therein has been used to help
answer enquiries from Museum staff, from external 
organisations and from the general public. 
The Museum’s Department of Access and Learning 
Development (ALD), has also been able to draw on
these collections to produce a series of imaginative and
accessible displays aimed at bringing the inspirational
story of the European exiles to our younger visitors.
(please see box on opposite page)

Better exhibitions and displays
As a result of the project, the Museum is now much
better placed to interpret the material it holds on 
foreign participation in the RAF and to produce future
exhibitions and displays. Moreover, the initiative has
also had the effect of raising awareness of the 
contribution of Air Force personnel from Asia, Africa   �
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“Another benefit to the Museum 
is that has forged closer links, 
both formally and informally, 

with veterans’ groups and other 
relevant organisations.”  

X001-2784; Flying Officer Kazimierz Daszewski of 303 Squadron
PAF.  (Note that this Polish fighter pilot is photographed wearing
his oxygen mask to help conceal his identity.)

X004-8442/001/007; Personnel of 322 (Dutch) Squadron,1945
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and the Caribbean. Another benefit to the Museum is that
it has forged closer links, both formally and informally,
with veterans’ groups and other relevant organisations.
This has allowed us to gain an understanding of their
work and to engage in a process of mutual support and
knowledge sharing. There is now the potential for 
partnership initiatives on future projects. 

The ‘Airmen in Exile’ project is ongoing, and the RAF
Museum will continue to encourage veterans and their
families to donate documents and artefacts, to write

case studies

Since September 2007, the Museum’s Access and
Learning Department (ALD) has produced a series
of displays and activities to coincide with the 
national days of the home nations and of various
countries overseas. The intention has been to 
highlight the contribution of overseas personnel 
to the RAF and to help visitors understand its 
exceptionally diverse nature during the Second
World War. In producing the displays, ALD has relied
heavily on the knowledge, expertise and resources
of DoRIS, and the close links established between
the two departments have proved invaluable. The
exhibitions celebrating the achievements of Polish
and Czech personnel, written and researched in part
by our work experience volunteers, Jessica Dye and
Greg Vegden, were popular with visitors of all ages. 

When mounting a display, we include extracts from
letters, diaries and flying log books to interest our
older visitors while attempting to appeal to children
by making it as visually interesting as possible. 
This means including facsimiles of as many 
photographs, paintings and colourful and unusual
documents as possible. The facsimiles are supported
by text designed to convey the key information in a
simple and effective way.

James Etherington and Clare Newman, 
Access and Learning Department

X003-6084/ 066 Flight Lieutenat Tomás Vybiral sitting in 
cockpit of Supermarine Spitfire Mk. VB, circa 1942

017798; ‘Bij Szwaba: Bag the Hun’, 1943 
(NB Polish edition of AP2580A)

memoirs and be interviewed. In this way, we will
play our part in ensuring that the story of these brave, 
dedicated and resourceful men and women will be 
preserved for posterity.  �



Disappointing services 
By the end of 2007 the quality of archive services experienced by
the people of Wirral was at a disappointing level. Established in 1974 
following local government reorganisation, Wirral Archives Service 
presides over an unsurprisingly rich set of holdings, reflecting the 
borough’s close geographical proximity to the port city of Liverpool,
and its own outstanding contribution to global economic 
development throughout the 19th and 20th centuries – most 
notably the renowned Cammell Laird shipbuilding archives.

The service however was failing to exploit the potential of its 
collections. Restricted to a public opening timetable of only 
13 hours per week, and with staffing resources of less than two 
full-time equivalents, the service had built up a substantial appraisal
and cataloguing backlog. With holdings dispersed across multiple 
remote storage locations, retrieval was time consuming and many 
collections were suffering damage resulting from unsuitable 
environmental conditions. Not only was direct access to collections
failing to reach its desired standard, but remote enquirers were also
being let down, with enquiries typically turning round in not less
than three months. �
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Wirral 
Council’s 
information
services 
consolidation 
programme
proves a 
rewarding
strategy 
Ava Wieclawska - 
Records Manager, Wirral Council

In 2007, Wirral Archives Service was assessed as 
one of the most poorly performing in the United
Kingdom. Just one year later, the Service is aiming 
for Approved status with The National Archives. 
Ava Wieclawska of Wirral Council explains how 
consolidating services can produce much coveted 
efficiency savings and improve provision.

