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Identifying and mapping national research resources for Caribbean studies and the history of Black and Asian people in the UK.

Guidance document for libraries participating in the collection-level survey of research resources relating to Caribbean studies and the history of Black and Asian people in the UK.
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Once you have read the guidance document and completed the CASBAH questionnaire, please return it to Ms Carol Dixon (CASBAH Project Officer).

Your questionnaire can be returned by post or FAX, c/o

CASBAH Project

Institute of Commonwealth Studies

28 Russell Square

London WC1B 5DS

FAX: 020 7862 8820

Alternatively, an electronic copy of the questionnaire (in Word format) can be obtained by contacting the CASBAH Project Officer via e-mail at carol.dixon@sas.ac.uk.

The completed questionnaire should be returned no later than Friday 25th January 2002.

1. BACKGROUND

The CASBAH project has been awarded funding by the Research Support Libraries Programme (RSLP) to conduct surveys in libraries, archives, resource centres and other repositories in order to identify and map national research resources for Caribbean studies and the history of Black and Asian people in Britain. Our activities are founded on the central aim of improving access to, and coverage of, these resources for the academic research community and the wider society. The project began its work in January 2000 and is due to finish in May 2002.

The aims of the project will be achieved by:

· conducting surveys of existing library collections for Caribbean Studies and the study of Black and Asian history in Britain

· collating and disseminating this information via a web-accessible database and subject gateway for the benefit of researchers, educators, information professionals and members of the wider community interested in Caribbean Studies and the history of Black and Asian people in Britain

· developing the framework through which national collaborative collecting policies and strategies to enhance the quality and quantity of the distributed national research library for both Caribbean Studies and Black and Asian British history studies can be developed.

Through this survey it is our hope that the following benefits are achieved:

Benefits to researchers:

To be able to identify libraries in the UK that have holdings of significant research value in Caribbean Studies and the study of Black and Asian history in Britain; 

To discriminate between holdings, at a practicable and useful level of detail, in terms of subject and area coverage, scope and depth of collecting;  

To make effective use of the collections with the help of practical information on location, access and usage of resources.

Benefits to libraries: 


To enable professional colleagues within the library and information sector  to identify national collection strengths and significant gaps in the distributed national collection of research resources for these subject areas , and thus devise common procedures for collaborative collection management that have the potential to continue beyond the life of the project.

2. SURVEY SCOPE, METHODOLOGY AND COVERAGE

This CASBAH survey will focus on library holdings across all subject areas relating to Caribbean studies and the history of Black and Asian people in Britain.

The project's aim is to provide a guide to research resources for Caribbean Studies and Black and Asian history studies available in the United Kingdom.  This survey will, therefore, include resources held in libraries of all types (e.g. national, academic, public, independent), but not the holdings of institutions which are exclusively archives or manuscript repositories, as these are covered in the archives section of the CASBAH database. Where possible, respondents are encouraged to state whether the collection is appropriate for general interest, 'teaching-level' study within higher education, or is considered to be 'research level' material.

The survey will take account of research resources held by libraries in any format (including print, manuscript, microform, audio and visual material, maps, sheet music, and computer files).

A pilot survey was conducted amongst a small sample of CASBAH's partner and associate institutions (e.g. British Film Institute, Goldsmiths College Library (University of London), the library of the London Metropolitan Archive, the TUC Library at the University of North London, etc.). Feedback from this pilot survey provided the framework for designing and circulating this current survey questionnaire and its supporting guidance document.

The questionnaire will be distributed to a sample of 180 libraries throughout the UK from August 2001onwards. 

Details of library collections will be recorded on the survey questionnaire, available as a Word file (entitled CASBAHquestions.doc), or in print where requested.

Data from the completed questionnaires will be collated and assigned to a series of database fields within a survey record template. This will then be transferred into the CASBAH database from November 2001 onwards. All the collection descriptions will be indexed and tested then made available to the public via the project's online database at www.casbah.ac.uk/projectdata.html from May 2002.

