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INTRODUCTION

BACKGROUND TO CASBAH'S ARCHIVAL SURVEY METHODOLOGY

· Background to CASBAH's Archival survey methodology

· Aims of the document

CASBAH, a demonstrator project funded by the Research Support Libraries Programme (RSLP), was established in January 2000 to identify and map national research resources for Caribbean Studies and the history of Black and Asian peoples in the Britain.  Currently, access to resources for these fields - particularly for the history of Black and Asian people in Britain - is underdeveloped and piecemeal and there was a need to gather and consolidate resources in these two key subject areas.  The project has focused primarily on finding ways to facilitate greater access to archive collections, printed sources and audio-visual materials housed in repositories and libraries throughout the UK which could be useful to researchers interested in Caribbean Studies and the history of Black and Asian peoples in the UK.

Prior to, and in preparation for the survey work, information was gathered from the work and the published findings of several other projects and surveys including the Black and Asian Studies Association Archive questionnaire, the Bedfordshire and Luton Archives and Record Service survey of ethnic minorities, as well as the activities of archives such as the Birmingham City Archives and Local Studies, Lambeth Archives and Gloucestershire Archives and the findings of the Ethnic minority Archives Study Days organised by the Society of Archivists.

Drawing on these findings and on the specific objectives of the project, CASBAH's archive survey methodology was put into place.  Between May 2000 and September 2001, CASBAH staff conducted pilot archive surveys at sites in England and Northern Ireland.  The CASBAH survey methodology was tested and refined throughout the archive survey process.  The aim was to development a method of surveying, test it, refine it, and test again in different locales and in different types of repositories.  Backed by the experiences gained through our surveys, your use of this tool will aid in the further development of a rigorously tested and strong survey methodology for these presently under-developed subject areas. 

Aims of this document

It is clear that there are records in most, if not all repositories, related to Caribbean Studies, either covering the particularities of Caribbean societies, or making links between English, Welsh and Irish peoples and the Caribbean through slavery, colonialism, trade, land and family connections.  It is equally clear that whether or not presently identified or located, there are records in most, if not all, repositories, related to the long presence of peoples of African and Asian descent in the UK, covering the specificities of these groups, and their lives at all levels of society.

In making this survey guide available, the aims are as follows:

· To provide archivists and record managers with a tool in which to begin the (re) appraisal of their holdings in relations to Caribbean Studies and the history of Black and Asian peoples in the UK. 

· To provide a guide that takes into account the problems of finding embedded, coded and opaque records relating to specific ethnic groups. 

· Based on our experiences gleaned in conducting similar CASBAH surveys, the aim is also to provide suggestions on how to begin to promote archival resources to researchers engaged in these areas of study.

PART ONE

PRELIMINARY QUESTIONS
1.1 What is the purpose of the survey?

1.2 What is the scope of the survey?

1.3 What is the extent of the survey?

An archive collection survey is a way of gathering information about the range, content, and extent of selected collections.  This section raises some of the questions that will need to be addressed in order to narrow down subject areas and formulate a rationale for conducting survey work.  Although drawing on CASBAH subject areas, the preliminary questions are applicable to survey work on other ethnic, religious or linguistic groups whose presence in archives in the UK has to be proactively investigated, drawn out and made accessible. 

1.1
What is the purpose of the survey?
Aim to be clear about the purpose of the survey and the rationale behind the survey process.  It is essential that the purpose of the survey is made clear at the beginning, and remains clear in, and after the 'writing up' process.

Careful examination of the motives for conducting collection surveys in order to compile research resources relating to people of African, African-Caribbean or Asian descent will form the basis of subsequent work such as (1) planning for more detailed collection surveys; (2) revising collecting policies; (3) establishing cataloguing priorities; and (4) planning outreach and development work.  The following reasons may help in narrowing down the purpose of proposed survey work:

1. Need: Local need, as well as regional and national initiatives often provide the impetus for projects.  Local need and the development of regional and national initiatives, nonetheless, need to be fully explained in the rationale of the project.