Children from Woodlands Primary School in Birkenhead
looking through the Mayor's Fancy Dress Ball photographs from 1892



Managing records
The management of Wirral’s semi-current records also
displayed a level of inefficiency not uncommon in local
government. Records Management practices were 
disparate and confined to individual departments,
spread across a wide geographical area. The Council
lacked clear responsibility for best practice in managing
records and not only was the organisation’s ability to
meet its statutory record-keeping obligations in doubt,
but decision making and service provision was also 
affected. The authority aims to realise efficiency savings
through reducing its fixed assets, and so the decision
was made to invest in centralised records storage 
facilities and the staff needed to support these. 
Aware of this, Wirral took a pragmatic attitude to its
records management shortcomings, and identified a
strategy to consolidate its existing legacy records at
one central site, and to assign responsibility to a 
corporate records function.

Consolidating services
Consolidation of the existing archives service and the
soon to be created corporate records management
function was logical for Wirral from the outset. With
close associations to other cultural services including 
library and museums services, the archives service 
already had an established position in the 
organisational structure. Records Management, it was
decided, was a function which was most suitably
aligned with the Council’s existing Information 
Management function. Furthermore, a consolidation
between archives and records management services 
provided too obvious an opportunity to ignore. As well
as the financial potential for shared resources, and 
therefore reduced costs, it also offered clear benefits
from an appraisal perspective. It was therefore decided
to manage the new co-habiting archives and records

management services from the existing Information
Management function, within the Finance Department.
A suitable site with adequate development potential
and sufficient scale to allow for planned expansion of
collections was identified in Birkenhead, in the historic
Cheshire Lines Railway building, already occupied by
the Council.

New home for archives and records
Prior to the design and build of the new archives and
records facility, Wirral carried out a thorough 
assessment of the potential opportunities, both to 
reduce costs and improve services, which the venture
might offer. Improved quality of service and a larger
user base comprising a much wider demographic 
were the key objectives from an archival perspective.
Improved environmental conditions for collections 
also featured highly as a priority and were seen as a
prerequisite to achieving both these key goals. 

Outreach strategy
Although multicultural, Wirral’s ethnic and religious 
demographic is narrower than other areas, and so its
outreach strategy focusses most heavily on connecting
to the borough’s population through its established 
educational framework. The desire to provide many of
the borough’s schoolchildren with direct access to its
archival heritage, in support of the national curriculum,
meant that substantial searchroom, conference 
facilities and office space would be essential. Links with
services which have existing experience of similar 
outreach priorities were not ignored, and libraries and 
museums continue to play an important part in the   
formation of the outreach programme. A new volunteer
programme has also been established, already giving  
numerous citizens in the area the opportunity to        �
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“…the archives service recognised
not only the importance of the 

web for existing users, 
but also in connecting to new 

target audiences.”



experience a more detailed involvement in the 
archives profession.

Publicising the changes
Wirral Archives Service promotional machine has been
placed in overdrive with attendance at specialist events,
the creation of a new suite of information leaflets and 
a complete redesign of our web resources. Taking its
lead from a strong organisational emphasis on 
improving services through the use of technology, the
archives service recognised not only the importance of
the web for existing users, but also in connecting to
new target audiences. The internet lies at the heart of
Wirral’s efforts to market itself both nationally and 
internationally and the archives service has reflected
this in pursuing its own aims to improve exposure to a
global audience.

Efficiency savings and reducing risks
The objectives of Wirral’s records management 
programme are informed both by the need to reduce
risk, and to realise efficiency savings. Emphasis is on a
high quality service which relieves front-line business
units of information management responsibilities.
Those making use of the service now benefit from 
remote online access to a records database designed to 
promote information sharing, with swift retrieval and
delivery services maintained using ambitious service
level agreements. Removing the need to enlist third
party services has also reduced any potential risks to
Council information. Wirral Council, alongside many
others, has observed the recent string of high profile 
information security incidents in the media and has 
reacted by giving information security a renewed 
priority and emphasis. This emphasis has been reflected
in the design of both records and archival storage 
facilities and services, which now provide Wirral’s
records, and its citizen’s privacy and safety, with a high
level of protection. 