Further details about the survey methodology and the overall scope of the CASBAH project are also available on the Web at http://www.casbah.ac.uk/about.htm and http://www.casbah.ac.uk/scope.html, respectively.

3. GUIDANCE FOR CONTRIBUTORS
The questionnaire is divided into two sections:

Section A: General Collection Description for the Library - contains questions asking for a general description of the library, overall details about either Caribbean Studies materials, resources for studying the history of Black and Asian people in Britain, or a combination of all these subject resources. This should be considered as the 'parent' entry in relation to one (or more) specific or 'child' entries, which can be included in Section B of the questionnaire. In larger institutions the parent record may be completed by our main contact for the library, who should then gather various collection level records from the relevant staff members in charge of specific sub-collections.  (NB: In small libraries one member of staff may need to complete both sections of the questionnaire)
Section B: The Specific/Special Collection(s) - contains questions asking for a more detailed description of each discrete collection (the 'child' entries) deemed pertinent to either Caribbean Studies or the history of Black and Asian people in Britain.  The size and complexity of a library’s holdings will naturally influence the length and number of special or sub-collection descriptions that will need to be completed, but the suggestions below might give you some ideas on how large library collections could be divided up:

a) True discrete collections: e.g. official publications from one source (E.g. European Union publications; British parliamentary papers, etc.,) a donation collection which has been kept together, a collection of periodicals, a collection of dissertations or theses, etc.

b) Organisation-based collections: .i.e. material from an individual organisation which is either kept in a separate section of the library as a 'Special Collection', or dispersed throughout the library's overall collection and traceable through the catalogue (e.g.  The Library of the West India Committee, housed at the Institute of Commonwealth Studies, University of London)
c) Subject based collections: a dominant subject-category within the entire collection (E.g. an economic history collection about countries in the Caribbean region, a multimedia collection of teaching and learning resources for 'Multicultural Education' distributed throughout the entire 'Education' section of a library, a collection of holdings about the Literature of the Caribbean Diaspora, a collection of publications by the Institute of Race Relations, etc.)
d) Classmark based collections: a variant of the subject based collection, but based around a particular library classification system, such as Dewey or Library of Congress. (E.g. In Dewey relevant collections could include 300-Social Sciences; 301-Sociology and anthropology; 326-Slavery and emancipation, etc.)
e) Format-based collections: e.g. newspapers, pamphlets, microfilm, videos, audiotapes, etc.
When completing the questionnaire it is important for respondents to concentrate on providing factual data about library holdings which will help the user to make informed choices about the relevance/suitability of the collections described for his or her particular purpose, and provide a starting point for more detailed enquiry (via a library's online public access catalogue, a web site link or printed guides to the collection).

Please note that the CASBAH project may be required to edit information on completed questionnaires in order for descriptions to conform to the specifications of the database.

*NB: If several members of staff are given the responsibility to complete the CASBAH questionnaire, it is advisable that the main contact person for the library fills out Section A first. Copies of this general description should then be circulated to any other members of staff responsible for writing about specific/special sub-collections in Section B, so as to avoid repetition of common data.

4. TERMS AND DEFINITIONS

What is a 'collection-level description'?

A collection is a grouping of physical and/or electronic items. Within the library context, examples might include groups of books (arranged by subject or classmark), manuscripts and audio-visual materials, as well as the derived representatives of such entities (e.g. photographic images, documents in a digital archive, Web resources, etc.).

For the purposes of this survey, a 'Collection Description' or 'Collection-level Description' is a written summary of the holdings within a library, archive or museum. 

The General Collection Description asked for in Section A requires respondents to write brief details that give an overview of the library's holdings and then suggest what proportion of this might be useful to people interested in Caribbean Studies, the history of Black and Asian people in Britain, or a combination of both these subject areas. It is not intended to be a full list of every item within the collection, but rather a general overview of the number of items, material type and subject content of the resources contained within it.

Further information about the RSLP collection description schema that underpins the structure of this survey is available on the UKOLN (UK Office for Library Networking) web site at http://www.ukoln.ac.uk/metadata/rslp/schema/.

