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INTRODUCTION

Local churches, parishes and hui amorangi and their organisations possess
many different records which tell the story of our past. These records need
careful preservation in order to be available for the future.

The guidelines contained in these pages are an updated version of the Parish
Archives Handbook published in 1986.

In 1982, General Synod passed a new statue ‘On Provincial Archives’. This
was updated in 1992, which provided for a Canon (Title B, Canon X) on
archives. Clause 4 (d) of the canon asks the archives committee to take
responsibility in encouraging proper care for diocesan and parochial archives,
and to draw up guidelines for this care. The guidelines here offers parishes
simple charts to enable basic care of records to be taken, and assistance in
knowing when to seek further help.

WHY KEEP PARISH ARCHIVES?

Parish records arise out of, and reflect the work of the church. The
permanently valuable records of a parish, which are known as it's “archives”
have an enduring importance beyond the purpose for which they were
originally created.

The records produced by individual parishes’ form a valuable archival record
of the work and activities of the church, and as time passes they become a
more and more important research resource.

Some archives are held in trust

Every Vestry has a responsibility to keep and preserve the parish registers:
those of Baptism, marriage, burial and registers of services. In the case of the
marriage register the obligation is much stronger then mere ecclesiastical
practice: the Marriage Act 1955 requires that it be kept.

Archives are the memory of the parish

It is in the interest of the parish and its parishioners to keep the records intact.
Vital information about properties needs to be preserved. For example, it may
be necessary in the future to have detailed records of how they were acquired
and financed, obligations undertaken at the time, changes in the use of the
land, or alterations to buildings.

When a parish records the problems it experiences (and even its mistakes!)
its future planning and decision-making techniques and be assisted.

By emphasising continuity with the past, records may foster a sense of loyalty
and pride. Parish histories continue to be written in growing numbers.
Registers, minute-books, scrapbooks, photographs, plans, parish newsletters
and magazines, and reminiscences recorded on paper or cassette are all
sources for re-creating the past life of parish and Church.
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Archives have a value beyond the parish

Interest in local history and family history has never been stronger than today.
Church records have a unique value for many people. Lacking birth
certificates, some people have turned to baptismal registers and found there
the authoritative details that they have wanted. At a personal level such
records may help to provide some people with a sense of identity and
belonging.

The registers of baptism, marriage and burial have a high value for
genealogists and family historians. Registers record important events which
have religious significance both for the persons involved, and for the
worshipping congregation. Also, the events to which they point may express a
sense of belonging and corporate unity, for they focus the community identity
shared by the family and friends of the individual persons concerned. Even
brief entries in registers identify high points in family life, the importance of
which increases rather then diminishes with the passage of time.

Three phases of records

1. Current phase: during this phase records come into existence and are
referred to regularly. Registers are being filled, minutes are being written
and correspondence is being dealt with.

2. Semi-current or intermediate phase: during this phase the records are
referred to with diminishing frequency. They may be separated physically
from current records and placed in low cost storage. The records are no
longer at all kept and those thought to have no future importance are at
various stages systematically identified and destroyed. For instance, some
financial vouchers may be destroyed after then years.

3. Archival phase: this stage is reached when those records which come
through the previous stage are preserved to become archives. They are
likely to be referred to for historical or cultural reasons rather then current
administrative needs. They are separated from current and semi-current
records to avoid risk of confusion, and are kept in the right physical
conditions to ensure their permanent preservation. Of course the archival
guality of some records (e.g. parish registers) is clear from the beginning,
and in such cases the intermediate stage for all practical purposes, may
be omitted altogether.
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WHAT TO DO WITH ARTEFACTS

Artefacts are both items of church furnishing and cups, plaques, trowels,
foundation stone containers, coins, busts, shields, honours boards and other

such memorabilia.