2. Access: Archives, record offices and local studies unites may wish to survey their collections in order to make specific material more freely available and accessible for existing or new users.  Surveys will allow for:

· The first steps to be taken by members of the organisation in re-acquainting themselves with their holdings in relation to specific ethnic groups 

· The highlighting of surveys findings can be part of a programme of developing new audiences 

· The survey can be part of a programme of raising awareness of issues of diversity, anti-racism and multiculturalism 

3. Prestige: There are number of important collections specifically related to Black and Asian history in the UK that are presently limited to a researchers because of the need for extensive cataloguing or conservation work.  Such collections include:

The Leicester Oral History Archive: The Leicester Oral History Archive is the culmination of a major initiative in the area in the 1980s when over 500 interviews were conducted involving members of the Black and Asian communities.  The collection has only been partly transcribed. 

The Harry Jacob Collection: Harry Jacob was a photographer based in Lambeth, and the Harry Jacob Collection comprises thousands of images of studio shots of individuals, almost all of whom are of African Caribbean origin.  Similarly, the work has not yet been listed and is therefore not openly accessible for users. 

Printed Sources Collections at the The Institute of Race Relations: These valuable printed sources collections cover Black activism in UK between 1960s - 1980s and are in need of cataloguing and improved housing. 

If a collection is unique or is nationally or internationally important, survey work can be part of the process of bringing acclaim to a collection and the host record office or archives, whilst working to the collection is carefully housed. 

4. Historical value: Records which tellingly document the history of Black and Asian people - datasets of birth, marriage, or death; minutes of organisations and societies; oral history archives covering specific periods or events - are of historical value. 

4. Analysis and research: Collection surveys can open new ways of analysis and research that takes as its underlining premise the long history of Britain as a multicultural society with long established links to many regions of the world.  Collection surveys can provide insight into the varied role people of African, Asian and African-Caribbean descent have played in the development of Britain society, culture and life.  Thirdly, collection surveys can open up new ways of analysis and research which places as central the archives and record office in telling these histories.

5. Policies: It may be that an organisation would like to take advantage of the latest wave of initiatives calling for archives, records offices and local studies units to be seen to be providing a service that mirrors the diverse community they serve.  If this is the case, then it is not appropriate to go ahead.  The most successful projects are those that work within their funding restraints to provide resources in as consistent, and appropriate a way a possible - in a way that can be developed and which directly address local needs.

1.2
What is the scope of the survey?

Aim to define as the subject areas as specifically as possible

Establishing the terminology to be use in projects related to ethnic groups is a difficult task, as the following comments made by CASBAH partners and team members clearly show:

'As far as I am concerned, 'Asia' is a continent and includes everything from China in the East to Palestine in the West.  For me, 'Black' has nothing to do with skin-colour, and everything to do with political status.  Caribbean surely refers to the peoples of the 'West Indies', no matter which European language they use '

'I really think we should eschew the whole area of definitions, and leave it to people's sensitivity and common sense to use appropriate language.'

'Why can't we go for broad definitions, explaining that they reflect the central experience of migration from and within particular regions of the former British empire, but do not necessarily exclude other people linked with that history?' 

What about people of dual heritage or mixed 'race'?
Aware of the fact that terminology used to describe different social groups - not least those that have been racialised and oppressed - is fraught with difficulties, it is nevertheless, important that decisions are made to clearly identify the groups you wish to focus on. 

From our experience, it is clear that terms such as 'Asian', or 'Black' are problematic umbrella terms, as is the more recent term 'Black and Ethnic minorities' (BEM).  When seeking to define the scope of a survey, consider the following recommendations:

· If you are researching people of Asian or African descent, clearly show the range of peoples under these categories - South Asian (Bangladeshi, Pakistani, Indian); African - African (Kenyan, Ethiopian) 

· If you use the terms Black British or Asian British then define these terms and be clear about the groups these terms encompass 

· Make contact with local groups 

· Consider the correlation between terms presently used and the names of the ethnic groups taken from the records themselves 

· It is important to make use of the terms used and recognised by those in your local or regional locale. 

· It is important to consider terms that will allow for the widest possible access to the data. 

· Examine official classifications, such as the Census classification and Commission for Racial Equality publications 

1.3
What is the extent of the survey?

Aim to be clear about the extent of the survey and allow for expansion. It is essential that the extent of the survey is made clear at the beginning, and remains clear in, and after the 'writing up' process.

The following are two types of surveys that can be used to help devise a survey framework.