Working in partnership
Partnership is key to the aspirations of the new archives
service. With a close proximity to and a shared cultural
agenda with the European Capital of Culture of 2008,
opportunities for collaborative working with cultural
and educational networks in the region are plentiful.
The service has recently sought to exploit and share in
these opportunities by becoming a member of the
Wirral Attractions Consortium and working alongside

The Mersey Partnership. In addition, the service is 
currently developing submissions for HLF funding to 
support its planned outreach programme and assist in
making its collections accessible to all.

Help from The National Archives
With impressive and ambitious storage requirements, 
it was clear from the outset that expert advice and
guidance from The National Archives would be essential
in meeting the design specifications of the new facility.
Onsite consultation was provided throughout, and was
instrumental in acquiring the senior management 
commitment required to guarantee that acceptable
standards of accommodation could be achieved. 
Design was heavily informed by the ISO 15489 and 
BS 5454 standards, with the facility benefiting from
state of the art VESDA and Inergen fire detection and
suppressant systems, energy efficient lighting, climate
stabilisation and customised shelving.

Transferring records
Detailed and careful planning of the transfer of material
into the new facility was a crucial step.  It was necessary
to employ a specialist archive removals firm to oversee
the physical relocation of material but the work that     �
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Wirral Archives and Records Management Team (L-r back: Ava Wieclawska; Linda
Tracy O’Hare; William Meredith. L-r front: Andrew Carruthers; Francesca Anyon; 



was carried out by the team, prior to this relocation, 
was particularly challenging. The entire holdings were 
re-boxed and repackaged in acid free materials and a 
detailed Move Plan was designed in order to ensure that
split collections, currently held over numerous locations,
were brought together in a consistent and logical order
within the new strong rooms.

Similarly, in order to ensure that the Council’s vital
records were transferred safely and securely it was 
essential to apply appropriate classification throughout.
An extensive programme of training and education 
for business users has ensured that accessions of 
semi-current records from business units now 
demonstrate a high degree of standardisation, arriving
with the service in bespoke containers and accompanied
by comprehensive sets of metadata. This emphasis on ac-
cession procedures has allowed a rapid transfer of over
60,000 individually listed records into the facility within
the first five months of opening. The successes in 
accessioning a large volume of the Council’s legacy
records over such a short period of time has allowed a 
total of three buildings to be closed pending sale, bringing
the facility close to achieving return on investment. 
As well as a rigorous accessions policy, the services are

now underpinned by new corporate retention and
records management policies; IPR guidelines and 
procedures; and collections management, enquiries and
access policies. This portfolio promotes best practice
and introduces a much needed layer of information
governance which has already made a significant 
impact across the organisation.

Enhanced services
Wirral Archives Service aims to be totally inclusive, 
catering for a wider user base, both in volume and 
diversity; to facilitate both personal visitors and remote
enquirers to an excellent standard; to offer enhanced 
online access to advice and collections; to create and
maintain a high profile with the local community and
beyond; and to foster and promote our commitment 
to all communities of Wirral by the educational, 
outreach and volunteer programmes that we offer.
Records Management strives to support improved 
service delivery and best value across the Council’s 
functions and throughout the borough. In achieving
these aims we anticipate real successes and a long-term
positive contribution to the improvement of the lives of
Wirral’s citizens. �
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The newly repackaged collections at 
Wirral Archives.

The new Archive strongroom at Cheshire Lines
in Birkenhead.

a Griffiths; Martin Cleaver; Julia Holmes; 
Marie Sullivan; Mark Bell).
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C H A N G E S  I
James Towe - Archivist, North Yorks

Continuing to inspire new audiences 
represents a challenge for many local 
authority record offices. North Yorkshire’s
‘Changes in Society’ project demonstrates
the value and relevance of archives to a
unique community: the inmates of a local
Young Offenders Institution. 

Working with young offenders
In 2007 North Yorkshire County Council Record Office
won a £10,000 grant from the Big Lottery Fund to set
up a unique project working with young people aged
between 18 and 20 at Northallerton Young Offenders
Institution (YOI). One of only 28 successful bids across
England, funded through the Museums Libraries and
Archives (MLA) ‘Their Past Your Future’ programme, 
the project ran throughout 2008, and attracted an 
additional grant of £4,500 from MLA Yorkshire. 

Young offenders used archive sources to research crime
and punishment and the history of Northallerton Gaol.
Project outcomes included a two-day exhibition in the
Chapel at the YOI, a travelling exhibition, and a DVD. 