Church furnishings

Y

All church
furnishings should
be listed in a terrier
and a copy sent to
the Diocesan
Archives or
Administration

» Identify and list artefacts

* Record any information
known, including
purchase/donor
information, oral history,
inscriptions and markings

» Take photographs of
items

» Seek advice if necessary
before cleaning any items

Other memorabilia

.

Is your
memorabilia of
local community
interest? Could it
be onloan to a
local museum?

Are your artefacts
valuable? Should they be

housed in a safe when not
in use?

Artefacts and memorabilia make
excellent display items. Before
displaying any item make sure

* There is no sunlight on the display

* There will be little temperature
variation

* The location and case is secure

* Items are well labelled with
interesting associated information
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WHAT TO DO WITH AUDIOVISUAL ITEMS

Audiovisual items require special handling to ensure that the contents are

accessible in the future. Rapidly changing technology can make it impossible

to access data only a few years after it is recorded.

In all cases, seek advice

from the diocesan archivist as to the value of keeping such material in the

parish.

Feel to reel
audio tapes

Re-recard anto
guality cassette
tape or COrom

CD Rarmn Audio Wideo tapes
cassetie tapes
i Toextend life
w*ﬂm%wﬂmmwﬁq «  Rewind reqularly
Do not bend or s Store an short end
use hard tipped (magnetic Tieid ciogs
nensto lakel nof migrafe §0
easily)

Mavie film

Filrn strips
(UsLally Sunday
schoal material)

o Sforein coolplace

Take advice

from diocesan
archivist il
Lzually be offered
to Mational Film
Libtaty if of
significance,
andior re-recorded
onto video tape)

Take advice
from diocesan
archivist.

v

store in approprizte containers, and make a list
of items held to avoid handling the audiovisual
iterns urknecessarily. Avoid fluctuation in
temperature & humidty
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WHAT TO DO WITH CLERGY/STAFF RECORDS

It is important to differentiate between material created by clergy in differing
roles, eg vicar of a parish, ministry enabler, chaplain or in a non parish role
such as a member of a diocesan or national committee. Clergy as individuals

also create records, eg diaries, photographs and family memorabilia.

Sort records according
to the followwing
categories

The priest and staff
weithin & parish

¥

'

Without rearranging the
papers, dizpose of any
duplicates already in the
parish records, unless
specifically annotated

The priest as a
memkber of a
dincesan or national
or international
Anglican bodies

The priest as an
individual

l

Keep

+  Sermonsiaddresses for
special occasions &
eulogies
Farizh diaries
Fapers relating to the
life of the parish

*  Correspondence

=end these papers to
the diocesan archives
repostory who will
forweard material as
necessary tothe
national archives at =t

John's College

Wwhere possible,
consult descendants
when material of this

kind i= found
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WHAT TO DO WITH CORRESPONDENCE

Not all correspondence needs to be retained. Selection needs to take into
account not only parish interests but diocesan and local community as well.
Follow the guidelines below, and ask for help from the diocesan archivist.
Before starting to sort correspondence, see the definition of “original order” on

page...

Major categories of correspondence

Clergy/staff Administrative
Vestry d d
dence correspondence correspondence
correspon Keep separate This can include
]t?ce)renposéﬁgﬁrate from other correspondence
correspondence. *  With the diocese
correspondence. Usuallv filed b *  with the local
Usually filed by y ted by community
date or SUbjeCt date Or.SUbjeCt. . with national
See Privacy Act bodies
flowchart
A 4
Parish
organisations
Correspondence
remains with the q )
records of the You can dispose of
organisation * Diocesan & national body
flyers/brochures after 1 year
* Local community

< advertisments/flyers after

the event
|t |S |mp0rtant that i Routine Correspondence
you record your such as thank you notes,
d|Sposa| po“cv in tl’avel arrangements

the front of your
filing cabinet and
archives list
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WHAT TO DO WITH ELECTRONIC RECORDS

Electronic records are those records held on a computer’s hard drive or on a
floppy disk. These may include word processing documents
(correspondence, orders of service, newsletters), and databases such as a

parish roll. It is the content rather than the format of word processing
documents that needs to be preserved. Most parish electronic files will

already exist in the records as a printed copy. Computer disks will deteriorate
and the hardware and software required to access the data will go out of date

very quickly.

