Guidance for Volunteer Co-ordinators on completing the Historical Records Survey (HRS) Data Collection Form: Electronic forms

(Revision 3.  9.6..08)

Library and Museum of Freemasonry (L&M)

Introduction

This guidance is for anyone using the Excel Spreadsheet data entry form to return surveys of Lodge/Chapter records.

Sheet 1 (Lodge details) requests general details about the Lodge or Chapter 

Sheet 2 (Records) requests details about the storage and condition of individual Lodge or Chapter records. A new row is required to add details for each individual record surveyed.

Some boxes on Sheet 1 and 2 ask you to add information using free text, whereas others provide options for you to select – boxes requiring you to select an answer from a choice of possible responses are marked Select.

Some column heading-boxes on Sheet 2 include a link to a Comments field that provides additional help and guidance. Running your mouse over the small red triangle in the top right hand corner of the column heading-box will reveal hints for adding data to that column.

Sheet 1 – Lodge/Chapter Details

	Column A
	Number
	Add Lodge or Chapter number


	Column B
	Lodge; Lodge of Instruction; Chapter, or Chapter of Instruction
	Select or enter as appropriate using letters: L, LoI, C or CoI


	Column C
	Province
	Add details of relevant Province


	Column D 
	Lodge or Chapter name
	Add details of Lodge or Chapter name


	Column E 
	File title
	Please save files and provide a title as follows: 

· lodge/chapter number (as per the 2006 Directory); 

· letter L[odge], LoI , C[hapter]; or CoI

· Province name; 

· Lodge or Chapter name. 

This should be written with no spaces or punctuation between the elements. For example: 335LWiltshireRectitude.


	Column F 
	Covering dates
	Give the date of the earliest and the latest record; don’t worry about any gaps.  If you still have records in use, which almost all will, enter ‘– to date’

For example: 1813 - to date




	Column G 
	S N number 
	Enter this if you know it, otherwise leave it blank and the HRS Project Manager will add this information.  It is only  relevant for Lodges established before 1863


	Columns H 
	Year of warrant
	Enter this if you know it. If you do not know the year of the Lodge/Chapter warrant, do not worry – the HRS Project Manager will add this information.



	Column I
	Published Lodge or Chapter Histories
	Please enter details of any published/unpublished histories relating to this specific Lodge or Chapter, where known.  We only need to know that they exist, not how many copies you have or their condition. Enter details as follows:

Ebblewhite, Ernest Arthur The history of Shakespeare Lodge, No.99 1757-1904 (London, 1905).  

If you have more than one history, enter its details in the box below


	Columns N to U
	
	Leave blank.  These will auto fill from the data you enter on Sheet 2.


Sheet 2 – Record Details 

Add data to boxes in columns A to AF for each individual Lodge or Chapter record. Please list items on the form by type of record (eg Minute Book; Signature Book etc), then in date order within type.

 Item number (Column A): this is a running number applied to each individual    Lodge/Chapter record you survey.

	Record Category (Column B)

	Select a record type from the drop down list provided. If none of the terms apply, select Other and add details for it in the next box using free text (see below).

	Minute book

Treasurer’s Account Book

Signature/Attendance Register

Correspondence file

Declaration book

Summonses volume

Membership Record book

Lodge committee minute book

Copies of annual returns
	Photograph album

Scrapbook

Other Lodge/Chapter record

Lodge/Chapter of Instruction minute book

Lodge/Chapter of Instruction account books

Other Lodge/Chapter of Instruction record

Other 


	Other Record Category     (Column C)
	If none of the options in Record Category is appropriate, please insert your own description here


	Date    List records in date order, according to record type

	Start date      (Column D)
	For minute books, signature books, declaration books, committee minute books, Lodge/Chapter of Instruction minute books add a start date, e.g. 13 January 1856 

	End date      (Column E)
	For minute books, signature books, declaration books, committee minute books, Lodge/Chapter of Instruction minute books add an end date, e.g. 29 January 1894

	Record covering dates

 (Column F)
	Other records, including record books, account books, do not have a clear start and end date so please provide covering dates, e.g. 1923 – 1954 


	Location (Column G)

	Select location type from drop down list as follows: 

Local Record Office

Library and Museum - London

Library and Museum - Provincial 

Provincial Office or Store

Masonic Hall

Private Dwelling – Secretary

Private Dwelling –Treasurer

Private Dwelling

Other  - If none of these applies, select Other and use free text to complete details in the next box (see below). 


	Other Location (Column H)

	If none of the options provided in Location is appropriate, please insert details here


	Location Address (Column I)

	Please add full address details about where the item is stored – do not add details for Private House; Private House – Secretary/Treasurer.


Room, Shelving, Security & Fire Detection Section

Please select No if you cannot answer Yes.

	Room (Column J)
	· Answer Y (Yes) only if both the following statements are true:

· Material is protected from bright or direct sunlight and very high temperatures.

· Storage area is dry, not susceptible to flood, with a stable temperature.


	Shelving (Column K)
	· Answer Y (Yes) only if all the following statements are true:

· Shelves or equivalent are wide enough to support material.

· Material is stored at least 150mm above the floor. 

· The room is clean.

· Material is not stored near radiators or water pipes.




	Security (Column L)
	Select Y (Yes) if the following statement is true:

· The room is kept locked and access to keys is controlled.