Exploring the history of prison life
Archival resources, including 19th century ‘mugshots’
from a police charge book, lists of prisoners at
Northallerton Gaol, and prison rules, were selected
from holdings at the record office. These were used
alongside additional material from project partners 
at the County Library Service and the Green Howards
Museum and artefacts and documents held by the YOI. 

Initial sessions were spent introducing the inmates to
the project, explaining the meaning and value of the
archival documents and supervising their interaction
with these resources. The inmates’ reactions and levels
of participation were mixed, although the majority    �

"Archival resources, including 
19th century 'mugshots' from a 

police charge book, lists of 
prisoners at Northallerton Gaol,
and prison rules, were selected

from holdings at the record office"



were genuinely interested in the documents, 
particularly the photographs, and enjoyed seeing
the resources first hand.

In subsequent sessions the inmates would use digital
copies of these resources as the springboard to prepare
and introduce an exhibition focusing on the history   
of prison life. The project was completed over 6 weeks.
YOI’s education staff and a consultant from the record
office oversaw the work. However, the research and 
design of the exhibition was largely the work of the
young offenders themselves.

New skills for young offenders 
The young offenders developed skills in team working,
creativity and communication. They developed research
and IT skills, working with computers to produce the
posters for the exhibition. They also developed 
presentation skills, as they were asked to present their
posters to fellow inmates and invited guests. 
Although many were apprehensive about delivering a
presentation all did an excellent job and showed an 
obvious knowledge of the subject matter and great
pride in their work. 

Comments received from the young offenders reflect 
a genuine sense of achievement:

“What I learned out of this project was the confidence
to speak to other people.” 

“It’s absolutely phenomenal what we have achieved!” 

“I don’t know how I feel. I feel excited, relieved that I’ve
done it….I feel good in myself”.  

A portable version of the exhibition has been displayed
at the record office. It is currently touring North 

A group of Young
Offenders from
Northallerton YOI 
plan the layout of
their exhibition. 
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N  S O C I E T Y
shire County Council Record Office



Yorkshire Libraries and will also be displayed at schools
and community venues. A DVD has also been produced
which documents the young offenders’ work and 
provides compelling evidence of the benefits which 
can be achieved through partnerships of this kind. 

Resources inspired by the young offenders’ work have
also been mounted on the Yorkshire Museums Hub’s
MyLearning website at www.mylearning.org. 

The unique setting provided many practical challenges.
For example strict security measures meant the young
offenders did not have direct access to the internet for
research as well as being restricted when filming for the
DVD. For the most part such challenges were overcome
by the lateral thinking and persistence of project staff.
The project has raised the profile of the record office
and provided a valuable opportunity to demonstrate
the teaching value, and relevance of archives, in a
unique setting among a group far removed from our
typical searchroom user.  �
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About the Author:

James Towe is an Archivist at North Yorkshire
County Council Record Office. With a special 
interest in outreach and education he has worked
on a number of unique regional projects including:
‘Opening up the Archive’, which produced a 
CD-ROM of archival resources for distribution to
600 schools; and ‘Time Travellers’, which sees
archives, museums and community groups working
together to bring history and archaeology to
schools and special educational needs students
across North Yorkshire. 

Celebrating the successful presentation (left to right): Andy, Paul, Ruth Rising (Project Leader), James, Karl, County Councillor
Chris Metcalfe (Executive Member for Adult and Community Services), Deputy Mayor of Northallerton Sally Anderson, YOI
Governor Norman Griffin, April Stephenson (YOI Education Officer), Mike, Shane.     
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Cambridge Assessment is the brand name of the 
University of Cambridge Local Examinations 
Syndicate (UCLES), established in 1858. The archives
include the syllabuses and question papers produced
by the board as well as administrative, committee, 
research and overseas development papers that are
held by Cambridge Assessment Archive Service.

Plans to upgrade
The operational constraints on the archives service were acute by 2005
when we began a campaign to upgrade the archive storage and office 
facilities. We were a small team comprising a part time archivist and
two job share archive assistants. We were receiving more enquiries and
researchers than ever before and yet unable to catalogue any more
archives or accommodate the researchers who wanted to visit. 
The ‘reading room’ was barely big enough for three people, including
staff, and was squeezed between the kitchens and the premises staff
workroom. The archives were held in a dimly lit, partitioned area of a
huge basement full of service cables, pipes and a range of risks and 
hazards. Our 150th anniversary was looming which we knew would
draw on the archives for research into various commemorative events.
The importance but limitations of the archives service for the 
150th celebrations were recognised by the new Public Affairs and 
Cambridge Assessment Network teams, and by the new and 
historically–minded Group Chief Executive. The time seemed right to
lobby for serious change.