Documents (eg
letters)

Is the file available in a
print format in the parish

Database (eg, Parish web

parish roll)

Is the file available
in a print format in

If possible, print
copies of pages
after changes
are made,
especially News
sections.

Seek advice from
provider about
archiving
electronic copies
of the web pages

Ensure copies are kept for

records? the parish records?
Yes No Yes No
Delete the Do you want to
electronic preserve an
file, or electronic file of :
I the record? Seek advice
from
computer
support
person as to
how this can
be done
No Yes
Print the document(s) Make a copy
and file in parish onto a quality content
records. Delete the disk or CD Rom
electronic file

archives as changes are
made to the database
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WHAT TO DO WITH MAPS, PLANS, ARCHITECTURAL
DRAWINGS AND RELATED RECORDS

All records relating to parish property, location and buildings should be
retained. These may include churches and associated buildings,boundary
maps, cemeteries, leasehold and investment properties and land. Records
may include contracts, certificates of title, correspondence, specifications,
leases and financial arrangements for both currently and formerly owned
properties.

Identify and label in pencil, all
records according to the property
to which they relate, making sure
that any records separated from
their associated maps and plans
can be easily reunited. ldentify
the architect where possible.

€g

St Barnabas, Stoke,parish hall

Architectural drawings, 1962
Specifications, 1962

I

For storage of
smaller items see
storage pages

v

Large maps and plans
can be stored
* Loosely rolled and

placed inside a Do not
calico bag (use * Roll tightly

cotton tape to hold
roll together if
necessary)

* Flat, between sheets
of acid free card or
paper, and stored if
possible in a_plan
cabinet or vestment
chest drawer

The edges of maps and
plans are fragile and
need to be protected

A working copy of a
cemetery plan and
parish boundary
map (not the
original) needs to be

readily available for
parish use,funeral
directors, sextons
and researchers

Place inside a cardboard
roll

Attempt to mend without
advice from the
diocesan archivist
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WHAT TO DO WITH MINUTES

Minutes include agenda, signed minutes, associated reports, annual and
special meetings of vestry/parish council/individual churches. Sometimes this
material also includes annual financial reports. These minutes also include

f subcommittees created by the central body, eg

the reports and minutes o

pastoral care committee, and finance committee.

Keep one copy of everything

from one meeting together

(usually filed in the following

order)

 Agenda

* Signed minutes

* Reports presented to
meeting

* Minutes of associated sub
committees presented to

meeting

Do not

* glue into exercise
books (the binding
splits, the paper
wrinkles and glue
peels away)

e punch more than one
set of holes

* expect loose copies
to stay intact

v

Do

» use guard books with
acid free paper and
paste

» consider photocopying
master set of papers
onto acid free paper

» consider professional
binding

» collate the papers
reaularly

Minutes, agenda and reports

of each parish organisation are
retained with the other records
of that organisation, eg

St Jude’s Badminton Club.

Agenda

Minutes

Report on hall floor
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WHAT TO DO WITH PHOTOGRAPHS,NEGATIVES, SLIDES,
LANTERN SLIDES AND GLASS PLATE NEGATIVES

Photographs of individuals and groups associated with the parish should be
kept along with those of buildings and events.