Pilot surveys 

Pilot surveys are useful in indicating the range and extent of material.  They can be developed into more detailed surveys, which in turn can be expanded and further developed.  As such they could form the basis of and provide substantiation for funding of more detailed work.  Moreover, with pilot surveys, different groups of the African and Asian Diaspora can be explored individually.  Lastly, the expertise of past surveys can be incorporated into the implementation of future surveys.

Extensive surveys

Most often following on from pilot surveys, Extensive surveys allow for detailed analysis of specific collections and record groups.  What is not to be covered remains an important part of the documentation process. 

PART TWO

PRE-SURVEY WORK

2.1 Demographic overview

2.2 Local histories

2.3 Other projects conducting archive collection surveys

2.4 Collaboration and consultation

This section ..... 

2.1
Demographic overview 

Aim to be clear about the demography of the area(s) the survey is to cover 

Our work has shown that a central aspect of the survey process is gathering demographic data.  A knowledge of the demography of a particular area - - the size, growth, density, and distribution of its population is central to the success of a survey.  These pockets of information come together to provide:

· A frame of reference, showing the longevity of different community groups in the area 

· Access points to the archival collections. 

· Local government population or  environment departments l should be able to provide information on your particular regions, as well as organisations such as the Office of National Statistics (Population and Migration) and the Commission for Racial Equality

2.2
Local Histories

Aim to be clear about the people and communities who make up the particular regional area(s) that your collection surveys will cover

Equally important to the survey process is an understanding of local history.  By its very nature as a colonial empire - which covers distant as well as more local areas such as Wales and Ireland - Britain has never been homogeneous.  Thus, despite the paucity of records and in some cases the absence or low numbers of non-white groups (for instance in Belfast, Northern Ireland), any local history in the United Kingdom must take into account the long established presence of Black and Asian people since and no doubt before the birth of the British Empire.  This consideration is even greater in areas that were transformed with the influx of Black and Asian peoples since the second world war. 

An investigation into the local history of your area could include:

· Establishing and maintaining contact with local community groups and organisations 

· Newspaper searches covering particular periods when Black and Asian people were spotlighted. 

· Research the terminology of the period as it relates to your subject groups. 

· Contacting Local libraries and local studies units 

· Contacting to local colleges and universities about local research activities 

· Get in contact with local researchers and activists who can provide insight into areas in need of sustain investigation 

· Contacting local history groups about material they may have come across 

Other key issues relating to the collecting of local histories include:

· Documenting old, as well as coded terminology in the records (i.e. The 'C Division' within the Children's Department of the London County Council was the name given to a special committee set up report on children of African, Asian and Caribbean descent as well those children 'whose parents spoke foreign languages'.  Such awareness of coded terminology is helpful and the use of such terminology should be tracked and documented 

· Establishing ways to distance ourselves from racist terminology without distorting the content of the records.  Inverted comas have been used in the very few CASBAH database entries that contain such terminology 

· The importance of using a range of formats (manuscripts, photographs, newspapers, local histories) 

· Discussing how best to maintain the integrity of archival collections, whilst conducting a subject-driven interrogation and retrieval exercise 

2.3
Other projects involving archive collection survey work

Aim to gather as much information on the survey process from the work of other archivists, and past as well as ongoing, projects.

There are currently several archive projects underway relating to uncovering records and collections relevant to the history of Britain's diverse population.  The knowledge gleaned from networking with these projects will prove invaluable.  It is also important to be clear about what work has been down in the past and how you survey will find in the context of building up a local, as well as regional and national body of archival resources pertaining to specific groups of British society.

The following is a list of selected projects and organisations who have been, or are currently involved in sending out questionnaire, keeping lists of relevant records they come across, or conducting collection surveys related specifically to Caribbean Studies and/or the history of Black and Asian people in the UK.