In putting together the upgrade
proposal it was relatively easy 
to draw attention to the 
shortcomings and the potential
needs of the archive service but,
without external backing and
professional support it is unclear
whether any of the proposals
would have been implemented. 
The National Archives Eastern
Regional Liaison Officer, Anthony
Smith, carried out an inspection
of the archive facilities and his
report formed a courteous but
honest appraisal of the existing
situation.  His report was crucial
in gaining the attention of 
those in influence. As an 
external professional advisor
from a respected institution 
he is not only able to support  �

Examining
the World –
Cambridge
Assessment
Archive
Service
Gillian Cooke - 
Cambridge Assessment Group Archivist

One of the boards from an 
Exhibition sent to Paris in 1900. 
Photographer is Nigel Luckhurst. 
Cambridge Assessment Archives: M/PE 1



26 RecordKeeping - December 08

case studies

recommendations made by an archivist but also to
apply an objective insight into the role and potential of
an archives service for an organisation. Where an
archivist is the lone professional, The National Archives
Liaison Officer can add credibility to a minority opinion,
help to champion the archives and offer constructive
advice when archive procedures seem to be in direct
conflict with other business practices. Our report from
Anthony Smith did all this and more. In providing the
backbone to the whole proposal his role as an 
important adviser to the process was recognised and he
was subsequently invited to participate in the planning
procedures where again his expertise was well received
by all sides.

The changes for the Cambridge Assessment Archives
Service have been far reaching and include an 
additional staff appointment - a part time cataloguing
archivist, new archive accommodation and a new
archive reading room. The new accommodation is not
perfect but it represents a tremendous improvement
given the limited options available. The archives are
now in a secure, purpose built area of the building, 
albeit still in the basement. The repository is protected
from other services in the building by a one hour fire

wall construction and has separate environmental 
controls as well as more than five years accrual space.
The new reading room can accommodate six 
researchers comfortably and a wide selection of 
reference material. 

Changing attitudes
With the physical changes have come the changes in
attitudes to the archives service as a whole. Now that
that we have secure accommodation, this basic facility
is considered to be an unquestioned requirement for
the archives. We have been able to draw up a disaster
recovery plan with the full co-operation of colleagues
who run the building. The ambience of the new reading
room promotes careful but more frequent use of the
archives. We are no longer viewed as a catch-all service
for the organisation’s unwanted enquiries but now 
generally receive only enquiries appropriate to our
holdings. All this represents a serious commitment 
to the ongoing legacy of the organisation and I look 
forward to building on these achievements in the 
coming years.

The history of examinations
Cambridge Assessment was set up as the University of
Cambridge Local Examinations Syndicate (UCLES) in
1858 as a department of the University of Cambridge to
offer a measured standard of education to school leavers
who were not necessarily destined for university. Despite
examining just 370 candidates in 1858 the Syndics      �

“The time seemed right to lobby 

for serious change.”  

New archive reading room taken at the Cambridge Assessment Staff Archive Open day in February 2008
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appointed to manage the board felt confident enough to begin 
examining overseas in 1864 and allowed girls to take its examinations
from 1865.  The examinations became known worldwide as the 
Cambridge Locals – local because examinations were held in centres 
local to candidates’ homes that were administered by local or regionally
appointed secretaries. 

During two world wars UCLES continued to examine candidates in the
UK and overseas, even setting special English as a foreign language 
examinations for prisoners of war. Fading colonialism was mirrored in
attitudes to the examinations after the Second World War and UCLES
introduced a policy of localisation, helping countries to set their own
examinations with varying degrees of success. During the 1960s 
expansion forced the board out of university accommodation into its
own premises and the introduction of GCSEs in 1987 heralded a new
era of examination board collaborations and mergers. With the 
emergence of the Group comprising OCR, Cambridge International 
Examinations and Cambridge for Speakers of Other Languages, UCLES
rebranded as Cambridge Assessment in 2005. 