	Fire Detection (Column M)
	Select Y (Yes) only if both the following statements are true:

· The item is protected by an automatic fire detection system (e.g. a smoke and/or heat detector)

· Fire extinguishers of the appropriate type are supplied and regularly tested


	Quality of Storage (Column N)
	Not for use - to be completed by L&M Project Manager


Document format, condition and usability section

	Document format (Column O)
	Select from Hard copy, bound (if it has a hard or wrapper cover that keeps the items together); hard copy, unbound (if it is a single item or a bundle with an unsecured wrapper. If unsure, hypothetically, apply the drop test: would it stay in order if dropped on the floor?), or electronic if it is a disc or data held on a hard drive.


	Assess the overall condition and usability of each record – select one category

(Column P)


	Good

Item is in good condition, robust and stable. Usable for any purpose. It may have very slight visible damage which does not impede its use in any way. The damage will not increase with normal use.
	Fair

Item is in fair condition, disfigured or damaged, but stable.  It can still be used with extra care and attention.
	Poor

Item is in poor condition, with signs of deterioration. Use will cause further damage. It should be in a restricted use category or used under close supervision.
	Unusable

Item is completely unsuitable for production to users.  It is so fragile and damaged that it is certain to suffer further if handled, or has mould, or pest infestation.
	N/A electronic record


	Damage to Binding or file wrapper (Columns Q - U)

	Only provide an answer to this section if you have entered hard copy bound as a response to the Format question in Column O above. If you are dealing with unbound material, please skip this section and go on to record you responses to Columns V to Z.

Select None, Slight, Significant or n/a electronic record as appropriate 

	

	Binding
	Slight (1)
	Significant (2)

	Physical damage (Column Q)
	Sewing fragile

Broken head or tail cap

Spine partly detached

Broken joints, board still attached
	Sewing broken 

Spine missing, partial or complete loss

Board(s) detached

Extreme binding distortion

Spine detached

	Damaging repairs (Column R)
	Pressure-sensitive tapes (e.g. sellotape)
	Inappropriate previous repairs.
Inappropriate binding (e.g. too tight, text unreadable)

	Staining and chemical damage (Column S)
	Acid migration

Red rot (book cover sheds red staining)

Plastic covers (e.g., polyvinyl chloride migration)

Coffee/wine stains
	Severe acid migration

Severe red rot 

	Pest and mould damage (Column T)
	Mould damage. Pest infestation or results of active or former pest infestation.
	Severe mould damage, pest infestation or results of active or former pest infestation.

	Brittle paper

(Column U)
	Yellowing or browning of paper covers, dust jackets or pastedowns
	Fragmentation of paper covers, dust jackets or pastedowns


	Damage to Body of item (Columns V - Z)

	Select None, Slight or Significant or n/a electronic record as appropriate

	

	Damage to Body of item 
	Slight (1)

There is evidence of damage


	Significant (2)

The damage compromises how the item is used and normal use causes further damage.

	Physical damage (Column V)
	Creasing and tears

Cockling

Damaging leaf attachment

Guards becoming detached
	Loose/lost pages, broken text block



	Damaging repairs

(Column W)
	Pressure sensitive tape

Inappropriate previous repair(s)
	Inappropriate or degraded lamination.

	Staining and chemical damage (Column X)
	Corrosive inks or pigments

Acidic support

Stained (liquid damage)
	Substantial damage caused by chemical agents

	Pest or mould damage

(Column Y)
	Mould damage. Pest infestation or results of active or former pest infestation.
	Severe mould damage, pest infestation or results of active or former pest infestation.

	Brittle paper (Column Z)
	Yellowing or browning of pages or leaves; occasional broken corners

Note: a fold test may be used to gauge the degree of brittleness, although this will cause damage to the item and is therefore not considered essential. If a fold test is used, the item should be considered to have slight damage if the page corner breaks on five double folds, and significant damage if it breaks on two double folds. The test should be done in the middle of the volume.
	Fragmentation of corners of pages, ‘confetti’.


	Damage score L&M use only

(Column AA)
	To be used by the HRS Project Manager at the Library and Museum of Freemasonry

	

	Surface Dirt (Column AB)
	Is the surface or interior of the record affected by loose dirt, excluding fingerprints? Select Y (Yes) or N (No)


	Special Features (Column AC)

	Details of anything about the individual item which provides added interest

e.g. 
Interesting or ornate binding


Provenance


Visit by/created by locally or nationally famous person

           Important events of local/national significance


Finally….please complete the last section by providing the following information:

	Name of provincial Co-ordinator (Column AD)
	Insert name of Provincial Co-ordinator


	Form compiled by  (Column AE)
	Insert name of person compiling this survey with contact details

	Date compiled (Column AF)
	Please add date when survey completed


	Noted by HRS Project Manager (Column AG)
	To be used by the HRS Project Manager to note date of receipt of the survey form


	Revisions made                (for use by L&M)       (Column AH)
	Date of any revisions made – to be added by the HRS Project Manager


	Revisions made                (for use by L&M)       (Column AI)
	Name of person carrying out the revision – to be added by the HRS Project Manager


What to do next:

· Nil returns are required

· Secretaries /scribes and provincial coordinators should keep a copy of your forms for future reference

· The HRS Project Manager may contact you to check details

· If you want to change anything please let us know. For example, you may discover additional records relating to a Lodge/Chapter; you may need to change dates/record type etc. 

When returning the spreadsheets by e-mail:

· Please save your spreadsheet, giving it a File name as outlined on Sheet 2, Column E, above:

· E-mail each spreadsheet separately to the Library and Museum:

· lreilly@freemasonry.london.museum

· Include HRS, Province name, lodge or chapter name, number in the Subject field

· For example, HRS East Lancs Prosperity, No. 5206
If you have any problems please contact:

Len Reilly , HRS Project Manager, 020 7395 9256

Susan Snell, Archivist and Records Manager, 020 7395 9258

Louise Pichel, Assistant Archivist, 020 7395 9256