	Archives and Museum of Black Heritage
	http://www.aambh.org.uk/noflash.htm

	Black and Asian Studies Association
	

	Butetown History and Arts Centre
	http://www.bhac.org/intro.html

	Black and Asian Londoners -
	http://www.cityoflondon.gov.uk/leisure_heritage/libraries_archives_museums_galleries/lma/special_projects.htm#black

	Birmingham City Archives-- 'Millenibrum Project'
	http://www.millennibrum.org


	Birmingham City Archives - Early Black Presence in Birmingham
	

	BE-ME (Black & Ethnic Minority Experience) Project (ongoing)
	http://www.wlv.ac.uk/rri/beme/

	Brent Archives A2A 10 Generations project
	archive@brent.gov.uk

	COSMOS - West Yorkshire Archive Service (2000)
	http://www.archives.wyjs.org.uk/cosmos.htm

	Channel 4 Black History Map (ongoing
	http://www.channel4.com/blackhistorymap/

	Gloucestershire Record Office Parish Registers project
	http://www.gloscc.gov.uk/pubserv/gcc/corpserv/archives/services/black_history.htm

	Highfields Remembered - An Illustrated living history of a unique area of Leicester
	

	Lambeth Black History Project
	lambetharchives@hotmail.com

	Museum of London - London's Voices
	http://www.museum-london.org.uk/MOLsite/menu.htm

	Northamptonshire Archives
	

	The PRO - Moving Here Project
	

	Profiles: Celebrating Cultural Diversity
	http://www.westmidlandsarchives.org.uk/Profiles


In addition,

· The Historical Manuscripts Commission maintains the Archival Research Projects Register (ARPR), which acts as a single reference point and provides details of a wide range of archival projects that are planned, ongoing or completed. http://www.hmc.gov.uk/arpr/arpr.htm
· The Heritage Lottery Fund's Grants database can also be sourced for organisations and groups conducting survey or related work. http://www.hlf.org.uk/templates/search_gen_outer_frameset.html
2.4
Collaboration and consultation

Aim to establish links that will ground the finding in its local context, as well as links with reflect the current funding trends

Collaboration and cross-sector work are becoming increasingly important and umbrella projects seem to be an essential requirement for funding.  There may be collaborative opportunities with other repositories and other across the archive, library, and museum sectors that could provide much needed support and possible funding opportunities.

More importantly, collaborative work with the groups survey work will aim to concentrate is crucial.  Although forming partnerships between the sectors and devising umbrella projects is indeed increasing, the partnerships and consultation with Black and Asian people on areas they would like to see researched and development has not been as forthcoming.  Consultation and networking with Black and Asian groups is crucial to the survey process.

PART THREEE

ARCHIVE COLLECTIONS

3.1
Types of Records - based on past surveys

3.2
Types of Records - CASBAH surveys

One key aim of this guide is to highlight the fact that whether or not presently identified or located, there are records in most, if not all repositories related to Caribbean Studies and the history of Black and Asian people in the UK.  In making this point, the aim is also to provide access points into the collections.  This will be done by  listing  types of record groups where differences  - sex, age, status (resident or 'stranger/f oriegner, alien, immigrant, refugee) matter anf are  central in the act of recording.  Lastly, there is a need to made lateral connections. This section provides information on access points to collections, as well as lists of record groups which have been used by other surveys, as well as those used in CASBAH's collection surveys. 

3.1
Past Survey-based Projects

The following is a collated list of specific types of records taken from the (1) findings of the surveys conducted by the Black and Asian Studies Association, Bedfordshire and Luton Archives and Records Service,and Wolverhampton Archives and Local Studies (2) ongoing work at the London Metropolitian Archives; and (3) information gleaned from presentation made to the two SoA Ethnic Minority Archives Study Days (2000):

· Parish Records

· Wills

· Records of Quarterly Sessions

· Trade Directories and Census Returns

· Records Relating to War - refugees and Prisoners of War

· Records of Local government - Health, educaation, housing, equal opportunities

· Newspapers

· Hospital Records 

· Records of Organsiations

 3.2
CASBAH's targeted record types

The following list of specific types of records is a general summary records  types examined by CASBAH staff:

· Estate Papers 

· Poor Law Union Records 

· Business Records 

· Records of charities 

· Records of social and political organisations 

· Records of Local government - Health, education, housing, equal opportunities

· Records of Religious bodies 

· Newspapers 

· Photographic Archives 

· Oral History and Sound Archives 

· Hospital Records 

· Records of Organsiations

PART FOUR

NOTES ON DATA COLLATION

4.1 Low-level items

4.2 Multi-level collections

4.3 Archival standards

4.4 Re-using and making collections accessible

An archive collection survey is a way of gathering information about the range, content and extent of targeted archive holdings. It can involve collection-level descriptions or mulit-level lists pertaining to targeted collections. The aim of this section is to provide a guide of how to collate archival data in ways that take into account the problems of finding embedded, coded and opaque records relating to ipecac ethnic groups. Secondly, aware that (1) there is an ongoing funding crisis in the archives sector; (2) there is increasingly pressure for archives to redress the present paucity of collections known to be about and relevant to the history of Black and Asian groups in the UK and ;(3) surveying collections can be a long and painstaking process, the aim of this section is to offer some day-to-day or ('event to event')steps that can be taken if beginning a reappraisal of archival collections.   Information on re-using and ensuring collections are made as accessible as possible is also covered in this section.