Examinations today
Today Cambridge Assessment is one of the largest assessment agencies
in Europe and the oldest of the existing UK examination boards. 
The Archives of Cambridge Assessment are split between Cambridge
University Library and the Cambridge Assessment Archives Service and
are a rich source of information about the examination board’s 
development from these ambitious beginnings, steady growth and 
recent rapid expansion. As a research tool the archives not only provide
a valuable legacy to the Cambridge Assessment of today but are also
evidence of past direction and practices on the subject of school 
examinations and assessment worldwide. Some of the archive 
catalogues are now available online at janus.lib.cam.ac.uk

In February 2008, on the anniversary of the Syndics first meeting, 
a history of the organisation entitled Examining the World was launched.
The book is the first full-length history of the examination board and
comprises a collection of essays on various aspects of the organisation. 
It is edited by Dr Sandra Raban and published by Cambridge University
Press. Other celebrations for our 150th anniversary include an online 
exhibition at www.cambridgeassessment.org.uk and a book of the
1858 examination papers with contemporary comments.

For further information please contact Cambridge Assessment Archives
Service, 1 Hills Road, Cambridge CB1 2EU 
or email � archives@cambridgeassessment.org.uk   �

“The ambience of 

the new reading 

room promotes 

careful but more 

frequent use of the

archives. We are 

no longer viewed as 

a catch-all service 

for the organisation’s

unwanted enquiries

but now generally 

receive only enquiries

appropriate to our

holdings.”

New archive repository, taken during
the archive move in October 2007 



However the Standard was published as a working draft
with the intention that after a period of active 
consultation and feedback following use, a further 
revision should take place. Although there has been 
informal feedback through the years, it has not proved
possible to conduct the large scale consultation 
exercise that was originally envisaged. The Standard 
continued in use, but the document contained much of
the background research and thought that had gone
into its inception, with the result that the active and
usable content lay a considerable way into the text.

The dilemma that faced the PSQG Steering 
Committee was over the nature and scope of the 
revision. The elements that made up the core of the 
standard have largely stood the test of time, though
some of the cited examples and BS standard 
documents have not, while government initiatives have
moved on considerably from those in vogue in the late
1990s. At the same time there are developments within
PSQG, notably on the fine balance required between
access and security that will impact on the standard in
future, but are still in the course of development.

In the event, the decision was made to go with a 
minimal edit – updating cited references, and 
recognising the substantial growth in online resources
and communications through email that have taken
place in the last decade. The new edition has slimmed
down the introductory material, and renumbered the
elements to simplify the numbering. Updating has 
included some changes to the layout, which should
make the standard easier to use, with the summary
statement for each element given its own text box so 
it stands out clearly. The editor had drawn up a simple
checklist in the days when he ran a record office, to
help audit local performance against the principles of
the standard and a revised version of this now forms an
implementation table. Hopefully this will help archive
services carry out regular reviews of their practices and

Since 1999 the draft Standard for Access to Archives
has been widely used by UK record offices and the 
principles the main author Chris Pickford and his 
editorial colleagues laid down have attracted attention
from colleagues in the English speaking world. 
Now the Public Services Quality Group have overseen
the transformation of the working draft into a final 
version for electronic publication, with a simple toolkit
for implementation.

One of the founding pieces of work undertaken by the
Public Services Quality Group was a Standard for Access
to Archives. The need for a standard was identified at
the PSQG Quality Forum in 1998 and in the ensuing
year Chris Pickford, Iain Watt and other contributors
laboured to produce an outline set of aims and 
objectives for quality archive access services. Principles
were set out in elements to help archive services define
their aims and objectives and conduct relations with
users equitably and effectively. Each element was 
provided with a statement of intended outcomes, the
requirements which needed to be met and notes and 
guidelines to help archivists achieve the outcome and
audit the performance of the record office.

First published by PSQG in 1999 as a working draft, 
the Standard has gone on to become an essential tool
for many archives services in Britain. By the end of
2007 seventy-nine record offices had produced 
access policies – a tribute to the influence of the 
original Standard.

The concept of access remains at the heart of 
government policy and the Standard was devised to
help repositories collect evidence of their performance
for public service initiatives and to support funding 
initiatives. In the nine years since it first appeared it has
been widely cited and used, and is one of the key 
standards cited in The National Archives’ self 
assessment process.