Asian 

The term 'Asian' is used to refer to people with recent or direct links with Asian countries, in particular those with recent or direct origins in Bangladesh, India, Kashmir, Pakistan, and Sri Lanka. This definition includes people of 'dual heritage' or mixed 'race'.

Black 

The term 'Black' is used to represent people of African descent or people whose ancestry lies either directly, or in part, in the black African or Caribbean diaspora. This term includes people of 'dual heritage', or mixed 'race'.
Caribbean 

Within the context of this project the term 'Caribbean' refers primarily to the English- speaking countries and peoples of the Caribbean region. This includes: Anguilla, Antigua & Barbuda, the Bahamas, Barbados, Belize, Bermuda, British Virgin Islands, Cayman Islands, Dominica, Grenada, Guyana, Jamaica, Montserrat, St Kitts and Nevis, St Lucia, St Vincent and the Grenadines, Trinidad and Tobago, and the Turks and Caicos Islands.

Although the project is seeking to concentrate on the English-speaking language zone of the Caribbean, reference to the entire geographical region of the Caribbean, including the  Spanish-, French- and Dutch-speaking Caribbean language zones, can be made when describing your collections in order to place the information provided within its wider regional context. 

5. FAQs - FREQUENTLY ASKED QUESTIONS

5.1. How much detail should I include in my collection description?

Since the project’s purpose is resource guidance at collection level, descriptions of holdings need not mention the presence or absence of individual items, except where a rare or otherwise very important item is especially relevant to the standing of the collection as a whole.  On the other hand, entries should where appropriate mention heavily-represented authors or publishing institutions and draw attention to any special strength(s) in material related to particular geographical areas of the Caribbean, historical time spans and/or subject domains. (For example: politics, economic history and literature for Caribbean Studies, or population demography, race relations, employment, education and social inclusion themes for Black and Asian history in Britain, etc.)
5.2. How should I describe the size (extent) of the library's collections?

Although size of holdings is not the ultimate measure of a library’s significance in a given subject, these figures do help to provide an objective basis for comparison and evaluation.  Therefore we are asking responding libraries for estimates to the nearest hundred or thousand for monographs, (and as accurate as possible an estimate for other types of material): 


Serial holdings relating to Caribbean Studies or Black and Asian history in Britain (both active and inactive)


Manuscripts;


Microforms;


Newspapers;


Archival holdings (boxes or linear metres where ascertainable);


Audio and visual materials;


Electronic resources, etc.

For example: 10,000 books, 250 pamphlets, 400 periodicals, 300 box files of press cuttings, 50 computer files (mainly in CD-ROM format), etc.

5.3. How should I cite specific publications?
If you cite a published work, please provide the information in the following format:

Author(s) name Year of Publication, Book Title, Publisher, Place of Publication. 

The author's name should consist of the surname separated from the initials or given name with a comma. 

The title of the publication should be either italicised or underlined, and the year of publication should be written immediately after the author's name.

Examples:

Owusu, K. (ed.) 2000, Black British culture and society: a text reader, Routledge, London

Visram, R. 2001, Asians in Britain: 400 years of history, Pluto Press, London

5.4. What about data protection? How will the data I submit be used by the CASBAH project?

The data you submit in response to questions marked with an asterisk (*) on the questionnaire will be edited and made available publicly via a searchable database on the CASBAH web site. 

Where possible, when required to give contact details, please provide generic contact details for your library (i.e. a general enquiry point or email address rather than the specific contact details of a named individual). If, however, respondents choose to give their details, please bear in mind that any information supplied will be stored in the CASBAH database and, ultimately, will be made available on the World Wide Web. Therefore, entering such information in response to questions on the questionnaire implies the acceptance of it being made public.  Personal contact details made known to the CASBAH Project purely for the purposes of correspondence however, will not be publicly disseminated (as indicated above Question 1(a) on both sections of the questionnaire).
URLs provided on the questionnaire (unless stated otherwise) will be made public on the CASBAH database.

When will the collection description(s) I submit be available on the CASBAH database?