4.1
Low-level items

A large number of records we have found are series level or lower. Moreover, these records have not necessarily been flagged up as being relevant to our subject areas, and our success in uncovering these records was largely based on the (1) expense of, and advise given to us by the local archivist, (2) the type of collection, and (3) the themes we developed to narrow down and sharpen our focus to specific areas of interest. Past survey work conducted by BASA, and CASBAH's pre-survey work further substantiate the fact that there are a large number of lower-level records that need to be recovered and flagged up. 

Thus, the collating of low-level records relevant to Black and Asian studies (or relevant to key groups in your locale) is an invaluable exercise in itself, as well as an important start to any future collection-level survey work. It can be done by everyone in the office and so is also an awareness-raising initiative. Also, it fits into a tendency that most, if not all, archivists are well aware of: finding something when you are looking for something else! 

Some Record Offices, such as the Glouchestershire Record Office, have organised the collation of specific references into a relational database. Other methods of collecting low-level records include:

· Keeping electronic lists of relevant records as and when they are found. 

· Placing a log book behind the desk, so that members of staff can add records as and when they come across them 

· Inviting local history groups, genealogy groups and other researchers to add to this list as and when they come across relevant records 

· Establishing a system whereby relevant records are not only recorded locally, but sent to a national dataset. For instance the parish registry records can be sent to BASA who are presently collecting and storing all relevant records found in this specific record type. 

4.2
Multi-level descriptions

One important factor to consider when seeking to find and make available records related to specific groups of people, is finding ways to maintain the integrity archival collections as single entities. Keeping in mind the fact that an archival collection is 'a cohesive body of original documents emanating from on source', what becomes evident is the need to link lower-level records to their 'parent' collection. Creating a collating system which takes this into account will also allow for relevant records to be flagged as part of a larger collection and the presence of Black and Asian people in the records becomes historical fact. This is crucial. 

The steps for collecting low-level records given in the last section can be modified to allow for the links between lower-level record and the 'parent' collection to be recorded. The following example was taken from the Glocuestershire Record Office 

4.3
Archival Standards

Each year, an increasing number of archives around the county put on events to mark Black History Month. Recently, efforts have been made by national funding bodies to support oral history and local studies projects which seek to highlight the history, role and importance of all the groups that make up multicultural England. Although timely and important, a case can be made that it is the enduring value of the information gathered in preparation for these events and projects that must be used to judge their overall success. Crucial to the enduring success of these and other projects is to need to ensure that the material gathered can be re-used and can also be transferred. For this to happen, following archival standards and procedures is crucial.

Steps to consider include:

· Ensuring that all records are documented according to the basic requirements of ISAD(G) descriptions 

· Spending time to document the material so that it can drawn on by users wanting to conduct further research 

· Creating a system to document collections that have been used, in fact, creating an archive of BHM events or yearly events aimed at specific sections of your community 

· Developing further the documentation you have regarding the targeted collections by using the opportunity to index subject terms, write summaries on findings and note key points that can be passed on to other archives conducting similar work 

4.4
Re-using and making collections accessible

A major theme of this guide is the importance of finding records and collating them in a way which is suitable for the greatest access and most fruitful re-use. The following is a list of guides providing practical information on how to collect, collate, make accessible and preserve or re-use data in a range of subject areas:

	History Data Survey - Guide  to Good Practice: Digitising History 
	http://hds.essex.ac.uk/g2gp/digitising_history/index.asp

	 History Data Service - Guidelines for Documenting  Data 
	http://hds.essex.ac.uk/docguide.asp


	AHDS:Creating a Viable Scholarly Digital Resource 
	http://www.ahds.ac.uk/viable.htm


	AHDS: Leaflet: Digitisation. A Project Planning Checklist 
	http://www.ahds.ac.uk/checklist.htm