A standard for access 
to archives: 2008
David Mander

28 RecordKeeping - December 08

standards &
guidance



procedures against the benchmark of the standard.

In its initial form The Standard for Access to Archives was
a ground-breaking document in the world of archives,
libraries and museums, and in its new form PSQG 
hopes it will continue to stimulate good practice. 
It will continue to be free to download as a PDF file,
along with the Word Implementation table. 
Colleagues are urged to take a look and let PSQG 
know what you think!

A Standard for Access to Archives: 2008 and the 
accompanying implementation table can be found at
www.ncaonline.org.uk/research_and_development/
access_standard

About the Author:

David Mander is a long standing member of 
PSQG serving as the Liaison Officer. He undertook
the editorial work on the Standard as a consultant
for PSQG, and is involved with a range of other 
activity on standards, statistics and performance 
in archives, including serving on the CIPFA archives
panel and The National Archives Self Assessment
Panel.  David has worked as an independent 
archive consultant since 2005 and has recently 
become a partner in Creative Cultures, an arts and
heritage consultancy.
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Publications from The National Archives

Cataloguing Grants Scheme podcast
The National Cataloguing Grants Scheme is a programme
to tackle cataloguing backlogs. This programme has been
made possible by the generous support of the Pilgrim
Trust, the Foyle Foundation, the Wolfson Foundation, the
Gladys Krieble Delmas Foundation, the Mercers Company 
Charitable Foundation and the Goldsmith Company. The
National Archives provides expert advice and secretariat
support for the programme. 

To listen to a podcast from Dr Jessica Gardner from 
Exeter University Special Collections about tackling a 
cataloguing backlog-strategy, promotion and funding
from the Cataloguing Grants Scheme go to 
www.nationalarchives.gov.uk/archives/cataloguing_
grants_scheme.htm

The Civil Service publishes a new knowledge and 
information management strategy 'Information 
Matters: building capability in knowledge and 
information management'
The [strategy], endorsed and driven by Sir Gus O'Donnell,
is designed to help government departments seize the
opportunities and meet the challenges of the digital era.

As part of the Transformational Government and Service
Transformation agenda, the development of this strategy
has been led by the cross government [Knowledge Council].

The strategy strengthens the position of knowledge and
information management as an essential corporate 
function, like Finance and HR, and aims to build a culture
of effective knowledge sharing across government 
departments. Furthermore, it supports departments in 
implementing the recommendations of Robert Hannigan's
review of Data Handling procedures in government.
gkimn.nationalarchives.gov.uk/gov-strategy.htm
gkimn.nationalarchives.gov.uk/knowledge-council.htm

Publications from outside The National Archives

Standard for Access to Archives: 2008
The Public Service Quality Group has recently turned the
working draft into a completed document. The Standard
and accompanying implementation can be found on the
National Council on Archives website at
www.ncaonline.org.uk/research_and_development/
access_standard/

National Preservation Office - 
Caring for CD’s and DVD’s
The National Preservation Office has recently released a
new publication focusing on caring for CD’s and DVD’s.
The guidance on this subject can be read online at
www.bl.uk/npo/pdf/cd.pdf

Digital Preservation Europe, PLATTER: 
a Planning Tool for Trusted Electronic Repositories
Digital Preservation Europe’s Planning Tool for Trusted
Electronic Repositories will enable new and existing
repositories to plan their activities in all the key areas of
repository development in order to meet their 
self-defined goals. More information can be found 
online at www.digitalpreservationeurope.eu/platter/

ISO/IEC 29500:2008, Information technology - 
Document description and processing languages - 
Office Open XML file formats.
ISO/IEC 29500 is a standard for word-processing
documents, presentations and spreadsheets that is 
intended to be implemented by multiple applications on
multiple platforms. One of its objectives is to 
ensure the long-term preservation of documents 
created over the last two decades using programmes that
are becoming incompatible with continuing 
advances in the field of information technology. 
More information can be found at
www.iso.org/iso/pressrelease.htm?refid=Ref1181

Recently released 
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British Standard on Data Protection

A follow up to the note in the previous issue: good
progress has been made in developing BS 10012 Data
Protection and a consultation version should be issued
in January 2009. The draft will be published on the 
website set up for consultation drafts, which is
drafts.bsigroup.com. You need to register on the 
website in order to gain access to the draft standard.
You then review the draft section by section, inserting
comments as you go. Those working in archives services
should look in particular at provisions relevant to
preservation of archives containing personal data, and
provision of access for research purposes, in order to 
assess whether any changes are required. If there is text
which you consider particularly helpful in this regard it
would be useful if you inserted a comment supporting
the text. 