Either label photographs on the
reverse with a 2B pencil or with
Indian ink or number each photo

on the back, and list the
information on a separate sheet _Sort photographs
into either

Eg Sunday school picnic at chronological order
Ekatahuna, Dec 1903, or arrange by
subject,

Or o
eg Holy Trinity
Photo no.5 Cathedral, clergy

or
All Saints Church
Howick, 1850-1990

Identify carefully the
subject matter and the
individuals in
photographs. Itis

Photocopied photographs
. can be stored as loose
appropriate to follow

an identification with a pages in a folder, or filed in

) clear files
? if you are not sure —_—

Lantern slides and
glass plate negatives
require specialist

Photocopy or scan the
photographs once onto
acid free paper, using a
quality photocopier.

care. Ask for advice
from your diocesan
archivist

This will provide a
\;,)vl‘?(;lt((;r;?acpohp?ocr)t[:\ze Negatives and slides
s . should be kept
parish, which can be separately from the
used in displays. photographic prints,

preferably in a cool
place. They should be

placed in Mylar sleeves
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WHAT TO DO WITH NEWSPAPER CLIPPINGS AND
SCRAPBOOKS

Newspaper clippings from local and national newspapers about a parish and
prominent members of the parish should be kept

Label clippings with
source and date, eg

NZ Herald, 25 May, — -
2001 Sort clippings into

either chronological

order or arrange by
subject, eg

Parish events,

1960-1970
Or
Photocopy the Youth group camps
clippings onto acid
free paper, using a
quality photocopier,
and discard the
original newsprint
copies. Thisis
because newsprint
is acidic and will Photocopied clippings
rapidly yellow and can be stored as loose
fall apart pages in a folder, bound
into a volume or filed in
clear files

Pasting the copies into
a scrapbook is not
recommended unless
the book is made from
acid free paper and
methyl cellulose paste
is used

12
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WHAT TO DO WITH PRINTED/PUBLISHED ITEMS

Includes material created by the parish, and purchased for use in the parish,
eg parish magazines, news sheets, histories, hymnals, Bibles, Psalters and
prayerbooks. This material can all be regarded as being publicly available.

Parish created material

~,

Purchased by parish

/

Sort into like material, eg
prayer books, special
services, cook books,
parish magazines

/

One copy or set of each of
the following needs to be
retained

* Annual reports

» Parish magazines

* News/pew sheets

e Special service sheets
» Parish histories

e Song books

* Cook books

« Brochures eg new comers

guides, historical guides
* Publicity material

Sa

Take advice from the
diocesan archivist before
disposing of any items , and
in particular,those published
before 1945

For later material keep one
example of each type of
book.

Eg

Hymn books — music and
words versions.

Eg

Service books — priest’s
and people’s versions

These records make excellent display items.
Consider retaining more than one copy of the best
examples. This second set should be stored
separately, and clearly labelled “for display only”

13
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WHAT TO DO WITH THE RECORDS OF PARISH
ORGANISATIONS

Parish organisations have a tendency to come and go over time. Try to
identify all those which have been in your area over the life of the parish.
Annual reports are a very useful way of finding this information, and requests
in both parish and community newsletters will often result in additional records
being found.

The records of these groups will come from all sorts of places, and trying to
maintain original order is not always possible.

Parish organisations may

include

e Choir

e Sunday school

e Bible Class

e Mothers’ Union

¢  AAW

* Young Wives Group
* Ladies Guild

* Sanctuary Guild

* Sewing Guild

e Fair Committee

e Church of England Men’s Society

* Anglican Bible Class Union

e Badminton Club

* Indoor Bowls Club

* Girl Guides — brownies, guides,
rangers

* Boy Scouts — cubs, scouts, senior
scouts

¢ Missinnarv Assnciations

h 4
Records of these groups may include
* Agenda, minutes, reports
» Correspondence
» Financial records
*  Membership lists
« Memorabilia, including cups, banners, badges,
tablecloths
* Records of inter-group competitions, eg tennis

14
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WHAT TO DO WITH REGISTERS

Registers to be retained are baptism, marriage, burial/funeral
confirmation, admission to communion, service, attendance (eg
Sunday school), and those kept less regularly (eg banns of

marriage, marriage of divorced persons, plot registers)

RETAIN ALL
REGISTERS

Registers which record rites
of passage, eg baptism,
marriage, burial, admission
to communion and
confirmation, are organised
by event and date,

Eg

St Mary the Virgin
Addington.