The design of the user interface for the database is due for completion in March 2002 and the database itself will not be available for searching until May 2002. In the interim samples of information from completed questionnaires will appear on our Project web pages from October 2001 onwards, so please check the following page regularly for the latest developments and updates: http://www.casbah.ac.uk/projectdata.html 

6. SAMPLES OF COMPLETED COLLECTION DESCRIPTIONS

E.g. 6.1 Collection Description for the British Film Institute: bfi Collections 
(Question 4 on the CASBAH questionnaire)
"The bfi Collections are part of the British Film Institute set up in 1933 to encourage the art of film.

The collections include the National Film and Television Archive, which has the largest collection of film and television titles in Europe. Titles range from the beginnings of cinema to the previous night's television programmes and includes fiction and non-fiction films, newsreels, animation, advertising films, trailers, home movies and videos.

bfi Collections are divided into 3 main sections, covering both archive materials and printed sources: 

1. National Film and Television Archive, containing film and television 
titles in both film and video format; 

2. Stills Posters and Designs Collection, comprising 15,000 movie posters, 20,000 star portraits and c. 7 million stills; 

3. Special Collection of printed sources containing working papers of film makers, assorted ephemera (programmes, letters, tickets and marketing campaign books promoting British film releases) available in the library of the bfi. "
NB: The full collection description for the British Film Institute is available on the CASBAH web site at http://www.casbah.ac.uk/bfi_avcd.html
E.g. 6.3 Collection Description for Goldsmiths College Library

(A collection description which incorporates answers to all the questions in Section A on the CASBAH questionnaire)
Title: Goldsmiths College Library

General Collection Description: Goldsmiths College mission has as its focus the study of creative, cultural and social processes. The interdisciplinary nature of teaching and research in the College means that materials of relevance to Caribbean studies and to the history of Black and Asian people in Britain may be found throughout the library; there is not one identifiable Caribbean and Black and Asian studies collection. In addition to books there are substantial collections of audiovisual materials, notably video, music recordings and slides. There are few relevant periodicals and no relevant archives. 

Printed material is arranged using the Dewey Decimal Classification. Audiovisual materials are arranged by format. 

The social anthropology section is particularly strong on the Caribbean area. Elsewhere in the social sciences stock, material relevant to Caribbean studies and to the history of Black and Asian people in Britain can be found in the sections on media studies, women's studies, race relations, political history, migration, colonisation, slavery, economic history, immigrant workers, social services and education. The school practice collection (SPC) holds books and audiovisual materials for use with children of all ages. The collection is weeded and updated regularly to reflect current educational practice and the requirements of the national curriculum, including the need for materials suitable for education in and about a multicultural society. The SPC has a collection of children's fiction from picture books to novels, with a good selection of materials by Caribbean authors. 

The collections in creative and performing arts are a particular strength of this library and include books, exhibition catalogues and slides on Caribbean artists, as well as books, video and sound recordings of Caribbean music. There is a growing collection of literature by Caribbean authors in English, French and Spanish and the history section includes materials on the British Commonwealth and Empire and on the history of the West Indies.

Strength: Social anthropology of the Caribbean region.

Language: Mainly English

Size: Over 600 titles (books), and c70 audio-visual items

Date accumulated: c1945-

Publication date: c1945-

Catalogue: All materials except sound recordings and slides are included in Goldsmiths College library web catalogue (Aleph). 

Catalogue URL: http://libra.gold.ac.uk:4505/ALEPH

Publications: None 

Accrual: Material is currently purchased selectively to meet the needs of teaching and research in the College.

Access: One day reference tickets for access to printed materials are normally available on application with the production of suitable identification. Long term reference tickets may be issued in certain circumstances. Admission may be restricted at busy times, e.g. enrolment, exams. Access to audiovisual materials and to the school practice collection is not normally available to external users. Researchers with a special need to consult these materials should contact the librarian in charge of each section for information. 