Data handling

Those of you who work in central government will be
familiar with the data handling guidance issued by the
Cabinet Office in its set of mandatory minimum 
measures – see cabinetoffice.gov.uk/media/
cabinetoffice/csia/assets/dhr/cross_gov080625.pdf. 
The Local Government Association and Welsh Local
Government Association have now issued similar 
guidance for local authorities – see
idea.gov.uk/idk/aio/9048091 

Useful guidance from ICO

ICO has revised its guidance on the exemption for 
personal information (FOIA s 40) – see 
ico.gov.uk/upload/documents/library/freedom_of_
information/detailed_specialist_guides/personal_
information.pdf 

A copy of the Information Legislation update, 
with live url links, can be found on 
The National Archives website at: 

nationalarchives.gov.uk/services/recordkeeping.htm
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Contacts
Tel: 020 8876 3444
Staff email addresses are of the format  � firstname.lastname@nationalarchives.gov.uk

National Advisory Services
General enquiries to  � nas@nationalarchives.gov.uk

020 8392 5270
020 8487 1970

Advice on Places of Deposit and Public Records
Including disposal, legislation, standards for storage and access:

Andrew Rowley, Head of Archive Inspection Services ext 5318

Advice on Non-Public Records
Including standards for storage of and access to private archives, 
advice to grant awarding bodies, sales monitoring and liaison with 
regional archive councils and regional agencies:

Norman James, Principal, Archives Advisory Services ext 2615

Regional archival liaison
Scotland - Alex Ritchie
Wales - Andrew Rowley/

Norman James
Eastern region - Anthony Smith
South East region - Melinda Haunton
Yorkshire and the Humber region - Andrew Rowley
North West and Northern Ireland - Kevin Mulley
East Midlands and West Midlands - Nick Coney
North East region - Catherine Guggiari
South West region - James Travers
London - Melinda Haunton/

Rosie Logiudice

Information Resources Team
Manorial Documents Register enquiries to  
� mdr@nationalarchives.gov.uk
National Register of Archives enquiries to  
� nra@nationalarchives.gov.uk

Electronic Records Management
Enquiries to  � e-records@nationalarchives.gov.uk

Records Management Outside Central Government
Enquiries to  � rmadvisory@nationalarchives.gov.uk
Advice on developing effective information and records 
management systems for paper and electronic records:

Richard Blake, Head of Records Management 
Advisory Service ext 5208

T

T

T

F

T

Records Management and Cataloguing Department
Enquiries to � records.management@nationalarchives.gov.uk

Meg Sweet, Head of Records Management 
and Cataloguing Department ext 5315
Howard Davies, Head of Information Management 
Consultants ext 2357
Stuart Abraham, Access Manager ext 5346
Louise Craven, Head of Cataloguing ext 5232
Teresa Bastow, Head of Freedom of 
Information Centre ext 5380

Key contacts in other National Archives departments
Information Legislation
Copyright and intellectual property issues

Tim Padfield, Information Policy Consultant, 
Information Policy Division ext 5381

Data Protection and its impact on records management 
and archives
Freedom of Information and its impact on records 
management and archives, including the current 
review and revision of the Code of Practice 

Susan Healy, Information Policy Consultant, 
Information Policy Division ext 2305

Digital Preservation Issues
Enquiries to  � digital-archive@nationalarchives.gov.uk

Adrian Brown, Head of Digital Preservation Research ext 5257

Conservation and Preservation of Traditional Materials
Enquiries to  � collectioncare@nationalarchives.gov.uk

Nancy Bell, Head of Collections Care ext 5283

Advisory Council on National Records and Archives
Lale Ozdemir, Secretary ext 5377

Education, learning and access, schools and undergraduates
Andrew Payne, Acting Head of Education, 
Interpretation and Outreach ext 5319

Higher Education, Post-graduate and University Teaching
Staff Support and Liaison

Vanessa Carr, Head of Academic Liaison ext 5224

Research and Collections Development
Caroline Williams, Head of Research and Collections 
Development ext 5323
Cathy Smith, Collections Strategies Manager ext 2064
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