	AHDS: Guides to Good  Practice Series 
	http://www.ahds.ac.uk/guides.htm



PART FIVE

SERVING THE NEEDS OF BLACK AND ASIAN PEOPLES

5.1 The issues

5.2 Revisiting the collections - notes on finding relevant records

5.3 Subject and group specific enquiries  - notes on finding access points

The National Survey of Visitors to British Archives, conducted by the 'the Public Services Quality Group (PSQG) in 1998, found that although Archives were attracting new users in considerable numbers, 'Younger people, women and ethnic minorities are underrepresented in the archive user population.  There recommendation was that Archives must address this through finding new methods of service delivery and new ways of delivering content'. The summary of the survey conducted in 1999  went on to state that: 

The one challenging area for archives is encouraging a user base, which is more representative of UK citizens. The 1991 census identifies 5.5% of the UK population as having non white ethnicity yet the last two years surveys of archive visitors show archive use by this proportion of the population at around 2%. 

Thus, it is no surprise 'that meeting the needs of a more representative subset of the British population' was listed as one of the three significant challenges facing the archive sector (special needs access and using Internet Technology effectively being the two others).

The surveys and outreach work done by CASBAH staff has sought to tackle under representation and show the important role archives can play for all ethnic groups.  In particular, the aim has been to highlight and find solutions to the myriad of problems in finding resources in Caribbean Studies and the history of Black and Asian people in the UK. This section provides a list of  some of the ways to find and uncover records relating to the lives of specific groups. This section will also  provide guidance notes on  how archivists and record managers can  answer subject and group specific enquires.  

1. Survey strategy

Although there are records in most record offices related to Caribbean Studies and the history of Black and Asian History in the UK, the fact remains that different methods of searching and records have to used (i.e., photographs, records listing names, records of social activities) have to be utilised to uncover these sources. For instance, when dealing with business records, it seems that unless you are doing a detailed genealogical search (last names as indicative of descent), or looking at industrial/political/social/ trade relations (as was the case at the MRC), the search for records related to our research groups becomes that much more difficult. This was clear when searching the records of Good Year Tyre Company. Not able to find relevant written records, the Good Year's photograph collection, however, proved useful. 

2. Regional and local specificity

Another important aspect of the survey process that has been highlighted is the importance of being sensitive regional and local specificity. For instance, there are several books documenting Wolverhampton as a case study of Commonwealth migration, intensified multiculturalism, and localised racism. Records were found regarding the historical impact of Black and Asian people in this town. The fact that some important records (for instance the Conservative Party Papers) are presently not listed, and others significantly weeded equally shows the impact of this history. Equally important are the recent steps that have in been made to collect and archive the lives of Wolverhampton's Black and Asian communities (i.e., BE-ME) and the impact such developments will have in the future. 

3. The importance of local archivists and record managers

Mary Mills was my main contact and her knowledge of Wolverhampton, the history of the archives and its organisation was crucial to the success of the survey. It is clear that when conducting surveys in small, local settings such as Wolverhampton is vital that you forge links with people who can provide this necessary body of local information. 

PART SIX

CHECKLIST

The following is a checklist of questions to be addressed when preparing to survey collections in Caribbean Studies and the History of Black and Asian People (or other targeted groups) in the UK:

· What will the scope of the survey be? 

· How have you defined your specific subject areas?

· Is the aim to provide an overview or to provide an extensive analysis of the holdings?

· Have you conducted sufficient background work? Are there any other local/regional/national organisations working on similar internal or larger projects in these areas?  Is collaborative work possible? 

· Has contact been made with targeted groups regarding what their needs?

· Are there any other local/regional/national organisations working on similar local, regional or national projects in these areas?

· Which records groups will be targeted? 

· How have you arrived at the record groups chosen to be surveyed?

· How will the data be collated?

· How will the issue of terminology  - racist or offensive terms in the records - be tackled? 

· How will the survey results be disseminated?

· How will the survey results be accessed?

· What plans have been put in place to ensure that your work has long-term impact? What links are in place ensure this work impacts other areas such as accession aacquisition, and culling policies? 

·  In what ways are such initiatives to recover and add to Britain's cultural heritage going to impact on raising staff awareness of the multicultural nature of British society - both presently and in the past?
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