Interest: (C) Caribbean, (B) Black, (A) Asian

Record date: 20th September 2000
(NB: This collection description for Goldsmiths College Library is also available on the CASBAH web site at http://www.casbah.ac.uk/Goldsmiths_pscd.htm)

7. SURVEY SUPPORT AND DETAILS OF HOW TO RETURN COMPLETED QUESTIONNAIRES

If you would like further guidance about the questionnaire, please contact:

Ms Carol Dixon (CASBAH Project Officer)

Institute of Commonwealth Studies, 28 Russell Square, London WC1B 5DS.

Tel. 020 7862 8824 / FAX: 020 7862 9920 / E-mail: carol.dixon@sas.ac.uk 

Completed questionnaires should be returned by post (at the above-mentioned address) or FAX: 020 7862 8820.

Alternatively, an electronic copy of the questionnaire (in Word format) can be obtained by contacting the CASBAH Project Officer via e-mail at carol.dixon@sas.ac.uk.
On receipt:

· Save the file under a new name, preferably in the format: 

library name (up to 4 digits)_CASBAH.doc 

(e.g. University of Sheffield Library = SHEFF_CASBAH.doc, Goldsmiths College Library = GOLD_CASBAH.doc, etc.) 

· Send the document as an attached file (in Word format) via e-mail to Carol Dixon (CASBAH Project Officer) at carol.dixon@sas.ac.uk
NB: The questionnaire should be returned no later than Friday 25th January 2002.
8. APPENDICES

Appendix 1 - Library Association division of English regions in the United Kingdom. Source: Harrold, A. (ed.) 1994 Libraries in the United Kingdom and the Republic of Ireland 1995, Library Association, London (ISBN: 1856040917)
Name of Region
Coverage

East
Bedfordshire; Cambridgeshire; Essex;  Hertfordshire; Luton; Norfolk; Peterborough; Southend on Sea; Suffolk; Thurrock

East Midlands
Derby; Derbyshire; Leicester; Leicestershire; Lincolnshire; Northamptonshire; Nottingham; Nottinghamshire; Rutland 

London 
Barking and Dagenham; Barnet; Bexley; Brent; Bromley; Camden; City of London; Croydon; Ealing; Enfield; Greenwich; Hackney; Hammersmith and Fulham; Haringey; Harrow; Havering; Hillingdon; Hounslow; Islington; Kensington and Chelsea; Kingston upon Thames; Lambeth; Lewisham; Merton; Newham; Redbridge; Richmond upon Thames; Southwark; Sutton; Tower Hamlets; Waltham Forest; Wandsworth; Westminster

North East
Darlington; Durham; Gateshead; Hartlepool; Middlesbrough; Newcastle upon Tyne; North Tyneside; Northumberland; Redcar and Cleveland; South Tyneside; Stockton-on-Tees; Sunderland

North West and Merseyside
Blackburn with Darwen; Blackpool; Bolton; Bury; Cheshire; Cumbria; Halton; Knowsley; Lancashire; Liverpool; Manchester; Oldham; Rochdale; St. Helens; Salford; Sefton; Stockport; Tameside; Trafford; Warrington; Wigan; Wirral

South East
Bracknell Forest; Brighton and Hove; Buckinghamshire; East Sussex; Hampshire; Isle of Weight; Kent; Medway; Milton Keynes; Oxfordshire; Portsmouth; Reading; Slough; Southampton; Surrey; West Berkshire; West Sussex; Windsor and Maidenhead; Wokingham

South West
Bath and North East Somerset; Bournemouth; Bristol; Cornwall; Devon; Dorset; Gloucestershire; North Somerset; Plymouth; Poole; Somerset; South Gloucestershire; Swindon; Torbay; Wiltshire

West Midlands
Birmingham; Coventry; Dudley; Herefordshire; Sandwell; Shropshire; Solihull; Staffordshire; Stoke-on-Trent; Telford and Wrekin; Walsall; Warwickshire; Wolverhampton; Worcestershire

Yourkshire and the Humber
Barnsley; Bradford; Calderdale; Doncaster; East Riding of Yorkshire; Kingston upon Hull; Kirklees; Leeds; North East Lincolnshire; North Lincolnshire; North Yorkshire; Rotherham; Sheffield; Wakefield; York
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