Baptism register, 1867-1882
Baptism register, 1883-1904

Storage of the records of
rites of passage should
be in the most secure
place that the parish can
provide, eg, a safe. Do

not use a steel filing
cabinet

Such cabinets act as an
incinerator in event of
fire.

15

organisations are
date
Eg

St Mary the Virgin,
Addington.

All other registers except
those relating to parish

organised by event and

Service register, 1890-1924

Registers of parish
organisations which record
attendance and
membership should be left
with the other records of
that organisation

Eg

St Michael’s Church Day

School
Attendance register, 1918-1924

St Peter’s Temuka Ladies
Guild

Membership and attendance
register, 1952-1964
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WHAT TO DO WITH SCHOOL RECORDS

Parish records may include items relating to schools of various kinds, eg
parish schools, day schools, public and private schools.

Does the school still exist?

Yes No

Do not sort material or discard
items. Contact the diocesan
archivist for details and advice
about the present location of
other records

16
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A QUICK GUIDE TO THE USE OF ...

Don't use hecause Replace with

Flyfinsect spray Chermical content can rark and damage Regular cleaning and approved siverfish baits Lse
artefacts and paper professional exterminators where needed

Glue It can peel off, or leave a cracked residue, or Mettryl cellulose paste
shrink and damage paper

“Magic” tape It dries out and peels off, leave s stains and If something needs mending, see an archivist

sticky residue

Magnetic/clingfile
photograph albums

Leawves sticky residue on photographs and
chemicals from PYC damage front of
photograph

Talk to diocesan archivist about alternative storage

Manilla folders

Made of acidic card which damages contents

Acid free folders or envelopes

Paper clips

Metal paper clips rust, stain and corrode

Yinyl coated paper clips

Pens/hires

Ink is irreversible

2B or 3B pencil

Rolls of cardboard

Made of acidic card which damages contents,
rolling paper tightly causes irreversible damage

Approved wrapping: see "What to do with maps, plans
et

Rubber bands They mark, perish and remain "glued" to Cotton tape
papers
Sellotape It dries out and peels off, leave s stains and If something needs mending, see an archivist

sticky residue

Where to get the suggested products

Silverfish bait
Methyl cellulose paste
Acid free envelopes & folders

Ask your diocesan archivist
Ask your diocesan archivist
Ask your diocesan archivist

Vinyl coated paper clips

2B or 3B pencil
Cotton tape

Supermarket or stationery shop
Stationery shop
Available as legal tape from stationery

17
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GLOSSARY of terms underlined in the text

Acid free paper and acid free card

Paper in which the active acid pulp
is eliminated during processing,
and which has a minimum pH of
8.5. This paper has a long life and
will not damage other papers in
which it comes in contact

Acid free paste see Methyl cellulose
paste

Calico bag Bag made from washed calico
fabric, often with a drawstring
closure and used to store rolled
items such as maps

Clear files A file with clear pages, made of

polyester, not PVC

Disposal policy

A policy which states which
records will be retained for
archives

Folder Made from acid free card or heavy
paper if used for storing archives
Indian ink A dark ink available from stationery

shops

Methyl cellulose paste

A neutral paste that is soluble in
cold water, non-staining and does
not decompose.

On Loan

Placing archives on loan needs a
written agreement. Seek advice
from your diocesan archivist.

Original order

The order in which records and
archives were kept when in active
use

Plan cabinet

A cabinet with large flat drawers
which allows maps, plans and
large photographs to be stored flat

Privacy Act flowchart

Written by the Anglican Archives
Committee and available from the
Diocesan Administrator, or the
Committee

Terrier A register of the land or property
belonging to a person or
organisation

2B pencil A soft leaded pencil which can be

easily erased

Vestment chest

A chest with shallow drawers used
for storing church vestments. Also
useful as a plan cabinet

Volume (bound)

18
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